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Funding Management 
Description 
This course is designed for TxDOT employees and consultants with view-only access. It provides an overview of basic navigation in TxDOTCONNECT and explains how to add or update information on the Cost Estimate and Funding pages.
Objectives 
· At the end of the Session, attendees will be able to:
· By the end of this course, participants will be able to:
· Explain the purpose of project estimated costs and how they evolve throughout the project lifecycle.
· Describe the information found in the Project Cost Summary.
· Enter estimated cost amounts in the Project Cost Details section.
· Explain how summary field calculations are generated.
· Enter a funding line for a construction project. (Primary task for most users)
· Identify the maximum number of funding lines allowed per project. (Less common scenario)
Delivery 
This virtual instructor-led (VILT) course includes lectures, discussions, demonstrations, and hands-on practice with supporting reference materials.
Duration Heading 2
3.5 hours with a 10–15-minute break in between.

Audience 
This course is intended for TxDOT employees and consultants and covers Funding Management within TxDOTCONNECT.
Materials 
· Internal Crossroads Page
· [CROSSROADS LINK / Reference Materials] 
· TxDOTCONNECT Contacts
· Email: mailto:TxDOTCONNECT_training@txdot.gov
· Help Email
· Email: mailto:Transportationprograms@txdot.gov
· Job Aids
· Project Funding (Construction Projects)
· Estimating Project Cost (Project Information)
· eLearning Course
· Letting Management eLearning
Materials Location 
Sharepoint
Content Author 
TPD Training Team


Notes
Survey 
The assigned Professional Development Team member will request surveys for the upcoming month from Workforce Development.  Once they receive it, they will post it in the COE Training Documents folder here: Class Climate Surveys.  It will include the links and QR codes.  Include the link/QR code in the PPT slide to cover at the end of the session.
Security Roles 
Participants will need the following security roles in TxDOTCONNECT:
Project Manager Initiate (District Planner)
Funding Manager District (District Planner)
Note: These roles are often assigned to the same individual.
Preparation
Subject Matter Experts
1. See Product Owner list for listing of current product owners. 
2. Ensure Product Owners, SMEs, and UAT Coordinator are added to calendar invite.
a. Subject Matter Experts
b. Kyle Manuel – Product Owner
c. Sangeetha 
3. Letting Management Resources
4. Letting Management Site
a. Updated link: Letting and Project Funding site
5. Key Reference Topics
a. Apportionment Codes
b. Current Work Programs & PIDs
c. Priority of Funding
d. UTP Funding Categories
e. Review the most recent Unified Transportation Program (UTP) funding categories
Instructor Preparation
1. Confirm that the instructor is assigned the security role: 
a. Project Manager Initiate (District Planner)
b. Funding Manager District (District Planner)
2. Review Job Aids and Reference Guide
Facilitator and Produce Day of Class Preparation
Facilitator
· Open the slide deck from the Development and Review site and confirm that the correct Facilitator and Producer names appear on the slides.
· Set your Microsoft Teams status to Do Not Disturb.
· Log in to MS Teams and start the session at least 15 minutes before the scheduled start time.
· Launch the slide show and begin sharing your screen with participants.
Producer
· Log in to Microsoft Teams at least 15 minutes before the scheduled start time.
· Three minutes prior to the session:
· Admit attendees from the lobby.
· Unmute your microphone.
· Welcome participants.
· Announce the class start time (e.g., “We’ll begin the course at 9:00 a.m.” or “We’ll get started in about three minutes.”)


Section 1: Introduction 
Welcome 
Producer 
Say: Introduction to course 
“Good morning, everyone, and welcome to our Funding Management session for TxDOTCONNECT. 

We host these sessions once each quarter. If you’ve joined us before for Basic Navigation or Creating a Project, you might remember that after setting up a project, the next important step is adding your funding lines. 

That’s exactly what we’ll walk through together in today’s 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.
Recording
Producer
Say
“I’d like to let everyone know that today’s session is being recorded. The recording will be available only to TxDOT attendees after the session concludes.
Please note that vendors will not have access to the chat once the session ends.
For our internal staff, remember that to receive credit for this session, you must attend at least 80% of it.”
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 
· Project Funding (Construction Projects)
· Estimating Project Cost (Project Information)
· 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: Funding Management 
[image: Let's Get Started Slide Image:
A blue rectangle that says, "Let's get started!"][image: Screen Shot of the Training Objectives Slide.]
Training Objectives
Facilitator 
Say: Introduce objectives
“Let’s get started by reviewing our training objectives.
These will guide what we’ll learn and practice during today’s session.”
Do: Read and follow along
Participants review the objectives on the shared slide.
Note: 
Read each objective aloud for accessibility. Pause briefly between points to allow participants time to read and process the list
Say: Welcome and transition
“Good morning, everyone! Before we dive in, please use the 👍 thumbs-up emoji to give our Producer a quick shout-out for a great job so far!”
[bookmark: _Say:_Introduce_objectives]Say: Introduce objectives
“Let’s start off by reviewing our training objectives for today.”
Say: Explain purpose of estimated costs

“We’ll begin by discussing the purpose of the Project Estimated Cost page and how those estimates can develop over time. We’ll see this in more detail on the next few slides.”
Say: Describe cost summary
“Next, we’ll look at the Project Cost Summary at the top of the page so you can see what information is available there.”
Say: Explain entering cost details
“Then, we’ll learn how to enter estimated cost amounts in the Project Cost Details section. Some fields will calculate automatically, while others can be adjusted manually.”
Say: Describe calculation logic
“We’ll also talk through the calculations behind those summary fields so you understand how TxDOTCONNECT processes cost data.”
Say: Enter funding line
“After that, we’ll practice how to enter a funding line for a construction project—this is the main task you’ll need to know for your role.”
Say: Identify funding line limits
“Finally, we’ll review the limits on the number of funding lines you can include in a project. This situation doesn’t happen often, but it’s good to know the parameters.”
Do: Follow along
Participants listen and review the objectives on screen.
Instructor Note:
Relationships were established after the project was first initiated with:
· UTP
· Joint Bid Utilities
· Estimated Cost Page (merged Funding & Estimated Cost – February 2023)
Accessibility Note:
Read each objective aloud while displaying the slide. Pause briefly between each point for participants to process the information.
TxDOTCONNECT Estimating Project Cost vs. Construction Cost Estimating[image: Estimating Project Cost vs Construction Cost Estimating]
Facilitator
Say: Transition to topic
“Before we get into TxDOTCONNECT, I want to cover a few things that are specific to Project Cost Estimating. We’ll go over these next two slides together.”
Say: Mention related course
“There’s another course available that’s closely related to this one—it’s focused on Construction Cost Estimating.”
Say: Identify course provider
“Our TPD Division’s Center of Excellence—the Professional Development Academy—offers that course. It’s called PMD142: Construction Cost Estimating.”
Say: Describe course focus
“That course digs deeper into how to develop estimates—how you identify confidence measures and determine those numbers accurately.”
Say: Clarify focus of today’s session
“To be clear, today’s session is only about using TxDOTCONNECT—how to enter and manage project cost information within the system.”
Say: Add facilitator disclaimer
“I’m not a TxDOT Program Manager or an engineer, so I won’t be covering how those numbers are developed—just how they’re entered and maintained in TxDOTCONNECT.”
Say: Recommend additional learning
“If you’d like instruction on how to create those estimates, I recommend enrolling in PMD142 – Construction Cost Estimating, offered through the Professional Development Academy.”
Say: Provide sign-up info
“You can sign up for that class in PeopleSoft. The next scheduled session is on September 19, 2024—though please double-check that date before your class, as the schedule may change.”
Say: Introduce learning paths
“You’ll also see some Learning Paths listed on this slide. If you’re not familiar with those, they’re structured development tracks that align with specific roles.”
Say: Describe learning path options
“These include General Project Management, PMP Development for the Project Management Professional certification, and Transportation Project Development PM, which falls under Cost Management.”
Say: Reinforce purpose
“Those Learning Paths focus more on the technical and mathematical aspects of cost estimating. You can find session dates and details on the Professional Development Academy website.”
Say: Reiterate course scope
“For today’s course, we’re focused solely on how to use the TxDOTCONNECT functionality—not on generating or validating the cost figures themselves.”
Instructor Note:
Before class, verify the next scheduled PMD142 session and confirm whether the slide information (title, date, and program references) are up to date.
Accessibility Note:
Read each course title and acronym in full the first time it appears. Provide a brief verbal summary of each Learning Path shown on screen.
Estimating Over Time
[image: Estimating over Time Graphic Slide]








Facilitator
Say: Introduce concept
“Now that we’ve talked about related training, let’s cover a few key concepts about how project estimates change over time.”
Say: Connect to TxDOTCONNECT
“You’ll see this same pattern reflected within TxDOTCONNECT as you work with cost data.”
Say: Describe early estimates
“Often, when you first create a project, you only have a rough idea of what it might cost. TxDOTCONNECT requires you to enter that early figure—it’s called a Combined Project Letting Estimate.”
Say: Define Combined Project Letting Estimate
“This estimate includes your base estimate, plus allowances and contingencies for things that aren’t yet defined. At this stage, there’s a lot of uncertainty, so it’s normal to be a little generous with those amounts.”
Say: Explain refinement over time
“As you move into the Preliminary Design phase, some of those items you listed as contingencies get refined—you’ll know which ones are valid and which can be removed. Those confirmed items can then move into your base estimate.”
Say: Describe decreasing uncertainty
“With each phase—Preliminary Design, Design, and finally Letting—your uncertainty decreases, and your estimates become more precise.”
Say: Describe Letting timeline
“On the Letting timeline, you’ll see how the estimate evolves. It starts with a base estimate and some contingency, then accounts for additional factors like contract change orders, safety contingencies, and other adjustments once you reach the Letting stage.”
Say: Explain final estimate
“Once the project is actually awarded, you’ll know the final Let Date, and that’s when the Construction Cost Estimate becomes finalized. That estimate should align closely with your Engineer’s Estimate, which is sealed and becomes a key part of the proposal published on TxDOT.gov.”
Say: Emphasize key takeaway
“So, the big takeaway here is this: no one expects your first draft of an estimate to be perfect. It’s meant to evolve and become more accurate as the project progresses.”
Do: Reflect and respond
Ask participants:
“What’s one example of an item that might start as a contingency but later move into your base estimate?”
Allow a short discussion or chat responses.
Note:
Describe the timeline graphic verbally for accessibility, emphasizing how uncertainty decreases over time. Pause briefly between each phase to allow participants to follow along visually.
Approval Process
[image: Approval Process Slide]
Facilitator
Say: Summarize approval roles
“To recap, here’s a quick look at the approval process and who can approve what.
You’ll notice the categories that the Letting Management Coordinator can approve, and those that must go through the UTP annual cycle.”
Say: Clarify scope
“Keep in mind—these are general categories meant to give you a broad understanding of how approvals flow.”
Do: Return to system
Return to TxDOTCONNECT on screen to continue the walkthrough.
Accessibility Note:
Describe the approval chart aloud for participants using screen readers. Emphasize the difference between what’s approved locally versus through the UTP process.
Comparing Cost Estimate to UTP
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Facilitator
Say: Introduce example
“Here’s an example of a project where we’re comparing the Current UTP Minimum on the Cost Estimate to what’s being requested in the UTP.
In this case, the difference is less than fifty cents—almost a perfect match.”
Do: Advance slide
Go to Slide 15 to display the example.
Instructor Note:
· Example project: A00132721 — UTP 2024/2025 Construction (Scenario B)
· UTP: MBLDAL2024
· Screenshots were captured to show the comparison between the Current UTP Minimum and the requested UTP value.
Accessibility Note:
When showing the screenshot, describe the key data points verbally—specifically mention the two figures being compared and the small difference between them.
Construction Funding Table Validation/Error Messages[image: A screenshot of a computer screen
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Facilitator
Say: Introduce validation concept
“TxDOTCONNECT automatically validates the estimated cost, which you can see here at the top of the page.
If the Funding Page amount and the Estimated Cost Page amount don’t match, the system will display an error message.”

Say: Give a simple example
“For example, if the Total Authorized Construction Amount is $1 million, but the Estimated Cost Page shows $1.2 million, TxDOTCONNECT flags an error because the estimate is higher than what’s been authorized.
In short—the system can’t validate when your funding doesn’t cover your estimate.”

Say: Explain relationship between pages
“Think of it this way: the Estimated Cost Page represents what you think the project will cost, and the Funding Page shows what’s been requested or approved.
If those numbers don’t line up, the system lets you know you’ve requested less than you’ll need.”

Say: Describe how mismatches occur
“This usually happens when the funding has already been authorized through the UTP process or approved by the Letting Management Coordinator, and then—later on—the estimate changes for any reason.”

Say: Describe legacy project scenarios
“Sometimes this also occurs with older projects that were created before TxDOTCONNECT and later migrated into it.
Those projects might not have had a completed Estimated Cost Page, so the system is now tracking things that weren’t captured before—like Design Costs, Environmental Costs, or Professional Services.”

Say: Explain inconsistency before TxDOTCONNECT
“Before TxDOTCONNECT, those costs might have been considered by some teams but not others—there wasn’t a consistent or standardized process, and there weren’t any built-in checks and balances.”

Say: Highlight TxC improvements
“Now, TxDOTCONNECT adds that consistency. It ensures that all costs are considered and verified—things like inflation, contingencies, and long-term projections.”

Say: Give inflation example
“So, if you’ve requested $1 million but the project won’t be built for another 10 years, that funding won’t be enough.
You’d need to go back into the Estimated Cost Page to account for inflation and any additional costs.”

Say: Explain impact of updates
“When you enter updated figures, TxDOTCONNECT automatically adjusts the Current and Future UTP Minimum Funding Amount.
That update can cause a mismatch with the previously authorized funding—and that’s when the system gives you an error message.”

Say: Describe two possible outcomes
“Let’s look at what happens next:
· In this example, we have an authorized amount of $1 million, but our new estimate is $1.2 million—so TxDOTCONNECT flags the discrepancy.
· What you do next depends on the funding category shown on your Funding Page.”

Say: Scenario A – UTP approval required
“For Scenario A, because of the funding categories involved, this update must go back through the UTP for review and approval.
Once approved, you can add an open funding line.”

Say: Scenario B – Automatic update
“For Scenario B, TxDOTCONNECT automatically updates the open funding line.
However, you still need to contact the respective division to request additional funding and coordinate with your Letting Management Coordinator (LMC) to update the approved amount to match the new estimate.”

Do: Reference resource
Direct participants to Funding Job Aid – Page 7 for detailed steps on managing mismatched funding scenarios.

Instructor Note:
· Reference Slide 14 as needed to remind participants of the funding categories discussed earlier.
· Confirm before delivery that slide numbers and job aid references are current.
Accessibility Note:
Describe any visuals showing funding comparisons or error messages aloud. Emphasize the numeric difference between the authorized and estimated amounts for clarity.
Section 3: TxDOTCONNECT Demonstration
Logging into TxDOTCONNECT
[image: A screen shot of a computer
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Facilitator
Say: Introduce login page
“This is the TxDOTCONNECT login page:
https://trn.txdotconnect.txdot.gov/txDOTCONNECT/#/”
Say: Provide basic login info
“TxDOTCONNECT works best in Google Chrome.
Log in using your current TxDOT credentials—your standard username and password.
This is also where you’ll change your password, if needed.
And be sure to read the Warning Statement at the bottom of the login page before proceeding.”
Say: Explain training vs. production environment
“One thing I want you to notice—when I open my browser, you’ll see the web address begins with ‘TRN’ before the TxDOTCONNECT address.
That ‘TRN’ prefix tells us we’re in the training environment, not production.”
Say: Clarify the purpose of training environment
“The training environment lets us safely explore the system without affecting real data.
So if you’re following along or later working in production, you might see small differences between the two versions.
That’s because the production environment—the one you use at work—is live and always contains the most current project information.”
Say: Reassure participants
“During this session, we’ll stay in the training environment so that when we create projects, maps, or funding lines, we’re not changing any live data or sending real notifications. No unhappy surprises for anyone!”
Do: Display page
Show the login page on screen and point out the ‘TRN’ in the URL bar.
Accessibility Note
Read the URL aloud slowly for participants using screen readers. Describe the placement of the “TRN” portion and explain its significance verbally.
Basic Navigation & Project Information
[image: A screenshot of a computer
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Facilitator
Say: Introduce home page navigation
“Once you log in to TxDOTCONNECT, you’ll land on the Home Page.
From here, we’re going to look at the Tools Menu in the upper right corner, just above the Administrative module dropdown. You’ll see several icons there.”

Say: Explain profile icon
“First, there’s the Profile icon, also called the People Picker. It looks like a person.
This section shows what TxDOTCONNECT knows about you—your contact information, administrative details, assigned security roles, supporting districts, and a few user preferences.”

Say: Explain roles and permissions
“The Roles and Supporting Districts section lists the security roles you’ve been assigned.
Those roles determine what you can and cannot do in TxDOTCONNECT.
Keep in mind—only certain roles have permission to make changes, and each role has its own unique level of access.”

Say: Clarify district access
“TxDOT staff can view all projects within the system, but you can only edit projects for the districts listed under your profile in the Supporting Districts section.”

Say: Explain supporting districts
“The Supporting Districts list shows which districts you can support.
Typically, it will only show your home district.
However, if you’re working on a project in another district, you’ll need access to that district, and it will appear here once it’s been assigned to you.”

Say: Explain required roles for training
“To create a project, you’ll need the Project Manager Initiate security role.
To add funding lines, you’ll need the Funding Manager District role.
Both of these are typically assigned to the District Planner, who identifies upcoming projects and creates them in TxDOTCONNECT.”

Say: Introduce Letting Management Coordinator role
“Later in this session, we’ll also look at the Letting Management Coordinator security role, which is required for approving funding.”

DO: Adjust roles for training purposes
· Change security roles as needed for the exercise:
· Project Manager Initiate – to create a project.
· Funding Manager District – to add funding lines.
· (Instructor Note: Add the Letting Management Coordinator role now or later in the process, depending on your session flow.)

DO: Chat discussion (optional)
Post in chat to review Letting Management Coordinator responsibilities. These depend on the funding table:
· Can edit or update funding lines
· Can obligate federal funds when applicable
· Can approve funding categories 1, 3, 5, 7, 10, and 11
· Can change a record from Pending back to Save to allow districts to make changes
· Can check or uncheck the AAC flag in the Construction Funding Table to indicate Right of Way Advanced Acquisition

Instructor Notes:
· The Security Role Job Aid does not currently mention specific approval authority by funding category—verify this before class and clarify verbally if needed.
· Emphasize to learners that roles control permissions and visibility across the system; incorrect roles can limit what actions they can perform in training or production.

Accessibility Note:
When showing the Tools Menu, describe each icon by name and location for participants using screen readers. Pause between explanations so learners can locate the elements on their own screens.
Creating a Construction Project
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Facilitator
Say: Introduce activity
“We’re going to start by creating a construction project in TxDOTCONNECT.”
Say: Identify project type
“For Type of Project, select Construction.
This choice determines the type of funding you’ll need, as well as the available subtypes.”
Say: Identify subtype
“For Subtype, choose Roadway.”
Say: Enter project details
“Next, enter your Project Name, set the Project Stage to Initiate, and the Project Status to Active.”
Say: Enter letting details
“For the Letting Estimate, enter $1 million, and set the Estimated Let Date about 10 years out.”
Instructor Note:
Write down the Federal Project Number on a sticky note (for example, NH2019(312)).
You’ll need this later when entering funding with federal dollars.
Say: Explain why timing matters
“These details matter because, as we all know, money loses value over time.
A million dollars of construction today won’t buy a million dollars of construction in 10 years.”
Say: Introduce inflation concept
“That’s due to inflation—and it’s a major factor in long-term project planning.
TxDOTCONNECT helps by doing some of the heavy lifting, but it’s not an exact science.”
Say: Set expectations
“At this stage, we’re creating an educated estimate. There are still many unknowns, and that’s okay. The goal is to establish a solid starting point that will become more accurate as the project develops.”
Do:
Walk participants through entering these fields in TxDOTCONNECT.
Accessibility Note:
Read each field label aloud as it appears on screen and describe where participants can find it. Pause between steps to give users time to locate and enter information.


Location Map
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Facilitator
Say: Introduce step
“Now, let’s enter our location information for this project.”
Say: Identify highway details
“For Highway, enter SH 183.”
Say: Identify control section
“For Control Section, enter 0440-01.”
Say: Demonstrate polyline tool
“Next, use the Draw Polyline tool to mark your project location on the map.
Just click twice to set your beginning and end points.”
Say: Explain real-world context
“This is where I would add a location if, for example:
1. I’m widening the highway or adding a shoulder for safety improvements,
2. I’m adding a new lane to relieve congestion, or
3. I’m adding a rail crossing, which would fall under rail funding.
Each type of work connects to a different funding source, so it’s important to select the correct project type and location.”
Say: Review data
“Once the line is drawn, review your Location Data to make sure the system has captured the correct highway and section information.”
Do:
Demonstrate drawing the polyline on the map and display the populated location data fields.
Accessibility Note:
Describe the visual steps verbally for participants using screen readers—mention where the polyline tool is located and how to confirm the beginning and end points.


Project Details Page
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Facilitator
Say: Introduce step
“Now let’s move over to the left-side panel and complete the Project Details section.”
Say: Enter limits
“In the Project Details section, enter your Limits From and Limits To fields.
These identify where the project begins and ends.”
Say: Set project classification
“For Project Classification, select INC – Interchange (New or Reconstructed).
We’ll talk more about project classifications when we get to the Estimated Cost Page.”
Say: Select district
“For Budget Responsible District, choose the same district you used earlier when creating the project.”
Say: Add project descriptions
“In Short Description, type Interchange Improvement.
Then, under Project Description, enter a brief explanation—something like:
‘Adding a few extra ramps for a roadway project in Austin (test).’”

Say: Introduce project identifiers
“Next, let’s look at the Project Identifiers section.”
Say: Review identifier fields
· “For Toll, select No.”
· “If this is a federally funded project, enter the Federal Project Number here.”
· “If it’s a state-funded project, use the State Project Number field instead.”

Say: Save and copy
“When you’ve entered all the details, click Save Project and then Copy Project ID.
We’ll use that Project ID later when we add funding.”
Do:
Demonstrate entering each field, then show participants where to find and copy the Project ID.
Instructor Note:
Ensure everyone saves their project before moving forward.
If using the training environment, remind participants that data may refresh or reset between sessions.
Accessibility Note:
Read each field label aloud as you navigate. Describe where each input box appears on screen and verbally confirm when the save notification appears.
Project Cost Estimate
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Facilitator
Say: Transition to new task
“Now that the District Planner has saved the project, some discussions have taken place, decisions have been made—and we’re ready to complete the Estimated Cost for this project.”
Say: Address role context
“Some of you may be Project Managers out in the district or Professional Engineers. If that’s the case, you might be responsible for developing the Engineer’s Estimate, which is different from the Project Cost Estimate.”
Say: Emphasize importance of early accuracy
“It’s important to request the correct funding early in the project—especially when it comes to the UTP, the Unified Transportation Program.
Accurate early estimates help avoid delays later in the approval process.”
Say: Clarify access by role
“For those of you who are ROW Project Managers or Professional Engineers in TxDOTCONNECT—you’ll be able to view the Estimated Cost Page, but you won’t be able to edit it.
Only users with the appropriate roles can make changes.”
Say: Identify who edits the page
“So now, the District Planner—using the Project Manager Initiate or Funding Manager District roles—will return to the project and start entering data within the Estimated Cost Page on the left-side panel.”
Say: Clarify where to find pages
“Let me clarify the difference between the two pages you’ll see in the system:
· The Engineer’s Estimate Page is located under the Engineer’s Estimate grouping, and
· The Estimated Cost Page is located under the Funding and Estimate grouping.”
Say: Introduce Funding & Estimate Section
“Now we’re going into the Funding & Estimate Section, which consists of four parts:”
1. Project Cost Summary
2. Project Cost Details
3. Utilities Summary
4. Inflation
Do:
Navigate to the Funding & Estimate Section and point out where each subpage appears in the left-hand panel.
Instructor Note:
Clarify that users with PMI and Funding Manager District roles have edit permissions for this step.
Encourage others to follow along visually to see where the information appears, even if they can’t make changes in the training environment.
Accessibility Note:
Verbally describe the left-side navigation panel and the group names as you highlight them on screen. Pause after reading each section title to allow participants time to locate it visually.
Project Cost Summary
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Facilitator
Say: Introduce section
“Now we’re looking at the Project Cost Summary—this is the first thing you’ll see on the Estimated Cost Page.”
Say: Explain purpose
“There’s nothing you’ll need to edit here. This section is for review only.
It automatically summarizes calculations based on the data you’ll enter in the fields below.”
Say: Review data together
“Let’s review a couple of these numbers together.
We won’t go field by field, but you can see the data that’s already been entered and the values associated with each field.”
Say: Reinforce function
“So again, this is just a summary area at the top of the Estimated Cost Page.
As you make changes to the details below, this summary will automatically update in real time.”
Do:
Scroll through the Project Cost Summary and point out how values adjust when fields are modified in the lower sections.
Accessibility Note:
Read key field labels and values aloud when highlighting them on screen. Explain that the summary provides a quick snapshot of totals and calculations without requiring manual input.
Project Cost Details
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Facilitator
Say: Introduce main focus
“The Project Cost Details section is really where the work happens—this is our main focus for entering data and understanding how the cost estimate builds.”
Say: Describe layout
“The layout is very similar to an Excel spreadsheet. You’ll see rows and columns where you’ll enter dollar amounts that get totaled automatically.
Across the top, there are also tabs for different sections of the estimate.”
Say: Explain indentation
“When looking at the rows, you’ll notice that some are indented.
Those that aren’t indented show the total for the group of rows beneath them.”
Say: Give example
“For example, the Base Estimate includes the four rows listed above it—let’s read through those together.
The same thing happens with the Letting Estimate, which includes the allowances, risk-based contingency, and the other lines above it.”
Say: Describe reading order
“You’ll want to read this table top to bottom and left to right, row by row—just like a spreadsheet.”

Column Headers Overview
Say: Introduce columns
“Now let’s look at the column headers that help define what you’re entering.”

Say: Project Cost Estimates column
“This column is where the dollar values are entered for each cost item.”

Say: Comments column
“The Comments column is optional, but it’s a really valuable tool.”
· “When the comment box is white, it means there’s no comment yet.”
· “When it’s blue, a comment has been added.”
· “To add one, just click the cell, type your note, and save.”
Say: Purpose of comments
“Comments are a great way to document how you arrived at a number or why a value changed.
Remember, one of the goals of TxDOTCONNECT is to eliminate silos and support collaboration.
Comments make sure everyone—District Planners, Engineers, and Finance staff—are working from the same source of truth.”
“They help stakeholders understand your decisions without having to track down multiple files or emails.”

Say: Percentages column
“Next, you’ll see a Percentages column, but not every field will use it.
Percentages apply mainly to Change Order and Contingency fields, and those values are based on your Project Classification.”
Say: Example of classification impact
“Because we chose INC – Interchange (New or Reconstructed) earlier, the system is applying a 7.92% contingency next to our total.
That percentage comes from Financial Management Division analysis, based on historical project data.”
Say: Explain purpose
“This percentage helps account for unexpected changes or price spikes that often occur during construction.”

Say: Project column
“The Project column shows your dollar amounts—how much you think you’ll need for each category.”
“This includes items like:
· Roadway Bid Items
· Bridge Bid Items
· Pedestrian Bid Items
· Utility Joint Bids for the new interchange.”
Say: Estimation guidance
“Enter these values based on your experience, historical data, or research.
And if you ever need guidance on how to build these estimates, remember the PMD142 Construction Cost Estimating course offered by the Professional Development Academy—it’s a great resource for refining those skills.”
Do:
Post the PMD142 course information in the chat if you haven’t already.

Say: Total Contract
“Finally, the Total Contract field often represents a bundle of projects awarded together.
You may have a controlling project with several subordinate projects—and TxDOTCONNECT automatically calculates that total for you.”

Do:
Demonstrate entering a few sample dollar amounts, adding a comment, and pointing out how the totals and percentages update automatically.
Instructor Note:
· Reinforce that Project Manager Initiate and Funding Manager District roles can edit this section.
· If participants are in view-only mode, encourage them to follow along visually.
· Emphasize that all comments and numbers entered here become part of the permanent record—accuracy and transparency matter.
Accessibility Note:
As you move through columns, read the header and describe what appears in each.
Explain color cues verbally (e.g., “white means no comment, blue means a comment exists”).
Pause to let screen reader users track each change.
Planning Estimate Tab
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Facilitator
Say: Introduce tab overview
“Let’s turn our attention to the Project Cost Details tabs.
These tabs help you determine the amount of funding to request and what will need to be programmed in the UTP—the Unified Transportation Program.
Don’t worry about being exact at this stage—your numbers will refine over time.
You can always come back to update your Planning Estimate, and later in the process, an engineer will complete the sealed Engineer’s Estimate.”

Say: Introduce tabs
“Here’s a quick overview of the tabs you’ll see in the Project Cost Details section.”
· Planning Estimate: This is where you enter your Project Cost Estimates—your best early projections.
· Sealed Engineer’s Estimate: This tab will populate automatically later, when the engineer submits a sealed estimate.
· Letting Complete: This tab is grayed out until much later in the project. For example, if your project is scheduled to let in 2034, you likely won’t see data here until just a few months before that date.
· Actual Cost: Also grayed out for now. This will eventually capture the final cost of the project after construction is complete—accounting for change orders, budget adjustments, or any cost variances (over or under budget).
· Future UTP: Used for projected costs that extend beyond the current UTP cycle.

Say: Note on system behavior
“Here’s an important note—if a Construction Project is later changed to an Alternative Delivery, Non-Let, or Transfer Project, the Planning Estimate and Future UTP tabs will automatically clear out.
Any values in the Summary Table that were based on those tabs will also update.
This enhancement was added in March 2023.”

Say: Introduce Utility Summary tab
“Next, the Utility Summary tab pulls data directly from the Utilities Page.
Any utilities that were entered by the Utility Coordinator—whether reimbursable or non-reimbursable—are totaled here automatically.”
Say: Mention related training
“If you’d like more practice with that process, there’s a separate course, TPD327: Utility Coordination, which walks through entering utilities and how that information connects here.”

Say: Explain joint bid utilities
“Let’s talk for a moment about Joint Bid Utilities.
This refers to situations where the utility work is included in the overall transportation project contract.”
Say: Give example
“In that case, the same construction company widening the highway or adding turn lanes also manages the utility work for the project.
That’s what we call a joint bid, and you’ll see it referenced in several fields throughout this section.”

Do:
Navigate through each tab on screen, pausing briefly to describe its purpose and availability.
Demonstrate where joint bid utilities appear within the details view.
Instructor Note:
· Remind learners that PMI and Funding Manager District roles have edit permissions here.
· Mention that early estimates are planning tools, not commitments, and accuracy will increase as the project advances.
Accessibility Note:
Read each tab name aloud and describe its state (active, grayed out, or auto-populated).
Verbally summarize any visible data so participants using screen readers can follow the flow.
Inflation
Facilitator
Say: Introduce section
“The last section on this page is Inflation.
You’ll see the inflation percentage displayed here—in this example, it’s 12%.”
Instructor Note:
If you don’t see 12%, you may not have selected a Let Date far enough in the future.

Say: Explain inflation concept
“We all know that dollars lose their value over time.
So, by the time 2034 rolls around, this project won’t still cost $1 million—the same work will cost more due to rising prices for materials, supplies, and labor.”

Say: Explain how TxDOTCONNECT calculates inflation
“TxDOTCONNECT is currently set to increase costs by 4% per year for three years, which adds up to the 12% you see here.
That means:
· If the project lets one year from now, we assume a 4% increase.
· If it lets two years from now, it’s 8%.
· If it lets three years from now, it’s 12%.”

Say: Clarify limits of estimation
“Beyond three years, the system doesn’t attempt to estimate inflation—it’s just too uncertain to predict accurately that far ahead.”

Say: Provide example
“So, based on the $1 million we entered earlier, we can expect an additional $120,000 in cost due to inflation.”

Do:
Highlight the Inflation field on the Estimated Cost page and demonstrate how the percentage and dollar amount are calculated.
Accessibility Note:
Read the inflation percentage and adjusted total aloud. Describe how TxDOTCONNECT applies the annual increases automatically based on the project’s Let Date.
Planning Estimate Tab
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Facilitator
Say: Introduce the task
“Let’s go back to our Planning Estimate tab.
This is where you’ll enter your data to develop a reasonable initial estimate for your project, based on your expertise.
Everything entered here can later be reviewed or audited, and these numbers will help determine what funding to request and how your project will appear in the UTP—the Unified Transportation Program.”

Say: Walk through fields
“Here’s how we’ll fill out the key fields for this training example.”
· Letting Estimate: This was entered when we first created the project.
· Roadway Bid Items: $250,000
· Bridge Bid Items: $125,000
· Pedestrian Bid Items: $0
· Utility Joint Bid Items: $200,000 — a Joint Bid means the same construction company handling the roadway work also completes the utility work.
· Allowances: $375,000 — the system automatically places a Letting Estimate placeholder of $1 million here. We can adjust or remove that, but it’s best to keep a small cushion for items we may not yet know about.
· Risk-Based Contingency: $50,000 — this is set aside for project-specific risks.
· Letting Estimate Total: $1 million — now broken out across the individual line items.

Say: Explain automatic calculations
“Next, TxDOTCONNECT automatically calculates the Change Order and Contingency amount based on the Project Classification.
Because our project classification is INC – Interchange (New or Reconstructed), the system applies 7.92% of the letting estimate, which equals $79,200.
If we changed the classification to IOI – Intersection & Operational Improvements, that percentage would change to 4.36%.”

Say: Acknowledge remaining fields
“The rest of the fields, such as Engineering and Contingencies (E&C) Percentages, remain blank for this demonstration.
In a real project, you’d complete these fields if applicable, based on your project’s needs.”

Say: Return to summary
“Now, let’s scroll back up to the Project Cost Summary section.”
Say: Explain UTP funding amounts
“You’ll notice two important values here:
· Future UTP Minimum Funding Amount – this number does not include joint bids. It represents what you’ll enter on the Funding Page and most often comes through the UTP process.
· Current UTP Minimum Funding Amount and Future Minimum Funding Amount – together, these show how much you’ll need to request from the Unified Transportation Program.”

Do:
Demonstrate entering each field, then highlight how the totals automatically update in the summary section.
Instructor Note:
Remind participants that PMI and Funding Manager District roles can edit this data.
Confirm that participants understand how each line item contributes to the overall letting estimate.
Accessibility Note:
Read each field name and value aloud.
Describe how updates in the Planning Estimate tab affect the summary fields at the top of the page.
Funding Categories
Facilitator
Say: Introduce resource
“We’re going to switch over for a minute to our 12 Funding Categories PDF.
I’ll also copy and paste the 12 Funding Categories link into the chat so you can follow along.”
Do:
Post the 12 Funding Categories PDF link in chat.

Say: Introduce Categories 1 and 11
“Let’s start with Categories 1 and 11.
These are often considered the ‘categories of last resort’ or a general catch-all for project funding.
They typically include:
· Preventive Maintenance
· Rehabilitation
· District Discretionary projects.”

Say: Categories requiring commission approval
“Categories 2, 4, and 12 need to be approved by the Texas Transportation Commission each August during the UTP Review.”

Say: Specialized categories
“Category 3 is used for projects related to military bases.
Category 6 covers bridge work—including new bridges, repairs, replacements, or removals. Basically, all things bridge.
Category 8 deals with safety projects.
And Category 9 is also important—it’s part of the UTP and supports Transportation Alternatives.”

Say: Prioritization
“When it comes to priorities:
· The most important categories are 2, 4, and 12.
· Next in line are 6 and 8.
· And Category 9, while lower on the list, still plays an important role—especially for alternative transportation programs.”

Say: Categories rarely used
“Some categories—like 5 or 7—are used rarely or not at all, because other categories often have funding available to accomplish the same goals.”

Say: Commonly used categories
“Categories 1 and 11 are used frequently. They act as flexible funding sources, which makes them especially important when we move over to the Funding Page.”

Say: Recap and example process
“To recap, here’s what that might look like in practice:
· The District Planner usually starts by adding Categories 2, 4, and 12 if they apply.
· Then, they add Categories 6, 8, and 9 for specific bridge, safety, or alternative transportation needs.
· Finally, they include a Category 1 or 11 line—often just for $1.00—as a placeholder for unforeseen costs.
You can think of this as a kind of open line of credit that can be adjusted later if additional funds are needed.”

Say: Clarify terminology
“We sometimes refer to these as district discretionary funds, although technically, only Category 11 fits that definition.”

Instructor Note:
· Have the 12 Funding Categories PDF visible and zoomed in for readability.
· Encourage participants to take notes on which categories they most frequently work with.
· Before class, verify that the link or file name for the PDF matches the latest version on Crossroads or the TxDOTCONNECT training library.
Accessibility Note:
Read each category name aloud when referencing it on screen.
Summarize visual charts or tables describing each funding type so all participants have equal access to the information.
Add Resources
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Facilitator
Say: Introduce why the stage must change
“Before we can start adding funding, we first need to change our project stage from ‘Initiate’ to ‘Planning.’
This step unlocks the funding fields and ensures that funding isn’t entered too early in the process.
There’s one exception—Right of Way (ROW) funding can be entered at the Initiate stage if needed.”

Say: Navigate to Project Details
“Let’s go back to our Project Details page.”
Say: Change project stage
“Under Project Stage, select Planning, and then click Save Project.”

Say: Explain system prompt
“When we save, a warning message appears letting us know we need to add some resources—specifically a Construction Manager and a Design Manager on the Resources page.
Click OK to acknowledge the message. The system will still allow us to save and will display a Success message confirming the change.”

Say: Navigate to resources
“Next, on the menu to the left, select:
· Project Services, then
· Resources, and finally
· Project Managers.”

Say: Clarify terminology
“This section can be a little confusing, because the term Project Manager is used in different ways throughout TxDOTCONNECT.”
Say: Define each role
“Here’s what each of these resource roles represents:
· Programming Manager: This is the creator and overseer of the project—someone with the Project Manager Initiate role, often referred to as a District Planner in TxDOT job titles.
· Construction Manager: Add one here—this person oversees construction activities and ensures delivery in the field.
· Design Manager: Add one here—this person oversees design development and coordination.
· Project Manager: This role owns the Engineer’s Estimate and is responsible for sealing it. You’ll also see their Professional Engineer license number listed in this section.”

Say: Reinforce importance
“In the live environment, if these resource roles are not identified, the funding will not be approved for financial review.”
Say: Save progress
“Once all resources are entered, click Save Project.”

Do:
Demonstrate selecting Planning, adding the three resource roles, and saving the project.
Instructor Note:
· Verify that participants can see the warning and success messages as expected.
· Reinforce the relationship between Project Stage, Resource Roles, and Funding Page access.
· In training, it’s acceptable to use placeholder names for Construction and Design Managers.
Accessibility Note:
Read each menu path and field label aloud as you navigate. Describe each message window for participants using screen readers. Pause briefly after each step to allow time for learners to follow along.
Add Let Type
Facilitator
Say: Introduce new process step
“Now that we’ve added our resources, there are a few additional business rules that have been added to the process.”

Say: Navigate to Letting Page
“Let’s go to the Letting Page.”
Say: Select Let Type
“For Let Type, choose Statewide Let.”
Say: Explain purpose
“The type of project you’re working on will determine which Let Type you select.
It’s important to choose the correct type, because specific actions and approvals are triggered based on that selection.”
Say: Save project
“Once your Let Type is selected, click Save Project.”

Say: Navigate to Estimate Cost Page
“Now, on the left side panel, go to:
· Funding & Estimate,
· then select Estimated Cost Page,
· and open Project Cost Details.”
Say: Confirm estimate amount
“Here, you’ll see the Project Estimate listed.
Go ahead and read that amount aloud—it should match what we calculated earlier.”
Instructor Note:
Have participants copy the dollar amount onto their sticky note for use later when entering data on the Funding Page.

Do:
Demonstrate selecting Statewide Let, saving the project, and navigating to the Project Cost Details section to confirm the estimate.
Accessibility Note:
Read the field labels and dropdown options aloud as you navigate.
Describe where the Project Estimate amount is displayed for participants using screen readers.
Funding Summary Page
Facilitator
Say: Introduce navigation
“From here, let’s go back to our Funding Page, located under Funding & Estimate in the left-side panel menu.”

Say: Introduce sections
“The Funding Page is divided into three main sections.
Let’s start with the Summary section at the top.”

Say: Explain summary content
“The Summary section shows a snapshot of all funding groups listed below.
The columns here include:
· Total Authorized Amount
· Total Federal Amount
· Total State Amount
· Total Local Amount.”

Say: Note about blank fields
“Right now, all of these fields are blank, because we haven’t added any funding lines yet.
Once we enter those lines, these totals will automatically populate.”

Say: Explain variability by project type
“Keep in mind—not every possible funding group will appear in the Summary Table.
Some projects may have unique funding tables, such as a Direct State Cost table.”
Say: Provide example
“To see an example of this, open page 2 of the Project Funding Job Aid.
The Direct State Cost table applies to:
· Non-Let Projects, and
· Construction Projects with a Let Type of Local Let or Local Let No Charge.
In the example shown on the job aid, you’ll notice there’s no Direct State Cost displayed.”

Do:
Navigate to the Funding Page on screen and point out the three sections, focusing on the Summary area.
Show participants how the summary columns will update automatically once funding lines are added.
Instructor Note:
· Open page 2 of the Project Funding Job Aid** for visual reference.
· Explain that some fields may not appear depending on the project’s Let Type and funding source.
· Remind participants they’ll begin adding funding lines shortly.
Accessibility Note:
Read each column header aloud as you highlight it.
Describe what each funding amount represents (federal, state, local) so participants using screen readers can follow along.
Feasibility Study
Facilitator
Say: Introduce feasibility concept
“A Feasibility Study happens during the pre-planning stage of a project.
Its purpose is to determine whether the project is even something the district wants to pursue.”

Say: Explain performance study
“Next, a Performance Study looks at whether the project is realistic and achievable.
In that case, all construction costs would appear in the PE (Preliminary Engineering) row for UTP planning purposes.
If you’d like to see examples of how that’s represented, refer to page 2 of the Project Funding Job Aid.”

Say: Transition to demonstration
“Let’s go ahead and look at a Feasibility Study example in TxDOTCONNECT.”
Say: Walk through navigation
“Here’s how to find it:
· Go to the Projects tab.
· Use the Search by Project Type filter.
· Under Type, select Feasibility.
· Then select one of the projects from the list.”
Say: Navigate to funding details
“Once the project is open, go to:
· Funding & Estimate,
· then Funding,
· and look under Summary for the PE Line.
You’ll also see the Funding Details listed under PE.”

Do:
Demonstrate the search and navigation steps on screen, showing participants where to locate the PE line in both the summary and funding details.
Say: Transition back to original project
“Now, let’s return to our original project to continue working with our example.”
Do:
Navigate back to the original construction project in TxDOTCONNECT.
Instructor Note:
Remind participants that feasibility and performance studies occur before formal project programming and are useful references for early-stage cost assumptions.
Accessibility Note:
Read aloud the navigation path and describe where to locate the PE line in both the Summary and Funding Details tables. Pause after each step so screen reader users can follow along.
Funding Details
Facilitator
Say: Introduce section
“Our next section is the Funding Details area.
This is where the different funding stages are managed and tracked for each project.”

Say: Outline funding stages
“The Funding Details break down into several key funding stages, starting with Preliminary Engineering, or PE.”

Say: Explain Preliminary Engineering (PE)
“Here are a few important details about the PE stage:
· You can have a maximum of 14 funding lines.
· It’s subject to annual approval through the UTP process.
· The required security role for editing this section is District Funding Manager.
· When the status is set to Pending, you cannot edit during the Letting Management Coordinator review process.
· The LMC is automatically notified when a line’s status is Pending.
· For Non-Let Projects, the LMC can still work directly on them.
· The Project Funding Job Aid lists these details and responsibilities on page 4.
· The Plan Authority is approved by the Letting Management Coordinator.
When that approval happens, a new line is created in the PE funding table.”

Say: Show example
“Let’s look at an example of this.”
Do:
Show Project ID A00127180 with category PA, and display page 5 in the job aid.
Say: Transition back
“Now, let’s return to our original project so we can add our own funding line.”
Do:
Navigate back to the original training project.
Adding a Preliminary Engineering (PE) Funding Line
Facilitator
Say: Introduce task
“To add a new funding line under Preliminary Engineering, follow these steps.”
Say: Step-by-step entry
1. Click + Preliminary Engineering.
2. Under PE Type, select Admin.
3. For Amount, enter $45,000.
4. In Category, select 4.
5. For Work Program, choose any available option.
6. Select the checkbox for Fixed.
7. For APPN, select 0326.
8. Click Save.
Say: Deleting a line
“If you need to delete a line, scroll to the far-right side of the table and click the red X to remove what you just entered.”

Instructor Note:
Participants may receive an error message when adding a funding line.
If that happens, explain that the project must go through the UTP process for approval before additional funding can be entered.
Construction and Construction Engineering Sections
Facilitator
Say: Transition to next sections
“Next, let’s move on to the Construction and Construction Engineering sections.
These have their own rules, but the fundamentals for entering data are the same as what we just did for PE.”
Say: Adding construction funding lines
“To add a construction funding line:
· Click + Construction.
· Complete the fields the same way you did for PE.”
Say: Key construction rules
“For Construction:
· You can have a maximum of 10 funding lines.
· Users with the District Funding Manager role can add funding lines.
· When a funding line is in Pending status, you cannot edit or update it during the review process.”

Do:
Demonstrate adding and saving a sample Construction funding line.
Accessibility Note:
Read each field label and entered value aloud as you demonstrate.
Describe how the red X delete button appears at the far-right of the row for screen reader users.
Financial Management Division
Facilitator
Say: Introduce notification step
“We recommend that you notify your Finance Letting Management Coordinator (LMC) whenever a project’s funding status has been changed to Pending.”
Say: Explain why notification matters
“The LMC team is dedicated to reviewing pending funding lines, and each district has its own assigned coordinator who oversees that process.”

Say: Describe coordinator capabilities
“Here’s what the Letting Management Coordinators can do in TxDOTCONNECT:”
· “They can approve specific funding categories—1, 3, 5, 7, 10, and 11.”
· “They can edit or update funding lines as needed.”
· “They can obligate federal funds when applicable.”
· “They can change a record’s status from Pending back to Save if the district needs to make updates.”
· “They can check or uncheck the AAC flag in the Construction Funding Table to indicate Right of Way Advanced Acquisition.”
· “They also review available funds in the district’s budget, look at projections over multiple fiscal years, and evaluate funding across projects.”
· “In some cases, the LMC may attend in an advisory capacity—especially if they’re already familiar with TxDOTCONNECT and the district’s funding process.”

Say: Reinforce coordination
“So, communication with your LMC is key. Keeping them informed early helps avoid delays in funding approval and ensures that all data stays accurate across the system.”

Do:
Demonstrate where the Pending status appears in the Funding Page and describe how it triggers the LMC review.
Instructor Note:
· Reinforce that District Planners and Funding Managers should always alert the LMC when submitting funding for approval.
· Mention that districts may have different internal communication workflows, so coordinators should follow their district’s standard process.
Accessibility Note:
When showing the status field on screen, describe its location (e.g., “Status appears in the far-right column of the funding line”). Read the six approval categories aloud for clarity.
Column Overview and Data Entry
Facilitator
Say: Introduce columns
“Let’s go through the key columns one by one, and then we’ll walk through adding a new Construction Funding Line.”
· You can scroll horizontally to see all available columns.
· When you add a new construction line, it will automatically populate with a status of Saved, meaning it’s not yet submitted.
· Once the line is ready for review, you’ll change the status to Pending. (demo)
· At that point, you’ll notify the Letting Management Coordinator for review and approval.
· After approval, the status updates to Approved. (demo)
· Don’t forget to click Save Project after each step.

Adding a Construction Funding Line
Facilitator
Say: Transition to demo
“Let’s go ahead and add a new construction line together.”
Do:
1. Delete the existing PE row.
1. Click + Construction.
2. Enter the following:
· Amount: $500,000 (this is the total amount of funding applied to this line).
· Category (CAT): 4 — you can cross-check this against the UTP Funding Categories we reviewed earlier.
· Work Program: select any available option; this identifies the fiscal year and funding category.
· PID (Project Identifier): choose one from the list.

Say: Share PID link and examples
“Project Identifiers are tied to the 2024 UTP Work Programs.
I’ll post that link in the chat.”
Do:
Copy and paste the Project Identifiers (2024 UTP Work Programs) link into chat.
Say: Explain common PIDs
“Here are some examples of PIDs you might see:
· BMN: Bridge Maintenance and Improvement Program
· BSP: Bridge System Safety Program
· NC: No Charge
· OFF: Bridges Off the State Highway System
· ON: Bridges On the State Highway System
· RGS: Railroad Grade Separation Program.”

Funding Attributes and Flags
Facilitator
Say: Fixed vs. Applied %
“Next, check the Fixed box if the funds are fixed.
Funding Categories 2, 4, and 12 are always fixed, which means they must go through the UTP approval process. (demo)
You can use either Fixed Funds or an Applied Percentage, but not both at the same time.”

Say: Demo ID and Purpose ID
· Demo ID: Leave this blank—it’s only used for projects assigned to federal demonstration funds.
· Purpose ID: Choose one value; this is a 10-character alphanumeric field.
Remember—you can’t select both Purpose ID and Demo ID at the same time.

Say: APPN (Apportionment Codes)
“Next, select an APPN from the dropdown.
This code identifies whether the funds are state or federal, and determines which options are available in other columns.”
Instructor Note:
If a federal APPN is selected, a Federal Project Number will later be required.
0001 represents 100% state funding.

Say: Applied Percentage (Appl%)
“In the Applied Percentage field, type a number such as 0 or 100 for demonstration.
If you’re using the Fixed checkbox, uncheck and re-check it to show how the fields respond.
Remember:
· Categories 2, 4, or 12 are fixed, so you cannot select Appl%.
· All entries using Appl% must total 100%.”
Instructor Note:
If participants leave this blank or enter 0%, the system will not save.

Understanding Federal, State, and Local Percentages
Facilitator
Say: Explain breakdowns
“The next few columns display the Federal, State, and Local percentages.
These operate the same way across all projects.”
Say: Federal requirements
“If a project includes federal funds, you must have a Federal Project Number entered under Project Identifiers in the Project Details section.”

Say: Apportionment Code Examples
“Apportionment codes automatically calculate the breakdown between funding sources. Here are some common examples: (demo)”
· 0800: 80% Federal / 20% State
· 0540: 90% Federal / 10% State
· 0001: 0% Federal / 100% State
· 8100: 0% Federal / 0% State / 100% Local
· 7000: 100% Federal
“The system automatically fills in these percentages based on your selection.”

Additional Columns and Flags
Facilitator
Say: Minute Order
“The Minute Order column is for record-keeping, capturing Commission order numbers and meeting dates.
At this stage, you won’t be able to enter anything in this column—the system locks it.”
Say: TDC and Tapered Match
“TDC, or Transportation Development Credit Type, represents funds for critically needed projects such as replacing outdated infrastructure.
You cannot select TDC and Tapered Match (TM) at the same time—if you do, the system will display an error.”
· TDC types (MPO and State) determine the TDC percentage.
· Tapered Match indicates the non-Federal share is calculated on the total project cost, not each payment.

Say: Other Flags
“Additional flags include:”
· AC (Advanced Construction): Indicates FHWA authorization before construction begins.
· TM (Tapered Match): Used to track matching fund adjustments.
· AAC (Advanced Acquisition): Appears only in Right-of-Way tables to show ROW advanced acquisition activity.”

Say: ERP and Revisions
“The ERP and ERP Revision Date columns display funding status information as it’s set up in Project Scheduling (PS).
These values appear later in the process once revisions are made.”

Say: Discretionary Funding Lines
“At the bottom of the table, you’ll often see a Discretionary Category line—usually Category 11.
These lines often show $1.00 as a placeholder and serve as a flexible funding backup.
Multiple discretionary lines can be added if needed.
You can also use the hand-gripper tool to reorder your lines.”

Do:
Demonstrate each column interaction, showing how tooltips, dropdowns, and flags work. Add one Construction line, set it to Pending, and show how the LMC would approve it.
Instructor Note:
· Reinforce that LMCs can only approve categories 1, 3, 5, 7, 10, and 11.
· Ensure participants practice changing between Fixed and Appl% to understand system logic.
· Revisit apportionment code examples to check understanding.
Accessibility Note:
Read column names as you move across the screen.
Describe what each flag, field, and tooltip does.
Verbally summarize any color or icon indicators (e.g., red X, checkboxes, status colors).
ROW Funding Manager Overview
Facilitator
Say: Introduce ROW process
“When it comes to Right-of-Way (ROW) projects, the ROW Funding Manager uses their own specific funding codes and has a unique processing workflow within the Construction module.
Even though the steps look a little different, the core functionality in TxDOTCONNECT works the same for them as it does for other funding roles.”
Say: Reference job aid
“If you’d like to see more details on how those codes and processes work, take a look at page 9 in your Project Funding Job Aid.”

Do:
Show page 9 of the Job Aid briefly on screen and highlight the ROW-specific codes.
Instructor Note:
Emphasize that ROW funding follows the same approval logic and security permissions but uses distinct funding categories and APPNs.
Accessibility Note:
Read the page reference aloud and describe any visual examples briefly for participants using screen readers.
Review and Approval Process
Facilitator
Say: Introduce the review process
“We’re now moving into the review and approval phase of the funding process.
At this point, your data entry is complete, and it’s ready to go through the formal approval workflow.”

Say: Step-by-step process
“Here’s how that process works:”
· “First, change the status of your funding line from Saved to Pending.”
· “Once the status is Pending, your access to edit that funding line is temporarily removed.”
· “If you realize you need to make changes, contact your Letting Management Coordinator. They can revert the status to allow edits.”
· “After your updates are made, set it back to Pending again.”
· “Then, notify the Letting Manager and your Finance or Letting team that the status has changed.”
· “Once reviewed, the team can officially change the status to Approved.”

Do:
Demonstrate changing a funding line’s status from Saved → Pending → Approved and show how editing becomes restricted once Pending is selected.
Instructor Note:
· Reinforce that communication between District Funding Managers and Letting Management Coordinators is key to avoiding approval delays.
· Encourage participants to keep track of their project’s current funding status before submitting additional changes.
Accessibility Note:
Describe where the Status field is located on screen and verbally confirm when each change is made (e.g., “Status now reads Pending”).
Working as a Letting Management Coordinator (LMC)
Facilitator
Say: Introduce the LMC role
“So, what happens if you’re working under the Letting Management Coordinator role?”
Say: Explain category setup
“First, let’s change our funding category so we can create a fixed percentage for state funding only.
If we don’t, the system will display error messages asking for federal funding numbers and validation details that apply only to federally funded projects.”

Say: Explain system warning
“In this stage, you may also see a warning that says:
‘Program Manager concurrence is required before changing amount or status.’
That means any funding changes now need to be reviewed and confirmed by the Program Manager.”

Say: Demonstrate federal number entry
“To resolve this, we can go back to the Project Details page.”
· “Enter a Federal Project Number.”
· “Click Save Project.”
· “If your funding setup doesn’t require a federal number—for example, if you’re using state-only funds—then you can skip that step.”

Say: Demonstrate alternate funding setup
“Now, let’s create a different funding line so we can see what a state-only configuration looks like.”
Do:
Add a new Preliminary Engineering (PE) funding line using the following details:
· PE Type: Admin
· Amount: $50,000
· Category: 2
· Work Program: 16P102
· Demo: TX020
· TDC Type: State
· TDC%: 20%
· ERP: N
· Applied Percentage (APPL%): leave blank
· Federal %: 0
· State %: 100
· Fixed: check the box
· APPN: 0001
· Save Project.

Say: Explain what this configuration means
“This example shows a state-funded, fixed allocation setup.
By checking Fixed, you’re locking in the funding amount so it can’t fluctuate with applied percentages.
Since we’re using Category 2 and APPN 0001, this line is entirely state-funded and doesn’t require a federal number.”

Say: Clarify Program Manager’s role
“In this situation, the Program Manager mentioned in the warning message refers to the UTP Program Coordinator.
Their concurrence ensures the project follows TxDOT’s official UTP approval process.”

Say: Reinforce UTP requirements
“Remember, the UTP process is mandatory for certain categories.
Specifically, categories 2, 4, 6, 8, 9, and 12 must go through the annual UTP review cycle each year.
Final approval for these categories always comes from the UTP Coordinator.”

Do:
Demonstrate saving the new funding line, showing the absence of federal fields, and point out where the warning message would appear in a federal setup.
Instructor Note:
· Remind participants that state-only projects simplify the funding setup but still require annual review if they fall under UTP-controlled categories.
· Emphasize that Program Manager concurrence protects against unreviewed or unbalanced funding changes.
Accessibility Note:
When showing the funding table, read each field name aloud and describe which fields are required or optional based on funding type.
Verbally state the text of the on-screen warning message for learners using screen readers.
Reviewing Additional Funding Fields
Facilitator
Say: Transition to Funding Page
“We already have our funding lines approved and saved, so let’s hop back over to the Funding Page.
There are a few additional funding fields here that are explained in more detail in the Funding Job Aid. Let’s review some of the key ones together.”

Say: Explain field purposes
· Participant Waived: “This box is automatically checked when Category 6 funding is entered in the tables.”
· Economically Disadvantaged County: “Check this if the project work will take place in a county designated as an Economically Disadvantaged County.”
· None / Sub-Recipient / Vendor: “Use this dropdown to identify whether there are sub-recipients of the funding, vendors, or none.”

Say: Reinforce support materials
“If you need help interpreting these fields, you can always refer to your Funding Job Aid—it provides detailed guidance and examples.”

Say: Clarify access and rules
“Just remember, not every user role can edit these fields.
Different roles have different restrictions, and business rules built into TxDOTCONNECT determine what each role can and cannot do.”

Do:
Demonstrate hovering over each of these additional fields to show the tooltips and where they appear on the Funding Page.
Instructor Note:
· Encourage participants to keep the Funding Job Aid open during this portion of the training for easy reference.
· Reiterate that these rules are in place to maintain accuracy and compliance during funding setup.
Accessibility Note:
Read each field name aloud, describe its purpose, and mention when it appears automatically (e.g., “Participant Waived is auto-selected when Category 6 funding is used”).
Closing: Funding Management Overview and Session Wrap-Up
Facilitator
Say: Introduce final section
“Our last section today is Funding Management for the Funding Manager District.
This area is specific to funding associated with Direct State Cost.
Typically, this section isn’t covered in detail during this session because it doesn’t directly relate to our group’s work.”

Say: Provide reference guidance
“If you ever need to learn more about it, you can refer to your Funding Job Aid or the Project Information Reference Guide—both include more detailed instructions and examples for this section if it applies to your projects.”

Say: Transition to close
“Ladies and gentlemen, that wraps up everything I wanted to share with you today in the system walkthrough.”
Say: Move to recap
“Let’s hop over to our PowerPoint to recap what we’ve covered and review a few additional resources before we wrap up.”

Do:
Switch screen share back to the recap PowerPoint slide deck.
Instructor Note:
· Pause for any participant questions before beginning the recap.
· Ensure the PowerPoint is ready and visible before transitioning away from TxDOTCONNECT.
Accessibility Note:
Verbally describe the transition to PowerPoint and confirm that the next slide is visible before beginning the recap.
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