Log into ProjectWise.

& ProjectWise Explorer Log in

Datasource: MDOTProjec

User Name: - vanisg_ABCD

Password: | seses|

[[] use Windows Single Sign-On for authentication

X

Cancel

You will see “Office of Passenger Transportation” and files/folders beneath that:

You will only be able to see your agency (not everyone using PW).
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-l Access Forms
'EL.- Carrier

i Office of Passenger Transportation

=1-,2 Transit Agencies

- Reference Documents

-Test Transit Agency
ABCD Transit Agency
Allegan County Transportation (ACT)
Battle Creek, City (CBC)
Bay Area Transportation Authority (BATA)
Bay Metropolitan Transportation Authority (BMTA)

For any questions or guidance documents, you will be able to find them in the
“Reference documents” folder:

= Library
=" MDOT Plat and Condo Review
L= Office of Economic Development
L Office of Passenger Transportation
-2 Access Forms
= Transit Agencies
L. - Reference Documents
G -Test Transit Agency

#"Folder Structure with notes.pdf
/" Form 3194.pdf

A THTA Invoice
ZTHTA Invoice
A THTA Invoice
ZTHTA Invoice

- Agency instructions....
- PM instructions.pdf

- Payment Coordinato...
- Supervisor instructio...

Checked In
Checked In
Checked In
Checked In
Checked In
Checked In

Folder Structure with notes.pdf

3194 Revised.pdf

TA Invoice - Agency instructions.pdf

TA Invoice - PM instructions.pdf

TA Invoice - Payment Coordinator Instructions...
TA Invoice - Supervisor instructions.pdf

To submit an invoice: you will use Form 3194 (the most current version is in
the Reference Documents folder). Submittal instruction can be found in the TA
Invoice — Agency Instructions.

For payments:

Fill out the 3194 form (if you double click the form in PW it will default to
Adobe reader — you may need to change your default PDF program).

ProjectWise Instructions for Transit Agencies
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N PROJECT WISE PAYMENT FORM Fageilof2
3194 (04/19)
Directions: Complete the white areas completely. MDOT will complete the gray areas.
AGENCY NAME AUTHORIZATION / CONTRACT NUMBER IS PAYMENT PARTIAL OR FINAL?
PARTIAL [E4 |
The Pretend Transit Agency 20XX-00ZZ/P1 FINAL [ ]

By approving and submitting this payment, transit agency representative certifies that:
E All State and Federal procurement guidelines, policies, and procedures have been followed.
D When applicable, Davis-Bacon certified payroll records have been reviewed.

S S T
LY R B . ' l
By Lisa Lubahn at 10:49 am, 6/3/19

PAYN v ©G NUMBER - MDOT ONLY
Payment #1

is needed and is in place.
TRANSIT AGENCY APPROVAL (STAMP OR SIGNATURE)

DATE COMPLETE PAYMENT PACKET RECEIVED

NOTES FROM PROJECT MANAGER - MDOT ONLY

TA RECORD OF:

IS THIS AMOUNT A

PROG. VEHICLE(S) BALANCE
AUTH LINE DESCRIPTION i BEING REPLACED EAXABLE AMOUNT REMAINING ON
e iF A BPIICABLE) (PRIOR YEAR REQUESTED iNE
EXPENDITURE)?
1/1 |One <30ft bus 123456 67 n/s $56.,000.00 $4,000.00

Note: The form is fillable. DO NOT electronically sign the form. You must use
the stamp function. Please DO NOT print, sign, and scan back in. Your
project manager will reject the payment back to you.

Form 3194 - Field to Complete

Agency Name: please use your legal name as listed on the project
authorization. Using any other name or acronym may cause the payment to be
rejected.

Authorization /contract number: enter the Authorization / contract number.

Partial/Final payment indicator: check if this is a partial or final payment for
the contract/authorization — NOT for an individual line. If final is checked, an
audit/close may be requested before the authorization or contract is truly
completed.

The certifications (as applicable): please certify, by checking all that are
appropriate and required.

Transit Agency Approval: after the form has been completed and documents
attached - apply the approval stamp to this field. DO NOT electronically sign.

Date Complete Payment Packet Received: completed by MDOT.

ProjectWise Instructions for Transit Agencies
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Payment Number (Billing Number): assign a unique payment number for the
authorization / contract — not a payment for each line. This number will be
included in the file name when you save the form. Example: B1 (billing 1).

Prog. Auth Line: what line number(s) from your authorization is this request
for? You can pay for multiple lines on one request — but not multiple
authorizations/contracts on one form submittal. Your authorization should
have line numbers on it, if not, we will use the description you put in to ensure
we have the correct line.

Line Description: what are you requesting payment for? (this should match
the description in your authorization/contract)

Job Number: located on your authorization.

Vehicle(s) being replaced (if applicable): enter the vehicle/fleet numbers in this
field — not the quantity.

Is this amount a payable: if you are paying for something that the invoice /
service occurred prior to October 1, state YES

Amount Requested: enter how much are you requesting

Balance Remaining On The line: enter the amount that remains for that line
AFTER you have deducted the Amount Requested. Example: If the line had
$1000 and you have requested $400 then $600 will be the Balance Remaining
on The Line. If your PM has a different amount for the balance, they will
contact you.

Total amount requested: You do NOT need to fill this in, it will automatically
total. Please check to make sure the amount matches your request.

Attaching Supporting Documentation to the Form 3194

Please make sure that when scanning your supporting documents that a high
resolution, or picture quality scanner is used.

While in your PDF program you may either drag and drop files from your
computer into the Form 3194 or use the insert function. Insert only the
required support documentation. Required support documentation details can
be found on OPTs website under, Resources, Reference Manual for Transit
Agencies, Payment processing.
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Once form is complete and the supporting documentation has been inserted,
navigate back to page one and “stamp” to approve the payment in the Transit
Agency Approval Field.

Saving the Completed 3194 Form

The required naming convention is:

Transit agency name_master agreement number (or contract)_authorization (if
applicable)_billing number.pdf.

SAMPLE: Pretend Transit Agency_2019-0001_P1_B1.PDF

Move the file to ProjectWise into the Agency Invoice Submittals folder. You can
drag/drop the file, select “No Wizard” when prompted. After it copies into the
folder the payment has been submitted. An e-mail box will pop up to send
notification to OPT, please leave the MDOT_ProjectWiseConsultant e-mail
address in the TO field of the e-mail. Add your project managers e-mail
address. You may also add comments, notes, etc. to the e-mail. Then send.
If an e-mail box does not appear, please send an e-mail to your project
manager to let them know about the payment and inform them you did not
have an e-mail pop up.

g o Libiary Highlight /") DO NOT CHANGE STATE ON THI.. TAL. Checked In DO NOT CHANGE STATE ON THIS FILE

o MD_OT Plat and Crfmdo Review Agency Invoice # B Form 3194.pdf TA L. Checked In 3194 Revised.pdf
Hi- Office of Economic Development ‘-’
Submittals

--= Office of Passenger Transportation

[ Access Forms
=-C Transit Agencies
=" - Reference Documents

Test Transit Agency

-Agency Invoice Submittals

-MDOT Use Only
Rename to Master Agreement

For any questions you may contact:

Your Project Manager or the ProjectWise Team at:
MDOT-ProjectwiseConsultant@Michigan.gov
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