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PEPS Invoice Template Overview

Presentation Structure

Payment Methods
Invoice Template Structure and Setup (Overview for all Payment Types)
= |[nstructions
» Function Code (FC) List
= Chart of Accounts (COA) Conversion Page
= Master Control-Section-Job (CSJ) List
= |[nvoice bb
= Work Authorization Financial Status Summary
= Summary of Total Amount Invoiced
= Labor Summary (Field)
= Labor Summary (Office)
= Unit Cost Summary
= Deliverable Summary
= OtherDirect Expenses (ODES)
= Travel Expense (TE) Summary
Provider - Final Preparation of the Invoice Template
PEPS Invoice Resources and Support




TEXAS DEPARTMENT OF TRANSPORTATION

Payment Methods




Selection of Payment Types for Standard Disciplines

CPFF SR ucC LS

Engineering

Advanced Planning X X X*

Schematic Design and Environmental X X X*

PS&E X X X* X

Construction Phase Services X

Construction Engineering Inspection X X*

Repetitive Tasks X
Surveying X X X
Materials Engineering / Testing X X
Geotechnical Engineering / Services X X
Bridge Inspection X X
Architecture X

* Unit cost for: Survey, Materials Testing, Geotechnical, and Trafficitems




TEXAS DEPARTMENT OF TRANSPORTATION

Invoice Template Structure & Setup




Invoice Template Packages

Four Invoice Templates - Setup by Payment Method

Cost Plus Fixed Fee (CPFF)

Specified Rate (SR)

Specified Rate/Unit Cost - Hybrid (SR/UC)
Lump Sum (LS)




Invoice Template Worksheets

Professional Engineering Procurement Services (PEPS)
Invoice Template Packages

Invoice Template Package Workbook - Structure

Chart of . WA | Summar lJ_lher Travel
Signatur | . . Labor | Labor . . Direct
. Accounts Financia| yof Deliverabl (Linit Cost Expense
Payment | Instructio . Master . e Summar | Summar Expense
Function| [COA] . | In¥oice .| | Statuz | Total e Summar [TE]
Tupe ns . .| CSJ List Authority y y [ODE]
[FC] List | Conversi Summar | Amt . . Summary y Summar
Page . [Office] | [Field] Summar
on Page y Invoiced b Y
Cost
Pl % X X X X X X X X % X X
Fixed
Fee
“EITE N X X X X X X X X Y X X
d Hate
Specifie
d
RatefUnit X X X X X X X X X X X X X
Cost
[Hybrid)
e I X X X X X X X
um




Invoice Template Structure (See previous slide for structure by payment type)

Reference

Instructions Function Code (FC) List

€

Invoice Detail

Chart of Accounts (COA) : : : :
Conversion Master CSJ List Invoice Signature Authority

Summaries

Work Authorization Financial Status
Summary

Summary of Total Amount Invoiced

4

Backup Detail

Labor Summary (Office) Unit Costs (UCs) Other Direct Expenses (ODES)
Labor Summary (Field) Deliverables (LS) Travel Expenses (TES)




TEXAS DEPARTMENT OF TRANSPORTATION

Invoice Instructions




APPLICABLE TO ALL WORKSHEETS (TABS) IN THE TEMPLATE

= [tis recommended that the worksheet be setup with all of the information associated with the
particular Work Authorization (WA), and then saved as the master file.

= Data is entered into all cells that are highlighted in yellow for each worksheet, beginning with the
Invoice worksheet. The highlighting will automatically be removed when the cells are populated.
The remaining cells will automatically be populated from data that is entered into the linked
worksheets in the invoice package.

— Provider instructions are to:

* use the currentinvoice template (the published template will be the current version), but
reference the “updated” date in the top left corner of the Invoice worksheet;

» “hide” the Instructions and the Function Code (FC) List worksheets in the master file
workbook prior to savingthe file as a pdf;

* save the completed invoice template as a pdf
* Send Invoice package to the PEPS Invoice Center as indicated on the last slide.

Note: Do not make any modifications to the invoice template. Any modifications are cause
for rejection of the invoice package.



Instructionsare setup and colorcoded to correspond to each worksheet (tab)
within the workbook.

ForExample: To find the instructions forthe Invoice worksheet, clickon the
Instructions tab, and then scroll down until you cometothe color codedtab for
the Invoice worksheet. Reference the Cell Heading andthe associated
instructions that are shown tothe rightfor each particular cellas shown below.

INVOICE WORKSHEET

Cell Heading

= = = = ElEIREE R I EE
this cell has been populated carrectly.

Provider Invoice No.

Enter a urique number [assigned by the pravider]. The number can be up ta 17 digits [alpha and numeric with dashes anlyl. Do
not duplicate invoice numbers. tis preferred that the invoice number begins with one [1] and that it 2 in sequence for each Wark
Authorization WAl ta ensure proper tracking.

Combined Invoice Template
Log No.

The default iz 1{primary invoice]. If combined invoice templates are used, click on Cell G2, and a drop down menu will appear.
& combined invoice template package includes mare than one invoice template [for example when using more than one
pavment method). Scroll up or down the menu bar ko select the coresponding invoice template log number that matches the
supplementary inwaice templates that are included in the invoice package as indicated in the Signature SAutharity worksheet,
CellD1E-22.. Reference the Template Description Categories on the Signature Suthority worksheet (Cell M14-13).

PeopleSoft [PS]) Contrace
PO No.

Enter the PS5 Contract PO number that iz found in the top right corner [(header] of the executed contract.

PS5 Work Authorization [WA)

PO No.
Instructions - FC List MM@ WA Financial Status Summary Summary of Total Amt Invoiced

Enter thie PS5 WA PO number that is found in the top right carner [header] of the executed Wi,




TEXAS DEPARTMENT OF TRANSPORTATION

Function Code List (Reference)




Function Code (FC) ist

Proressional Engineering Procuremen DIVISION
H H Nine (9) FCs have been consolidated from the legacy Thirty Three (33) FCs, as shown below.
FC LISt IS InCIUded for New Fonction Codes (ERP
Function Codes) Legacy Function Codes
reference Only: FC Description EC Description
180 [District Design Review and Processing
n n .
. Shows the "New" and Pre-DES Funding
100 Agreement Work 181 |Austin Office Processing (State prepared PS& E)
n Ul 4 182  |Austin Office Processing (Consultant Prepared PS& E)
th € Lega Cy FC S. 102 |Feasibility Studies
H H 110 |Route and Design Studies
S The Lega Cy FCS | |St Wi | I 126 |Donated Items or Services
Rework by TxDOT of complete consuitant plans on advance PE projects. Advance PE are
be used to popu |ate 102 Feasibility Studies 146 |activitiesin function cades 102 through 150.
h . f d “S 169 |Donated Items or Services
191 [Toll Feasibility Studies
t € SpeCI e ource 195 |Rail Division - PE
” 1 Social/Econ/Environ
(Lega Cy FC) Cel lS In 120 Studies 120 ISocial, Economic and Environmental Studies and Public Involvement
. . 130 Right-of-Way Data 130 _|Right of Way Data (State or Contract Provided)
the invoice template. p——
. 145 | Contracted/Donated PE 145  |Managing Contracted or Donated Advance PE Selvices.
e T h e Lega Cy FC Wi | | 164 _ |Manaqing Contracted or Donated PS&E PE Services.
. 150 |Field Surveying and Photogrammetry
automatica | |y be igg goa}dway Design Controls (Computations and Drafting)
rainage
160 Roadway Design 162  [Signing, Pavement Markings, Signalization (Permanent)
Converted to the NeW 163 [Miscellaneous (Roadway)
H 165 [Traffic Management Systems (Permanent)
FCS an d Wi I | a Uto 166 |Rework By TxDOT Of Completed Consultant Plans on PE & E projects.
PS&E PE are activities in Function Codes 160 through 190.
pop u Iate th e C h art Of Rework Segment 76 FCs 160-190 for metric conversion.
. Rework existing PS&E to metric units on projects already into plan preparation.
Accounts (COA) Invoice 170 [Bridge Design S
190 _[Other pre-lettina date charges. not otherwise classified.
COﬂVGrSlon Sh eet th at 192 IDistrictand Division CD, 192 IComprehensive Development Agreement Procurement
H 193 | Toll Collection Planning 193 IToll Collection
PE PS Wi ” use fOF 310 _|Project Supervision
. 320 |Inspection of Work in Progress and Project Records
VOou Ch er proceSSI ng 300 General Function 330 |iob Control
i 340 _|Post Letting Date Construction Surveys for Construction Contracts.
° 350 _IDesign Verification. Changes and Alterations (State prepared plans only)
FC 3 O 9 IS l on ger u Sed " 351 |Design Verification, Changes and Alterations (Consultant prepared plans only)
H Rev iew of plans toverify applicability to actual conditions and for errors; checking Shop Drawings
C h da rge a ny Services Field Change Requests, Extra Work Orders, Memorandum Agreements and Supplement
9 _-a IAgreements.
th at oril g| na | | y fel | un d er Includes suchactivities at both residency and district headquarters.
Includes all costs toacquireand manage consultant contracts and services applicable to
309 to Lega Cy FC 3 51 . Construction Engineering (CE).
352 |Final Plan Preparation
390 _IConstruction Engineering not Otherwise Classified




TEXAS DEPARTMENT OF TRANSPORTATION

Chart of Accounts (COA) Conversion Page




Chart of Accounts (COA) Invoice Conversion

= TxDOT Use Only - This page is setup to automatically convert TXDOT’s Legacy COA codes
for voucher processing. The COA conversion page is setup to "roll up" the Legacy Function
Codes (FCs) into the new FCs.

= The number of line items that you see on the COA worksheet will not match the same
number of line items shown on the Invoice worksheet due to auto conversion. (Note: The
COA includes a summary line that does not include a total in the "Amount" column.
Disregard that summary line as it is part of the conversion program.)

= The Legacy FCs have been setup in drop down menus in the Labor Summary (Office).

— Project (CSJs) and Source (FCs) are selected on this worksheet and will auto populate
the other worksheets in the invoice template in the corresponding subtotal line
numbers (ie: See subtotal line 42 of the Labor Summary (Office) worksheet).

— Select the Legacy Function Codes (FCs) that are associated with the scope of work in
the contract.

— The Legacy FC will automatically convert to the New FCs in the COA Invoice Conversion
worksheet.

— Contact your TxDOT Project Manager (PM) with any questions on FCs or COA numbers
associated with your particular Work Authorization (WA).

= Verify the project budget setup COA against the completed Work Authorization Budget
Projection PeopleSoft Setup Form that may have been provided with the fully executed
WA. (If applicable, request a copy of the form for reference.)



Chart of Accounts (COA) Invoice Conversion Worksheet

TdeT Usue dlnly

Provider Name 0|Receipt No. PEPS SC Input
Legacy Contract No. Contract ID i
Provider ID No. 0 0 No.
Provider Invoice No.|0 WA No. 0 PO ID No. 0
TxDOT Invoice No. |0 Receipt Date: |PEPS S5C Input
Dept/'Budget Object of AY Strategy/PC | Fund | Task Segment DD + C5J or Detail # Function Function
Acct Expenditur A (L3 Range/5FI Code
Reference: KWW 05 KWW 02, 03 KWW 01, 14 (KW 04| WA KWW 09 KWW 09
Reference: CF 01 CF 02 CF O3 CF 04 CF 05 | CF 0 CF a7 CF 03 CF 09 CF 10
PC Business Source
Amount Dept Account Approp Year Approp |Fund|Task Unit Project Activity Type
0ooo0 7256 0 13035 0006 7256 PE 102
\
- - -
\__| Pragrammingline. No data wil
\ I — 1 ] AR A= § S muh
L 4

be

shown

)

Total:

column.—Thisprogrammingline
movestothelastavailable lineli
thetemplate omce data isentere
and  ~aanvaritcad tathic warlcehoadt
CUTTWU LVUITIVUIT TOUU LU LUTTTO VWWUTINOTTVU L,
Verify total shown here
/,/' againsttotalshownion
v Invoice worksheet (tab).




TEXAS DEPARTMENT OF TRANSPORTATION

Master Control-Section-Job (CSJ) List




Master CSJ List List

Master CSJ list:

. Enter all of the approved Project
(CSJor Detail No’s) that are
associated with the specific Work
Authorization.

. The CSJ/Detail No. entered on
this list will auto populatethe drop
down menu in the Labor
Summary (Office) worksheet in
the workbook.

. The CSJ/Detail No’s that are
selected from the drop down
menu in the Labor Summary
(Office) thatis used for the
particular billing period will auto
populate corresponding
worksheets by subtotal line
number.

. Reference the Instructions
worksheet for additional detail.

I e
m_iatﬂo:l"ﬁlmm-h-mm—‘

A B

Master Project List

The approved Project (CSJ or Detail No's.) will be provided by the
TxDOT Project Manager (PM) for the particular Work Authorization
(WA).

The Project (CSJ or Detail No's) shown below will auto populate the
drop down menu of the Labor Summary (Office) workshest of this
Invoice Template.

All corresponding worksheets in the Invoice Template will be auto
populated with corresponding Subtotal Line No's that have been
selected using the drop down menu in the Labor Summary (Office)

worksheet for the particular billing period.

Note: Not all Project (CSJ or Detail No.'s) n this list will be used for
every billing period.

Subtotal Line No. Project (CSJ or Detail No.)

WO 0O | =T |n | f [P —

=
=




TEXAS DEPARTMENT OF TRANSPORTATION

Invoice




Invoice Template Workbook - Master Setup

= Setupthebasicinformation for each worksheet according to the instructions.

=  Cellsthatrequire data entry are highlighted in yellow, and will change to white
when data is entered.

= Startwith the Invoice worksheet and complete all cells highlighted in yellow.
= Work throughsetup of the drop down menus as indicated below.
= Setupthedrop down menus in each worksheet of the Invoice Template workbook.

The dataentered will be specific to the particular Work Authorization (WA). For
example:

— Project (CSJor Detail No.)

— Subprovider Name/Acronym

— Employee Name/Acronym

— Laborstaffing category/Acronym

— Other Direct Expenses (ODEs)/Acronym

= Once setup, save the “Master File” so thatit can be used for all invoicing for the
WA.

= Begin populating information for the specific WA by entering data into the Labor
Summary (Office) beginning with line 42 of the template that is labeled Subtotal
Line 1. (If using Lump Sum paymenttype, enter data into the Deliverable
Summary worksheet, beginning with line 43 of the template thatis |labeled
Subtotal Line 1.)



Invoice

« Shows detailed contract and work authorization
Information, including roll-up of Project (CSJ/Detall) and
Source (Legacy FC) detall for entry into PeopleSoft.
Rolls-up applicable charges from each worksheet that is
part of the invoice package as indicated below.
Reference Slide 7 for a detailed matrix of the Invoice
Template package.

Cost + Fixed Fee .
Specified Rate (SR) &
(CPFF) Lump Sum (LS) ! (SR)

Specified Rate (SR) Unit Cost (UC) - Hybrid

e | abor - Office e Deliverable Amount e | abor - Office
e Labor - Field Billed e Labor - Field

o Other Direct * Deliverable Detail e Unit Costs
Expenses (ODE) e ODE

e Travel (TE Summary) e TE Summary




Invoice —-Always Use Current Template

= The Invoice templates that are published on the PEPS webpage are the
current templates. To check the date, go to the Invoice worksheet, and check
date in the top left corner of the template.

C D E F G H
1 |Template Updated: February 2020 -Ver 1 [Provider Invoice No.
2 Combined Invoice Template Log No. 1
3 PeopleSoft (PS) Contract PO No.

4 |Provider Invoice PS Work Authorization (WA) PO No.
5 Date TxDOT Invoice No.
6

7

8

9

INVOICE
Legacy Contract No.

Contract Amount:

Contract Expiration Date:

10 Legacy WA No.
11 WA, Authorized Amount:

12 WA Execution Date:

13 WA Expiration Date:
WA Payment Type(s) for this
14 WA

WA Project Manager (TxDOT):
15




Invoice

The Invoice worksheet should be the starting point forsetting up the invoice
template. Thisis where the basic workauthorizationinformation is setup.

Provider Invoice No.and Combined Invoice Template Log No. will auto populate all
worksheets based upon input entered into this worksheet.

C D H

Template Updated: February 2020 - Ver 1 jProvider Invoice No.
Combined Invoice Template Log No. 1

~eoplesort (- ontract KU No.
Date TxDOT Invoice No.

INVOICE
Legacy Contract No.

Contract Amount:

[ =T = = T B = 5 T & o B S % IR % TR}

Contract Expiration Date:

10 Legacy WA No.
11 WA Authorized Amount:

12 WA Execution Date:
13 WA Expiration Date:

WA Payment Type(s) for this
14 WA

WA Project Manager (TxDOT):

15




Invoice

Provider Invoice Date is auto populated from the Signature Authority worksheet. This date reflects the date that the invoice was
completed by the provider, and is required by TxDOT for voucher processing.

[ D E F G H

1 | Template Updated: February 2020 - wver 1 | Ppévider Invoice No.
2 W ombined Invoice Template Log Mo 1
3 / PeopleSoft (PS) Contract PO No.
4 | Provider Invoice J 4 PS Work Authorization (WA) PO No.
5 |Date TxDOT Invoice Mo.
G INVOICE
- Legacy Contract MNo.
a Contract Amount:
g Contract Expiration Date:
10 Legacy WA MNo.
11 WA Authorized Amount:
12 WA Execution Date:
13 I WA Expiration Date:

WA Payment Type(s) for this
14 WA

WA Project Manager
15 (THDOT )
16 INVOICE SUMMARY

Project Description
17
12
19 INVOICE DETAIL
SOURCE
PCBU ACCT
(Enter 2 Digit PROJECT AMOUNT (Legacy (Object of (TxDOT Use
(C5J or Detail Mo.) Function _ Only) SFI Code
Seg ID Mo. Only) Expenditure)
20 - Code)
21
22
23
pe. |
—

25




Invoice

The Invoice template will auto populate the following information
on all worksheets in the invoice template workbook.

Provider Invoice No.
Combined Invoice Template Log No.




TEXAS DEPARTMENT OF TRANSPORTATION

Signature Authority




Signature Authority

Broken out into three (3) sections.

= Combined Invoice Summary (for use in the following instances):
L More than one payment method
O Additional lines are needed
O Adjustments
O Supplemental Invoices

= Provider Certification statements for:
O Amount and billing detail
O Prompt Payment
O Provider Signature

= TxDOT Only Section
O Reviewer Signatures

O Approver Signature



Signature Authority - Supplemental Invoices

If a supplemental template is necessary, selectthe reason fromthe drop down menu
and then enterthe total Invoice Template Amount of the supplementary invoice.

The supplementary invoice will be developed using a 2"9 invoice template that will be
Invoice Log 2, Log 3, etc (depending on the particular circumstances). Each Invoice
Template, along with all backup documentation will then be attachedto follow the
primaryinvoice. (Reference the Instructions tab of the Invoice Template for additional

| nformatlon.) Common reasons for using a
Supplemental Invoice
Provider NarnAE' ; RS EnI:ine&rin Inc : : ' : Tem platea reS%wn inthe
- i : Jreeme T selection boxthatis part of
i | Provider I No. S10111213 .
the Invoice Template.

1l

2 &
COMBINED INVOICE SUMMARY

(Populate Supplementary Template information 2-5 below if using multiple invoice templates to complete this invoice)

Supplementary Invoice Templates

Invoice Reason for Combined Invoice
Combined Invoice Templates Template Invoice Template Amount
Template Package
" Log lio. - Add ' Pmt Method-Lump Sum
Primary Invoice Template 1 Primary Invoice Template L2202 Add 'l Pmt Method-Specified Rate
| ;; Supplementary Invoice Template Add 'l Pmt Method-Lump Sum 21,000.00 I Add | Pmt Method-Unit Cost

2
3 Add | Pmt Method-Cost Plus Fixed Fee

g Supplementary Invoice Template 4 Add'| Template - Add | Line tems Necessary
Supplementary Invoice Template 5 Supplementary Invoice to Previous Billing

17 | Supplementary Invoice Template

19
20 Adjustment

a1 TOTAL COMBINED INVOICE AMOUNT | §7,935.93 |




Signature Authority - Prime Provider

This section includes the prime provider certification statements, and shall be signed
by the prime providers designated signature authority for invoices and compliance.
(Reference the Instructions tab for additional information.)

PROVIDER USE ONLY

| am duly authorized to certify this invoice on behalf of the above named Vendor. | further certify that the claim iz correct and is not
duplicated on any paid or pending invoice.

| certify that all subproviders, except for any listed on the attached Prompt Payment (PP) Certification form (if applicable) have been paid
according to PP law according to the Articles of the contract (within 10 days of receipt of payment). for the billing period indicated below.
| understand that the state will perform a periodic verification of PP by requesting supporting documentations such as cancelled
checks or electronic bank transfers to support PP. (If any subproviders were not paid in accordance with PP, then a complete PP form
shall be attached.)

End Service
Date Provider Received Begin Service Date Date
Provider Invoice No. for PP Verification Payment MM/DDYY MM/DDYY MM/DDNYY
(for PP Verification) (for PP Verification) (for PP
Verification)

Provider Authorized
Signature

Name
Title
Phone #

Email

Provider Invoice Date The date entered here will auto populate the date cell on the Invoice worksheet.




Signature Authority - PEPS Prompt Payment (PP) Certification

= PromptPayment: Required by Texas Administrative Code (TAC)

— ARTICLE 3. COMPENSATION.
D. Engineer Payment of Subproviders. No later than ten (10) days after receiving payment f
rom the State, the Engineer shall pay all subproviders for work performed under a
subcontract authorized hereunder. The State may withhold all payments that have or may
become due if the Engineer fails to comply with the ten-day payment requirement. The State
may also suspend the work under this contract or any work authorization until subproviders
are paid. This requirement also applies to all lower tier subproviders, and this provision must
be incorporated into all subcontracts.

= PP certification is part of the new invoice templates.
— A separate PP form is not required as an attachment to the Invoice package, exceptin
instance indicated below.

= PP form will be used in the following instances:

— Non-Compliance issues identified
— Annual audit review



Signature Authority - TXDOT Signatures

This section is completed by TxDOT staff only:

* There are three spaces for the Reviewer. There may be a PEPS CS Reviewerand a
PEPS Lead or Management Reviewer, in addition to the TxDOT DIST/DIV PM
Reviewerand a DIST/DIV designee, as applicable.

 The Approveristhe personthatis officially designated by the DIST/DIV as the
signature authority for the invoice.

TxDOT Use Only
Rewviewed By:

Rewiewer Electronic
Signature

Title

Date

Rewviewer Electronic
Signature

Title

Date

Rewviewrer Electronic
Signature

Title

Date

Approved By:

Approver Electronic
Signature

Title

Date




TEXAS DEPARTMENT OF TRANSPORTATION

Work Authorization (WA)
Financial Status Summary




Work Authorization (WA) Financial Status Summary

Brokenoutintothe following sections:

WA Financial Summary

| Applies to all payment methods.

Fixed Fee Summary

Applies to Cost Plus Fixed Fee (CPFF) payment method
| only.

Invoice Summary
Applies to all payment methods except Lump Sum (LS).




Work Authorization (WA) Financial Status Summary

Example taken from CPFF Template to showthe three sections

Combined Invoice Template Log # 1

WORK AUTHORIZATION
FINANCIAL STATUS SUMMARY
Cost Plus Fixed Fee Payment Method

Provider Mame: 0 Legacy ContractMo. 0
Provider ID Mo. 0 Legacy WA Mo. 0
Work Authorization Financial Summary .
Authorized Amount 50.00 sections
The TOtaI Previous Invoiced Amount .
Combined Amaount of this Invoice $0.00 on leed
' Total Combined Invoice Amount $0.00
I nvoice [Total Invoiced to Date (including this any supplemental invoices, if applicable). $0.00 Fee a re
amount Balance Remaining %0.00 t f
inCI Udes Fixed Fee (FF) Authorized Amount (for this WA) et ree S ety Ay o Pne O par 0
supplemental Previous Fixed Fee Invoiced the C PFF
invoices Amount of Fixed Fee for this Invaice $0.00
Total Fixed Fee Invoiced to Date (Including this invoice) $0.00 tem plate
Fixed Fee Balance Remaining $0.00 On I
Fixed Fee Adjustment (If applicable, documentation required) y'
Invoice Summary
Total Labor (Office) $0.00
Total Labor (Field) $0.00
Indirect Cost Rate (Office) $0.00
Indirect Cost Rate (Field) $0.00
Subtotal $0.00
Fixed Fee Percentage $0.00
(Applies to prime provider labor only. See Instructions)
Adjustment (from previous billing) $0.00
Subtotal $0.00
Total Other Direct Expenses $0.00
Total Travel Expenses $0.00
Total Amount Invoiced $0.00
Subprovider Hame - Acronym T
Total Invoice Amount $0.00




WA Financial Status Summary - Subprovider Invoicing

ontractis between TxDOT and the prime provider. Subproviders shall submit:
Invoice through the prime provider.
Questions through the prime provider.
Use the PEPS Invoice Templates, where reasonable.

Prime

Provider

Prime provider sets up subprovider firms in their “Master” Invoice Template that will be used for
the particular Work Authorization. Reference the next slide for additional detail.

Texas
Department
of Transportation




WA Financial Status Summary - Subprovider Setup Process

Setup Subprovider Name/Acronym list that will populate the drop down
menu to use to select subprovider invoices submitted each month

Select Subprovider Acronym from the drop down menu (that was setup
in the step shown above) for each subproviderthatis submittingan
invoice for services performed and included as part of the prime
provider’sinvoice

Each subprovider acronym selected from the drop down menu auto

populatesthe Summary of Total Amount Invoiced with the subprovider
acronym in the designated columns of the worksheet

Subproviders are
encouraged to use
the PEPS Invoice
Template for their
invoices, where
reasonable. The
subprovider invoice

and documentation Thetotalamount entered for each subprovider auto populates the WA
shall be attached to Financial Status Summary for the line item indicated for each

the prime provider subprovider selected from the drop down menu for services

I8 2 A5 performed and included as part of the particular invoice.

Enterthe subprovider amount that is billed for each Project
(CSJ/Detail)and Source (Legacy FC) for services performed and
included as part of the particular invoice.




WA Financial Status Summary - Subprovider Name/Acronym Setup

1. Subprovider Name and Subprovider Name/Acronym list is setup in columns H and | and will auto populate
the drop down menu that begins with cell A26.

2.  Subprovider is selected from the drop down menu thatis billing for services during the particular invoice
period. The subprovideracronym will auto populate the subprovider columns of the Summary of Total
Amount Invoiced.

3. Gotothe Summary of Total Amount Invoiced worksheet. The subprovider billing amountis entered in the
column with the acronym for the subproviders that were selected from the drop down memo on the WA
Financial Status Summary as noted in Step 2 above.

4. Enterthe subprovder billable amount broken out by Project (CSJ/Project) and the Source (Legacy Function
Code) for each subprovider that provided services into the subprovider columns in the Summary of Total
Amount Invoiced.

5. The amount entered into the Summary of Total Amount Invoiced will then auto populate the Work
Authorization Financial Status Summary in the rows for the corresponding subprovider acronym. An
example of the populated subprovider acronym and amount billed is shown below.

Example from Work Authorization Financial Status Summary where the amount billed for the
subprovider has auto populated the WA Financial Status Summary worksheet in the row for the
particular subprovider that was selected from the drop down menu for services that were provided for the
particular invoice.

ac_ Subprovider Name v

| A5C 550000
77 50.00
7 50.00
o &0




WA Financial Status Summary - Subprovider Name/Acronym Setup

Settin_g up the drop down menu for subproviders

[ o - = Inv-Templ CPFFadsx - WIicrosottExcer
Home Insert Page Layout Formulas Data Review View Developer Acrobat
= © H 3 1 =1 split [
J J J = J 7] Formula Bar Y _E: I i % E — e - | = j
Mormal| Page Page Break | Custom Full Gridlines [¥] Headings Zoom 100% Zoom to MNew  Arrange Freeze ~ Save Switch Macros
Layout  Preview Views Screen Selection | Window Al Panes~ Waorkspace Windows © =
Workbook Vi Show Zoom Window Macros
F7 - 5
A =] © 1] E F [ 3 H 1 | .

1 Wendor Invoice # 0 Subprovider Name Subprovider Name/Acronym
z Combined Invoice Template Log # 1 1
3 WORK AUTHORIZATION 2
4 FINANCIAL STATUS SUMMARY 3
5 Cost Plus Fixed Fee Payment Method 4
B 5
< |Provider Mame: i) ‘Legav:v Contract Mo. 0 I 1 5
g |Provider 1D No 0 ‘Legav:y’w»\ Mo 0 | 7
g El
10 Work Authorization Financial Summary 5
11 Authorized Amount $0.00 10
1z Previous Invoiced Amount e
13 Amount of this Invoice $0.00 1z
14 Total Combined Invoice Amount $0.00 13
15 Total Invoiced to Date (including this any supplemental invoices, if applicable) $0.00 19
16 Balance Remaining $0.00 15
17 Fixed Fee Summary {Applicable to Prime Only} 16
15 |Fixed Fee (FF) Authorized Amount (for this WA) 17
13 |Previous Fixed Fee Invoiced 18
2p |Amount of Fixed Fee for this Invoice §0.00 19
zq Total Fixed Fee Inveiced to Date (Including this invoice) $0.00 20
zz Fixed Fee Balance Remaining $0.00 29
23 Fixed Fee Adjustment (If applicable, documentation required) 22
24 23
5 Invoice Summary 2q
zg | Total Labor (Office) 75
z7 |Total Labor (Field) 26
2g |Indirect Cost Rate (Ofiice) T SeleCt the
=g Indirect Cost Rate (Field) |

3p | Subtotal

Subprovider
Fixed Fee Percentage
(Applies to prime provider labor only. See Instructions
5z Adjustment (from previous billing) Acronym by
Subtotal H 1
34 |Total Other Direct Expenses C“Cklng On th
Total Travel Expenses d
e ——— rop down
i menu
| | .
| | §0.00
|
|
| |

£

w
@

Enter the complete list of subprovider

Subprovider Name - Acronym -

names and Subprovider
Name/Acronym into the section

$0.00 . -
indicated above.
0.00
M 4 » M| Instructions FC List 0A In on Invoice JAEETEENCERANER Y WA Financial Status Summary Summary of Total Amt Invoiced  ANETTTENGeT Al Labor Summary (Fiel ODE = TE Summary ~ ¥J ]«

Only subproviders billing for services during the particular billing cycle will be selected from the drop down menu.




TEXAS DEPARTMENT OF TRANSPORTATION

Summary of Total Amount Invoiced




Summary of Total Amount Invoiced

Consolidated summary of the total amount invoiced for this
billing period, broken out by Project (CSJ/Detail) and Source
(Legacy FC).

Prime Provider invoiceamount broken out by: Labor, Other
Direct Expenses (ODES) and Travel Expenses (TE)

Summaries.
& 4

: 2

4 )

Subprovider invoice amount billed through prime provider
and includes all labor, ODEs and TEs charged for all services
provided and billed for the particular billing period.

& J




Summary of Total Amount Invoiced

All cells in this worksheet are auto populated from
other worksheets except:

» Subprovider List (populated with subprovider
acronym from the WA Financial Status Summary)

» Enterthe total amount invoiced for each
subprovider inthe appropriate subprovider
columns

— Subproviders amounts shall be broken out by
the line number Project (CSJ/Detail) and
Source (Legacy FC) applicable to the services
performed and billed for the particular invoice
period.

— Subprovider amounts entered into this
worksheet will auto populate the WA Financial
Status Summary worksheet in the rows that
correspond to the subprovider acronyms
selected for subproviders that performed
services and billed for the particular billing
period.




Summary of Total Amount Invoiced - Subprovider Invoices

Subprovider Name/Acronym is populated from the WA Financial Status Summary.
Enterthe subprovideramount billed in the applicable subprovider columns and
rowsthat correspond to the Project (CSJ/Detail) and Source (Legacy FC) for the
services billed for the particular invoice period. Reference the snippet shown
belowthat is taken fromthe Summary of Total Amount Invoiced.

A B [ ] E F ] J Al
3 SUMMARY OF TOTAL AMOUNT INVQICED
d SPECIFIED RATE PAYMENT METHOD
5
G
= Legacy Contract Mo, 14-81DP5001
! g Legacy WANo. 1
3 Provider Mame: RS Engineering, Inc.

1 Frovider ID Mo, 910111213

Fid

Project C5.J or Detail No.) and Source (Legacy /[FC) must all match same Project and Source (Per subtotal line | Subprovider List - Billing
number) for Labor Summary (Office), Labor Summary (Field), Provider ODE and Travel Expense (TE) Summary). |(subprover acronym

11 papuatad=lrom list in VWA
Line | Provider Labor | Provider Labor . Project Source

I 4 (Office) (Field) Provider ODE TE Summary (CSJiDetail) (Legacy FC) ABC Total Amount

12 -

301 $2.250.00 $3,600.00 512580 BAT73.43 14-0000000 130 5500.00 $6,935.93

g3 Total $2,250.00 $3,600.00 $12.50 $573.43 $500.00 $6,935.93




TEXAS DEPARTMENT OF TRANSPORTATION

Labor Summary (Office)
Master Template Setup




Labor Summary (Office) - Master File Setup

Prime provider labor breakdown for staff that perform servicesfromthe office
using the Indirect Cost Rate (Office) negotiated in Attachment E Fee Schedule of

the contract.

This worksheet also functions as the “masterfile setup” fordrop down menus
and willauto populate otherworksheetsin the invoice template as indicated
below. Revisionstothe auto populated cells indicated below mustbe performed
in this worksheet.

Worksheet Name Project (CSJ/Detail) Source (Legacy FC) Employee Employee Staffing
Name/Acronym Category/Acronym

X X

X X

Invoice
Summary of Total Amount Invoiced

Labor Summary (Office) X X X X
Master File Setup

Labor Summary (Field) X X X X
ODE Summary
Travel Expense (TE) Summary X X X




Labor Summary (Office) - Adding Employee Names and Staffing Categories

1. Addall of the Employee Names/Acronyms
for staff that will be performing services
forthe particular WA.

2. Addall of the Employee Staffing Category
and Staffing Category /Acronym thatare
part of the particular WA.

3. Theselists populatethe drop down
menu, andthe staff and staffing
categories will be selected based upon
the staff members that have performed
services that will be billed for the
particularinvoice period.

4. Revisionsorupdatesto these lists must
be doneinthis worksheet,andthe other
worksheets will automatically be
updated.




Labor Summary (Office) - Drop Down Menu Setup

Setup will include listing Employee Name/Acronym and Employee Staffing
Category/Acronym. Once setup, the drop down menu will allow youto select the
specificemployee, along with their staffing category as identified in the Work
Authorization.

The following table must be updated using Cells Column M and M. This table will auto populate [from drop
down menu) the table in columns M and N of the Labor Summary (Field] and columns ¥ and W of the TE
Summary worksheets. Use the drop down menu shown in Cell C 12 to select the employees for this billing
period.

Employee Name Employee Name - Acronym
1 Betty White White
2 3am Smith 3amith

3
4
5
B
’
o
d

0




Labor Summary (Office) - Drop Down Menu Setup Cont’d

Setup will include listing Employee Name/Acronym and Employee Staffing
Category/Acronym. Once setup, the drop down menu will allow you to selectthe
specificemployee, along with their staffing category as identified in the Work

Authorization.

See note above for populating the following table. The same instructions apply to the Labor Summary [Field)
worksheet. Use the from down menu shown in Cell E12 to select the staffing category for the employee

selected.
Employee Staffing Category Employee Staffing Category - Acronym
1 Project Manager FI
2 Engineering Tech EIT
3
d
5
b
T




Labor Summary (Office) — Using the Drop Down Menu

Oncethe setup for Employee Name/Acronym and Employee Staffing
Category/Acronym is completed, then click on the drop down menuto select
the employee, along with their staffing category foremployees who performed
services duringthe particular billing cycle.

il B C O E F (] H | d
1 Provider Invoice No_ |BS001
& Combined Invoice Template Log No. |1
3
d LABOR SUMMARY (OFFICE)
5 EpEl'.'-ifiEl:l Rate PE}FMEI‘I'I: Method
B
Frovider Mame: R3S Engineering, Inc.|Legacy Contract Mo. 14-810P5001
-
a Pravider IO Mo. 910111213 | Legacy WA Mo. 1
3
10 akdown (Office):
. Total Labor
Empl Staff
CSJiDetail | Func]  Emp Hame mpé’:f:gnw "9 No.of | Contract | TotalDirect | Total Labor |  Summary
Mo, Code (Acronym) Hours Rate Labor by FC [Office)
(Acronym) [

T iCell J1563)
12 14-0000000 130 Bwhite PK 12 2700 2500.00
13 14-0000000 130 Ssmith EIT 30 245,00 21,350.00
14 14-000000:0 130 0.00
1= 14-000000:0 130 0.00
16 14-000000:0 130 0.00
17 14-000000:0 130 0.00




Labor Summary (Office) - Drop Down Menu

oo B L (e —

-

[ n R u]

11
12
13
14

A C ] E F B H I J
Provider Invoice No. | RS001
Combined Invoice Template Log No. |1
LABOR SUMMARY (OFFICE)
Specified Rate Payment Method
Provider Mame: RS Engineering, Inc.|Legacy Contract MNo. 14-81DP5001
Provider ID Mo. 810111213 |Legacy WA No. 1
Labor Breakdown (Office):
: Total Labor
I Staff
CSJiDetail Emp Name pé’:: : "0 No.of | Contract | Total Direct | TotalLabor |  Summary
No. (Acronym) gory Hours Rate Labor by FC (Office)
(Acronym) |
(Cell J1563)
14-0000000 12 §75.00 $900.00
14-0000000 30 £45.00 §1,350.00
14-0000000 \ $0.00
\

Clickon button toaccesslistthat
has been setup for Employee
Name Acronym




Labor Summary (Office)

Th P . 0 Labor Breakdown (Office):
e Project - Empl Staffi
] Project | Legacy Emp Hame mployee "9 Mo.of | Contract | Total Direct | Total Labor
(CSJ/Deta" (CSJiDetail Func (Acronym) Category Hours Rate Labor by FC
1 No.) Code ¥ (Acronym) [ ¥
No), and the 12 | 14-0000000 | 130 Bwhite P 12 £75.00 500,00
13 | 14-0000000 130 S=mith ET 30 £45 00 51,350.00
Legacy FC are 14 | 14-0000000 130 £0.00
setup on each 15 | 14-0000000 130 £0.00
) 16 | 14-0000000 130 50.00
subtotal line 17 | 14-0000000 | 130 50.00
15 | 14-0000000 130 £0.00
number, and 13 | 14-0000000 130 £0.00
will auto 0 | 14-0000000 130 S0.00
=1 | 14-0000000 130 £0.00
populatethe 52 | 14-0000000 130 S0.00
=5 | 14-0000000 130 £0.00
cells above. sq | 14-0000000 130 £0.00
Data will then =5 | 14-0000000 130 £0.00
s5 | 14-0000000 130 £0.00
be entered for o7 | 14-0000000 130 £0.00
- s5 | 14-0000000 130 £0.00
each project 259 | 14-0000000 130 £0.00
and FC. Each =0 | 14-0000000 130 £0.00
] =1 | 14-0000000 130 £0.00
subtotal line 33 | 14-0000000 | 130 20,00
- =5 | 14-0000000 130 £0.00
will auto ¢ | 14-0000000 130 £0.00
populatethe =5 | 14-0000000 130 £0.00
=5 | 14-0000000 130 £0.00
Summary Of z7 | 14-0000000 120 50.00
=5 | 14-0000000 130 £0.00
Total Amount =5 | 14-0000000 130 £0.00
Invoiced 4 40 | 14-oooooo0 130 £0.00
- |\41 14_0000000 130 50.00
qz | 14-0000000 130 Subtotal Line 1 §2,250.00




TEXAS DEPARTMENT OF TRANSPORTATION

Labor Summary (Field)




Labor Summary (Field)

Prime Provider Labor Breakdown for staff that perform servicesfromthefield,
using the Indirect Cost Rate (Field) negotiated in AttachmentE Fee Schedule

of the contract.

The following cellsare auto populated from the Labor Summary (Office)
worksheet:

Project (CSJ/Detail)
Source (Legacy FC)
Employee Name/Acronym

Employee Staffing Category/Acronym




Labor Summary (Field)

Project (CSJ/Detail), Legacy FC, are auto setup by Subtotal Line no. Employee Acronym, Staffing
Acronym are auto setup from Labor Summary (Office) and selected by clicking on the

corresponding drop down menu.

A B C I E F E H | J
Provider Invoice No. RS0
Combined Invoice Template Log No. 1
LABOR SUMMARY (FIELD)
Specified Rate Payment Method
Provider Name: R Engineering, Inc.|Legacy Contract No. 14-810P5001
Provider ID No. 910111213 |Legacy WA Mo. 1
Labor Breakdown (Field):
Project 3 Empl Saffi Total Provid
FOIEEE ) odree Emp Name MPoyee ST § no.of | Contract | TotalDirect | Totallabor | oot oo
(CSJ/Detail | (Func ACromvm Category Hours Rate Labor by FC Labor Summary
No.) Code) t ym) (Acronym) |« y (Cell J1563)
14-0000000 130 Bwhite P 24 $75.00 £1,800.00
14-0000000 130 Szmith ET 40) $45.00 $1,600.00
14-0000000 130 0.00
14-0000000 130 0.00




TEXAS DEPARTMENT OF TRANSPORTATION

Unit Cost (UC) Summary

Applies to Unit Cost-Specified Rate
Invoice Template Only




Unit Cost (UC) Sumary

Unit cost breakdown for services that are billed based upon the units
completed.

This paymentmethodis combined with Specified Rate where the provider PM,
Admin, or otherapplicable staffing categories are used in additiontothe UC
using theIndirectCost Rate (Field) negotiated in AttachmentE Fee Schedule of
the contract.

The following cellsare auto populated from the Labor Summary (Office)
worksheet:

Project (CSJ/Detail)

Source (Legacy FC)




Unit Cost - Drop Down Menu Setup

Setup will include listing allowable units as identified in the Work Authorization. Enter
the Type of Unit/Typed of Unit Acronym as shown in the snippet fromthe UC worksheet
of the Specified Rate-Unit Cost Invoice Template.

Type of Unit Type of Unit - Acronym
2 Man Survey Crew 2 Man Sury

3 Man Survey Crew 3 Man Sury

Cirilling Cirill

Once setup, select the type of unit from the drop down menu hat will be billed for the
particularinvoice cycle.

lJnit Cost Breakdown:

Project | Source
{C5JiDetail |(Legacy Type of Unit Gluantity
No.) FC)

goooooooo | 000 Z Man Sury
goooooono | 000 3 Man Sury
goooooooo | 000 *
jooooogon | 000
goooooooo | 000
goooooooo | 000




TEXAS DEPARTMENT OF TRANSPORTATION

Deliverable Summary
Applies to Lump Sum Invoice Template Only




Deliverable Summary - Lump Sum Payments

Lumpsum (LS) breakdown forservicesthatare
billed based uponthe deliverables completed.

This paymentmethodis based upon
deliverables submitted and accepted by the
TxDOT PM.

The deliverables to be billed are based upon
the Table of Deliverables (TOD)thatis part of
Exhibit D of the Work Authorization,and must
be billed based upon the completed line item
forservicesindicated inthe TOD of the WA.

Additional informationon LS payments and
TOD can be found by referencingthe

=¥

e
iy

—

\\\\\\\\\\




Deliverable Summary - Lump Sum Payment

The Deliverable Summary is broken outintotwo sections.

= The first section provides the necessary detail to enter the total amount
billed into TXDOT’s electronic billing system.

Deliverable Breakdown by:
Project (CSJ/Detail) and Source (Legacy Function Code)

= The second section provides the necessary detail to identify the deliverables
that have been submitted to the TxDOT PM based upon the line item
completed as shown in the Table of Deliverables of the Work Authorization.

Deliverable date and description
Percentage of the Total Scope of Work
Deliverable amount billed

60



Deliverable Summary - Lump Sum Payments

h E C 0 E F [ H | J

1 Provider Inwaice # 0

= Combined Invoice Template Log # 0O

3 DELIVERABLE SUMMARY

d Lump Sum Payment Method

5

Provider Mame: 0 Legacy Contract Mo. 0
E
Provider 1D Ma. 0 Legacy WA Mo. 0

7

i Deliverable Breakdown By Project (CS5J/Detail) and Source (Function Code)

1

PROJECT SOURCE DELIWERABLE DESCRIPTION DELIWERABLE AMOUNT
(CS5J or [LEGACY (Must be billed by
Detail No.) FC]} completed line item shown

Select from in the Table of Deliverables)
Drop Down
Menu - Cell

1] 42, 73, etc) -

& 14-485331 130 30% PS&E Plan Development =20,000.00

2 T

26 14-485331 130

27 14-485331 130

28 14-485331 130

23 14-485331 130

30 14-485331 130

31 14-485331 130

32 14-485331 130

33 14-485331 130

Sd 14-485331 130

35 14-485331 130

36 14-485331 130

3T 14-485331 130

=] 14-485331 130

33 14-485331 130

40 14-485331 130

d41 14-485331 130

47 | 14485331 130 Subtotal Line 1 $20.000.00




Deliverable Summary - Lump Sum Payments

1565 Deliverable Detail
Deliverable Date Deliverable Description % of Total Deliverable Amount

1566 SCope

1567 71172018 30% PS&E Plan Development 2.0% $20,000.00
1568 0.0% $0.00
1563 0.0% $0.00
1570 0.0% $0.00
1571 0.0% $0.00
1572 0.0% $0.00
1573 0.0% $0.00
1574 0.0% $0.00
1575 0.0% £0.00
1576 0.0% $0.00
=T 0.0% $0.00
1578 0.0% $0.00
1573 0.0% $0.00
8RN I 1% &0 0




TEXAS DEPARTMENT OF TRANSPORTATION

Other Direct Expenses (ODESs)




Other Direct Expenses (ODE’s)

Allowable ODE’s that are negotiated forreimbursementin the Work
Authorization (WA).

Setupisrequiredto listall allowable ODE’s to populatethe drop down menu for
selectingthe type of expense thatis beinginvoiced forthe particular billing
period.

The following cellsare auto populated from the Labor Summary (Office)
worksheet:

Project (CSJ/Detail)

Source (Legacy FC)

Additional information on ODEs and TEs can be found at:
The guidance document is also published externally for direct accessto providers at:

http://ftp.dot.state.tx.us/pub/txdot/ppd/ode-guide. pdf



http://ftp.dot.state.tx.us/pub/txdot/ppd/ode-guide.pdf

ODE - Allowable Expenses Setup

Setup allowable expenses for the particular work authorization. The acronym list will auto
populate the drop down menu to select expenses for the particular billing period.

Type of Expense Type of Expense - Acronym
1 Copes 8 1/2 % 11 Standard Copies Stand

(o N N N R ) R =S W I N

—k

-t
-—l

(o]
(&)]



Other Direct Expenses (ODEs)

Clickon the drop down menu to select the type of expenses for the particular
billing period, then enterall applicable data.

c12 - Je
& B C ] E F [E] H | J
1 Provider Invoice No. 0
z2 Combined Invoice Template Log No. 1
3
) Other Direct Expenses
=] Specified Rate Payment Method
| &
Provider Mame: 0|Legacy Contract Ma. 0
7
5 Provider ID Mo. 0|Legacy WA Ma. ]
3
10 ODE Breakdown:
. Actual Rate .
Project. Source Type of Expense . (not to exceed Fixed Rate Total Subtotal by Total Provider
{C5)iDetail | (Legacy A Quantity tract Amount Line N ODE Summary
| No.) FC) [Acronym) max per [per contract) Billed ine No. (Cell 11562)
contract)
1 v
1z (Y ooo - 30.00
1= 0ooo0o000 ooo 20.00
1d oooooooo ooo 20.00
15 (LY ooo 20.00
|| 16 ooooooooa ooo 30.00
(I 17 0ooo0o000 ooo 20.00
15 ooooooooa iy 20.00
I[ 13 (Y ooo 30.00




ODE - Drop Down Menu

&, E [ [=] E F G H 1
4 Other Direct Expenses
5 Specified Rate Payment Method
=]

Provider MName: RS Engineering. Inc. | Legacy Cantract [Ha.

T
= Prouider IO Mo, 101112153 | Legacy wWia, [Na.
a
10 ODE Breakdown:

- Actual Rate

Froject - Sourcy Teype of Expense - (ot o Fized Rate Total Subt?tal
[CS5.Detai | [Legac (Acrongm] Huantity erceed mMaz (per contract] Arl'!nunl: by Line
1 Mo_] FZ) Eilled Mo
per contrackt)

1 -
1= 14-0000000 1z0 Copies Standard 100 F0.10 F10.00
13 14-0a00000 120 - #0.00
14 14-0000000 120 I F0.00
15 14-0000000 130 e ——— #0.00
15 14-0a00000 120 #0.00
1T 14-0000000 120 F0.00
15 14-0a00000 120 #0.00
13 14-0a00000 120 #0.00
=T 14-0000000 120 F0.00
=1 14-0a00000 120 #0.00
b=t=4 14-0000000 120 #0.00
=+ 14-0000000 120 F0.00
=4 14-0a00000 120 #0.00
25 14-0000000 120 #0.00
=139 14-0000000 1z0 F0.00
27 14-0a00000 120 #0.00
b=t=] 14-0000000 120 #0.00
=t 14-0000000 1z0 F0.00
S0 14-0a00000 120 #0.00
=1 14-0000000 120 — 0,00
fot=1 14-0000000 1z0 F0.00
i) 14-0a00000 120 #0.00
4 14-0000000 120 F0.00
a5 14-0000000 1z0 F0.00
SE 14-0a00000 120 #0.00
ST 14-0000000 120 F0.00
FE 14-0000000 120 F0.00
fot=] 14-0a00000 120 #0.00
A0 14-0000000 120 F0.00
a1 14-0a00000 120 #0.00
4= | T4-DNDONDD 130 Subrtotal Line 10000




TEXAS DEPARTMENT OF TRANSPORTATION

Travel Expense (TE) Summary




Travel Expense (TE) Summary

Allowable TE’sthatare negotiated forreimbursementinthe Work
Authorization (WA).

This worksheet is setup to capture sufficientinformationto supportthe
expensesincurredfortravel, along with required supporting documentation.

The following cellsare auto populated from the Labor Summary (Office)
worksheet:

Project (CSJ/Detail)
Source (Legacy FC)
Employee Name/Acronym

Additional information on ODEs and TEs can be found at:
The guidance document is also published externally for direct access to providers at:

http://ftp.dot.state.tx.us/pub/txdot/ppd/ode-guide.pdf



http://ftp.dot.state.tx.us/pub/txdot/ppd/ode-guide.pdf

Travel Expense (TE) Summary - Drop Down Menu

] E [ 1] E F H | J K L M H o F ] Fi = T
1 rinwmics Hu. RZond
Inwmice Templat
z 1
3
4 TRAVEL EXPENSE SUMMARY
5 Specified Rate Payment Mathod
E
5 | Provider Name: RE Engincering, Inc.| Legacy Contract Mo, 14-3I0P5001 Cu.rrenl: State Mileage
, | Frovider I Ha, FN0OMZI3| Legucy W Ha. 1 Reimburzement Rate
9 Travel Expense Breakdows:
Lodging [Per Migkt Per A Mileage [Per Trip | Restal Rental - TazilCa
10 Perzon) Lt (o By or Per Day) Car Car Fuel P:::::g Cl-l;‘:-lgles bk Fare
Project Fowrce e T 1 F
e Tranel ar Day Far Darx Far Darx
(C8Jor | gac[i Emp Hame Start | Fad Date [18ieeiToie | Ammunt | Tazer | Tatal |DarMe.| Smeeat | "5 | Amann mrPar | mrPar | arPer |Ame=st Line Total
Dietail [Acronym Date Hilarx . i i
y FC) bl Fre Feraaal Trip Trip Trip
1 Mol
1d | 14-0000000 130 E'white | IEENEIN 12MEMT $256.00 $122.00 $36.00 $158.00 i} $52.435 $1z.00 $5.00 $52.00 $5T5.43
1z | 14-0000000 120 $0.00 $0.00 $0.00
14 | 14-0000000 130 $0.00 $0.00 $0.00
15 | 14-0000000 130 $0.00 $0.00 $0.00
16| 14-0000000 130 $0.00 $0.00 $0.00
17| 14-0000000 130 $0.00 $0.00 $0.00
13 | 14-0000000 120 $0.00 $0.00 $0.00
19 | 14-0000000 130 $0.00 $0.00 $0.00
20 | 14-0000000 130 $0.00 $0.00 $0.00
21 | 14-0000000 130 $0.00 $0.00 $0.00
& | 1d4-0000000 130 $0.00 $0.00 $0.00
2z | 14-0000000 120 $0.00 $0.00 $0.00
24 | 14-0000000 130 $0.00 $0.00 $0.00
25 | 14-0000000 130 $0.00 $0.00 $0.00
26 | 14-0000000 130 $0.00 $0.00 $0.00
27 | 14-0000000 130 $0.00 $0.00 $0.00
2% | 14-0000000 120 $0.00 $0.00 $0.00
24 | 14-0000000 130 $0.00 $0.00 $0.00
0 |_14-0000000 130 $0.00 $0.00 $0.00
3| 14-0000000 130 $0.00 $0.00 $0.00
2 | 14-0000000 130 $0.00 $0.00 $0.00
zz | 14-0000000 130 $0.00 $0.00 $0.00
=4 | _14-0000000 130 $0.00 $0.00 $0.00
5| 14-0000000 130 $0.00 $0.00 $0.00
6| 14-0000000 130 $0.00 $0.00 $0.00
=7 | 14-0000000 130 $0.00 $0.00 $0.00
zg | 14-0000000 130 $0.00 $0.00 $0.00
4 | 14-0000000 130 $0.00 $0.00 $0.00
40 | 14-0000000 130 $0.00 $0.00 $0.00
41| 14-0000000 130 $0.00 $0.00 $0.00
a4z 1d- 130 Eubtotal Lise 1 {57545
- Trmmmmmen e T T T T T | BT —| T T Frar T T - T P




Travel Expense (TE) Summary

! i X 0 E[ T b j | ) R L M N U P 0 i ]
1 Provider Invoice No. I
Lombined Invoice [emplate Log
l No. 1
i
! TRAVEL EXPENSE SUMMARY Change
5 Specified Rate Payment Method mileage
i rate here.
- Provider Name 0{Legacy Confract No. 0 Current State Mileage
; Poida DI legay WANo | e
i Travel Expense Breakdown:
Lodgng P gt PerPerson) | Meds Prem) | oo o PO P | Parking | Tl | oD

1 Day) FUel | Fegs | Charges | Fore

Project | Source ol Kir Trand Per Trip or

(CSJor | (Legacy PRAME | SortDate | End Dat (Rowd Trip | fAmount | Tawes | Total |DayMo.| Amount Hu.. o hnount | 0¥ Per Da’! o Pe Da’! or Per Da’! ) Amount | Ling Total

. (Acronym) Per Person Miles (Tax,Fees | PerTrip | PerTrip | PerTrip

Detaillio) | FC) ¥ lie,
f )
1 000000000 | 000 2000 2000 2000
13 000000000 | 000 00 4000 4000
1 000000000 | 000 00 4000 4000
5 000000000 | 000 0 $0.00 $0.00
1 000000000 | 000 0 $0.00 $0.00
1 000000000 | 000 000 000 000
% 000000000 | 000 Q000 Q000 Q000




TEXAS DEPARTMENT OF TRANSPORTATION

Provider - Final Preparation
of the Invoice Template




Provider - Final Preparation of the Invoice Template

1. Use the drop down menu found in each worksheet to “roll up” unused rows. See
instructions for additional detail.

2. Hide unused columns in the Subprovider Section of the Summary of Total Amount
Invoiced.

3. Verify that all totals carry over correctly to the:

a) Chart of Account Conversion Page

b) Invoice

c) Work Authorization Financial Status Summary
d) Summary of Total Amount Invoiced

4. Save the final template, and save as a pdf file

Remove the pages with the Instructions and the FC List from the final pdf file (an option
is to “hide” these two worksheets prior to saving as a pdf)

6. Add any backup documentation to the pdf file according to instructions

Electronically sign and date the final invoice package in the designated signature space
found in the WA Financial Status Summary

8. Send electronic pdf file to the PEPS Invoice Center



PEPS Invoice Template Support

= PEPS Invoice Center supports general questions on:
— invoice process folder address
— invoice questions (allowable charges, etc)
— invoice templates - general use
= PEPS COE supports PEPS Invoice Center on:
— Programming questions and support

* PEPS Invoice Center forwards excel invoice template file to COE for
evaluation

 PEPS COE will evaluate, and assist PEPS Invoice Center

 PEPS COE will make any necessary revisions to template and send back
to PEPS Invoice Center for further handling



TEXAS DEPARTMENT OF TRANSPORTATION

PEPS Invoice Resources and Support




PEPS Invoice Questions and Support

PEPS Invoice Resources and Support
Invoice Questionsand Processing;:

PEPS_Invoice_Center@txdot.gov

Contract Administrator Support from PEPS Service
Center:

http://ftp.dot.state.tx.us/pub/txdot/ppd/service-
centers-map.pdf

Invoice Template Programming Support::
PEPS Center Of Excellence
PEPS_COE_Process@txdot.gov



mailto:PEPS_Invoice_Center@txdot.gov
http://ftp.dot.state.tx.us/pub/txdot/ppd/service-centers-map.pdf
mailto:PEPS_COE_Process@txdot.gov

