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Connecting you with Texas.

Presentation Topics

1 Lump Sum

2 Specified Rates/Unit Costs (Hourly)

3 Questions & Discussion



Lump Sum
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Connecting you with Texas.

Master Template Updates
• Update with any new information or new Project CSJ
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Connecting you with Texas.

Invoice Tab Header
• Update the tab, same are the Specified Rates Unit Cost information.
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Connecting you with Texas.

Signature Authority Tab
• Update the tab, same as the Specified Rates Unit Cost information. 
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Connecting you with Texas.

Work Authorization Status Summary Tab
• Update the tab, same as the Specified Rates Unit Cost information. 
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Connecting you with Texas.

Deliverable Summary
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Connecting you with Texas.

Deliverable Summary
• Complete and update the deliverable detail section located at the bottom of the 

page. 

• Enter the deliverable date and change the description if necessary. 
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Connecting you with Texas.

CSJ Spreadsheet
• Use information from the CSJ or TOD you should have received from the project 

manager. 
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Connecting you with Texas.

TABLE OF DELIVERABLES Spreadsheet 
• Enter the deliverable information based on the FC and CSJ numbers from the 

above documents. Make sure to uncheck the blank box under the filter tabs to 
view all fields. 
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Connecting you with Texas.

Go Back to the Invoice Tab Summary
• Uncheck the blanks box under the filter tabs to view all fields. 

• Make sure all rows appear and add the district number and the 2-digit Segment  
numbers if any of the rows are missing the information. 
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Connecting you with Texas.

Complete and Clean Up the Spreadsheet
• Remove the blank columns by using the filter dropdown button and uncheck the 

blank boxes. 

• Go back to the invoice tab and enter the invoice detail information that’s missing. 

• Export only  the  Excel tabs you will need for invoicing into 1 PDF.

• Email one PDF of all the documents, including signed signature page to 
peps_invoice_center_district@inboundna11.springcm.com, and copy the TxDOT PM 
and consultant PM.

mailto:peps_invoice_center_district@inboundna11.springcm.com


Specified Rates/Unit Costs (Hourly)
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Connecting you with Texas.

Master Template Set-Up
• Update the master template set-up with any new employees. 
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Connecting you with Texas.

Invoice Tab
• Provider Invoice number (firm invoice number) & TxDOT invoice 

number (number of invoices submitted). 

• Beginning and ending service dates. 
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Connecting you with Texas.

Signature Authority Tab
• Update the 

Prompt Payment 
Verification:

- Provided last 
paid invoice 
number. 

- Date of the 
payment. 

- Service dates 
of the paid 
invoice. 
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Connecting you with Texas.

Work Authorization Status Summary
• Update the previous invoiced amount. Everything else will auto populate. 
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Connecting you with Texas.

Summary of Total Amount Invoiced
• Add the subconsultant information based on the CSJ and FC spreadsheet from the PM. 

Keep in mind that some of the columns are hidden. If you are invoicing an additional sub 
provider, you will need to pull them in from the Financial Status summary tab then unhide 
the other columns to update the fee. 

• All other information will auto-populate form the labor summary tab.
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Connecting you with Texas.

CSJ
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Connecting you with Texas.

Labor Summary Office
• Enter the 

information 
from your 
invoice and the 
PMs CSJ 
spreadsheet. 

• Pay close 
attention to CSJ 
information and 
the amounts. 
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Connecting you with Texas.

Go Back to the Invoice Tab
• Open the columns by unchecking the blanks box in the filter section. Make sure all 

rows appear and add the district number and the Segment ID number if any of the 
rows are missing the information. 

• The Segment ID information will come from the FC List located within the spreadsheet 
and the ACCT Tab information will come from the information to the right of this tab.  
See next slide.
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Connecting you with Texas.

FC to ACCT Information 
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Connecting you with Texas.

Invoice Tab
• Remove all the blank columns in the entire workbook using the column drop down and 

checking the blanks box. 

• Create a single PDF of all the tabs you need to submit to PEPS. 

- Your invoice and any supporting documents. 

- Progress report. 

- CSJ and TOD. 

- All invoices including the subconsultant.

• Email the entire invoice package to 
peps_invoice_center_district@inboundna11.springcm.com, and copy the TxDOT PM and the 
consultant PM. 

mailto:peps_invoice_center_district@inboundna11.springcm.com


Questions and Discussion



Anitra Lewis
Projects Account Manager, American 
Structurepoint, Inc.

Alewis@structurepoint.com

(317) 547-5580
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