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RMA Invoicing using CHEMS 

 
 

STEP 1:  Generating files using the CHEMS software: 
 
 

       *** Create MPM Invoice Files for Submission ***  

Description 
Submitting an invoice to the DOT via the Maintenance Program Management (MPM) system requires 
three separate files you will create using the CHEMS invoicing program and upload using the MPM 
system. Each type of invoice, RMA, DMA, TMA will be submitted separately into different screens in 
MPM. You will create these three files for each type of invoice you plan to submit. 

1. Daily Detail PDF 
A PDF of a full detail invoice run in "expanded" report size option. 
  

2. Invoice Cost Summary Template 
A spreadsheet created by running the "Inv Template" report size option. 
  

3. Equipment Summary Template 
A spreadsheet created by running the "Eqp Template" report size option. 

Daily Detail PDF 

Select CHEMS-Reports, then Invoicing, then Job. 

 

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/3240.DailyDetail.jpg
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Description 
The required MPM daily detail invoice is a CHEMS full detail, don't combine sub-jobs, 
expanded size invoice saved in PDF format. Setup your invoice run as shown above by selecting the 
options outlined below.  

• Report Options 
Select "Full Detail" for all report option breakdowns, specify the date range and invoice month 
and year. 
   

• Report Control 
UN-check the "Combine Sub-jobs" box, Check the "Summary Sheet" and "DOT Information" 
boxes 
   

• Selected Items 
Select all activity codes and then select by either by job type or job number, whichever is easier 
to pick the desired type of project you will be submitting.  RMA, DMA or TMA. 
    

• Output Options 
The output device should set to "Screen" and the size set to "Expanded". 

  Use the 'F6' key and select "Full Detail" to quickly set all breakdowns to "Full Detail". 

  
Create and Save the Daily Detail PDF 

1. Run the actual invoice by hitting 'F9' or clicking on "Save/Run". 

 
   

2. Select the correct job numbers or type(s) for the invoice you are submitting. RMA,DMA or TMA. 
An easy way to select by project ID is to sort the Job Number selection box by Project ID by 
dragging the RMA column to the left most side and the popup will sort by project ID. Scroll down 
and highlight the desired projects for this invoice submission.  Shift-Click on the first and last 
project ID in a range to highlight a block of projects, click OK. The invoice will run and show on 
the preview screen. 

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/0636.info.bmp
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/2742.SaveRun.jpg
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3. To save the invoice as a PDF click the printer icon on the upper left corner of the preview screen 
to open the printer options box.  

 
    

4. Check the "Print to File" box and select the PDF file type, specify a valid filename / location and 
click on OK to create the PDF file. Be sure the file extension (The dot and what follows the name 
itself) matches the type of file you selected.  In this case the extension should be ".pdf" 

 

  

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5670.JobNumberSelect.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/7028.PrinterIcon.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/4380.PrintToFile.jpg
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Invoice Cost Summary Template 

  

Description 
The required MPM invoice cost summary template is a CHEMS full detail, don't combine sub-jobs, Inv 
Template  size report saved as an XLS data file. Setup your cost summary template run as shown above 
by selecting the options outlined below.  

• Change the Report Size to “Inv Template” 

• Report Options 
Select "Full Detail" for all report option breakdowns, specify the date range and invoice month 
and year. 
   

• Report Control 
UN-check the "Combine Sub-jobs" box, Check the "Summary Sheet" and "DOT Information" 
boxes 
   

• Selected Items 
Select all activity codes and then select by either by job type or job number, whichever is easier 
to pick the desired type of project you will be submitting.  RMA, DMA or TMA. 
    

• Output Options 
The output device should set to "Screen" and the size set to "Inv Template". 

  

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5670.InvoiceCostTemplate.jpg
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Create and Save the Invoice Cost Summary Template 

1. Run the template report by hitting 'F9' or clicking on "Save/Run". 

 
   

2. Select the correct job numbers or type(s) for the invoice you are submitting. RMA,DMA or TMA. 
An easy way to select by project ID is to sort the Job Number selection box by Project ID by 
dragging the RMA column to the left most side and the popup will sort by project ID. Scroll down 
and highlight the desired projects for this invoice submission.  Shift-Click on the first and last 
project ID in a range to highlight a block of projects, click OK. The invoice will run and show on 
the preview screen. 

 
   

3. To save the template as a XLS data file click the printer icon on the upper left corner of the 
preview screen to open the printer options box.  

 
    

4. Check the "Print to File" box and select the XLS Data file type, specify a valid filename / location 
and click on OK to create the template file. Be sure the file extension (The dot and what follows 

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/2742.SaveRun.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5670.JobNumberSelect.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/7028.PrinterIcon.jpg
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the name itself) matches the type of file you selected.  In this case the extension should be ".xls"

 

   

Equipment Summary Template 

  

Description 
The required MPM equipment summary template is a CHEMS full detail, don't combine sub-jobs, "Eqp 

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5518.InvoiceCostTemplate.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5518.InvoiceCostTemplate.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5518.InvoiceCostTemplate.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5518.InvoiceCostTemplate.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/7484.InvoiceCostTemplate.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/0550.EquipmentTemplate.jpg
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Template" size report saved as an XLS data file. Setup your equipment summary template run as shown 
above by selecting the options outlined below.  

• Change the Report Size to “Eqp Template” 

• Report Options 
Select "Full Detail" for all report option breakdowns, specify the date range and invoice month 
and year. 
   

• Report Control 
UN-check the "Combine Sub-jobs" box, Check the "Summary Sheet" and "DOT Information" 
boxes 
   

• Selected Items 
Select all activity codes and then select by either by job type or job number, whichever is easier 
to pick the desired type of project you will be submitting.  RMA, DMA or TMA. 
    

• Output Options 
The output device should set to "Screen" and the size set to "Eqp Template". 

  

Create and Save the Equipment Summary Template 

1. Run the template report by hitting 'F9' or clicking on "Save/Run". 

 
    

2. Select the correct job numbers or type(s) for the invoice you are submitting. RMA,DMA or TMA. 
An easy way to select by project ID is to sort the Job Number selection box by Project ID by 
dragging the RMA column to the left most side and the popup will sort by project ID. Scroll down 
and highlight the desired projects for this invoice submission.  Shift-Click on the first and last 
project ID in a range to highlight a block of projects, click OK. The invoice will run and show on 
the preview screen. 

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/2742.SaveRun.jpg
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3. To save the template as a XLS data file click the printer icon on the upper left corner of the 
preview screen to open the printer options box.  

 
   

4. Check the "Print to File" box and select the XLS Data file type, specify a valid filename / location 
and click on OK to create the template file. Be sure the file extension (The dot and what follows 
the name itself) matches the type of file you selected.  In this case the extension should be ".xls" 

   

  

http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5518.InvoiceCostTemplate.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5518.InvoiceCostTemplate.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/5670.JobNumberSelect.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/7028.PrinterIcon.jpg
http://graytech.info/cs/cfs-file.ashx/__key/CommunityServer.Wikis.Components.Files/chems/7484.InvoiceCostTemplate.jpg
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STEP 2:  Sign on to the MPM application, Production:   

Use this link to sign on to the Production MPM environment: 

https://trust.dot.state.wi.us/mpm/ 

 

 After entering your User ID and Password, click on the Login link. 

You will land on the MPM Main Screen.  This screen presents several links: 

• Manage your profile – this option lets you view and edit your profile. 

• To do list for your role – this option presents workflow items needing your attention. 

• To do list for your group – this option presents workflow items needing group attention. 

• Admin screen – this option presents links to view and manage the application. 

• “Go” link to select the desired calendar year to work with. 

https://trust.dot.state.wi.us/mpm/
https://trust.dot.state.wi.us/mpm/
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Note:  If a user doesn’t have any roles for Administrative functions, the link for the Admin screen will be 

displayed but it will take you to a page that just displays header information. 

 

STEP 3: Select the desired calendar year and click on Go: 
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The MPM Dashboard will be displayed: 

 

STEP 4: Click on the Invoice link above. 

The Invoice Main Screen will be displayed: 

 

Select the County you want to work with. 

STEP 5:  To create an RMA invoice, select the Year, Month, Invoice Type, Begin 

Date, End Date and click on the Create New RMA Invoice link.  
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The validations related to begin and end dates include: 

• Invoice begin date can’t be later than the end of the month following the current date (e.g. current 

date is 8/21, invoice begin date can’t be later than 9/30). 

• Invoice begin date can’t be later than the invoice end date (e.g. if end date is 7/31, the begin date 

can’t be 8/1). 

• Invoice end date can’t be later than the end of the month following the current date (e.g. current 

date 8/21, end date can’t be later than 9/30). 

 

It is important to enter the correct begin and end dates for the billing period.  Equipment rates are 

validated against what was valid in that billing period.  E.g.  If the billing period is January 1 to January 31 

and unit ABC changed the classification code on January 15, the invoice will allow two entries for the 

unit in the equipment summary, one with the correct code/rate for the unit from January 1 to January 

14 and another with the correct code/rate for the unit from January 15 to January 31.  If the equipment 

unit is reclassed on February 1, the code/rate for that classification would not be billable on the January 

invoice. 

 

STEP 6:  Invoice Note  

Optionally, you can add text to supplement the charging details in the Invoice Note free form text box. 
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The grayed out fields (Original Total Budget, Revised Total Budget, Total Expenditures to Date, Total 

Expenditures Including Invoice and Remaining Budget After Invoice) are all calculated by MPM and are 

not editable fields. 

 

STEP 7:  Upload and Import Charge Detail 

Use the Browse button to select the charge detail spreadsheet from your computer, then click on the 

Import From Excel button to load the data into the screen. 
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Once imported, the charge detail part of the screen will look similar to this: 

 

Note that the screen was wider than I could fit into a single display.  Use the scroll bar at the bottom of 

the screen to move to the right or left. 

 

STEP 8:  Click on the Save button shown above (it’s important to save after each 

import step). 

STEP 9: Upload and Import Equipment Detail 

Use the Browse button to select the equipment spreadsheet from your computer, then click on the 

Import From Excel button to load the data into the screen. 

 

 

Once imported, the equipment detail part of your screen will look similar to this: 
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STEP 10:  Click on the Save button shown above (it’s important to save after 

each import step). 

 

STEP 11:  Upload Daily Details 

Give the document a name and then use the Browse button to selecting the file to upload to MPM. 

 

 

Once uploaded, a new line will be added to upload additional files if needed: 

 

 

STEP 12:  Click on the Save button shown above (it’s important to save after 

each import step). 

STEP 13:  Deleting uploaded items. 
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Once you have uploaded and saved the three parts of the invoice, you have options to 

delete any or all the uploaded items.   

For line items, the far right side of the grid will show check boxes.  Individual lines can be 

removed by clicking in the check box corresponding to that line.   

All lines can be removed by selecting the check box in the cell that says “Delete” at the top. 

 

 

 

 

 

 

Attached files will have individual check boxes (no delete all option). 

 

 

Once you have selected the items you want deleted, click on the Save link.  The items will be removed 

and the remaining items become the saved invoice. 

STEP 14:  Notes 

There are two ways to attach notes.  You can either upload documents (like a Word file or Excel 

spreadsheet) or type directly into a text box.  The upload for Notes documents works just like the 

invoice attachment upload: 

 

 

STEP 15:  Screen Controls 

There are several buttons at the top right of the screen that affect the classification request: 
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• Submit – This submits the change request for approval from a user with the County Approver 

role.  Invoices that have validation issues can’t be submitted. 

• Validate – This applies validation rules and warns you of any errors or omissions. 

• Save – This saves the classification request to the database.  You could come back later, 

continue working or submit the request for approval. 

• 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. 

 

Common problems (and how to fix them): 

• Equipment not classified (Submit a classification request with the Bureau of Highway 

Maintenance) 

• Equipment rates don’t match what’s in MPM (change your accounting system to the rate 

published by the Bureau of Highway Maintenance) 

• Equipment detail total not matching the equipment summary total (verify that you have 

included the same project IDs in both of the spreadsheets you generated in CHEMS; if needed, 

delete the MPM data, regenerate from CHEMS and upload again). 

 

STEP 16:  Submit the Invoice 

Once your invoice is complete, click on the Submit button.  This puts it into the work flow.  The next step 
is the County Approval of the invoice.  Once the invoice is approved, it automatically goes to the region 
for review and approval.  Once the region has reviewed and approved, it goes to our Accounts Payable 
staff and payment is made in 1-2 days. 


