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Preparing the Engineer’s Estimate

TPD 313 
Description 
This course is intended for TxDOT employees and consultants with view only access and covers Engineer’s Estimates within TxDOTCONNECT. 
Objectives 
At the end of the Session, attendees will be able to:
· Describe the requirements to create, copy, or seal an engineer’s estimate. 
· Add bid items to an engineer’s estimate. 
· Manage bid item information in the engineer’s estimate. 
· Compare the four views of an engineer’s estimate. 
· Invite a professional engineer consultant to the project. 
· Review and modify specifications. 
· Review and seal the Engineer’s Estimate. 
Delivery 
VILT (Virtual Instructor-led Training) This course consists of a presentation with demonstrations and practical resources for references with hand-on learning.
Duration Heading 2
3 hours with a 10-15 minute break in between.


Audience 
This course is intended for TxDOT employees and consultants and covers creating construction projects within TxDOTCONNECT.
Materials 
· Add Bid Items to the Engineer’s Estimate Job Aid  
· Complete the Seal and Summary Page Job Aid 
· Bulk Upload 
· Engineer’s Estimate Bulk (Excel) 
· Engineer’s Estimate Reference Guide 
· Estimate Quantity Summary 
Materials Location 
Crossroads 
TxDot.gov 
Content Author 
TPD Training Team


Notes/Survey
· Survey: The assigned Professional Development Team member will request surveys for the upcoming month from Workforce Development.  Once they receive it, they will post in the COE Training Documents folder here: Class Climate Surveys.  
· Include the link/QR code in the PPT slide to cover at the end of the session. 
· Subject Matter Experts link: Scott Young, Sangeetha Kumar  
· See Product Owner List for listing of current product owners.  
· Ensure Product Owners, SMEs, and UAT Coordinator are added to calendar invite.
Preparation
Review Job Aids and Guide: 
· Adding Bid Items to the Engineer’s Estimate Job Aid  
· Completing the Seal and Summary Page Job Aid 
· Bulk Upload 
· Engineer’s Estimate Bulk (Excel) 
· Engineer’s Estimate Reference Guide 
· Security Roles: 
· Professional Engineer: create/update engineer’s estimate, seal engineer’s estimate, add project manager on resources page. 
· Engineer’s Estimate Coordinator: create/update engineer’s estimate, create/update project manager on resources page 
· Project Manager Initiate: change project stage, assign external resource. 
· Identify a project to demo-Criteria: 
· Recently created. 
· Construction 
· Roadway 
· Statewide Let 
· Project Stage:  
· Planning: we will move it to PE during training 
· No subordinates 
· You will need a sample Engineer’s Estimate file to upload.   
· Reference-Link to 2014 Bid Item List: https://ftp.txdot.gov/pub/txdot-info/cmd/cserve/specbk/engspec/usfcod14.txt  
· Spec Book 2024: https://www.txdot.gov/business/resources/txdot-specifications/2024-standard-specification.html  
· Enhancement updates: Incorporate and/or review any enhancements that need to be added. 
· The Spec Book 2024 enhancements were incorporated in March 2024.  Some of the information related to the Spec Book enhancements will need to be removed once the Spec Book 2024 functionality is completely integrated. 
Facilitator and Produce Day of Class Preparation
Facilitator
· Open the slide deck from the Development and Review site confirm correct Facilitator and Producer names are on the slides. 
· Set status to Do Not Disturb in MS Teams. 
· Log in to MS Teams and start the session at least 15 minutes prior to the start of the class. 
· Start the new slideshow and begin presenting your screen. 
Producer
· Login into MS Teams at least 15 minutes prior to the start of the class. At 3 minutes prior to the start of the session, admit attendees, unmute your microphone, and: 
· Welcome participants. 
· Announce the start time of the class (example: we will begin the course at XX time / we will begin in X minutes). 


Section 1 Introduction & Course Overview
Welcome
[image: A red and blue welcome sign
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Session Opening and Participant Engagement
Time: ~3 minutes
What Happens: Facilitator welcomes participants and encourages introductions via chat.
Producer 
Do:
A few minutes before the session starts (for example, at 9:00 a.m.), ask participants to share their role and work area in the chat.
Do:
Copy and paste this message in the chat:
“Please share your role within the organization and the area you work in.
This helps us better understand each other’s roles and areas of expertise.”
Say: Welcome and introduction
“Welcome, everyone! Thank you for joining today’s session on the Engineer’s Estimate Instructor-Led Training in TxDOTCONNECT. We’re glad to have you here.”
Recording Session
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Producer: Session Opening and Housekeeping
Time: ~2–3 minutes
What Happens: Producer officially starts the session and provides housekeeping information to participants.

Say: Announce start of session
“Good morning, everyone. We’re ready to get started—thank you for joining us today.”
Say: Introduce housekeeping items
“Before we begin, let’s go over a few quick housekeeping items for our virtual session.”
Say: Explain recording and attendance
“We are recording today’s session. The recording will only be available to TxDOT staff after the session concludes.
Please note that vendors will not have access to the chat or session materials after we finish.
For our internal staff—remember, to receive training credit, you must attend at least 80% of the session.”
Ice Breaker
Producer
Say: Introduction to the Game
“Welcome, everyone! We’re excited to kick off a fun and interactive trivia game using CrowdPurr!
This is your chance to test your knowledge, compete with your peers, and maybe even win some bragging rights.
Whether you’re a trivia enthusiast or just here for fun, this is a great way to engage and enjoy the session.”
How to Access CrowdPurr
“To join the game, you have two easy options:
1. Scan the QR Code – Use your phone’s camera to scan the code displayed on this slide. It will take you directly to the game.
2. Click the Link – A direct link has been posted in the chat. Simply click it to join.”
Step-by-Step Instructions
“If you’re using the QR code, open your camera app, hold it up to the screen, and tap the prompt to open the link.
If you’re using the chat link, click it and follow the on-screen instructions.
Once you’re in, enter your name or a fun nickname to appear on the leaderboard.”
What to Expect
“The game is short and engaging! Questions will appear on your screen, and you’ll have a limited time to answer each one.
The faster you respond, the more points you’ll earn—so aim for both speed and accuracy.”
Wrap-Up and Encouragement
“Don’t worry if this is your first time playing. The goal is to have fun!
If you run into any issues, just drop a note in the chat and we’ll help you right away.
Alright, everyone—get ready for CrowdPurr Trivia!
Go ahead and scan the QR code or click the link now. We’ll get started in just a moment.”
Do:
· Post the game link in the chat: https://www.crowd.live/KLSG3
At the End of the Game:
· Congratulate the winners!
· Return to the PowerPoint slides to continue the session.


Trainer Introductions
Producer
Do:
Turn on your webcam.
Say:
“Let’s start with a quick introduction. My name is [Your Name], and I’ll be your producer today. Joining me is [Facilitator’s Name], who will be leading today’s session. Together, we’ll guide you through the material and support any questions that come up along the way.
This course will follow a [briefly describe format—e.g., presentation followed by a demo and Q&A] and is expected to last approximately [insert duration].
Let’s take a moment to look at the chat and see who’s joined us today—do we have any of our SMEs or returning participants with us?”
Do:
Turn off your webcam.
Facilitator
Do:
Turn on your webcam.
Say:
“Hello, everyone! My name is [Facilitator’s Name], and I’ll be leading today’s session. It’s great to have you all here.
To get us started, I’ll hand things over to our Producer, [Producer’s Name].”

Do:
Handoff to Producer.
Housekeeping
Producer
Say
“Before we get started, I’d like to quickly review where to find the Reactions and Chat icons.
If you’d like to respond or engage during the session, you can use the Reactions icon, which includes options like a 👍 thumbs up, ❤️ heart, 👏 clap, 😀 smiley face, and 😮 ‘oh wow’ reaction.
As shown on the screen, the Chat icon is located in the top left-hand corner. This is where you can post any questions or comments throughout the session.
And just a quick reminder—please keep yourself on mute during the session unless you’re speaking.
Alright, let’s get started!”
Resources
Producer
Say:
“You have access to a variety of TxDOTCONNECT resources beyond this instructor-led session.
If a friend or colleague wasn’t able to attend today, feel free to refer them to these materials. They’re also a great option if you ever need a quick refresher or additional guidance.
These resources truly represent a labor of love from the many team members who’ve contributed to TxDOTCONNECT over the past five years.”
Online Courses: Say
“The first resource I’d like to highlight is our Online Courses, which include both demo videos and eLearning modules. These are similar to what we’re doing today but are available on demand at any time.
The eLearning modules can be accessed through PeopleSoft, and for outside contractors, select modules are also available on TxDOT.gov.
These self-paced courses allow you to revisit content whenever you need and focus on specific topics of interest.
Next, let’s talk about our Reference Materials.”
Reference Materials: Say
“Our Reference Materials include five comprehensive Reference Guides, along with job aids and other helpful documents.
If you want to dive deeper into the details or fully understand a process, the Reference Guides are the perfect resource.
Most people, however, find the job aids especially useful. These are short, easy-to-navigate documents focused on specific tasks or processes that are performed frequently.
In just a moment, we’ll look at where to find these resources—both on Crossroads and TxDOT.gov. This is especially important if you’re working off-site or collaborating with vendors or contractors who don’t have Crossroads access.
We’ll walk through how to access everything from both platforms.”
Review Resources: Do

Navigate to Crossroads and demonstrate how to access TxDOTCONNECT. Review the following available resources:
· Calendar
· Reference Guides (e.g., Project Information)
· Job Aids (e.g., Security Roles Catalog, Create a Project, Define a Project Location, Re-Mapping Training)
· Demos
· eLearning Modules
· Resource Library
· Request Assistance from the TxDOTCONNECT Helpdesk
Next, navigate to TxDOT.gov (recently updated) and review the resource materials available for consultants and external partners:
· How to request access to TxDOTCONNECT (search for “TxDOTCONNECT”)
· Demos
· Resources


Resources: Contact Information
Producer
Say:
“If you have any questions, you can always reach out to us by email.
The first contact listed is our General Inbox. You can use this email if, for example, you notice incorrect training dates, need to confirm when the next session for ROW is scheduled, find an error in a job aid, or have general questions about TxDOTCONNECT.
You can also email us if you’re seeing an unfamiliar error message, need help with a specific task—like completing a payment, assigning an external resource, or determining which security role is needed for a function.
Keep in mind, many of these answers can also be found in the resources we reviewed earlier—but if you can’t find what you need, please reach out to the TxDOTCONNECT team at
📧 TransportationPrograms@txdot.gov.
This is our new email address, established on March 15, 2024.
If you encounter a technical issue—for example, something isn’t working properly, you find a bug, or you want to suggest an enhancement—please submit a TxDOTNOW Service Ticket.”


TxDOTNOW Services Requests
Producer
Say:
“Once you log into TxDOTNOW Service Request, you’ll see several options available.
Do:
Review the options on screen, focusing on ‘Enhancement Request’ and ‘Something’s Broken.’
Say:
Depending on your situation, select the option that best fits your need. The two we want to highlight today are Enhancement Requests and Something’s Broken.
When submitting an Enhancement Request, please keep in mind it doesn’t mean the change will appear right away—but many of the features you see in TxDOTCONNECT today exist because of feedback and suggestions from users like you.
If your idea can save time or improve efficiency, it will absolutely be taken into consideration. We strongly encourage you to share your suggestions and help us continue improving the system.”
Producer Handoff to Facilitator
Producer
Say:
“Now that we’ve covered introductions and outlined our objectives for today’s session, I’ll hand things over to our Facilitator, who will dive deeper into the training content.”


Section 2: Project Information
Training Objectives 
[image: ]
Facilitator: Training Objectives
Time: ~3 minutes
What Happens: Facilitator introduces the learning objectives for the session.

Say: Introduce objectives
“Here are our training objectives for this morning’s session.
We’ll begin by stepping through the requirements for creating, copying, or sealing an Engineer’s Estimate in TxDOTCONNECT.
Next, we’ll look at how to add bid items to an Engineer’s Estimate and how to manage bid item information within the system.
We’ll also compare the four views of an Engineer’s Estimate, invite a professional engineer consultant to the project, and review and modify project specifications.
Then, we’ll walk through how to review and seal the Engineer’s Estimate and finish by exploring the process for uploading an Engineer’s Estimate.”

Do: Display objectives
Show the Training Objectives slide on screen while reading through each point.
Pause briefly between each item to allow participants to follow along.

Instructor Note: Connect to prior learning
Remind participants that this session builds on previous courses—like Funding Management (TPD 306)—and that understanding project estimates is key to supporting accurate Engineer’s Estimates later in the process.


TxDOT CONNECT Login
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Facilitator: Login Page Overview
Time: ~3 minutes
What Happens: Facilitator introduces the TxDOTCONNECT login page and explains the difference between the training and production environments.

Say: Introduce login page
“This is the TxDOTCONNECT login page:
https://trn.txdotconnect.txdot.gov/txDOTCONNECT/#/”
Say: Provide login guidance
“TxDOTCONNECT works best in Google Chrome.
Use your current TxDOT credentials—the same username and password you normally use.
This is also where you can change your password if needed.
And please be sure to read the Warning Statement at the bottom of the login page before signing in.”
Say: Explain training environment
“One thing I want you to notice—when I open my browser, the web address begins with ‘TRN’ before the TxDOTCONNECT address.
That ‘TRN’ stands for training environment, meaning this is not the live production system.”
Say: Clarify purpose of training environment
“If you’re following along or accessing TxDOTCONNECT later, you might notice a few small differences between what you see here and what you see in production.
That’s because the production environment—the one you normally use—is live and always contains the most current project information.”
Say: Reassure participants
“In this training environment, nothing we do affects live data.
When we create a project, draw a map, or add funding, we’re not changing real projects, sending emails, or updating actual funding.
So, feel free to explore—there’s no risk of accidentally changing anything important.”

Do: Demonstrate login
Share your screen to display the TxDOTCONNECT login page.
Highlight the ‘TRN’ prefix in the URL bar and point out where the Warning Statement appears.

Instructor Note: Reinforce environment differences
Remind participants that the training environment is designed for hands-on practice and may look slightly different from the production version.
If anyone experiences access issues, have them verify they’re using the correct environment link.

Accessibility Note:
Read the URL aloud clearly.
Describe the placement of the ‘TRN’ portion and the Warning Statement on the page for participants using screen readers.
Basic Navigation
Facilitator: Landing Page and Tools Menu Overview
Time: ~6–8 minutes
What Happens: Facilitator introduces participants to the main components of the TxDOTCONNECT landing page and explains the purpose of each icon in the Tools Menu.

Do: Introduce landing page
Introduce participants to the main components of the TxDOTCONNECT landing page.
Explain that this is the starting point for all project, funding, and estimate management tasks.

Do: Review profile and roles
Open the Profile Page and highlight the security roles listed there.
Explain that roles determine what actions users can perform in TxDOTCONNECT and which districts or projects they can access.

Say: Introduce the Tools Menu
“Next, let’s look at the Tools Menu—it’s located in the upper right corner, above the Administrative Module dropdown.
These icons appear on every page in TxDOTCONNECT and serve as quick links to important features and resources.
Some links stay inside TxDOTCONNECT, while others connect you to external sites.”

Reviewing the Tools Menu Icons
Say: TxDOT Icon
“The first icon is the TxDOT icon—this is a direct link to the TxDOT.gov website.”
Say: Help Icon
“The second icon is the Help icon.
This links to the Help Page, which includes terms, definitions, and page-specific instructions depending on where you are in the system.”
Say: Reports Icon
“The third icon, which looks like a sheet of paper, links to the Reports feature, where you can access available reports.”
Say: Upload Icon
“The fourth icon is the Upload icon, represented by a small arrow pointing upward.
This is used for bulk uploads—for example, when multiple files or records need to be added at once.”
Say: Profile / People Picker Icon
“Next, we have the Profile icon, also called the People Picker.
This links to your user profile, which contains your contact information, administrative details, and assigned security roles.
It also shows your supporting districts and a few user preferences.”
Say: Security Roles Catalog Reference
“If you ever need more information about individual security roles, you can find the Security Roles Catalog on the TxDOTCONNECT Reference Materials page.”

Say: Email Notifications
“Within your profile, you’ll see Email Notification preferences.
If you’re responsible for reviewing or approving requests, this is how you’ll receive those alerts.
You can turn notifications off, but it’s not recommended, since they help ensure you don’t miss important actions.”
Say: Calendar Preferences
“Below that, you’ll see Calendar Preferences.
You can toggle the Letting Calendar on or off, depending on whether you want to see upcoming letting dates.”

Call Out: Save Changes
“Anytime you make changes on a page—whether in your profile or anywhere else—be sure to click the Save button before navigating away.
If you forget, your updates won’t be applied.”

Say: Logout Icon
“The last icon we’ll look at is the Arrow icon, which is used to log out of TxDOTCONNECT.”

Transition: Move to Homepage
“Now that we’ve covered the Tools Menu, let’s proceed to the Homepage to review the key navigation areas.”

Do:
Demonstrate each icon live, pausing after each to describe its function and connection.
Instructor Note:
· Allow participants a moment to locate each icon on their screen before moving on.
· Emphasize that while many icons remain static across pages, their related functions (like Help or Reports) change contextually based on the current module.
Accessibility Note:
Read each icon’s label and describe its position on the screen (e.g., “top right corner above the Administrative Module”).
Explain any visual cues—like icons that change color or expand when hovered over.
Home Page – Project Search
Facilitator: Identifying Editable Stages and Searching for a Project
Time: ~4–5 minutes
What Happens: Facilitator explains which stages allow changes to an Engineer’s Estimate and demonstrates how to locate a project that meets the required criteria.

Say: Introduce editable stages
“For an Engineer’s Estimate, there are only three stages where you can make changes:
1. Preliminary Engineering (PE)
2. Plan, Specification & Estimate (PS&E)
3. Ready to Let
Those are the only points in the project lifecycle when the Engineer’s Estimate is editable.”

Say: Transition to search
“Next, let’s search for a project we can work with.”

Do: Demonstrate project search
· Go to the Projects tab in TxDOTCONNECT.
· Apply the following search criteria:
· Recently Created
· Type: Construction
· Subtype: Roadway
· Let Type: Statewide Let
· Project Stage: Planning
· No Subordinates / No Associated Projects
Once the filters are applied, display the search results and select the identified project.

Instructor Note:
Ensure you have a project pre-selected in advance that meets the listed criteria so the demo runs smoothly.
If you’re training in the shared environment, remind participants to use unique projects to avoid conflicts.

Accessibility Note:
Read each filter name aloud as you apply it in the search.
Describe how to locate the Projects tab and explain what the search results screen looks like for participants using screen readers.
Project Details Page
Facilitator: Accessing the Engineer’s Estimate Page
Time: ~6 minutes
What Happens: Facilitator demonstrates how to navigate from the Project Details page to the Engineer’s Estimate page, explains access limitations by project stage, and updates the project stage to Preliminary Engineering (PE).

Do: Open selected project
After locating and opening the selected project, begin the demonstration.

Say: Introduce Project Details page
“Whenever you open a project, you’ll land here on the Project Details page.
This is your central hub for managing project information.”

Say: Highlight project stage
“I want to draw your attention to the Project Stage field.
This is the only location in TxDOTCONNECT where you can edit the project stage.”

Say: Explain current stage
“Our current project stage is Planning, but before we can create an Engineer’s Estimate, we’ll need to adjust this.
First, let’s see what happens if we try to access the Engineer’s Estimate right now.”

Do: Attempt to open Engineer’s Estimate
Click Engineer’s Estimate in the left-side menu. (Note: It will appear greyed out.)

Say: Explain restricted access
“As you can see, the system gives us a message letting us know that to access the Engineer’s Estimate, the project stage must be one of the following:
· Preliminary Engineering (PE)
· Plans, Specifications & Estimate Development (PS&E), or
· Ready to Let.”

Say: Transition to stage update
“So, let’s go back to our Project Details page and change the stage.”

Do: Navigate and update stage
Go back to the Project Details page.
Under Project Stage, select Preliminary Engineering (PE)—the first stage that allows bid items to be added or edited.

Say: Reinforce saving
“Anytime you make a change in TxDOTCONNECT, always remember to Save before moving on.”

Do: Save project
Click Save Project to confirm the stage change.

Instructor Note:
· Remind participants that stage changes impact system access for other pages, including Funding, Engineer’s Estimate, and Letting.
· Reinforce the habit of saving frequently to prevent data loss.

Accessibility Note:
Describe where the Project Stage dropdown is located and note that the Engineer’s Estimate option appears greyed out until the correct stage is selected.
Verbally read the on-screen message that appears when attempting to open the Engineer’s Estimate at the wrong stage.
Resources Page
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Facilitator: Adding External Consultants as Resources
Time: ~8–10 minutes
What Happens: Facilitator demonstrates how to add a professional engineer and external consultant to the project using the Resources page in TxDOTCONNECT.

Say: Introduce purpose
“As TxDOT employees, we sometimes need to add access for external consultants who are supporting the project.”

Say: Explain navigation
“To do this, we’ll use the left navigation panel and scroll down to the Project Services grouping.
From there, select the page labeled Resources—this section refers to human resources associated with the project.”
Do: Click on Resources

Do: Review populated list
“Here we can see a list of Project Managers that may already be populated.”
Say: Explain existing roles
“The first name you’ll see is the Programming Manager, which is typically the person who created the project.
Next, you’ll see the Construction Manager and Design Manager listed.”

Say: Clarify Project Manager role (Program Manager??)
“When it comes to the Project Manager in this context, it refers to the Professional Engineer who will seal the project.
We must have this person identified in order to seal the Engineer’s Estimate.”

Say: Demonstrate updating Project Manager
“For training purposes, we’ll update this role to myself so I can act as the Project Manager / PE for this demonstration.”
Do: Change by clicking the People icon
Click the People icon next to Project Manager, and select your name.

Say: Introduce External Resource Assignment
“Now, let’s look at the bottom of the page—this is the External Resource Assignment section.
This is where we can add external resources, such as consultants.”
Say: Locate add button
“On the far-right corner, you’ll see the +Resource icon. Click that, then select Engineer’s Estimate from the dropdown list.”
Do: Select Engineer’s Estimate from dropdown

Say: Explain selection process
“This opens a listing of all external resources identified in TxDOTCONNECT.
To add one, simply check the box next to the consultant’s name, then click Done.”
Do: Select one external consultant and click Done

Say: Review added resource
“Now we can see that the resource has been added to our list, showing their name, phone number, and email address.
If you click the arrow under Type, you’ll see whether that person is a Professional Engineer or a Landscape Architect, and any relevant license information.”
Do: Click on arrow to display role information

Say: Explain enable/disable option
“To the right, you’ll notice a toggle button that allows you to enable or disable access.
The default setting is Enabled.
If or when the consultant no longer needs access, you can remove their access by clicking the slider to disable it.”

Say: Reinforce saving
“Anytime you make changes—like adding or updating resources—be sure to click Save Project before leaving the page.”
Do: Click Save Project

Say: Summarize key takeaways
“So far, we’ve covered three important things:
1. Ensuring the project is in the correct stage, in this case, Preliminary Engineering (PE).
2. Ensuring the Professional Engineer or Project Manager has been identified before sealing the estimate.
3. How to add an external consultant to the project as a resource.”

Say: Transition to next topic
“Before we move forward in TxDOTCONNECT, I want to switch back to the PowerPoint for just a moment.”
Do: Return to PowerPoint slide

Instructor Note:
· Confirm beforehand that the demonstration project allows external resource additions.
· If this function is unavailable, refer to Slide 16 in the PowerPoint and read from the slide notes.
· Reinforce that consultants must have TxDOTCONNECT credentials and appropriate permissions before they can be added.

Accessibility Note:
Describe where the +Resource icon is located and what appears in the external resources list.
Read out any on-screen messages confirming that the consultant was successfully added.
Section 3: Engineer’s Estimate Page
Engineer’s Estimate Page
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Facilitator: Exploring the Engineer’s Estimate Page
Time: ~6–7 minutes
What Happens: Facilitator introduces the Engineer’s Estimate page, explains page behavior and structure, and notes when the Specifications page becomes available.

Say: Introduce page navigation
“Now let’s explore the Engineer’s Estimate page.
From the left navigation menu, scroll down to the Engineer’s Estimate grouping.
Here, you’ll see all the related pages listed.”
Do: Click on Engineer’s Estimate

Say: Explain missing Specifications page
“You might notice that we’re missing a page—the Specifications page.
That’s because it doesn’t exist yet.
The Specifications page only appears after you’ve added bid items to the estimate and saved it.
Once we do that, you’ll see the page appear automatically in this section.”

Say: Describe page layout
“On the Engineer’s Estimate page, the first thing we see is the Project Header—this looks the same across every page in TxDOTCONNECT.
It provides the high-level project details such as project name, ID, and key information.”

Do: Verify project stage
Review the Project Header and confirm that the Project Stage is set to Preliminary Engineering (PE).
If it is not, update the stage to PE and click Save Project before continuing.

Say: Connect page to bid items
“What we’ll notice later is that as we add or modify bid items, those updates will impact the total amount shown here on this page.
TxDOTCONNECT automatically recalculates this total whenever bid items are saved.”

Instructor Note:
· Verify that the project stage is PE before demonstrating the Engineer’s Estimate.
· If the Specifications page is not visible after adding items, refresh the browser to display it.
· Mention that the Engineer’s Estimate totals dynamically update to reflect any bid item or quantity changes.

Accessibility Note:
Read the names of the pages under the Engineer’s Estimate grouping aloud as you scroll.
Describe the location of the Project Header and what type of information it contains.
Design Section
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Facilitator: Reviewing the Design Section
Time: ~10–12 minutes
What Happens: Facilitator walks participants through the Design section fields, explains their purpose, and connects them to the PS&E stage and the 2024 Spec Book implementation.

Say: Introduce Design section
“The first section we see is the Design section.
For those of you working in the Design Division, this section may apply directly to you.
It’s where project design information is entered—sometimes before or after bid items are added.
This section is typically completed during the PS&E stage, but right now, our project is at the PE stage.”

Say: Identify key fields
“In this section, we have two key fields:
· Approved Schematic Date, and
· Preferred Alternative Selected Date.
The first field we’ll look at in detail is the Design Standard.”
Do: Review Design Standard dropdown
Open the Design Standard dropdown and review the available options.

Say: Discuss ‘TxDOT Is Performing Design’ checkbox
“Next, let’s look at the checkbox labeled ‘TxDOT Is Performing Design.’
When a project is first created, this box is automatically checked—except for Local Let Construction Projects.”
Say: Explain post-seal scenarios
“After the project is sealed, there are a few different scenarios:
· If the estimate is sealed by an internal TxDOT user, the box will remain checked.
However, certain roles can uncheck it afterward. These roles include:
· Project Manager Initiate
· Professional Engineer
· Landscape Architect
· Design Coordinator
· Super User
· If the project is sealed by an external user or consultant, the box will be unchecked—and they cannot recheck it.”

Say: Introduce Spec Book Year
“Now, let’s look at the Spec Book Year field.”
Do: Click on dropdown
Say: Explain Spec Book release cycle
“The Spec Book is updated about every ten years.
The previous version was released in 2014, and the new one is 2024.
Each version includes the specification codes used for Engineer’s Estimates.”
Say: Emphasize importance of selection
“As we know, TxDOT projects take years from start to finish, so it’s important to identify which Spec Book version the estimate is based on.
That ensures consistency in cost codes and bid item data.”
Say: Apply 2024 Spec Book context
“With the 2024 Spec Book, users can create estimates using the 2024 bid codes for any project whose Estimated Let Date is after September 2024.”
Say: Transition to PPT reference
“Let’s pause and go back to our PowerPoint to review the key changes in the Spec Book 2024 implementation.”
Do: Go to PPT slides 15–16 and review notes

Say: Responsible Division field
“Next, choose the Responsible Division from the dropdown—this field varies depending on project type.
For example, if it’s a Seal Coat project, the responsible division would be Maintenance.”
Do: Show Responsible Division dropdown
Demonstrate selecting a division type (not a required field).

Say: Project Manager field
“The Project Manager must be identified—this is usually the Professional Engineer who has oversight of the project and will be responsible for sealing the estimate.
In our case, that will be me for training purposes.”

Say: Explain Bid Type
“There’s also a field for Bid Type, which determines how the project will be bid and how estimates are structured.
The bid type defines how TxDOT will receive pricing for each item.”
Do: Show Bid Type dropdown (if applicable)
Say: Explain bid types
“In Texas, we’re typically a Low Bid state—meaning we contract with the vendor who provides the lowest bid that still meets project requirements.
Another option is A + B Bidding, which combines labor, materials, and time.
In this method, A represents cost, B represents time, and vendors commit to finishing within a specified schedule—often a tight timeline.”

Say: Explain Working Days
“The Working Days field connects directly to the Bid Type.
It defaults to 180 days, but you can adjust it based on project complexity or contract requirements.”

Say: Introduce remaining fields
“Finally, there are two additional dropdowns: Probability Confidence Level (PCL) and PS&E Level.
We don’t need to focus on these right now because we haven’t built our estimate yet.”
Do: Show PCL and PS&E Level dropdowns (if applicable)
Say: Explain future relevance
“When you return to this later:
· The Probability Confidence Level comes from a risk assessment, and that value will populate here once completed.
· The PS&E Level must reach 100% before the project can move to the Letting stage.
These fields are managed by the Design Division during the PS&E phase.”

Instructor Note:
· Remind participants that most Design section fields are not required at the PE stage, but will be mandatory by PS&E.
· When referencing the 2024 Spec Book, confirm participants understand that specification codes impact how estimates are calculated.
· Encourage them to check for the correct Responsible Division and Bid Type before adding bid items.

Accessibility Note:
Read each field label aloud as you demonstrate.
Describe how dropdowns expand and what options appear in each.
When showing slides 15–16, briefly summarize the 2024 Spec Book updates for those who may not be viewing the screen.
Details Section
Facilitator: Reviewing the Details Section
Time: ~6–7 minutes
What Happens: Facilitator introduces the Details section of the Engineer’s Estimate page, explaining how data populates automatically and outlining district and design responsibilities.

Say: Introduce section
“For this next section—the Details section—you’ll notice there isn’t any information displayed yet.
That’s because we can’t manually enter anything here at this point.
As data is added to the estimate, these fields will auto-populate based on what’s entered.”

Say: Explain Estimate Review field
“The first field you’ll see is Estimate Review.
Right now, it shows District—that simply means the project is currently under district control.
District staff are responsible for updating estimate information and building the estimate in this phase.”

Say: Describe handoff process
“Once all the data is entered and reviewed, it’s the District’s responsibility to change the Estimate Review status to Design Division.
This officially hands the project off for their review.”

Say: Clarify access limitation
“Once that handoff occurs, district users will lose editing access to the project—it will be under review with the Design Team until their review and approval are complete.”

Say: Explain other auto-populated fields
“The rest of the fields in this section will populate automatically as bid estimates are entered.”

Say: Proposal Guarantee Amount
“One key field here is the Proposal Guarantee Amount—this represents 5% or 10% of the total estimate.
It’s an automatic calculation generated by the system, and it reflects the amount that must be submitted up front as a bid guarantee.”

Say: Sealed by information
“When the Professional Engineer (PE) seals the estimate, the seal date and PE’s name will automatically populate in the ‘Sealed by’ field.”

Say: Construction Bid Item Estimate and Total Contract Letting Estimate
“The Construction Bid Item Estimate field displays the total for the current project only.
The Total Contract Letting Estimate will include totals for any associated or subordinate projects linked to this one.”

Say: Joint bid note
“If this project includes a joint bid, that information will also populate here automatically.”

Ask: Check for understanding
“Before we move on to the Estimate section, are there any questions about the Details section or the handoff process between the District and Design Division?”

Instructor Note:
· Reinforce that most of this section is system-driven and not editable by users.
· Emphasize the handoff point—once the Estimate Review status changes to Design Division, district users lose editing capability.
· Confirm participants understand when the Proposal Guarantee Amount and Sealed by fields populate.

Accessibility Note:
Read each field name aloud when describing it.
If demonstrating live, describe which fields are blank and which are auto-filled once data is entered.
Estimate Section
Facilitator: Entering Bid Items in the Estimate Section
Time: ~12–15 minutes
What Happens: Facilitator demonstrates how to manually add bid items to the Engineer’s Estimate, explains required fields, and shows how codes and measurements are generated automatically.

Say: Introduce Estimate section
“This next section is dedicated to the Estimate.
Our focus here will be on adding bid items to the table you see on screen.”

Entering Bid Items
Say: Explain entry options
“There are two ways to enter bid items into the estimate:
1. Manually—entering each item line by line directly into this table, or
2. Uploading a spreadsheet—which imports all items into TxDOTCONNECT automatically.
Both methods produce the same result, but since this is training, we’ll walk through both processes, starting with the manual entry method.”

Say: Introduce manual entry
“To add a new bid item, go to the top-right corner of the table and click +New Item.
This opens a new blank row where we can enter our data.”
Do: Click +New Item

Say: Select Category of Work
“The first field we’ll complete is the Category of Work.
Click in the field to open the dropdown list and choose from the available options.
For this example, I’ll select Drainage.”
Do: Choose Drainage from list

Say: Explain required fields
“The fields that follow are required based on the Category of Work you selected.
Each category has specific requirements—especially Bridge, Utilities, and Barricades, which we’ll look at later.”
Say: Explain NBI/Utility ID
“The NBI/Utility ID field is required only for Bridge or Utility work types.
NBI stands for National Bridge ID, and Utility ID identifies the applicable utility line.
A single project may have multiple IDs, so be sure to select the correct one.”

Say: Introduce Bid Code / Force Account
“Since this is Drainage, we’ll move to the Bid Code or Force Account field.
You’ll only use the Force Account field if you selected Force Account as your Category of Work.”

Say: Demonstrate Bid Code search
“TxDOTCONNECT uses built-in specifications for Bid Codes.
When you type the first two digits of a Bid Code, a list of matching items appears automatically.
For example, typing 72 brings up all codes starting with 72.
You can scroll to find what you need or keep typing to narrow the list.”
Do: Type ‘72’ and select a drainage-related code

Say: Review Bid Code auto-fill
“Once I select a Bid Code, the system automatically fills in the Description and Measurement fields.
Measurements vary—examples include linear feet, each, gallons, lump sum, or square feet.”
Do: Demonstrate with Bid Code 764-6022 (Drainage)

Instructor Note: Barricades will auto-populate when added later.

Say: Enter quantities and pricing
“Next, we’ll enter the Quantity and Unit Price for this item.
Once both fields are filled, TxDOTCONNECT automatically calculates the Total Cost.”
Do: Enter quantity and unit price

Say: Note on Spec Book 2024
“Remember—Spec Book 2024 contains updated measurements and descriptions.
Descriptions are now limited to 39 characters or fewer, including spaces, and extra white space has been removed for better visibility.”

Say: Add another item
“Let’s add another row to see how this works again.”
Do: Click +New Item and select Drainage as Category of Work
Say: Demonstrate new code
“This time, I’ll enter 764 and choose a new code from the dropdown.”
Do: Type 764 and select from dropdown

Say: Demonstrate measurement differences
“In the 2024 Spec Book, items that previously used the MG (Thousand Gallons) measurement in the 2014 book now use the 16 measure type.
For example, Bid Code 168-7001 uses this new unit.”
Do: Type 168-7001 to demonstrate
Say: Compare example
“For our previous Drainage example, Bid Code 764-7007 shows a measurement of linear feet.
Let’s go ahead and enter our quantity and unit price for that item as well.”
Do: Enter quantity and price

Say: Summarize item entry
“So that’s the manual process—selecting a Category of Work, choosing a Bid Code, entering quantities and prices, and letting the system calculate totals.
Once these are entered, the estimate values will update across the project automatically.”

Instructor Note:
· Emphasize that correct Bid Codes and Spec Book versions are essential for consistency.
· Demonstrate the difference between 2014 and 2024 code formats if time allows.
· Remind participants that when entering data manually, saving frequently prevents data loss.

Accessibility Note:
Describe what happens visually when +New Item is clicked and when dropdowns expand.
Read Bid Code examples aloud and explain how automatic fields (description, measurement, and total cost) update for screen-reader users.
Average Cost
Facilitator: Reviewing Unit Price, Averages, and Plan Set Organization
Time: ~12–14 minutes
What Happens: Facilitator explains how TxDOTCONNECT provides average unit price data for comparison, demonstrates warning indicators, and introduces the Plan Set field and tabs for bid item organization.

Unit Price and Averages
Say: Introduce importance of unit price
“When entering bid items, the Unit Price is one of the most important fields.
We should have an idea of the standard average for each item—that’s the ideal range to stay within.”

Say: Explain data source
“To help with this, TxDOTCONNECT provides historical data pulled from the statewide bid item database.
To view this information, click the Averages arrow above the Unit Price to expand the dataset.”
Do: Click on Averages arrow

Say: Describe data display
“If this bid item has been used within the past 12 months, the system will display comparison data.
You’ll see both 3-month and 12-month averages, broken out by District and Statewide results.
It also shows the low, high, and average ranges for that bid item.”

Say: Explain yellow highlight
“If the Unit Price you entered falls outside the expected range, TxDOTCONNECT highlights it in yellow.
This doesn’t stop you from saving—it’s simply a flag to draw your attention.”

Say: Discuss missing or limited data
“Keep in mind that our training database doesn’t include the same level of data as the live system.
If an item hasn’t been used recently—say, within a year—there may be no data available.
And even when data exists, consider inflation or recent market changes when reviewing averages.”

Say: Explain decision point
“When an item is highlighted, it’s really asking—‘Do you need to revisit your research, or are you confident in your number?’
If you’ve already done your analysis, you can leave it as is.”

Say: Connect to letting review process
“Later, when the project goes to Let, if the low bid comes in far outside the estimate, there’s a review process to investigate why.
So again—this yellow highlight isn’t an error; it’s simply a prompt to verify your reasoning.”

Say: Encourage documentation
“If your price is outside the typical range, it’s a good practice to enter a comment in the project record explaining why—just in case someone reviews it later.”
Do: Collapse the Averages panel

Say: Review save behavior and warnings
“The system automatically calculates the Total Cost by multiplying the Unit Price and Quantity.
If both fields are blank, the record won’t save.
If one of the two is missing, you’ll get a warning message, but it will still allow you to save.”
Do: Remove price and click Save
Do: Read and discuss the warning statement
Do: Add unit price back in and click Save
Say:
“You may also see similar warning messages on subordinate projects if the data isn’t complete.”

Plan Set Field and Tabs
Say: Introduce Plan Set column
“The next column is the Plan Set field.
Originally, this was meant to indicate which page of the plan set the bid item appears on.
However, plan sets change frequently—so this field isn’t often used for that purpose.”

Say: Explain alternate use
“The real value of this field is that it helps us organize bid items using the tabs at the top of the Estimate.
These tabs allow you to sort or rearrange items by:
· Plan Set,
· Category,
· Bid Code, or
· Alt Bid Group.
We’ll explore those tabs later once the estimate is complete.”

Say: Demonstrate Plan Set functionality
“For now, I’ll show you a simple example.
If I enter labels like red, white, or black in the Plan Set field, I can organize my items by those labels.”
Do: Click on the Plan Set tab
Show how items rearrange according to the entries in the Plan Set field.
Say:
“You can enter anything here that helps you categorize or organize information—it’s completely flexible.”
Do: Return to the Default tab

Instructor Note:
· Remind participants that yellow highlighting is not an error—just a data alert.
· Emphasize that bid history and averages are powerful tools but should always be verified with current cost research.
· Note that Plan Set organization is optional and customizable.

Accessibility Note:
When showing averages, read the data labels (District, Statewide, 3-month, 12-month) aloud.
Describe the yellow highlight indicator for color-blind participants.
Explain verbally when switching between the Default and Plan Set tabs.
Alternative Bid Groups
Facilitator: Understanding Alternative Bid Groups
Time: ~5–6 minutes
What Happens: Facilitator introduces the purpose of Alternative Bid Groups, provides a simple example, and directs participants to job aid and reference materials for further detail.

Say: Introduce column
“The next column is dedicated to entering information about Alternative Bid Groups.
We won’t spend a lot of time here, since there’s a comprehensive explanation of this feature in the Adding Bid Items (Engineer’s Estimate) job aid.”
Do: Show page 6 in job aid
Display page 6 of the job aid for participants, then return to TxDOTCONNECT.

Say: Explain concept with example
“If you’re new to this process, here’s what we mean by an alternative bid group.
Let’s say we’re resurfacing a road and we’re flexible with the material being used.
We might allow either gray asphalt or black asphalt—both would give us the same result, and the cost difference is minimal.”

Say: Clarify purpose
“The key point is that we only want one option to be selected—not both.
We’re indicating to vendors that either material is acceptable, but we don’t want both to be included in the total estimate.”

Say: Explain grouping process
“To make sure the system doesn’t calculate both items, we assign them to an Alternative Bid Group.
This tells TxDOTCONNECT—and vendors—that the items are interchangeable and fall within the same price range.”

Say: Explain coding
“Alternative Bid Groups use an alphanumeric code to link related items together.
It’s important to assign those codes correctly, especially if your estimate includes multiple alternative groupings.”

Do: Refer to reference materials
Direct participants to additional resources:
· The Engineer’s Estimate Reference Guide, page 34, for detailed examples.
· The Help Page in TxDOTCONNECT for on-screen instructions and definitions.

Instructor Note:
· Encourage participants to reference the job aid and guide for examples of how alphanumeric codes are formatted.
· Mention that the feature is used most often in construction projects where multiple materials or methods are acceptable.
· Reassure participants that incorrect groupings can be adjusted later before sealing.

Accessibility Note:
Read the example aloud (“gray asphalt or black asphalt”) and describe the concept of alternative bid groups as “mutually exclusive options.”
When showing the job aid, identify the specific page and describe what is shown (e.g., sample coding and table layout).

Federally Non-Participating and Excluded Bid Item
Facilitator: Reviewing Federally Non-Participating and Excluded Bid Item Columns
Time: ~6–7 minutes
What Happens: Facilitator explains the meaning and function of the final two columns in the bid item table, clarifying how federal participation and excluded bid items affect estimate totals.

Say: Introduce final columns
“The last two columns in our bid item table are Federally Non-Participating and Excluded Bid Item.
These help us define how funding is applied and whether each bid item contributes to the total construction estimate.”

Federally Non-Participating Column
Say: Explain funding participation
“Most construction projects are at least partially federally funded, typically following an 80/20 split—80% federal funds and 20% state or local funds.
If a project is funded entirely by the state or a local entity, it would be marked as Federally Non-Participating.”

Say: Describe system defaults
“By default, this field is already set to No, which means the bid item is federally participating—in other words, it’s part of the federally funded portion of the project.
For construction projects, this column will default to No—again, meaning Yes, it’s federally funded.
For maintenance projects, the field defaults to Yes, indicating no federal funds are applied.
If that’s not accurate for your project, you’ll need to manually change it to No.”

Excluded Bid Item Column
Say: Introduce exclusion option
“The Excluded Bid Item column is used to indicate whether a particular bid item should be included in the estimate total.
In most cases, this field remains unchecked, meaning the bid item will be included in the total.”

Say: When to exclude items
“However, there are some cases—like Force Account items—where the amount should not be part of the total.
Those are the times when you would check this box to exclude the item from the total estimate.”

Say: Explain relationship to totals
“For example, our Construction Bid Item Estimate currently shows $228,000, because we’ve entered two bid items that total that amount.
If one of those items were marked as an Excluded Bid Item, that cost would not be included in the Construction Bid Item Estimate total.”

Do:
Demonstrate where both columns appear on the screen and how toggling the Excluded Bid Item checkbox affects the Construction Bid Item Estimate total.

Instructor Note:
· Reinforce the default settings and when to override them.
· Clarify that “Federally Non-Participating = Yes” means no federal funding is applied.
· Use a live example or sample project showing both a federally participating and a non-participating item.
· Remind participants that force accounts and similar exclusions are reflected in the estimate totals automatically.

Accessibility Note:
Describe both columns and their default states aloud.
When demonstrating the checkbox, explain that selecting Excluded Bid Item removes that cost from the total Construction Bid Item Estimate.
Adding More Bid Items: Barricades & Mobilization
Facilitator: Adding Barricades and Mobilization Bid Items
Time: ~10–12 minutes
What Happens: Facilitator demonstrates adding additional bid items to the Engineer’s Estimate, focusing on Barricades and Mobilization, and reviews key table fields.

Say: Transition and introduce
“Now, let’s go back to our Estimate table and add a few more bid items so you can see how everything ties together.”
Do: Click +New Item to add a row

Say: Add new bid item
“We’ll start by adding a new item.
From the dropdown, select a Category of Work—for this example, we’ll use Erosion.”
Do: Select Drainage (or Erosion)
Do: Enter Bid Code 764, then select 764-6001 from the dropdown
Say:
“Next, enter the Quantity and Unit Price, and then check your Averages to compare the price range.”
Do: Enter Quantity and Unit Price
Do: Review Averages panel (highlight if yellow)

Say: Add additional example
“Let’s add another example for Illumination.
For this one, enter Bid Code 6000-7001, a Quantity of 20, and a Unit Price of 2,500.”
Do: Add new row and follow same process

Say: Add Barricades item
“Next, let’s add one for Barricades.
Enter Bid Code 0502—this one will automatically default to 502-7001.”
Do: Enter Bid Code 0502 (observe auto-fill to 502-7001)
Do: Enter Quantity and Unit Price
Say: Ask for questions
“Any questions so far about adding these bid items?”

Say: Add Mobilization item
“Now, let’s add a bid item for Mobilization.
Enter Bid Code 0500-7001.
Mobilization is a little different—it’s measured as a Lump Sum.”
Do: Add new item for Mobilization (0500-7001)

Say: Explain calculation differences
“This item works differently from others because Mobilization is based on the entire contract, not just one project.
Some contracts cover multiple projects, while others cover only one.
Because of that, the Quantity is entered as a percentage of the total contract, and the sum across all related projects must equal 100%.”
Say:
“If this is the only project, enter 100%.
If there are multiple projects, assign the correct percentage to each one so that together they total 100%.”
Do: Enter Quantity = 100% and Unit Price
Say:
“Since this is a lump sum, the Unit Price is also the Total Cost at 100%.”
Say: Ask for questions
“Any questions about how Mobilization works?”

Say: Review Roadway category
“Next, let’s select the Roadway category of work.
For this, type 502 under the Bid Code field and select the appropriate option—502-7001 or 502-7002, depending on your project’s needs.”
Do: Select Roadway from dropdown
Do: Enter Bid Code 502-7001 or 502-7002
Do: Enter Quantity and Unit Price

Say: Quick review of estimate table
“Before we move on, let’s do a quick review of what we’ve covered in the estimate table so far:
· How to add a new item
· How to enter the Category of Work
· How Mobilization and Barricades work differently—Mobilization is tracked as a percentage that must equal 100% across all projects
· How to check Averages for reasonableness
· How to organize with Plan Set and Alternative Bid Groups
· How to manage Federally Non-Participating and Excluded Bid Item columns.”

Say: Save progress
“Now that we’ve added all our bid items, let’s make sure to save our project before continuing.”
Do: Click Save Project

Instructor Note:
· Reiterate that Mobilization calculations must total 100% across all projects.
· Point out that Barricades and Mobilization automatically populate their default bid codes.
· Note that Barricades has a known workaround if alternate configurations are needed.
· Encourage participants to verify that all items saved successfully before moving on.

Accessibility Note:
Read each Bid Code and Category aloud during demonstration.
Describe when items auto-fill (e.g., Barricades defaults to 502-7001).
When entering percentages for Mobilization, explain how the total contract percentage logic functions.
Section 4: Engineer’s Estimate Continued
Tabs-Five Views
Facilitator: Viewing and Organizing Bid Items
Time: ~7–8 minutes
What Happens: Facilitator demonstrates how to use the five Estimate table tabs to rearrange bid items and apply custom identifiers to the Plan Set Location column.

Say: Introduce viewing options
“The bid items in the Estimate table can be viewed in five different arrangements by using the tabs across the top of the table:
· Default
· Plan Set
· Category
· Bid Code
· Alt Bid Group
These tabs allow you to quickly reorganize and view bid items from different perspectives.”

Say: Explain purpose of views
“You can go up to these tabs—or ‘views’—and rearrange your bid items based on the categorization you want to see.”
Say: Demonstrate setup
“To demonstrate how this works, we’ll add some identifiers in the Plan Set Location column to group our bid items.”
Do: In the Plan Set Location column, enter “Red” for several items and “White” for the remaining items.

Say: Clarify example purpose
“I realize these aren’t true Plan Set identifiers, and that’s okay—this is just a simple way to show you how the grouping feature works.”
Say:
“Now that we’ve entered those, let’s click on the Plan Set tab.”
Do: Click on Plan Set tab

Say: Explain results
“You can see that the system has now grouped the bid items by the categories we just created—‘Red’ and ‘White.’
You could also use this field to group by Bid Code / Force Account, Category of Work, NBI, or Plan Set Location if you were referencing actual plan pages.”
Do: Point out each column and describe how they can be used for grouping.

Say: Introduce filtering
“You can also use the filter function to narrow down the items displayed.”
Do: Demonstrate using the filter to show one color group or category.

Say: Review other tab functions
“And don’t forget—these other tabs work the same way.
You can rearrange items by:
· Category
· Bid Code, and
· Alt Bid Group if any exist in your estimate.”
Do: Click through the remaining tabs (Category, Bid Code, Alt Bid Group) to demonstrate.

Say: Summarize flexibility
“These views are great tools for organizing, reviewing, and verifying data consistency in your estimate before sealing it.”

Instructor Note:
· Clarify that Plan Set Location is flexible and can be used for sorting or labeling, not only for plan sheet references.
· Reinforce that filtering and sorting are visual aids and do not change the estimate’s data.
· Encourage participants to explore different views after adding their own bid items to see how information reorganizes.

Accessibility Note:
Announce each tab name as you click it (e.g., “Now selecting the Plan Set tab”).
Describe what changes visually on the screen when grouping or filtering items.
If demonstrating color-coded labels (like “Red” and “White”), explain them verbally for participants using screen readers.
A+B Bidding
[image: Slide from PowerPoint presentation of a screenshot of the Bid Type table with a dropdown menu.][image: This is a screenshot of the Confirmation diaglog box if the bid type in the engineer's estimate.]
Facilitator: A+B Bidding, Export, and Copy Options
Time: ~10 minutes
What Happens: Facilitator explains A+B bidding functionality, demonstrates the Export and Copy features, and reinforces best practices for transferring or duplicating Engineer’s Estimates.

A+B Bidding
Say: Introduce section
“Let’s move to our next section, which is A+B Bidding.”
Say: Explain context
“In TxDOT, most projects are considered Low Bid projects.
That means we award the contract to the lowest qualified bidder—this is the most common approach used across our projects.”
Say: Clarify system limitation
“Because this is a Low Bid project, we are not able to add a new row here in the A+B table.”
Do: Demonstrate
Attempt to add a row to show that the Add (+) option is not available or active.

Export Options
Say: Introduce export function
“Next, I want to show you the Export feature, located here at the top of the Estimate page.”
Do: Click on the Export dropdown menu
Say: Explain available reports
“There are several report formats that engineers can use when reviewing their estimates.
From this dropdown, you can export reports to PDF, Excel, or other available formats listed here.”
Say: Connect to other access points
“These reports are also accessible from the Reporting function in the Tools Menu at the top of TxDOTCONNECT, but this button provides a quick shortcut to the same reports.”

Copy Options
Say: Transition to Copy features
“Now let’s scroll back up to the top of the page—you’ll notice we also have the option to Copy the project or the Engineer’s Estimate.”
Do: Scroll up and point out Copy options

Say: Explain copy types
“You have two choices:
1. Copy Project without Engineer’s Estimate, or
2. Copy Engineer’s Estimate to an Existing Project.”
Say: Demonstrate second option
“Let’s choose Copy Engineer’s Estimate to Existing Project to see what that looks like.”
Do: Select that option to demo
Say: Explain popup fields
“When the pop-up window appears, you’ll enter the CSJ number of the target project, then click Enter.
The system will display the project name and a reminder that copying this estimate will overwrite any existing data in that project’s estimate page.”
Say: Emphasize warning
“It’s important to understand—if you copy over an estimate and that project already has data, the existing information will be deleted and replaced with the new data.
A warning will appear before that happens, just to confirm your decision.”
Do: Click Cancel to close the popup

Say: Demonstrate first option
“For the other option—Copy Project without Engineer’s Estimate—you also have the ability to download the project as a spreadsheet or copy the project data to another location.
When selected, a new window will open to confirm the copy details.”
Do: Click Cancel to close window

Instructor Note:
· If the Copy functions do not work properly in the training environment, switch to PowerPoint slide 19 and use the notes there to describe the process.
· Reinforce that copying is intended to mimic Excel’s flexibility, but users must be cautious not to overwrite existing data.
· Remind participants that these features are best used by experienced users who understand data dependencies across projects.

Ask:
“Any questions about A+B Bidding, Exporting Reports, or Copying Estimates before we move on?”

Accessibility Note:
Describe where the Export and Copy buttons are located on the page.
Verbally summarize the content of the warning messages shown during the demo.
If the popup windows include data-entry fields (like CSJ), read them aloud for participants using screen readers.
Review
Facilitator: Estimate Review and Recap
Time: ~5–6 minutes
What Happens: Facilitator summarizes the key steps completed during the session and reinforces what participants have learned so far.

Say: Introduce recap
“Let’s take a moment to review what we’ve done so far.
We started out with a little bit of setup to make sure our project was ready for building the Engineer’s Estimate.”

Say: Review project setup
“The first thing we did was confirm that the Project Stage was correctly set.
Remember—it has to be one of the following stages to access the Engineer’s Estimate:
· Preliminary Engineering (PE)
· Plans, Specifications, & Estimates (PS&E), or
· Ready to Let.
We also made sure that any necessary resources or consultants were added or invited to the project.”

Say: Review estimate structure
“Then, we navigated to the Engineer’s Estimate and explored its main sections—
the Design, Details, and Estimate sections.”
Do:
Briefly review each section on screen: Design → Details → Estimate.

Say: Review building the estimate
“Next, we began building the estimate manually by clicking the +New Item button.”
Do:
Click +New Item and step through each part as you recap.
Say: Walk through key actions
“Here’s what we covered:
· We selected a Category of Work, and depending on the category, some fields auto-populated, while others—like Bid Code, Quantity, and Unit Price—had to be entered manually.
· We reviewed the Unit Price Averages, which display 3-month and 12-month bid histories for both District and Statewide data.
· We saw that for certain categories—like Mobilization and Barricades—the Bid Codes auto-populate, and there’s a known workaround for exceptions involving barricades.
· Depending on the Let Type, whether it’s Low Bid or A+B, we can also add A+B milestones at the bottom of the table.
· We learned how to export reports directly from the Engineer’s Estimate using the Export button.
· Finally, we saw how to copy the Engineer’s Estimate to another project using the Copy function at the top of the page.”
Do:
Scroll back up to the Copy function and highlight the available options.

Say: Conclude recap
“So, that brings us up to this point in our estimate-building process—our project is configured, our bid items are added, and we’ve reviewed the available tools for managing and exporting our data.”

Instructor Note:
· Keep this recap brief—this is a checkpoint to reinforce sequence and build confidence before moving into sealing and summary.
· Encourage participants to jot down any questions before continuing to the next phase.

Accessibility Note:
As you scroll through the sections, verbally identify each area (Design, Details, Estimate).
Describe the buttons you’re referring to (e.g., “the +New Item button near the top right corner of the Estimate table”).
Import Estimates-Bulk Upload
Facilitator: Bulk Uploading the Engineer’s Estimate (Spreadsheet Method)
Time: ~12–15 minutes
What Happens: Facilitator demonstrates how to upload an Engineer’s Estimate from Excel using the Bulk Upload feature in TxDOTCONNECT and explains the file requirements, workflow, and potential system messages.

Say: Introduce topic
“Now, let’s talk about one more item related to building the estimate—and this is how most people actually do it.
Rather than entering bid items manually, many engineers use an Excel spreadsheet and then upload it into TxDOTCONNECT using the Bulk Upload functionality.”

Say: Locate upload feature
“To access the Bulk Upload, scroll up to the Tools Menu at the top of the screen and click on the Up Arrow icon.”
Do: Click Up Arrow icon in the Tools Menu

Say: Open upload page
“When you click the icon, it will take you to the Upload Page.”
Do: Copy CSJ for use later

Say: Introduce upload options
“There are many different types of files you can upload here, but today we’re focused on one: the Engineer’s Estimate.”
Do: Click Upload Type dropdown
Say:
“Select Engineer’s Estimate from the dropdown list, and then enter your CSJ number.”
Do: Enter CSJ number
Say:
“For more detail on these steps, refer to the Bulk Upload Job Aid, starting on page 3.”
Do: Show Bulk Upload Job Aid (page 3) and walk through fields briefly

Say: Enter additional fields
“Depending on your project or district requirements, you can also enter a Probability Confidence Level (PCL)—for example, P90—and the PS&E Level—such as 100% PSE.
Next, click Choose File or Browse to locate your spreadsheet.
You’ll usually find it stored on your computer, SharePoint, or project directory. Once located, select it.”
Do: Select example file
Say:
“Since we’re in the training environment, the upload won’t process, but in production you’d then click Upload, and the file would load into TxDOTCONNECT.”

Say: Emphasize file type requirement
“Important reminder—it must be saved as a CSV file.
If it’s not saved in that format, TxDOTCONNECT will not recognize the upload.”
Do: Show resource link
“Here’s the link to the Crossroads page where you can access the file instructions and spreadsheet template:
https://crossroads/divisions/des/sections/digital-delivery/estimate-quantity-summary.html”

Say: Show example spreadsheet
“We already have an example to look at.”
Do: Download or open the example Engineer’s Estimate Bulk Upload (.xlsm) file
Say:
“Let’s review a few points from the file:
· The first tab includes detailed instructions.
· The last tab, labeled Engineer’s Estimate, is where all bid items are entered.
This spreadsheet is a major effort created in collaboration between the Design Division and the TxDOTCONNECT Team.
Once your data is entered, you must save the file as CSV before uploading—otherwise, it will fail.”
Say:
“And note that the spreadsheet format has not changed with the Spec Book 2024 rollout.”

Say: Discuss overwrite warnings
“It’s possible you’ll receive a message during upload that says:
An Engineer’s Estimate already exists for this project. Uploading again will overwrite the current Engineer’s Estimate.
If you’ve started entering items manually, this message simply alerts you that your existing data will be replaced once the file uploads.”

Say: Managing changes and updates
“If you later receive updates from your Project Manager—for example, new bid items that weren’t on your original spreadsheet—then your spreadsheet and TxDOTCONNECT will no longer match.
At that point, you’ll need to coordinate with your Project Manager to decide where the estimate should be maintained—in Excel or directly in TxDOTCONNECT.”

Say: Best practices
“If you decide to continue working in the spreadsheet, make all edits there and re-upload as needed.
You can upload an unlimited number of times, but remember—each upload will overwrite what’s currently in the system.”

Instructor Note:
· If attempting a demo, you may see a pink error box if the upload fails, or a green success box if it’s successful.
· After a successful upload, the Processing History will display:
· Upload Type
· File Name
· Uploaded By
· Upload Date
· If the feature is not functioning in training, show PowerPoint slide 19 and describe the expected process and system messages.

Say: Confirm successful upload
“When the upload is successful, you’ll see a message confirming completion.
You can then go back to your project in TxDOTCONNECT, open the Engineer’s Estimate, and you’ll see that all your bid items from the spreadsheet have now populated the table.”
Do: Return to project view and show populated bid items (example).

Accessibility Note:
Read aloud the names of fields on the upload screen (Upload Type, CSJ, PCL, PS&E Level).
Describe the location of the Up Arrow icon in the Tools Menu.
Explain the color-coded success/failure messages for users who may not be able to distinguish them visually.
Specifications List
Facilitator: Specifications List Overview
Time: ~5 minutes
What Happens: Facilitator introduces the new Specifications List page, identifies its four sections, and connects learners to the Engineer’s Estimate Reference Guide for further detail.

Say: Introduce new page
“From the Engineer’s Estimate grouping in the left navigation, you’ll now see a new page that wasn’t there before—this is the Specifications List.”
Do:
Click Specifications List in the left navigation panel.

Say: Describe structure of page
“The Specifications List is divided into four sections:
1. Standard Specifications
2. Special Specifications
3. Special Provisions
4. 000 Provisions
Each section defines different sets of requirements and conditions that apply to your project’s estimate.”
Do:
Point out each section on the screen as it’s mentioned.

Say: Reference additional guidance
“For more details on how each of these sections is used, refer to the Engineer’s Estimate Reference Guide, specifically the Specification List section on page 37.”
Do:
Show the reference guide or note where it can be accessed (Crossroads > Reference Materials).

Say: Reminder on Spec Book version
“As a reminder, when the 2024 Spec Book Year is selected on your Engineer’s Estimate page, you can create a Specification List using the 2024 Specifications, along with reference items and triple-zero (000) provisions.”

Instructor Note:
· This page appears only after bid items are added and saved in the Engineer’s Estimate.
· If the page doesn’t appear in the training environment, display the PowerPoint slide showing the layout.
· Mention that 000 Provisions often apply to district-specific or statewide requirements.

Accessibility Note:
Read aloud the four section names and explain that they represent categories of specification content.
Describe what changes on screen when selecting the Specifications List page for participants using screen readers.
Standard Specifications
Facilitator: Standard Specifications Overview
Time: ~10 minutes
What Happens: Facilitator explains what Standard Specifications are, demonstrates how to filter and add new reference items, and shows how to add child items within the list.

Say: Introduce Standard Specifications
“The Standard Specifications listed here come directly from the department’s specifications book —
Standard Specifications for Construction and Maintenance of Highways, Streets, and Bridges.
These are the specifications most commonly associated with bid items in our estimates.”

Say: Explain limits and layout
“A maximum of 30 Standard Specifications are allowed per bid item, as noted in the Engineer’s Estimate Reference Guide.
The number of items for each bid entry is shown in parentheses.”
Do:
Point out the parentheses indicating the count next to items on screen.

Say: Demonstrate filtering
“You can filter your list by either Reference Item number or Description by typing directly into the filter fields at the top of the grid.”
Do:
Demonstrate filtering by typing a few digits into the filter fields to show how the results narrow.

Say: Explain how list is generated
“The Specifications List automatically pulls data from the estimate we uploaded earlier.
It identifies the Standard Specifications typically associated with or related to the bid items we entered.”
Do:
Highlight how the list populates automatically after uploading the estimate.

Say: Introduce adding new items
“You can also add new Standard Specifications or add child items under an existing reference.
Let’s walk through how to do both.”

Adding a New Reference Item
Say:
“To add a new reference item, click +New Item at the top of the list.
A new line will appear at the bottom of the table.
Click inside the new line to see available options.”
Do:
Click +New Item, then click into the new row.
Say:
“For example, I can add a new item for Field Office and Laboratory by typing in the reference number 504.”
Do:
Type “504” and show how the field auto-populates the corresponding description.

Adding a Child Item
Say:
“To add a child item under a specific reference, first select the parent item by clicking in its box.
Then click +New Item again.”
Do:
Select an existing parent item, then click +New Item.
Say:
“A dropdown will appear with available child specification options.
Select one to add it directly under the parent.”
Do:
Demonstrate selecting a child item from the dropdown.

Say: Recap actions
“So, within this section you can:
· View automatically linked standard specs,
· Filter by reference or description,
· Add new specifications, and
· Add child items related to existing ones.”

Instructor Note:
· If participants’ screens don’t populate automatically, explain that the specifications are drawn from bid items within the estimate.
· Remind learners that Standard Specifications are the baseline technical requirements used across all TxDOT projects.
· The child item function is used for subordinate or related specification entries (for example, specific material or method details).

Accessibility Note:
When filtering, narrate what happens on screen (“As I type 504, only rows containing 504 remain visible”).
When adding items, describe where new rows appear and note that the parent-child relationship is indicated visually by indentation.
Special Specifications
Facilitator: Special Specifications Overview
Time: ~6 minutes
What Happens: Facilitator explains what Special Specifications are, how they differ from Standard Specifications, and demonstrates how they appear in the list.

Say: Introduce section
“Below the Standard Specifications, you’ll see the section for Special Specifications.
This section works the same way—you have the same functionality to add or review items as you did above.”
Do:
Scroll to the Special Specifications section and highlight it on the screen.

Say: Define Special Specifications
“Special Specifications are methods or work items that are not covered by the Standard Specifications.
They might introduce:
· A new description of work,
· Unique materials,
· Specialized construction methods,
· Specific equipment requirements, or
· Custom measurement and payment articles.
You’ll find this defined in the Engineer’s Estimate Reference Guide.”

Say: Explain requirements and permissions
“These Special Specifications can only be added under the right circumstances and by users with the appropriate security role.
They’re not part of TxDOT’s standard spec set and must go through an approval process.”
Say:
“To add a new Special Specification, a request must be submitted through the Specification Request process for review and approval.”

Say: Identify project-specific example
“In this project, we can see the Special Specifications already associated with it—for example, 4053 and 6000.”
Do:
Point out those special spec numbers in the table.

Instructor Note:
· Reinforce that Special Specifications are non-standard and require formal approval before being used.
· If the approval workflow is not visible in the training environment, refer learners to the Reference Guide for the step-by-step request process.
· If available, mention that approved Special Specifications are published on Crossroads for reference.

Accessibility Note:
Read the spec numbers aloud (e.g., “four-zero-five-three and six-zero-zero-zero”) for clarity.
Describe on screen where the Special Specifications section appears relative to the Standard Specifications section.
Special Provisions
Facilitator: Special Provisions and 000 Provisions Overview
Time: ~8–10 minutes
What Happens: Facilitator explains the purpose and behavior of Special Provisions and 000 Provisions within the Specifications List, using examples from the current project.

Special Provisions
Say: Introduce section
“Next, we have the Special Provisions section.
This section lists the Special Provisions associated with each bid item in the Engineer’s Estimate grid.”
Do:
Scroll to the Special Provisions section and point it out on screen.

Say: Define Special Provisions
“Special Provisions modify existing Standard Specifications or Special Specifications.
They adjust or clarify specific contract language and ensure that projects comply with current state and federal laws.”
(Reference: Engineer’s Estimate Reference Guide)

Say: Explain automatic population
“The Special Provisions that appear here depend on whether the project has a Federal Project ID or a State Project ID.
The appropriate provisions populate automatically based on that information, but they can also be removed manually if necessary.”

Say: Give context with example
“What this means is that, for every TxDOT project, certain requirements must be included in the contract.
For example, if the project involves drainage, the contractor can’t just decide what to install.
There are specific contract clauses that must appear automatically to meet legal and design standards.”
Say:
“Each of these provisions has its own code, and those codes will be included in the contract documents.”
Do:
Read through one example provision on screen (e.g., highlight a drainage-related provision).

Say: Emphasize requirement and limits
“These provisions are mandatory for every qualifying project, and each bid item can have up to 10 Special Provisions attached.”

000 Provisions
Say: Transition to 000 Provisions
“Below that, you’ll see the section for 000 Provisions.
These are a unique type of specification.”
Do:
Scroll to the 000 Provisions section and highlight one or two examples.

Say: Define 000 Provisions
“The 000 Provisions list the ‘triple-zero’ specifications under each bid item in the estimate grid.
They’re described in the Reference Guide as narrative statements that include contract conditions which don’t directly relate to specific work items.”
Say:
“In other words, these are the general administrative or legal requirements included in the contract—things like environmental compliance, insurance language, or project oversight conditions.”

Say: Explain count notation
“The number of 000 specifications tied to each bid item appears in parentheses next to the item.”
Do:
Show an example on screen where the number appears in parentheses.

Say: Wrap up section
“So, in summary—
· Special Provisions adjust or clarify existing specs to meet legal or technical requirements, and
· 000 Provisions capture contract-wide conditions not tied to a specific work item.”

Instructor Note:
· Emphasize that both Special and 000 Provisions are essential for ensuring full legal and procedural compliance.
· If the training environment doesn’t display examples, reference PowerPoint slides or screenshots showing these sections.
· Encourage participants to refer to the Engineer’s Estimate Reference Guide for examples of commonly used provisions.

Accessibility Note:
Read aloud one Special Provision code and its short description.
Describe on screen where 000 Provisions appear and explain that the parentheses show the count of specifications linked to each item.
Seal & Summary Page
Facilitator: Seal & Summary Page Overview
Time: ~12–15 minutes
What Happens: Facilitator explains the purpose and process of sealing an Engineer’s Estimate, walks through requirements and validation checks, and demonstrates the key features of the Seal & Summary Page.

Say: Introduce section
“Next, let’s look at the Seal & Summary page, which is located right under the Specifications List in the Engineer’s Estimate grouping.”
Say:
“This page allows the Project Manager (PE or PE Consultant)—as listed on the project’s Resource Page—to review and seal the project.”
Do:
Open the Seal & Summary Page in TxDOTCONNECT.

Say: Explain purpose
“The word ‘Seal’ comes from when engineers physically stamped documents with their embossed seals.
Today, this process is fully digital, but the meaning remains the same—it’s the official approval of the Engineer’s Estimate.”

Say: Clarify what sealing means
“To seal an estimate means that it’s ready—it’s locked in for review and can’t be changed until it’s unsealed by authorized staff.
Once sealed, the project is sent to the Design Division for review and inclusion in the final proposal.”
Say:
“The final sealed copy is the one that appears in the official proposal put out for vendor bidding.
Once vendors bid and a winner is selected, the project proceeds to letting and award.”

Say: Context for today’s training
“For today’s session, our goal is just to get our project or proposal into the right shape so that it can be sealed.”
Do:
Show the Seal & Summary Job Aid and review key requirements on pages 4–7.
Then return to TxDOTCONNECT.

Say: Introduce Seal Table
“The Seal Table provides a summary of all projects associated with the controlling project.
Remember—this grid is only editable from the controlling project.”
Do:
Highlight the Seal Table and scroll through associated projects.

Say: Explain Spec Book validation
“TxDOTCONNECT includes a built-in quality check to verify that the Spec Book Year matches when projects are associated.
This prevents users from linking projects that use different specification books.
At this stage, you can still go back to the Engineer’s Estimate page and change the Spec Book Year if needed—but keep in mind that:
1. You’ll need to coordinate with your Project Manager, and
2. Changing the Spec Book Year can erase the Engineer’s Estimate, since that function is controlled by a different security role.”

Do:
Review the table on screen and discuss any visible validation or warnings.

Mobilization Percentage
Say:
“One important field to check here is Mobilization %.
If you remember, the total mobilization for the entire proposal—or contract—must equal 100%.
If you only have one project, it should show 100%.
If you have multiple associated projects, their percentages should add up to 100% collectively.”
Do:
Show examples on screen—single project at 100%, or multiple projects splitting the total (e.g., 50% + 50%, or 50% + 25% + 25%).
Say:
“If the total is less than 100%, TxDOTCONNECT will highlight the field in yellow and prevent you from sealing the project.”
Say:
“This is just one of several prerequisites required for sealing—but it’s one of the most common issues people run into.”
Do:
Ensure the Mobilization % equals 100% and that a Project Manager is assigned.
Instructor Note:
The Reference Guide indicates that this field can also be left blank or 0% and still allow sealing—but that depends on district settings.

Sealing the Project
Say:
“To seal the project, click the checkbox next to the project you want to seal.
You can seal one project or multiple at a time.”
Say:
“If all prerequisites are met, the Seal button will turn blue and become active.”
Do:
Demonstrate clicking the checkbox and show when the Seal button becomes available.
Say:
“If anything is missing, TxDOTCONNECT will display a message listing what still needs to be completed.”
Do:
Click the Seal button to demonstrate the validation message (if possible).

Design Division Review
Say:
“If you want the Design Division to review the estimate before sealing, you can navigate back to the Engineer’s Estimate page and go to the Details section.”
Do:
Navigate to Engineer’s Estimate → Details section.
Say:
“From the dropdown, select Design Division as the reviewer.
Once assigned, the estimate will be sent to them for review.
If changes are needed, they can reassign it back to the District, but it must be assigned to the District before it can be sealed.”
Say:
“There’s no technical ‘unsealing’ process—only authorized reassignment back to the District if corrections are needed.”

Say: Clarify terminology
“In construction projects, you’ll hear the term ‘Seal’ used.
In maintenance projects, the equivalent term is ‘Complete’—since those are considered finalized, not sealed.”

Say: Wrap up functionality
“Today, we walked through:
· Building the Engineer’s Estimate,
· Using the Bulk Upload feature,
· Reviewing the Specifications List, and
· Completing the Seal & Summary process.
With that, we’ve covered the full workflow for preparing, reviewing, and sealing an Engineer’s Estimate in TxDOTCONNECT.”

Instructor Note:
· If the Seal button doesn’t activate in the training environment, use PowerPoint slides to show the process and screenshots.
· Emphasize coordination between the Project Manager, Design Division, and District before sealing.
· Reinforce that only authorized roles can perform the final seal.

Accessibility Note:
Describe color cues (e.g., “The Seal button turns blue when active,” “The Mobilization % cell highlights in yellow when incomplete”).
Read aloud any on-screen validation messages when demonstrating sealing.

BREAK
Upcoming Courses
Producer
Say: Introduce continued learning
“Before we conclude today’s session, I’d like to highlight some exciting opportunities for continued learning.
On this slide, you’ll see a list of upcoming courses along with their dates and times.”
Say: Encourage participation
“These courses cover a range of topics designed to help you further develop your skills.
Whether you’re interested in diving deeper into specific areas or broadening your overall understanding, there’s something here for everyone.”

Say: Share registration details
“Be sure to mark your calendars!
Registration for these sessions is now open.
You can register through PeopleSoft, and for our contractors, links are available for select training courses on TxDOT.gov.”
Survey
Producer
Say: Introduce feedback request
“Next, we’d love to hear your feedback.
Your input helps us improve future training sessions and ensures we’re meeting your learning needs.”
Say: Describe survey format
“The survey contains just a few quick questions about today’s session, so it should only take a couple of minutes to complete.
We truly appreciate any suggestions or comments you’re willing to share.”
Say: Explain QR code access
“On this slide, you’ll see a QR code.
Simply point your smartphone camera at the code, and it will take you directly to the feedback survey.”
Say: Offer chat link option
“If you prefer, I’m also posting the survey link in the chat for easy access.
Feel free to click the link and complete the survey from there.”
Say: Confirm completion
“Once you’ve finished the survey, please give me a thumbs-up reaction so I know you’re done.”
End of Course
Producer
Say: Deliver closing thank-you
“Thank you for joining today’s session!
We appreciate your time and participation, and we hope to see you in future trainings.”
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