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Welcome to E-Grants RTAP Invoicing Training

Presenter: Diane Ohde 
E-Grants System Administrator
dohde@azdot.gov
602-712-7465

Sarah Wuertz
RTAP Administrator
rtap@azdot.gov
602-712-7385



22

RTAP Invoicing Agenda

• RTAP Procedures and Application 

• Presentation on RTAP Scholarship 
Invoicing

• Presentation on RTAP Materials Invoicing

• Demonstration on Submitting an Invoice 
for Scholarships and Materials in E-Grants
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RTAP Procedures
• Reimbursement invoices for training expenses 

must be submitted within 45 days after training is 
completed.

• All training invoicing must follow the procedures 
outlined in the RTAP Policy & Procedures 
Handbook. 

• For additional information on program training 
requirements or invoicing, contact Sarah Wuertz
at RTAP@azdot.gov or 602-712-7385.
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RTAP Program - Invoicing
E-Grants Application Procedures

• RTAP is a 2 year application that will be used by the entire agency for 
invoicing:

 Scholarship funding for all the staff

 Training materials

 Other training requests

• The Agency will receive an email notification stating their Invoices can be 
submitted once their request has been approved and the training event has 
occurred.

• IMPORTANT NOTICE:  There can only be one Invoice per Training Request.  
Please make sure you have all the backup documentation needed to submit 
your Scholarship invoice for all the attendees.

• There can only be one Reimbursement Request processed at a time, but if the 
first Reimbursement Request has been approved and submitted for payment, 
a second one for a different training request may begin its life and start going 
through the process steps.
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RTAP Program - Invoicing
E-Grants Application Procedures (Cont)

• Any requests that have been approved can still be processed for 
payment even though the application is expired.

• Users with the following User Roles may submit invoices for an 
approved RTAP Request in E-Grants:

 AGENCY Organization Administrator
 AGENCY Authorized Official
 AGENCY Financial Officer
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Login to E-Grants

Use Google Chrome to Access E-Grants
https://egrants.azdot.gov

Login with Username & Password
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RTAP Application 
Scholarship Invoicing
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RTAP Application – Scholarship Invoicing

Navigate to your application. 
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RTAP Application – Scholarship Invoicing

Under the Forms menu, click on Training and Events.
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RTAP Application – Scholarship Invoicing

Click on the Plus Sign next to your organization name.
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RTAP Application – Scholarship Invoicing

Click on the Plus Sign next to the Training 
Request that was Approved.
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RTAP Application – Scholarship Invoicing

Click the Plus Sign next to each attendee to view the 
Attendee section.
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RTAP Application – Scholarship Invoicing

For each attendee:

 Enter the training actuals into the Reimbursement Actual row.

 Enter optional comments.

 Attach Backup Documentation.

 Click on SAVE.
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RTAP Application – Scholarship Invoicing

After entering Actuals and attaching Backup Documentation for 
ALL the attendees, select Invoice Submitted to ADOT from 
dropdown list, then click on CHANGE STATUS.
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RTAP Application – Scholarship Invoicing

Click OK, to certify the invoice is 
true, complete, and accurate . . .
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RTAP Application – Scholarship Invoicing

Your Invoice is now in Invoice Submitted to ADOT 
status and will be reviewed by ADOT Transit.
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RTAP Application – Scholarship Invoicing

• Reimbursement Request link
• Paid Amounts & Date
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RTAP Application 
Materials Invoicing
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RTAP Application – Materials Invoicing

Navigate to your application.
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RTAP Application – Materials Invoicing

Under the Forms Menu, Click on Materials and 
Other Training Requests.
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Click on the Plus Sign next to your organization name.

RTAP Application – Materials Invoicing
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For Non-ADOT Procured requests, enter the Actual Amount and attach a copy 
of the Materials Invoice for Supporting Documentation, then click on SAVE.

RTAP Application – Materials Invoicing
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Select Invoice Submitted to ADOT from the 
dropdown list.  Click on CHANGE STATUS.

RTAP Application – Materials Invoicing
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Click OK, to certify the invoice is true, 
complete, and accurate . . .

RTAP Application – Materials Invoicing
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Your Invoice is now in Invoice 
Submitted to ADOT status and will be 
reviewed by ADOT Transit.

RTAP Application – Materials Invoicing
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•Reimbursement Request link
•Paid Amounts & Date

RTAP Application – Materials Invoicing
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THANK YOU!

E-Grants questions can be directed to:

Diane Ohde at dohde@azdot.gov

RTAP specific questions should be directed to:

Sarah Wuertz at RTAP@azdot.gov or 602-712-7385

Questions ? 


