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Housekeeping
Session Details Technical Support
Today’s session is being recorded Email: Webconferencing@dot.gov

All participants automatically join

. More Information
on mute, with cameras off

The presentation and recording will be posted
Questions for Presenters on the Bureau’s website at

Type questions in the Q&A box https://www.transportation.gov/buildamerica

ax! ~ @V [ ®» - B - @ a- ¢ -

Participants QL&A Polls Chat Share Screen Record Show Captions  Raise Hand

Submit questions for panelists using the Q&A tool.
I Questions will be answered in Q&A tool or during Q&A
time after the presentation
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Agenda

« Welcome & Introductions

« Poll Questions

« Invoice Submission Process

« Standard Forms

« How to Complete the SF 270 & SF 425

« How to Complete the Invoice Excel Template

« Navigating Delphi
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Introductions

Lisa Leone
Lead Grants Management Specialist

Build America Bureau

Kelly Waldrop

Innovative Finance & Asset , Jeremy Flores

Concession Grant Program Manager

Grant Management Specialist for IFACGP

h Build America Bureau

Build America Bureau
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Poll Questions
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Invoicing Process

« Complete the SF 270 (demo ahead)
« Complete the Invoice Excel Template (demo ahead)

« Submit both documents and any supporting information to DOT Grant POC for
review via email FIRST

- After you receive the confirmation email to upload the invoice package into
Delphi—upload itinto Delphi for final approval/processing payment (demo
ahead)
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Let’s Review
Invoicing
Forms
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Two Main Standard Forms

« SF270
« SF 425

OMB Mumber: 4040-0012
[Expiration Date: 01/31/2025

Federal Financial Report
({Follow form Instructions)

‘View Burden Statement

OMES Number: 4040-0014
Expiration Date: 013172019

a. "X one ar both boxes
1 [] apvance
REQUEST FOR ADVANCE Treeor L] mEmsURseuENT
OR REIMBURSEMENT mequesTep | 7 e appcan box
[ FmaL
[] parmaL

2. BASIS OF REQUEST
[]casH
[J accruar

- Fadaral ul 3 rant ar Oher Ing Mumber Tl
1. Fegeral and Crganizational Elemeand to Which R Is Submitted 2. Federal Grant or Ofmer i g Mumber Assigned by Federal

| Agency (T report muiple grants. = FFR Afiachment)

3. FEDERAL SPONSORING AGENCY AND ORGANIZATIONAL

ELEMENT TO WHICH THIS REPORT IS SUSMITTED AZSIGNED BY FEDERAL AGENCY

4. FEDERAL GRANT OR OTHER IDENTIFYING NUMSER

3. Reciplent Organization (Name and complese address Including Zip code)

Recipient Crganization Name: |

5. PARTIAL PAYMENT REQUEST 6. EMPLOYER IDENTIFICATION 7. FINANCIAL ASSISTANCE
NUMEER FOR THIS REQUEST NUMBER IDENTIFICATION NUMBER
a PERIOD COVERED BY THIS REQUEST

fome | ™ |

9. RECIPIENT ORGANIZATION

Mame: [

Streeti:

g

§

couny: | |
aF | Postal Code: | |

10. PAYEE (Where check is to be sent ¥ dierent than Tem J)

{

Streeti:
Sirestr
Clty- | County: | |
State: :l annue:| |
Counfry- jush: UMITED STATES B =@ | Postal Code: | |
43. DUNS Number 40 EIN 5. Recplnt Account Numbser or Identifying Kumber
{To repart multiple grants, use FFR Allachment)
L 1|1 ] I 1
6. Report Type: 7. Basls of Accounting 3. Project/\Grant Period 2. Reparting Period End Date
[ cuarterty [ casn From: To [ ]
[ semt-anmuat [ Accrual [ 11 ]
[ #nruat
[]Fmai
10. Transactions Cumuiative

[LisE Nnes 2-c far Single o multiple grant rEporting)

Fedaral Cash (To report multiple grants, also uass FFR attachment):

a. Cash Recepts

.00

b. Cash Disbursements

[ Ts]

. Cash on Hand (ine a minus &)

.00

(Lise Anes o-0 for Singie grant reporling)

Fedaral Expendifures and Uncbligated Balance:

d. Total Federal funds authorized

. Federal share of expendiures

. Federal share of uniiguidated obigations

9. Total Federsl share {sum of Ines & and )

h. Unabiigated balance of Federal Funds (lne d mines g)

.00

Reclplent Share:

|. Total reciplent share required

| Rewplent share of expendiures

=

-9

k. Remaining recipient share o be provided (ine | minus [}

=

a0

Program INcome:

I. Total Federal program Income eamed

an)

m. Program Income expended In accordance with the deduction attemative

an)

. Program Income expended In accordance win e addiiion altemative

an)

o. Unexpended program income (ine | minus ine m ar ine nj

=== (=

an)
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Standard Form 270 Invoice Reimbursement

OMB Number: 4040-0012
Expiration Date: 01/31/2025

REQUEST FOR ADVANCE
OR REIMBURSEMENT

1.

TYPE OF
PAYMENT
REQUESTED

a. "X" one or both boxes 2. BASIS OF REQUEST

ADVANCE []casH
EIMBURSEMENT IEQCCRUAI_

b. “X" the applicable box
[ rnaL
[ CTParTiAL

ELEMENT TO WHICH THIS REPORT IS SUBMITTED

3. FEDERAL SPONSORING AGENCY AND ORGANIZATIONAL

4. FEDERAL GRANT OR OTHER IDENTIFYING NUMBER
ASSIGNED BY FEDERAL AGENCY

US DOT

NUMBER FOR THIS REQUEST NUMBER

5. PARTIAL PAYMENT REQUEST 6. EMPLOYER IDENTIFICATION 7. FINANCIAL ASSISTANCE

IDENTIFICATION NUMBER

UEI]

| | LEAIN

a. PERIOD COVERED BY THIS REQUEST

Foml ] 1 [ ]|Typically, 1 month

9. RECIPIENT ORGANIZATION

Name: Entit!! blame g éddress

Street1: -

Street2

City:

County:

State:

Province:

Country: |

ZIP | Postal Code:

10. PAYEE (Where check is to be sent if different than item 9)

Name: |

Street1: |

Street2: |
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Standard Form 270 Invoice Reimbursementm

|11. COMPUTATION OF AMOUNT OF REIMBURSEMENTS/ADVANCES REQUESTED
PROGRAMS/FUNCTIONS/ (a) (b (c)
ACTIVITIES
IFACGP
Total (As of date)
a. Total Outlays to date * cutiaye o date s § IE 1|s| o00]
b. ProgramIncome:0 e I W— | | | | | om0
N t tl b “ “j,f,;ﬁ;";?g”;f“"a"’s (Line a | 0.00| | ooo]| | o.oo|| | 0.00]
c' e progra m Ou ays (a- ) d. Estimated net cash outlays for | | | | | | o OG|
- advance period .
d. Requesting Advance payment: 0 o Total (Sum of e ¢ £.0) | ool | ool | | ool | | o0l
e Total (s u m of c & d) f. Non-Federal share of amount | | | | | o OG|
. on line -
g. Federal share of amount on | | | | | o 00|
line e -
f. N o n -fed a m o u nt h. Federal payments previously | | | | | 0.00 |
. requested .
go FEd Share amount - llne e I. Federal share now reguested | 0.00 | DD[]| | 00(]| | 00(]|
(Line g minus line k) - - - :
- - -
h. Fed payments previously requested by e | tstmontn || | 000]
reques y ral
. grantor agency for 2nd month | 0.0l]|
i. Fed share nowrequested -the form use n making
prescheduied ard month| | 1N || | 0.00]
advances -
Wi ll do th e math a nd th at Wi ll be the 12.  ALTERNATE COMPUTATION FOR ADVANCES ONLY
- - - a. Estimated Federal cash outlays that will be made during period covered by the advance S |
a m o u nt Of th Is c u rre nt I nvo I ce' b. Less: Estimated balance of Federal cash on hand as of beginning of advance period |
c. Amount reguested (Line a minus line b) 5 0.00 |
13. CERTIFICATION
| cerify that to the best of my knowledge and belief the data on the reverse are correct and that all outlays were made in accordance with the grant
conditions or other agreement and that payment is due and has not been previously requested.
SIGNATURE OR AUTHORIZED CERTIFYING OFFICIAL DATE REQUEST SUBMITTED
Must be sighed ﬁ [~ ' |
TYPED OR PRINTED NAME AND TITLE
Prefix: First Name: I I Middle Name: | |
Last Name: I | surix: |

(v‘ U.S. Department of Transportation m
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Standard Form 425 Quarterly Report

View Burden Statement J Federal Financial Report OME Mumber: 4040-0014
(Follow f In ctions) Expiration Date: 01/31/2018
[i. Federal Agency and Organizational Element to Which Report is Submitbed 2. Federal Grant or Other |dentifying Mumber Assigned by Federal

Agency (To report multiple grants, use FFR Attachment)

Fillin all red boxes US DOT

3. Recipient Organization (Mame and complete address including Zip code)

Recipient Organization Mame: I

Street1:
Streetd:
City: I County: |

State: - Province: |

Country: |0S&: UNITED STATES | ZIF | Postal Code: |

4a., ber 4b. EIN 5. Recipient Account Mumber or Identifying Number
I I (To report mulfiple grants, wse FFR Attachment)

6. Report Type 7. Basis of Accounting 8. Project/Grant Perod 8. Reporting Period End Date

[] Quarteriy [] cash From: To:
[[] semi-Anmual [ Accrual I | |

1
— I'|" Quarter end date
O Final Dates of quarter
10. Transactions. Cumulative
° {Uise Nnes a-c for single or multiple grant reporting)
1 0 () Tra n s a ct I o n s Federal Cash (To report multiple grants, also use FFR attachment):

a. Cash Receipts 0. 00|

a. Cash Receipts ey

©. Cash on Hand (line a minus b} 0. 00|

b. Cash Disbursements e e e
c. Cashonhand: 0 e e

d. Total gra nt amount g. Total Federal share (sum of lines & and f)

h. Unchligated balance of Federal Funds (line d minus g)

e. Expenditures (same as line a) Recipint Share

i. Total recipient share required 0. a0

(i). ReCipient Share... |- Recipient share of expenditures —

k. Remaining recipient share to be provided (line i minus j) 0. an|

- D

-00

-00

- DG

aflallelle|]e

- 00

Program Income:

|. Total Federal program income eamed - 00|

m. Program Income expended in accordance with the deduction atternative - 00|

n. Program Income expended in accordance with the addition altemative - 00|

allallalle

o. Unexpended program income (Ene | minus line m or line n) . 0o
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Standard Form 425 Quarterly Report

11. Indirect Expense

a. Type b. Rate c. Period From  Period To d. Base f. Federal Share

g Totals: | I || |

12. Remarks: Atfsch any explanafions deemed necessary or informafion required by Federal sponsonng agency in compliance with governing legislation:

| [ Add Attachment |.Dele:e ,—’-.rla-:h'ne"'.l View Attachrment I

13. Certification: By signing this report, | ceriify that it is true, complete, and accurate to the best of my knowledge. | am aware that any false,
fictitious, or fravdulent information may subject me to criminal, eivil or administrative penalties. (U.5. Code, Title 18, section 1001)

Fillin all applicable
and red boxes and sign

a. Mame and Title of Authorized Certifiying Cfficial

Prefoc E First Mame: | Midr:lEName:| |

—

Last Mame: I | Suffix: | EI
Titla: |
b. Signature of Authorized Certifying Official . Telephone (Area code, number and extension)
d. Email Address 2. Date Report Submitted 14. Agency use only:

Standard Form 425
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Invoice Excel Template

MOTE: This invoicing template is provided as a convenient method of documenting project costs associated with a payment request. The use of the template is not required, but
the data elements within the template are required.
Aoward NMumber: Field Definitions
Applicant Mame: Recipient Populated Field (changes monthly)
Invoice Mumber:
Approved Budget Period: start, end Calculated or Copied Field
Section A - Budget Summanry
Period Covered \ .
this | i Date of Payment o= ¥ , Project Costs Restricted Costs - B Balance Awvailable — ta P—
is Inwoice is Inwvoice r u rcentage
by Request to Date LEAVE BLANK | PP e =
Start End
3 = il = 3 = Mo Funds Avwailable
Section B - Budget Categories Costs Shown Include Both Federal and Cost Share - Total Cost
Cumulative Total, Restricted Costs | Project Budget for
Object Class Categories Current .Inw:rice Tcrl:al includinglcurrent from Awar:d.Terms Appr-l:rm?d Budget | Balance Awailable Percentage -
[Inwoice Detail] Inwvoice and Conditions - Pericd(s)
[Invoice History] LEAVE BLAME
a. Personnel L - s - 5 = Mo Funds Aovailable
b. Fringe Benefits 3 - 3 - 5 = No Funds Awvailable
. Travel 3 = 3 = 3 = Mo Funds Acwailable
d. Equipment 3 = = - 5 - 5 = Mo Funds Awvailable
2. Supplies 5 = e = 5 = Mo Funds Awailable
f. Contractual 5 = 5 = 5 = Mo Funds Awvailable
g. Construction = = = = 5 - ¥ = Mo Funds Avwailable
h. Other/Training 3 = = = 5 = Mo Funds Awvailable
i. Total Direct Charges (sum of Ga-&h) * - 3 - 3 - Mo Funds Awailable
j- Indirect Charges 3 = 3 = 3 = WMo Funds Sorailable
k. Totals (sum of Gi-Gj) -] - -] - ¥ - Mo Funds Available
| Federal Payment Reguest and Cost Share Calculation
p— —— p e - | g - T | —— p— T
3 Instructions Invoice Summary Invoice Detail a. Personnel Invoice History b. Fringe c. Travel d. Equipment

e U.S. Department of Transportation m
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Invoice Excel Template Continued

29

F
B C D E F G H I J K L {1
y Copy [using Excel Paste Option 'Values'] from 'Invoice Detail' Worksheet
DOT Invoice Number Date Federal Cost Share Invoice Total Personnel Fringe Travel Equipment Supplies Contractual Construction Other
Instructions Invoice Summary Invoice Detail a. Personnel Invoice History b. Fringe c. Travel d. Equipment e. Supplies f. Contractual f. Contractual - Tracking 1

e U.S. Department of Transportation
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Invoice Excel Template Continued

The spreadsheetis a tool to help us navigate your invoice
submission. It is not an OPM Standard Form. If you want to make
changes to the template, just discuss with Jeremy and be aware of
the formulas. If you have any questions navigating the
spreadsheet, please reach out to Jeremy or myself.
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Navigating Delphi

*First, be sure you received the registration email and
confirmed your login. For everyone who has a fully-executed
Cooperative Agreement and FAIN (Federal Award Identification
Number), you should've received that email. If you have not,
please send me an email after this presentation. If your

Cooperative Agreement has not been fully executed yet, don't
WOrry.



https://delphihome.esc.gov/HomePage/index.html

Navigating Delphi

f:,'- United States Department of Transportation

ESC Home AboutESC Contact ESC

&5 Delphi Home

Availability & Notice of Change G-Invoicing

D s G-Invoicing Champions/Leads

ESC PRISM

G-Inveicing Delphi SOPs

ESC Reporting

User Access Information

G-Invoicing Delphi SOPs: Requesting Agency

« Requesting Agency GINV Quick Reference Guide

« Requisitions: Creating, Approving and Cancelling

« Requisitions: Creating_using a Web ADI

« Requisitions: Delete an Incomplete GINV Requisition

« Order Creation from an AutoCreate Requisition

» Order Creation from a Manual Requisition

@ U.S. Department of Transportation m
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https://delphihome.esc.gov/HomePage/index.html

Using Delphi

After logging in, the home screen will be displayed. To create an invoice, click on the Invoices tab.

Home Logout Preferences

Orders
Full List - Orders/Grants
|pate Invoices

09-Now-2015 09:58:30 - Invoices

!-L Orders At A Glance

Full List
PO Number Description Order Date

DTAC-16- EXAMPLE PURCHASE ORDER DESCRIPTION AS ENTERED BY PROCUREMENT 09-Nov-2015 00:58:25
EXAMPLE QFFICE

Home Orders/Granis Imvwices Home Logout Preferences

Privacy Statement h. Copyright (¢} 2008, Oracle. All rights reserved.

On the Invoices tab there is a button to create either a Standard Invoice or Credit Memo. This example will create a

Standard Invoice, starting by clicking the Create Standard Invoice button. {Credit Memo is similar with the exception
of having negative invoice amounts}

@ U.S. Department of Transportation m
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The next screen is Step 1 of invoice creation. To create an invoice, first search for the purchase order (PO) the
invoice will be matched against. The search can be run with any combination of the available parameters:

PO Number searches for the purchase order number as it is entered into the accounting system. | PO=FAIN
PO Line Description searches based on text that is entered on the purchase order in the accounting system on
the line item description. The percent character (%) can be used as a wildcard.
PO Line Amount From searches for purchase order line items that were created for an amount greater than or
equal to the amount entered.
PO Line Amount To searches for purchase order line items that were created for an amount greater than or
equal to the amount entered.

After entering search values, click Go. Matching results will be shown below.

@ U.S. Department of Transportation



DEPARTMENT OF TRANSPORTATION

DELPHI _-al& - |jiSupplier Portal

UNITED STATES OF AMERICA
FAA ISP Vendor User fi ‘Nevigaior v B Favoiles v

Home Logout Preferences

| Home | Orders/Grants
Create Invoices | View Invoices

) iy &) o
Orders/Grants Lines to Invoice General Information Review and Submit
Create Invoice: Purchase Orders
Cancel | Step 1 of 4 | Next
Search
Mote that the search is case insensitive
Supplier % Q
I PO Number/Award Id I
PO Line Description [ |
PO Line Amount From
PO Line Amount To L\\}
Go | | Clear |
Supplier
PO Line Award Award Amount Previously Awvailable Item Item
Select PO Number  Number Id Amount Invoiced Balance Agency Description UOM Description Number

Na search
conducted.

Privacy Statement

Cancel | Step 1 of 4 | Next

Home Orders/Grants Invoices Home Logout Preferences

@ U.S. Department of Transportation
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Example searching by using the PO Number/Award Id:

DEPARTMENT OF TRANSPORTATION

DELPHI e i

UNITED STATES OF AMERICA
FAA ISP Viendor Usex N Navigator* P Favortes v Home Logout Prelerences
Home | Orders/Grants | Invoices

Create Invoices | View Invoices

r }

Orders/Grants Lines to Invoice

General Information Review and Submit
Create Invoice: Purchase Orders

Cancel | Step 1of 4 | Next |

Search

Note that the search is case insensitive

Supplier |FEDERAL AVIATION ADMIN ‘&,

PO Number/award Id [DTAC-16-EXaMPLE |
PO Line Description
PO Line Amount From

PO Line Amount To

_Go | | Clear
Select Items: Add Items to Invoice List |

Select Al | Select Mone
Amount
|PO Line Award  Previously Available Supplier Ttem
Select/PO Number * |[Number Award Id [Amount Inwvoiced Balance |Agency Description UWOM  Item Description Number
DTAC-16- 2 DTAC-16- | 2,000.00 0.00 2,000.00 FEDERAL EXAMPLE PURCHASE ORDER DESCRIPTION AS LIS LINE TWO ITEM DESCRIPTION
EXAMPLE EXAMPLE AVIATION ADMIN ENTERED BY PROCUREMENT OFFICE DOLLAR - SERVICES
DTAC-16- 1 IDTAC-16- 1,000.00 0.00 1,000.00 FEDERAL EXAMPLE PURCHASE ORDER DESCRIPTION AS EACH |LINE ITEM DESCRIPTION
EXAMPLE EXAMPLE AVIATION ADMIN ENTERED BY PROCUREMENT OFFICE FROM PROCUREMENT

Cancel | Step 1 of 4 | Next |

Privacy Statement Copyright (c) 2008, Omdle. All rights reserved
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To select a Purchase Order Line to invoice, select the box next to it then click the Next button. Multiple lines can be
selected, as appropriate for the invoice.

DEPARTMENT OF TRANSPORTATION

DELPHI =& |lisupplier Portal

UNITED STATES OF AMERICA
FAA ISP Vendor User

B Favonles » Home Logout Preferences

Home | Orders/Grants | Invoices
Create Invoices | View Invoices

OrdersiGrants Lines to Invoice
Create Invoice: Purchase Orders

!

General Information Review and Submit

Cancel | Step 1 of Next

Search

Mote that the search is case insensitive
Supplier [FEDERAL AVIATION ADMIT G

PO Numberfaward Id |DTAC-16-EXAMPLE
PO Line Description
PO Line Amount From
PO Line Amount Ta

Go | | Clear |
Select Ttems: | Add Items to Invoice List |

Select All | Select None
Amount
PO Line Award  Previously Available Supplier Item
Select|PO Number = |[Number Award Id [Amount Invoiced Balance  |Agency Description oM  Item Description Number
DTAC-16- 2 DTAC-16- | 2,000.00 0.00 2,000.00 FEDERAL EXAMPLE PURCHASE ORDER DESCRIPTION AS Us LINE TWO TTEM DESCRIPTION
EXAMPLE EXAMPLE AVIATION ADMIN ENTERED BY PROCUREMENT OFFICE DOLLAR - SERVICES
E DTAC-16- 1 DTAC-16- 1,000.00 0.00 1,000.00 FEDERAL EXAMPLE PURCHASE ORDER DESCRIPTION AS EACH |LINE ITEM DESCRIPTION
EXAMPLE EXAMPLE AVIATION ADMIN ENTERED BY PROCUREMENT OFFICE FROM PROCUREMENT
Cancel | Step 1 of 4 | Next
Home Orders/Grants Invoices Home Logout Preferences
Privacy Statement

Copynght (c) 2008, Omcle. All rights eserved
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On the next screen, enter the amount to invoice. The total of all lines must be greater than or equal to $1 and

cannot exceed $99,999,999.99.|Click Calculate

putton to see the invoice total for all lines and then click the Next

button to continue. The invoice amount for each line will be the quantity times the unit price. The unit price is fixed
and is set by procurement in the procurement system. If the Unit of Measure (UOM) is US DOLLAR, the unit price
will usually be 1.00 so the quantity to invoice should be the amount that needs to be invoiced for that line. If the
UOM is EACH, the price could be something other than $1.00.

DEPARTMENT OF TRANSPORTATION

DELPHI _-=l& -  |fisupplier Portal

UNITED STATES OF AMERICA

FAA ISP Vendor User

Create Invoices

Indicates required field

ISD = US Dollar

Orders/Grants Selected

PO Number Award Id

DTAC-16- DTAC-16-
EXAMPLE EXAMPLE

DTAC-16- DTAC-16-
EXAMPLE EXAMPLE

Invoice Summarny

Copyright ) 2008, Oracle. All ights reserved.

Home | Orders/Grants | Invoices
View Invoices

Lines to Invoice General Infarmation

Create Inveice; Lines to Invoice

Supplier Name FEDERAL AVIATION ADMINISTRATION

Award
Amount

2,000.00

Supplier Item
Number

Amount Previously
Invoiced

0.00

Line Item Description

2 LINE TWO ITEM DESCRIPTION -
SERVICES

1 LINE ITEM DESCRIPTION FROM
PROCUREMENT

1,000.00 0.00

Home Orders/Grants Invoices Home Logout Preferences

Available
Balance

2,000.00

1,000.00

Review and Submit

Cancel | | Back | Step 2 of 4 | Next |

Unit
Quantity to Invoice UOM Price Amount

20.00{US 1.000 20.00
DOLLAR

4.00| EACH 5.00

20.00

Calculate [Total (USD) 40.00

Cancel | | Back | Step 2 of 4 | Next |

*You will not
have multiple
units for this

award.
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On the next screen, enter Invoice Number (required), description (optional), and period of performance for the
invoice (optional).

Special characters are not allowed for invoice number. Please name the invoice Month/year

If period of performance for the invoice is entered, both a begin and end date must be specified.
To add backup documentation as attachments (required in most cases), click the Add button.

DEPARTMENT OF TRANSPORTATION

DELPHI _-=l&  |lisupplier Portal

UNITED STATES OF AMERICA
FAA ISP Vendor User

n Navigator v B Favontes v Home Logout Preferences
Home | Orders/Grants | Inwvoices
Create Invoices | View Invoices
Orders/Grants Lines o Invoice General Information Review and Submit
Create Invoice: General Information

Indicates required field

('anceJ_| Save Back | Step 3 of 4 | Next

* Imviolce Number |EXAMPLE_001

* Invoice Date  |08-Jun-2016 7|
example: 24-May-2016

Invoice Description | This is an example invoice description

Period of Performance Begin =

Period of Performance End

Remit To

MName FEDERAL AVIATION ADMINISTRATION

('.Am'.ell Save Back | Step 3 of 4 | Next

Home Orders/Grants Invoices Home Logout Preferences
Privacy Statement Copyright (=) 2006, Omacle. All ights resened

@ U.S. Department of Transportation 24 m
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Select the File option and click Choose File to find the file to be uploaded. Click Apply when finished, or Add
Another to upload more files.

DEPARTMENT OF TRANSPORTATION

DELPHI _<al&  |lisupplier Portal

UNITED STATES OF A.MERICA.J;

mn Mavigator* Pr Favoriles »
Home | Orders/Grants
Create Invoices View Invoices
nvoices: Create Invoices =
Add Attachmeni

Home Logou! Prelerences

Cancel | | Add Another | | Apply
Attachment Summary Information

Title |(Invoice backup

Description | This pdf is :I'-T backup documentation for this invaice
Catagory  From Supplier
Define Attachment
TYpe @ File

LIRL
Text

Choose File  backup example pdf

_Cance| | | Add Another Apply

Privacy Statement

Copynght (c) 2008. Oracle. All Aghls reserved.
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e — S
There will be a confirmation stating that the Attachment has been added but not committed (saved); it will be saved
when the current transaction is completed by either submitting or saving the invoice. When ready to submit, click

the Next button.

DEPARTMENT OF TRANSPORTATION
DELPHI _=l&  |lisupplier Portal
UNITED STATES OF AMERICA

FAA ISP Vendor User N MNavigatorv By Favontes » Home Logout Preferences

Home | Orders/Grants | Invoices
Create Invoices View Invoices

Orders/Grants Lines to Invoice General Information Review and Submit

“g Confirmation
Attachment Invoice backup has bean added successfully but not committed; it would be committed when you commit the rest of the cument trRnsaction.

Create Invoice: Genearal Information
Cancel Save | Back | Step 3 --F—'l Next

* Invoice Number EXAMPLE_001
* Invoice Date  |D8-Jun-2016 3
2 2-May-201E

Invoice Description | This is an example invoice description

Period of Perfarmance Begl Dates of invoice period
Period of Performance En *Not actual PoP

Remit To

Mames FEDERAL AVIATION ADMINISTRATION

Cancel Save | | Back | Step 3 of 4 | Next |

Home OrdersiGrants Invoices Home Logoul Prelerences
Copyright {c) 2000, Oradle. Al fghts resenrsed.

Privacy Statement
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The next screen is a reminder to make sure all required documentation has been attached to the invoice priorto
submission.

Click No: will return to the previous screen where the invoice can be modified.

Click Yes: will advance to the next screen for final review and submission.

DEPARTMENT OF TRANSPORTATION

DELPHI _-al&  |fisupplier Portal
UNITED STATES OF AMERICA
FAA ISP Vendor User

N Nawgatorv ¢ Favontes « Home Logout Prelerences

Home | Orders/Grants | Invoices
Create Invoices | View Invoices

I Warning
Reminder: Have all the required documentation been attached for this invoice?

Please attach all the required documentation prior to submitting this invoice

Home Orders/Grants Invoices Home Logout Prelerences
Privacy Statement Copynght (c) 2008, Omcle. Al rights reserved
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I —_—
The Review and Submit screen has options to:

Cancel the invoice, which will delete the invoice and any uploaded attachments. This cannot be undone.
Save the invoice without submitting — this will close the invoice, which can be re-opened later for modification

and submission.

Go Back to previous steps to modify the invoice.
Finish the invoice, which will submit it to the agency for approval. It will automatically be immediately routed

to the invoice approver.

DEPARTMENT OF TRANSPORTATION
DELPHI _ =& |lisupplier Portal
UNITED STATES OF AMERICA

FARES i m Nawgatorv B Favontes v Home Logout Preferences

Home | Orders/Grants | Invoices
Create Invoices | View Invoices

o g = o
Orders/Grants Lines to Invoice General Information Review and Submit
Create Invoice: Review and Submit
Cancel Save | Back | Step 4 of 4 | Finish

upplier Name FEDERAL AVIATION ADMINISTRATION
Supplier Number 100001718
W Number EXAMPLE 001
Invoice Date 08-Jun-2016
Invoice Description This is an example invoice description

Total (USD) 40.00

_Cancel | | Save | | Back | Step 4 of 4| | Finish _

Home Orders/Grants Invoices Home Logout Preferences
Privacy Statement Copynght () 2008, Orscle, Al ights reserved

BUILD AMERICA BUREAU
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After the invoice and its attachments are successfully submitted, a confirmation message will be shown.
*Jeremy will receive an email automatically from Delphi

DEPARTMENT OF TRANSPORTATION

DELPHI _=l&  ||isupplier Portal

UNITED STATES OF AMERICA
MER Veer n Navgatorv ¥ Favontes = Home Logout Preferences

Home | Orders/Grants | Invoices
Create Invoices | View Invoices

_g Confirmation
Invoice EXAMPLE_001 was submitted to our Accounts Payable department on 08-Jun-2016. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to the
Home page.

Invoice: EXAMPLE_001

_Printable Page | |

Supplier Name FEDERAL AVIATION ADMINISTRATION
Supplier Number 100001718
Invoice Number EXAMPLE_DD1
Invoice Dete 08-Jun-2016
Involce Description  This is an example invoice description

Total (USD) 40.00

Retum to Invoices _Printable Page ..|

Orders/Grants Invoices Home Logout Preferences

Privacy Statement Copynght (c) 2008, Ordle. Al Aghts msenved
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DOT Invoicing Process Review

« Complete the Invoice Excel Template
« Complete the SF 270

« Submit documents and any supporting information to DOT Grant POC for review
via email first

- After you receive the confirmation email to upload invoice package into
Delphi —go ahead and upload into Delphi for final approval/processing/payment

« Submit Standard Reporting Forms (SF 425) at the required interval (Due NLT 30
days after end of each fiscal quarter)

(v‘ U.S. Department of Transportation



Points of Note

« Your GMS POC may ask for additional explanation, notes or documents to
understand and support the invoice submission

- 2 CFR 200 new Single Audit Requirement award threshold is $1M — you will
provide DOT with a copy when completed

« Desk Review by DOT GMS will occur within the first 6 months

@ U.S. Department of Transportation



Additional Resources/Links

« Learn Grants | Grants.gov

« ESC: Delphi Home Page — Home (https://einvoice.esc.gov/)

« ESC: Delphi elnvoicing System - Grantee Training

« VendorUserReferenceGuide.pdf (esc.gov)

« eCFR::2 CFR Part 200 -- Uniform Administrative Requirements, Cost Principles,
and Audit Requirements for Federal Awards

@ U.S. Department of Transportation


https://grants.gov/learn-grants
https://delphihome.esc.gov/HomePage/delphi.html
https://einvoice.esc.gov/grantee.html
https://einvoice.esc.gov/docs/VendorUserReferenceGuide.pdf
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200

Questions?

‘ Lisa Leone Build America Bureau
. Lead Grant Management Specialist 202.366.2300

Build America Bureau BuildAmerica@dot.gov
Email: lisa.leone@dot.gov https://www.transportation.gov/BuildAmerica

e U.S. Department of Transportation 33 m
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