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THIS TAB PROVIDES  IMAGES 
AND DETAILED INSTRUCTIONS 
OF WHAT EACH OF THE 
OTHER TABS ARE USED FOR.   
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THE AGENCY INFO TAB IS USED FOR THE AGENCY NAME, PROJECT 
TYPE, STATE VIN# AND AN AGENCY CONTACT IN CASE TXDOT HAS 
ANY QUESTIONS THAT NEED TO BE ANSWERED IMMEDIATELY.  
 
LISTING A CONTACT WHO IS HARD TO REACH IS NOT RECOMMENDED. 
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Amounts equal 
Results “OK” 

When Selecting vehicles, you need 
to also select fuel type 

If selecting non-capital items, you may need 
to enter $1 for Cost per Unit, and the total 
amount for # of units, see example above.  If 
operating, use net operating expense. 

THE PROPOSAL TAB IS WHERE THE AGENCY LISTS THE FUNDS 
THEY WILL BE ASKING FOR IN TOTAL AND HOW THE 
PROPOSED PROJECT WILL BE FUNDED. LEFT SIDE TOTALS 
MUST MATCH THE RIGHT SIDE TOTALS. 
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THE PGA BUDGET TAB CARRIES OVER THE PROPOSED 
AMOUNTS AND ALSO PROVIDES THE TDC AMOUNT AND 
MATCH RATIO. 
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Same as preparing the proposal sheet: 
Left = Right 
Total Project costs (operating is net) 
 

Note that TDCs are now 
calculated. 

THE CREATE RFR TAB IS WHERE USERS CAN REQUEST FUNDS FOR REIMBURSEMENT AND CREATE AN 
INVOICE TO BE PRINTED AND SENT TO THE PTC. 
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THE CREATE RFR TAB ALSO PROVIDES DROP DOWN 
CALENDARS TO ENTER THE REQUESTED DATES, HAS A 
RESET FORM BUTTON, AND ALLOWS YOU TO CREATE THE 
INVOICE.  
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IF THE LINE ITEM YOU ARE REQUESTING FUNDS ON DOES 
NOT HAVE ENOUGH FUNDS, AN INSUFFICIENT FUNDS 
POP-UP WILL WARN YOU OF THE ERROR. 
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AFTER CLICKING THE CREATE INVOICE BUTTON ON 
THE CREATE RFR TAB, A NEW TAB WILL BE 
CREATED, ALLOWING YOU TO PRINT THIS NEW RFR. 
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IN ORDER TO VIEW THE BALANCE OF FUNDS, YOU MUST CLICK THE 
“UPDATE BUDGET OVERVIEW” BUTTON. THE USER WILL ALSO BE ABLE 
TO SEE THE ALI DESCRIPTION(S), THE INITIAL PROPOSAL AMOUNT, THE 
RFR# AND THE DATE IT WAS CREATED, AS WELL AS THE EXPENDED 
AMOUNT AND BALANCE. 
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IF THE INSUFFICIENT FUNDS WARNING WAS BYPASSED, 
THE USER CAN INVALIDATE THE RFR AND ALSO CAN 
REINSTATE IT USING THE BUTTONS PROVIDED. 
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ONCE THE BALANCE IS CORRECT, THE USER CAN THEN 
PRINT THE RFR USING THE BUTTON ABOVE. 
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CLICKING ON THE “PRINT RFR” BUTTON 
WILL FORCE THE USER TO SAVE THE RFR 
(TITLING THE RFR AS THEY CHOOSE) TO 
THEIR FILES BEFORE VIEWING THE 
PRINTABLE PDF RFR. 
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THE PRINTABLE RFR WILL REQUIRE A SIGNATURE FROM THE 
AGENCY REPRESENTATIVE AND THEN WILL NEED TO BE SENT TO 
THE PTC FOR PROCESSING. 
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THE AGENCY IS FREE TO MAKE NOTES OF UPDATES AND CHANGES MADE TO 
THEIR WORKBOOK USING THE ACTIVITY LOG TAB. 
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 With each time the workbook is used, save as a new file: 

– Example: 

• Fed Funds Proposal FY 16 (1st time) 

• Fed Funds Budget FY 1 (when you get your PGA) 

• Fed Funds RFR #1 

• Fed Funds RFR #2 

 Print RFR on one page 

 Don’t open when other Excel workbooks are open 

 Sign and date RFR page 

 Contact TxDOT before you send if you have questions 

 Be sure you are using the correct workbook for the contract you’re working on 
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IT IS RECOMMENDED 
THAT THE AGENCY 
SAVE THE WORKBOOK 
WITH DIFFERENT 
TITLES TO PREVENT 
HAVING TO START 
FROM SCRATCH WITH 
CREATING THE RFR’S IN 
CASE AN ERROR WAS 
MADE.  
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Need help??? 

 Send an email to:  PTN_Training@txdot.gov 

 Contact any member of the ERP workgroup and they will route if needed: 

– Antonia Casarez  (512) 374-5246; antonia.casarez@txdot.gov  

– Bobby Hidrogo  (512) 374-5236; bobby.hidrogo@txdot.gov 

– Ed Gensweider  (512) 374-5243; ed.gensweider@txdot.gov  
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THE CONTACTS ABOVE ARE AVAILABLE 
FOR ASSISTANCE OR QUESTIONS ON THE 
WORKBOOK. 

mailto:antonia.casarez@txdot.gov
mailto:bobby.hidrogo@txdot.gov
mailto:ed.gensweider@txdot.gov
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