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Retrofit Program Roles 

Role Description 

Lead DC 
Analyst 

The Lead LDC Analyst manages Retrofit projects for the LDC. They review 
pre-project applications, facilities and post-project submissions or assign 
these tasks to another LDC Analyst or a 3rd Party Evaluator. They provide 
final approval on all pre-project applications and post-project submissions. 
Note: This title is used to refer to both the LDC Analyst for a single-site 
application and the LDC Analyst from the Lead LDC for a multi-site 
application. 

Satellite LDC 
Analyst 

Satellite LDC Analysts manage facility reviews for satellite LDCs in a multi-
site application. They can conduct facility reviews or assign them to a 3rd 
Party Evaluator. 

3rd Party 
Evaluator 

A 3rd Party Evaluator is an optional surrogate assigned by an LDC Analyst 
to review a pre-project application, facility, or post-project submission. LDC 
Analysts must approve any work completed by a 3rd Party Evaluator. 

Applicant The Applicant is the Retrofit project owner. They create the pre-project 
application and post-project submission or assign an Applicant 
Representative to create them on their behalf. Only the Applicant can 
submit pre-project applications or post-project submissions to the 
LDC. 

Applicant 
Representative 

An Applicant Representative is an optional surrogate that creates the pre-
project application and post-project submission on the Applicant’s behalf. 

An Applicant Representative cannot submit pre-project applications or 
post-project submissions to the LDC. 

Satellite LDC 
Analyst 

Satellite LDC Analysts manage facility reviews for satellite LDCs in a multi-
site application. They can conduct facility reviews or assign them to a 3rd 
Party Evaluator. 

3rd Party 
Evaluator 

A 3rd Party Evaluator is an optional surrogate assigned by an LDC Analyst 
to review a pre-project application, facility, or post-project submission. LDC 
Analysts must approve any work completed by a 3rd Party Evaluator. 
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Logging In 
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Retrofit Portal Overview 

Pending Actions 

The Pending Actions page is where you find assigned tasks for your current applications. 
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Applications 

The Applications page includes a record of all your current and historical applications 
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Batch Application Routing 

From the Batch Application Routing page, you can route multiple applications at once (see 

Routing Multiple Application Review Tasks). 

 

Bulk Update Applicant/Applicant Representative 

From the Bulk Update Applicant/Applicant Representative page, you can change the 

existing Applicant/Applicant Representative on an application (see Changing an 

Applicant/Applicant Representative). 

You can use this feature to reassign multiple existing applications to a different Applicant or 

Applicant Representative. For example, when an existing Applicant leaves a company, they 

may have several applications in progress which now have to be assigned to another Applicant 

or Applicant Representative for further processing. 
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Paper Copy Application 

If you receive a paper copy of an application, you can submit it on behalf of the Applicant via the 

Paper Copy Application page. 

 

This creates a new application for you to complete. 
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Application Main Page 

Opening an application brings you to the application main page. 
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Applications 
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Reviewing a Pre-Project Application 

The Lead LDC Analyst receives an email notification when a pre-project application is 

submitted for review. 

Routing the Pre-Project Application Review Task 

The Lead LDC Analyst begins the review process by routing the pre-project application review 

task. 
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The Lead LDC Analyst will now receive an email notification to route the facility review task. 
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Note: You can search for duplicate pre-project applications if you suspect a pre-project 

application has already been submitted. 
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Routing the Facility Review Task 

The Lead LDC Analyst routes the facility review task. 
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The designated facility reviewer will now receive an email notification to conduct the facility 

review. 
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Note: For a multi-site pre-project application, each LDC routes their own facility review task, 

unless the task is reassigned by the Lead LDC Analyst. 
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Conducting the Facility Review 

An LDC Analyst or a 3rd Party Evaluator conducts the facility review and enters the results. 

Note: A 3rd Party Evaluator can only provide a recommendation to the Lead LDC Analyst. The 

final decision to approve, reject or return for edits is made by the Lead LDC Analyst upon 

receiving the recommendation from a 3rd Party Evaluator. 
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The pre-project application reviewer will receive an email notification to review the pre-project 

application once the facility is reviewed by an LDC Analyst. 

 

The pre-project application reviewer will receive an email notification to review the pre-project 

application once the facility is reviewed by an LDC Analyst. 
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Note: The LDC Analyst can return the facility review task to the 3rd Party Evaluator, if required. 

 

The 3rd Party Evaluator will now receive an email notification to complete the facility review. 
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Reviewing the Pre-Project Application 

An LDC Analyst or a 3rd Party Evaluator reviews the pre-project application. 
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If a 3rd Party Evaluator reviews the pre-project application, an LDC Analyst must review their 

recommendation and complete a final pre-project application review. They can choose to 

approve or reject the pre-project application regardless of the 3rd Party Evaluator’s 

recommendation. 

 

The Applicant/Applicant Representative will receive an email notification regarding their pre-

project application status once it has been reviewed by an LDC Analyst. 
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Note: You can edit the pre-project application and send an updated version to the 

Applicant/Applicant Representative for confirmation, rather than returning it for revisions. 

 

The Applicant/Applicant Representative will receive an email notification to review the updated 

pre-project application. 
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Reviewing an Advance Incentive 

Request 

If a project includes a social housing facility or Monitoring and Targeting measure, the 

Applicant/Applicant Representative can include an advance incentive request with their pre-

project application. 

The pre-project application reviewer must review the request and approve an advance incentive 

amount. 
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The advance incentive details will now appear in the Estimated Calculation Results section of 

the pre-project application. 

 

The advance incentive details will now appear in the Estimated Calculation Results section of 

the pre-project application. 
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The Applicant/Applicant Representative will now receive an email notification to submit an 

advance incentive invoice. 
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Reviewing an Advance Incentive 

Invoice 

If an advance incentive invoice is submitted, an LDC Analyst or a 3rd Party Evaluator reviews it 

and marks it as paid. 

 



 

Pre-Project Applications: Reviewing an Advance Incentive Invoice 35 

 



 

Pre-Project Applications: Reviewing an Advance Incentive Invoice 36 

 

The Applicant/Applicant Representative will receive an email notification that the invoice has 

been marked as paid. 
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Reviewing an Amended Pre-Project 

Application 

The Applicant/Applicant Representative can submit an amended pre-project application after the 

pre-project application has been approved. The Lead LDC Analyst will receive an email 

notification to review the amended pre-project application. 

Routing the Pre-Project Application Review Task 

The Lead LDC Analyst routes the pre-project application review task. 
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The designated pre-project application reviewer will now receive an email notification to review 

the pre-project application. 
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Reviewing the Amended Pre-Project Application 

An LDC Analyst or a 3rd Party Evaluator reviews the amended pre-project application. 
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If a 3rd Party Evaluator reviews the pre-project application, an LDC Analyst must review their 

recommendation and complete a final pre-project application review. They can choose to 

approve or reject the pre-project application regardless of the 3rd Party Evaluator’s 

recommendation. 

 

The Applicant/Applicant Representative will receive an email notification regarding their pre-

project application status once it has been reviewed by an LDC Analyst. 



 

 

 

Post-Project 

Submission 
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Reviewing a Post-Project Submission 

The Lead LDC Analyst receives an email notification when a post-project submission is 

submitted for review. 

Routing the Post-Project Submission Review Task 

The Lead LDC Analyst begins the post-project submission review process by routing the post-

project submission review task. 
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The Lead LDC Analyst or 3rd Party Evaluator (if applicable) will now receive an email 

notification to route the post-project submission facility review task. 
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Routing the Facility Review Task 

The Lead LDC Analyst routes the facility review task. 
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The designated facility reviewer will now receive an email notification to conduct the facility 

review. 
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Note: For a multi-site post-project submission, each LDC routes their own facility review task, 

unless the task is reassigned by the Lead LDC Analyst. 
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Conducting the Facility Review 

An LDC Analyst or a 3rd Party Evaluator conducts the facility review and enters the results. 
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If a 3rd Party Evaluator reviews the facility, an LDC Analyst must review their recommendation 

and complete a final facility review. 

 

The post-project submission reviewer will receive an email notification to review the post-project 

submission once the facility is reviewed by an LDC Analyst. 

Note: The LDC Analyst can return the facility review task to the 3rd Party Evaluator, if required. 

 

The 3rd Party Evaluator will now receive an email notification to complete the facility review 

again. 
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Reviewing the Post-Project Submission 

An LDC Analyst or a 3rd Party Evaluator reviews the post-project submission. 
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If a 3rd Party Evaluator reviews the post-project submission, an LDC Analyst must review their 

recommendation and complete a final post-project submission review. They can choose to 

approve or reject the post-project submission regardless of the 3rd Party Evaluator’s 

recommendation. 

 

The Applicant/Applicant Representative will receive an email notification regarding their post-

project submission status once it has been reviewed by an LDC Analyst. 

Note: You can edit the post-project submission and send an updated version to the 

Applicant/Applicant Representative for confirmation, rather than returning it for revisions. 
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The Applicant/Applicant Representative will receive an email notification to review the updated 

post-project submission. 
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Initiating Reimbursement (Applicant Submits the 

Invoice) 

Once a post-project submission is approved, the Lead LDC Analyst needs to review the invoice 

and then mark it as paid in order to initiate reimbursement. 

Note: An LDC Analyst can submit an invoice on behalf of the Applicant/Applicant 

Representative. See Initiating Reimbursement (LDC Submits the Invoice). 
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The application will now be processed by the IESO. 

 

Note: If you select the Pay for Performance application funding mechanism, the application will 

not be settled until the IESO Evaluations team verifies the results. 
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Note: If you select the Full Cost Recovery application funding mechanism, the payment status 

in Reported Results will be Ready for Payment and the total incentive amount will be the same 

as the value documented in the Retrofit portal. 
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Initiating Reimbursement (LDC Submits the Invoice) 

An LDC Analyst can submit an invoice on behalf of the Applicant/Applicant Representative and 

then mark it as paid to initiate reimbursement. 
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The application will now be processed by the IESO. 
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Note: If you select the Pay for Performance application funding mechanism, the application will 

not be settled until the IESO Evaluations team verifies the results. 
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Note: If you select the Full Cost Recovery application funding mechanism, the payment status 

in Reported Results will be Ready for Payment and the total incentive amount will be the same 

as the value documented in the Retrofit portal. 
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Reassigning a Task 

The Lead LDC Analyst can reassign tasks associated with a pre-project application or post-

project submission. 

 

The designated person will now receive an email notification to complete the assigned task. 
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Skipping a Task 

The Lead LDC Analyst can skip tasks associated with a pre-project application or post-project 

submission. 

 

The task will now be removed from the task list. 
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Changing an Applicant/Applicant 

Representative 

The Lead LDC Analyst can change the Applicant/Applicant Representative associated with a 

project. 
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The new Applicant/Applicant Representative will now replace the existing Applicant/Applicant 

Representative on the selected application(s). 
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Routing Multiple Application Review 

Tasks 

The Lead LDC Analyst can route multiple application review tasks at once. 
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The LDC Analyst or 3rd Party Evaluator will now receive an email notification to review the 

selected applications. 
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	Note: A 3rd Party Evaluator can only provide a recommendation to the Lead LDC Analyst. The final decision to approve, reject or return for edits is made by the Lead LDC Analyst upon receiving the recommendation from a 3rd Party Evaluator. 
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	Figure
	The pre-project application reviewer will receive an email notification to review the pre-project application once the facility is reviewed by an LDC Analyst. 
	 
	Figure
	The pre-project application reviewer will receive an email notification to review the pre-project application once the facility is reviewed by an LDC Analyst. 
	Note: The LDC Analyst can return the facility review task to the 3rd Party Evaluator, if required. 
	 
	Figure
	The 3rd Party Evaluator will now receive an email notification to complete the facility review. 
	Reviewing the Pre-Project Application 
	An LDC Analyst or a 3rd Party Evaluator reviews the pre-project application. 
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	Figure
	If a 3rd Party Evaluator reviews the pre-project application, an LDC Analyst must review their recommendation and complete a final pre-project application review. They can choose to approve or reject the pre-project application regardless of the 3rd Party Evaluator’s recommendation. 
	 
	Figure
	The Applicant/Applicant Representative will receive an email notification regarding their pre-project application status once it has been reviewed by an LDC Analyst. 
	Note: You can edit the pre-project application and send an updated version to the Applicant/Applicant Representative for confirmation, rather than returning it for revisions. 
	 
	Figure
	The Applicant/Applicant Representative will receive an email notification to review the updated pre-project application. 
	Reviewing an Advance Incentive Request 
	If a project includes a social housing facility or Monitoring and Targeting measure, the Applicant/Applicant Representative can include an advance incentive request with their pre-project application. 
	The pre-project application reviewer must review the request and approve an advance incentive amount. 
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	Figure
	The advance incentive details will now appear in the Estimated Calculation Results section of the pre-project application. 
	 
	Figure
	The advance incentive details will now appear in the Estimated Calculation Results section of the pre-project application. 
	 
	Figure
	The Applicant/Applicant Representative will now receive an email notification to submit an advance incentive invoice. 
	Reviewing an Advance Incentive Invoice 
	If an advance incentive invoice is submitted, an LDC Analyst or a 3rd Party Evaluator reviews it and marks it as paid. 
	 
	Figure
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	Figure
	The Applicant/Applicant Representative will receive an email notification that the invoice has been marked as paid. 
	Reviewing an Amended Pre-Project Application 
	The Applicant/Applicant Representative can submit an amended pre-project application after the pre-project application has been approved. The Lead LDC Analyst will receive an email notification to review the amended pre-project application. 
	Routing the Pre-Project Application Review Task 
	The Lead LDC Analyst routes the pre-project application review task. 
	 
	Figure
	 
	Figure
	The designated pre-project application reviewer will now receive an email notification to review the pre-project application. 
	Reviewing the Amended Pre-Project Application 
	An LDC Analyst or a 3rd Party Evaluator reviews the amended pre-project application. 
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	Figure
	If a 3rd Party Evaluator reviews the pre-project application, an LDC Analyst must review their recommendation and complete a final pre-project application review. They can choose to approve or reject the pre-project application regardless of the 3rd Party Evaluator’s recommendation. 
	 
	Figure
	The Applicant/Applicant Representative will receive an email notification regarding their pre-project application status once it has been reviewed by an LDC Analyst. 
	 
	Post-Project Submission 
	 
	Reviewing a Post-Project Submission 
	The Lead LDC Analyst receives an email notification when a post-project submission is submitted for review. 
	Routing the Post-Project Submission Review Task 
	The Lead LDC Analyst begins the post-project submission review process by routing the post-project submission review task. 
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	Figure
	The Lead LDC Analyst or 3rd Party Evaluator (if applicable) will now receive an email notification to route the post-project submission facility review task. 
	Routing the Facility Review Task 
	The Lead LDC Analyst routes the facility review task. 
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	The designated facility reviewer will now receive an email notification to conduct the facility review. 
	Note: For a multi-site post-project submission, each LDC routes their own facility review task, unless the task is reassigned by the Lead LDC Analyst. 
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	Conducting the Facility Review 
	An LDC Analyst or a 3rd Party Evaluator conducts the facility review and enters the results. 
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	If a 3rd Party Evaluator reviews the facility, an LDC Analyst must review their recommendation and complete a final facility review. 
	 
	Figure
	The post-project submission reviewer will receive an email notification to review the post-project submission once the facility is reviewed by an LDC Analyst. 
	Note: The LDC Analyst can return the facility review task to the 3rd Party Evaluator, if required. 
	 
	Figure
	The 3rd Party Evaluator will now receive an email notification to complete the facility review again. 
	Reviewing the Post-Project Submission 
	An LDC Analyst or a 3rd Party Evaluator reviews the post-project submission. 
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	Figure
	If a 3rd Party Evaluator reviews the post-project submission, an LDC Analyst must review their recommendation and complete a final post-project submission review. They can choose to approve or reject the post-project submission regardless of the 3rd Party Evaluator’s recommendation. 
	 
	Figure
	The Applicant/Applicant Representative will receive an email notification regarding their post-project submission status once it has been reviewed by an LDC Analyst. 
	Note: You can edit the post-project submission and send an updated version to the Applicant/Applicant Representative for confirmation, rather than returning it for revisions. 
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	Figure
	The Applicant/Applicant Representative will receive an email notification to review the updated post-project submission. 
	 
	Initiating Reimbursement (Applicant Submits the Invoice) 
	Once a post-project submission is approved, the Lead LDC Analyst needs to review the invoice and then mark it as paid in order to initiate reimbursement. 
	Note: An LDC Analyst can submit an invoice on behalf of the Applicant/Applicant Representative. See Initiating Reimbursement (LDC Submits the Invoice). 
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	The application will now be processed by the IESO. 
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	Note: If you select the Pay for Performance application funding mechanism, the application will not be settled until the IESO Evaluations team verifies the results. 
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	Figure
	Note: If you select the Full Cost Recovery application funding mechanism, the payment status in Reported Results will be Ready for Payment and the total incentive amount will be the same as the value documented in the Retrofit portal. 
	 
	Figure
	Initiating Reimbursement (LDC Submits the Invoice) 
	An LDC Analyst can submit an invoice on behalf of the Applicant/Applicant Representative and then mark it as paid to initiate reimbursement. 
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	Figure
	The application will now be processed by the IESO. 
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	Note: If you select the Pay for Performance application funding mechanism, the application will not be settled until the IESO Evaluations team verifies the results. 
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	Note: If you select the Full Cost Recovery application funding mechanism, the payment status in Reported Results will be Ready for Payment and the total incentive amount will be the same as the value documented in the Retrofit portal. 
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	Managing Tasks 
	 
	Reassigning a Task 
	The Lead LDC Analyst can reassign tasks associated with a pre-project application or post-project submission. 
	 
	Figure
	The designated person will now receive an email notification to complete the assigned task. 
	Skipping a Task 
	The Lead LDC Analyst can skip tasks associated with a pre-project application or post-project submission. 
	 
	Figure
	The task will now be removed from the task list. 
	Changing an Applicant/Applicant Representative 
	The Lead LDC Analyst can change the Applicant/Applicant Representative associated with a project. 
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	Figure
	The new Applicant/Applicant Representative will now replace the existing Applicant/Applicant Representative on the selected application(s). 
	Routing Multiple Application Review Tasks 
	The Lead LDC Analyst can route multiple application review tasks at once. 
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	Figure
	The LDC Analyst or 3rd Party Evaluator will now receive an email notification to review the selected applications. 
	 
	 
	 
	 
	 





