
Act Marketplace User Guide

Thank you for choosing Green Project, an ACT company, as your partner in

decarbonization. We’re excited to get you started on Act, our renewable energy

procurement platform! The steps below will walk you through the process, and our

team is here if you have any questions.

Step 1. Set Up Your Account
Look out for an email from your renewable energy campaign manager - it will

include a link to your account creation page. To set up your account, fill in your

company details and your own user details:
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Only your company name, company domain, and your name and email are

required, everything else is optional and can be added later. If your company

doesn’t have a website, tick My company does not have a website and continue.

You’ll then receive an activation email to set your password and log in for the first

time. If it doesn’t arrive within a few minutes, please check your spam folder.
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Step 2. Enter Your Electricity Data
In the sidebar, navigate to the Electricity screen. Choose your reporting year, then

enter your electricity usage: your total consumption, and any portion that’s already

renewable.

You can organize your data by facility (recommended, so your certificates match

each site’s market) or by country if you only have country-level totals.

You have two choices for entering data, either individually row by row (image

above) or in bulk for all facilities (below) using Bulk Manage Electricity Data and

our upload template.
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Enter figures straight from your utility bills, choose kWh or MWh per row and we’ll

handle the conversion.

If your campaign manager has set a renewable target, you’ll see your progress

toward it on this screen once your data is entered.
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Step 3. Review the Terms & Conditions
Go to the Marketplace screen and click Get Started on the Renewable Energy

Certificates card.

The first time you do this, you’ll be asked to review our platform Terms &

Conditions before continuing to your order. Scroll to the bottom and click Agree to

confirm your agreement.
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Each user on your account agrees separately the first time they go to order.

Step 4. Build Your Order
On the order page, select your reporting year - the year of electricity usage you’re

looking to cover with renewable energy - and review the certificates we’ve

matched to your consumption. To adjust how much to cover at each facility, click 

Configure and set your target percentages.
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If you’re enrolled in a campaign, the Renewable Requests panel shows your

current coverage and where this order will take you. Click Auto-adjust order to

meet requests to build an order that meets your target.

Items shown under Sourced for you aren’t in our automated inventory, but an ACT

trader will reach out within 2–3 business days with pricing and options.

Step 5. Complete Your Purchase
When ready, choose your preferred currency (note, if you’re paying via bank

payment, you must choose USD to transfer from US-domiciled banks and EUR to

transfer from EU-domiciled banks).

Next, click Place Order and choose how you’d like to pay: Buy Now by credit card

or online bank payment, or Pay By Invoice.
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If you’re paying by invoice, review your billing address and invoice payer email,

then click Confirm and Generate Invoice. Your order confirmation will be sent to

the invoice payer email you provide, so please use an address where you’d like to

receive it.
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Step 6. Check Your Order Status
Congratulations! You’ve placed your order. You will receive a confirmation email to

the email associated with your account and be able to view your order details on

the Orders screen.

Your invoice and Statement of Sustainability will be posted for each order, and

your Retirement Statement(s) will also be available for download once processed.

Retirement documentation follows a quarterly schedule based on when your

payment is received:

Payment received Documentation available by

January – March June 30

April – June September 30

July – September December 31

October – December March 31 of the following year

Your purchase is reflected in your renewable coverage right away - you don’t

need to wait for the documentation.
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Need Assistance?
If you have any questions or need further help, please contact us at 

support@greenprojecttech.com.
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