
Maintenance Program
Management (MPM) 

Working with Invoice 
Summaries and Daily Detail

Presenter
Presentation Notes
Welcome to MPM Invoice training provided by the Wisconsin Department of Transportation. 



Objectives

• Cost Summary (Invoice Upload) requirements
• Equipment Summary (Equipment Upload) 

requirements
• Daily Detail PDF requirements

Presenter
Presentation Notes
During the first portion of this presentation, we will discuss the documents required to submit an invoice within the MPM system.  In order to submit an invoice within the MPM system, counties must create and submit three separate documents: Cost Summary aka Invoice UploadEquipment Summary aka Equipment UploadDaily Detail PDF reportCounties will be required to submit all three documents for each of the three maintenance agreements:RoutineDiscretionaryTrafficThere are separate screens for RMAs, DMAs, and TMAs.Invoice information must be separated according to maintenance agreement type.  RMA, DMA, and TMA invoice information cannot be combined and submitted to the same screen.



Cost Summary (Invoice Upload)

• Cost Summary fields (columns)
 Project ID
 Job ID
 Activity
 Labor
 Fringe
 Small Tools
 Equipment
 Materials
 Admin Support
 Total

Each field requires a 
specific format – see Job 

Aid

Presenter
Presentation Notes
Here is a list of the fields within the Cost Summary aka Invoice Upload.The fields are Project ID, Job ID, Activity, Labor, Fringe, Small Tools, Equipment, Materials, Admin Support, and TotalEach field requires a specific format.  Please reference the MPM Invoice Job Aid for formatting instructions.We will provide a link to the MPM Job Aids later in the presentation.



Equipment Summary 
(Equipment Upload)

• Equipment Summary fields (columns)
 Unit Nbr
 Percentage to Charge
 Class Code
 Rate
 Hours
 County Total
 State Share Total

Each field requires a 
specific format – see Job 

Aid

Presenter
Presentation Notes
Here is a list of the fields within the Equipment Summary aka Equipment Upload.The fields are Unit Number, Percentage to Charge, Class Code, Rate, Hours, County Total, and State Share Total.Each field requires a specific format.  Please reference the MPM Invoice Job Aid for formatting instructions.We will provide a link to the MPM Job Aids later in the presentation.



Tips and Tricks
• A single row containing column headers is required. 
• Do not include grand totals at the end of the rows.
• Do not hide columns or rows.
• A single tab spreadsheet is required. Multiple tab spreadsheets 

will fail.

Presenter
Presentation Notes
Here are some things to keep in mind when working with invoice templates.A single column header row is required. Do not include grand totals at the end of the rows because MPM auto-calculates the total and will include the grand total in the auto-calculation.Do not hide columns or rows.A single tab spreadsheet is required. Multiple tab spreadsheets will fail.



Daily Detail PDF Attachment

Presenter
Presentation Notes
The third thing you need to include is the daily detail PDF attachment.  As implied by the name, the file must be in PDF format, and counties may attach multiple PDFs. Here is part of a sample daily detail report.This report can have various layouts depending on what your accounting system can produce. 



Daily Detail PDF Attachment
• Daily Detail report should at minimum include by date:
 Labor

• employees, hours, rates, and fringe 
 Equipment 

• unit numbers, hours, rates, and small tools 
 Material cost and quantity 
 Admin charges 
 Subtotals by project ID and job ID
 Grand totals

Presenter
Presentation Notes
The Daily Detail report should at minimum include by date:Laboremployees, hours, rates, and fringe Equipment unit numbers, hours, rates, and small tools Material cost and quantity Admin charges Subtotals by project ID and job IDGrand totals



Maintenance Program
Management (MPM) 

Upload and Submit a 
Monthly Invoice

Presenter
Presentation Notes
During the second portion of training, we will walk you through the steps for uploading and submitting a monthly invoice using the MPM System.



Objectives

• How to create and manage an invoice
• How to upload a Cost Summary (Invoice Upload)
• How to upload an Equipment Summary 

(Equipment Upload)
• How to attach the Daily Detail PDF

Presenter
Presentation Notes
During this portion of the presentation, we will be covering the four objectives listed here. First, we will learn how to create and manage an invoice. Second, we will show the process for uploading the Cost Summary. Third, we will show the process for uploading the Equipment Summary. Fourth, we will look at how to attach the Daily Detail PDF.We will be using an RMA Invoice for this example, but a similar process is followed when creating an invoice for DMA or TMA contracts.



Logging Into MPM

DOTMPMSupport@dot.wi.gov

Presenter
Presentation Notes
The first thing you will want to do is log into MPM using your WAMS user ID and password. If you do not have a WAMS user ID, please attend the MPM Basics session with Rae Hamilton for more information.

mailto:DOTMPMSupport@dot.wi.gov


MPM Main Screen

Presenter
Presentation Notes
Once you have logged in, you will be sent to the MPM Main Screen. On this page you will see an option titled “MPM home page for calendar year”. Use the drop down menu to select the calendar year you will be working in, and then click the Go button. 



MPM Dashboard

Presenter
Presentation Notes
You should now be on your MPM dashboard screen. Along the top of the page you will see a green ribbon listing all of the applications you have access to. Click on Invoice to select that module.If you do not see the Invoice tab, you will need to contact DOTMPMSupport@dot.wi.gov and request the County Invoice Editor role.



Invoice Main Screen

Presenter
Presentation Notes
On the Invoice Main Screen, you will use the drop down menu at the top of the page to select your county. Once you have selected your county, the region will automatically populate.



Create an RMA Invoice

Presenter
Presentation Notes
To create an RMA invoice, select the Year, Month, and Invoice Type to the right of the Create New RMA Invoice link.Once selected, click on the Create New RMA Invoice link.



Manage RMA Invoice

Presenter
Presentation Notes
There are several buttons at the top right of the screen that affect the invoice.Submit – This submits the invoice for approval.  Invoices that have validation issues can’t be submitted.Validate – This applies validation rules and warns you of any errors or omissions. Once an error is found, the validation process will stop, and you will have the opportunity to correct the error. You will need to continue clicking Validate until no errors are reported.Save – This saves the invoice to the database.  You could come back later, continue working or submit the invoice for approval. To return to an invoice in progress, you will use the Manage Invoice link on the Invoice Main Screen.Back – This takes you to the screen you were on previously.  Be sure to click the save button before using the Back button to make sure your work is saved.Print – This prints a copy of the screen you are on.



Manage RMA Invoice

Presenter
Presentation Notes
Enter an Invoice Begin Date and Invoice End Date. Click the Save button after entering the beginning and ending dates.The invoice end date must be on or after the invoice begin date.



Manage RMA Invoice

Presenter
Presentation Notes
You can add optional text to supplement the Invoice in the Note text box.The grayed out fields are calculated by MPM and are not editable fields.Scroll down on the page to find the option for uploading and importing the Cost Summary. Use the Browse button to select the Cost Summary spreadsheet from your computer, then click on the Import From Excel button to load the data into the screen.



Manage RMA Invoice

Presenter
Presentation Notes
Once imported, the Cost Summary portion of the screen will look similar to this.Click on the Save button shown above. It is important to save after each import step.Please note: after importing the Cost Summary, the Validate and Submit buttons will not be visible until you click Save.



Manage RMA Invoice

Presenter
Presentation Notes
Below the Cost Summary table, you will also see a place for uploading and importing the Equipment Summary. Use the Browse button to select the Equipment Summary spreadsheet from your computer, then click on the Import From Excel button to load the data into the screen.Once imported, the equipment summary portion of your screen will look similar to this.Remember to click on the Save button at the top of the screen after importing the Equipment Summary.



System Validations
• Common validation errors when submitting an invoice 

include:
 The Equipment Total in the Cost Summary and the State 

Share Total in the Equipment Summary are not an exact match
 The Total and MPM Total in the Cost Summary are off by more 

than $1
 The State Share Total and the MPM Total in the Equipment 

Summary are off by more than $1
 The Equipment Number uploaded in the Equipment Summary 

is not valid for the county, month, or year
 The Class Code uploaded in the Equipment Summary is not 

valid for the equipment number, month, or year

Presenter
Presentation Notes
There are several validations built into the MPM system that will prevent a user from submitting an invoice containing errors.Here are four common validation errors you may encounter.The Equipment Total in the Cost Summary and the State Share Total in the Equipment Summary are not an exact matchThe Total and MPM Total in the Cost Summary are off by more than $1The State Share Total and the MPM Total in the Equipment Summary are off by more than $1The Equipment Number uploaded in the Equipment Summary is not valid for the county, month, or yearThe Class Code uploaded in the Equipment Summary is not valid for the equipment number, month, or year



System Validations: Equipment 
Summary

• Some validations will still allow you to submit the 
invoice
 The uploaded Rate does not match the MPM Rate in the 

Equipment Summary

 If the State Share Total and MPM Total are off by more than 
$1 in the Equipment Summary, a user cannot submit an 
invoice.

REMEMBER!

Presenter
Presentation Notes
There are several validations that will still allow you to submit the invoice, but will display on the screen in a red box. We recommend that you correct these errors before submitting your invoice.For example – The uploaded rate does not match the MPM rate in the equipment summary. Even though this specific error will still allow you to submit the invoice, it may cause additional validation errors. A common example is the rate mismatch may cause the State Share Total and MPM Total to be off by more than $1 in the Equipment Summary.



Deleting Uploaded Items

Presenter
Presentation Notes
If you discover an error after uploading the cost or equipment summary to the invoice, you have the option to delete the information. The far right side of the grid will show check boxes. Click the delete box in the first row to select all rows for removal. Then click the Save button, and the items will be removed.Fix the error within your county system, then generate and upload a new summary.



Deleting Uploaded Items

Presenter
Presentation Notes
Attached files such as the Daily Detail PDF will have individual check boxes. Select the item you want to delete, click the save button, and the item will be removed.



Manage RMA Invoice

Presenter
Presentation Notes
Follow these steps to attach the Daily Detail PDF. Give the document a name and then use the Browse button to select the file you want to attach. Once attached, a new line will be added to select additional files if needed.Click the Save button at the top of the screen after attaching the Daily Detail PDF.



Resources

• Job Aids and Training Videos are available on the MPM 
Forum Page:

http://www.chems.info/vb/forum/mpm

Presenter
Presentation Notes
Job Aids and Training Videos are available on the MPM Forum Page:The MPM Forum page can be found here.

http://www.chems.info/vb/forum/mpm


Thank You
DOTMPMSupport@dot.wi.gov

Presenter
Presentation Notes
For any additional questions, please contact DOTMPMSupport@dot.wi.gov. Thank You!

mailto:DOTMPMSupport@dot.wi.gov
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