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What is Intelligent Document Processing?

Intelligent Document Processing (IDP) is an AI-powered claims 

processing tool that will streamline the claims review process 

and reduce processing times. IDP will conduct initial validations 

and generate summaries for each claim, enabling the IMD 

Finance Team to focus exclusively on detailed validations. 
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How Does IDP Help?

Bottom Line – Claims are Reviewed and Paid FASTER!



What Does IDP Change for Me?

• Nothing has changed with your view of and interaction with EBS.

• All required forms must now be uploaded separately in PDF format.

• A standard naming convention for attached files is now required.

• It is imperative that scanned documents be of high quality.

• A “PAID” stamp is required on all invoices.

• G-codes must be digitally typed on supporting documentation



Claim Checklist Documents 

• These documents are required with each claim submittal: 
• Claim Cover Letter

• Claim Cover Sheet*

• DBE/WBE/MBE Form*

• Progress Reporting Form

*Document templates can be found here: 

Connect NCDOT – Public Transportation Documents

[https://connect.ncdot.gov/business/transit/documents/forms/allitems.aspx]
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Progress Reporting Form
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Mandatory Naming Convention
The file name is how IDP knows that the required forms are included and what information to look for.

• Claim Cover Sheet_Agency Name_Grant Name_Claim Date

• Claim Cover Sheet_Local Area Transit_5311 Admin_06302025

• Claim Cover Letter_Agency Name_Grant Name_Claim Date

• Claim Cover Letter_Local Area Transit_5311 Admin_06302025

• DBE Form_Agency Name_Grant Name_Claim Date

• DBE Form_Local Area Transit_5311 Admin_06302025

• Progress Report_Agency Name_Grant Name_Claim Date

• Progress Report_Local Area Transit_5311 Admin_06302025

• Gcode_(s)_Agency Name_Grant Name_Claim Date

• G121_Local Area Transit_5311 Admin_06302025

• G121_G181_G183_ Local Area Transit_5311 Admin_06302025

NOTE: Do not use slashes (/)

NOTE: Spelling is crucial!

Misspelled or improperly formatted 

File names will cause IDP to flag your

submission and delay review.



Excel and Word documents are no longer allowed

A new naming convention

is required



All documents are PDF files

All files follow the prescribed 

naming convention.

Note: some of the file name is 

truncated in this view.



Supporting Documentation Changes

A “PAID” Stamp is required on all invoices.
• The stamp should be applied in a blank space, not overlapping text
• The date should be written in the month/day/year format.
• Ensure the stamp is well-inked and clearly visible.



Supporting Documentation Changes
G-codes should be digitally typed on the supporting documentation 

and not handwritten
• G-codes can be typed in any available blank space and avoid typing over existing text.
• G-codes must be typed on EVERY piece of expense backup (e.g., invoices, check 

copies, receipts, etc.)
• The typed format must be Gcode=amount, (e.g., “G121=$12564.00”).
• The digitally typed G-code information must also be added to store receipts.
• Multiple G-codes can be added to one document.
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Supporting Documentation Important Notes

• Attach the proof of payment directly after the invoice

• All documents should be aligned with the text in the upright position

• Reminder: ALL files must be PDFs

• Carefully check the spelling of all file names

• Review files before attaching them for scan clarity, alignment, and digitally added text



Thank you!

Additional questions or comments, please reach out to:

Myra Freeman (Finance Manager)

msfreeman1@ncdot.gov | (919) 707 4672


