
PROJECT COST REDISTRIBUTIONJ



INTRODUCTION

The project cost initiative involves theThe project cost initiative involves the 
improvement of project cost reporting by 
capturing detailed project information forcapturing detailed project information for 
the purpose of providing better data for 
decisions, managing resources and g g
forecasting at the project and program 
levels.



WHERE TO GET MOREWHERE TO GET MORE
INFORMATION

District Project Manager.j g
District Project Cost Redistribution Coordinator.



EMAIL INTERFACE PROCESS OVERVIEW



Receive Project Cost Redistribution Excel 
spread sheet file from FDOT Project Costspread sheet file from FDOT Project Cost 
Redistribution Program Manager via email or 
download from procurement Internet site atdownload from procurement Internet site at 
project costing initiative webpage
http://www.dot.state.fl.us/procurement/projecthttp://www.dot.state.fl.us/procurement/project
%20costing% 20initiative.htm
Save PCR Redistribution.XLS file on your _ y
computer.



Click on File ‘PCR Redistribution.xls’Click on File PCR_Redistribution.xls



If you have MS 2003 or less, this is how the 
information will be displayed.  Click on Show p y
help



Review displayed information about how to 
change the priority from High to low in order to 

bl th M i t d ith thi denable the Macros associated with this spread 
sheet.



Click on Enable Micros.



Excel spread sheet is displayed and you are 
now ready to enter data. Click on Create File 
b ttbutton.



Click on OK.



All required fields are in error.  Look carefully 
on the right hand top corner in each cell, a 

d k i i iblred mark is visible.



By moving the cursor near the cell, you will 
see an error message is displayed. 



Security Warning is displayed with ‘Options’ (MS 
2007) May not happen in Older versions Click2007). May not happen in Older versions. Click 
on ‘Options’.



Security Alert – Macros & Active X window is 
displayed.  Click on ‘Enable This Content’ and p y
then on ‘OK’



You are now ready to enter Project  
Cost Redistribution data Click onCost Redistribution data. Click on 
‘Create File’ 



An error message window is displayed. 
Click on ‘OK’Click on OK  



Enter invalid format for ‘Contact Email’.



Error message is displayed. Enter valid 
‘Contact email’Contact email .



Enter Invalid Contract number. Contract 
number should be five characters long. Special 
h t t ll d E icharacters are not allowed. Error message is 

displayed.



Enter valid ‘Contract number’.



Enter invalid ‘DOT Invoice Number’. Valid dot 
invoice numbers are between 0001 to 9999. 
For Ex: Invoice 584 will get converted into fourFor Ex: Invoice 584 will get converted into four 
characters (584 ). Please review flow chart.



Enter valid ‘DOT Invoice’.



Enter invalid ‘From Project Id’. From Project id 
is 11 characters long.  Characters 1-6 is Item 

k 7 i It t 8 9 iwork program, 7 is Item segment, 8-9 is 
Phase and 10-11 is sequence number. 



Enter valid ‘From Project Id’.



Enter valid ‘To Project Id’.  To Project id is 11 
characters long.  Characters 1-6 is Item work 
program 7 is Item segment 8 9 is Phase andprogram, 7 is Item segment, 8-9 is Phase and 
10-11 is sequence number. . 



Enter valid ‘Amount’.



No error message is displayed Enter validNo error message is displayed.  Enter valid 
‘Project Description’. Project description is 
optional and is not a part of data which gets p p g
transmitted to FDOT server within Project Cost 
Redistribution file. 



After entering ‘Project Description’ , tab to next 
cell and description is changed to upper case 
characters.



After entering Special character in ‘Enter # 
Lines’ ’Click on Insert Button’. Special 
h t d icharacters are gone and no error message is 

displayed.



Enter valid number ‘1’ in ‘Enter # Lines’ 
‘Click on Insert Button’.  Maximum number of 
li 1000lines 1000.



One blank line has been added. Now enter 
From and To Project id, amount and description 
i l dd d liin newly added line.



F d T P j t’ f tt dFrom and To Project’s are formatted 
automatically. Total amount is automatically 
generated correctly Project description isgenerated correctly. Project description is 
entered and converted into uppercase letters.



In order to delete blank rows ‘Click on Delete 
Blank rows’ button. Make sure there are no 
bl k b f ti filblank rows before creating a file. 



All blank rows deleted. 



In order to clear worksheet data ‘Click on Clear 
Worksheet button’.



All data is cleared.



All required information is entered.
‘Click on Create file button’Click on Create file button . 



Default Drive is C: 
At this point if you want to 
change the drive ( D:, E: ) 
you canyou can.

A new window is displayed. File name (Contract 
number and Invoice number) is automatically 

l t d D t h th fil ’Cli kpopulated. Do not change the file name. ’Click 
on Save button’. 



File is saved, Go to C: drive and locate the file.



Now open the file and make sure data is 
available in this file.



Close the file and you are now ready to send an 
email to PCRload@dot.state.fl.us and make 

t tt h thi filsure to attach this file.



O il (Mi ft tl k thOpen your email (Microsoft outlook or other 
email program), Click on New email.  Make sure 
to fill ‘To line’ ‘Subject line’ and attach a fileto fill To line , Subject line  and attach a file.



‘To’ should be always    ‘PCRLOAD@dot.state.fl.us’y @
‘Subject line should be  ‘FDOT.PCR.FILE CCCCCNNNN’

Where CCCCC=Contract Number (C8443 First five characters 
of file name)of file name)

NNNN=DOT Invoice Number (584 Last three or four
characters of the filename)



Send email.  If  there are any errors,  y ,
you will receive a response back from  
‘PCRLOAD@dot.state.fl.us’ with error 
description.



At this point you can save the spread sheet withAt this point you can save the spread sheet with 
data for future reference.  Click on ‘Yes’ file 
PCR Redist mmddyy.xls saved. (ex:PCR_Redist_mmddyy.xls saved. (ex: 
mmddyy=030508)


