AASHTOWARE PROJECT™

Civil Rights and Labor

Training Guide



CONTACT INFORMATION

« AASHTOWare Project™ CRL Administrators
« KDOT#AWP.ADMIN@KS.GOV

« KDOT Computer Training Component
« KDOT.KCTC@KS.GOV




SYSTEM BENEFITS

Allows electronic filing of contractor payrolls and subcontractors payments; instant Confirmation

Standardizes all contractors’ payroll reporting

Online prime contractor review and approval of subcontractor’s payrolls

Electronic signing of Documents

Reduction of Administrative workload; elimination of paper forms (printing, filing, long-term storage, and
mailing)

Provides faster, easier, and accurate way to meet government reporting requirements




SYSTEM REQUIREMENTS

Web based

Supported Web Browsers for AASHTOWare Project 3.01
* Internet Explorer 11
* Google Chrome
* Microsoft Edge

Supported Operating Systems
 Windows 7
 Windows 8
* Windows 10

Microsoft Excel 2007 or newer for payroll




MOVING FORWARD

» In 2017 it is suggested you pick 1 or 2 projects to start with
* New or Existing project
* Contact Field Office and let them know which project

» Contact Prime Contractor or Subcontractors and let them know which project

e Starting January 1, 2018 for all projects you will be required to submit:
* Payrolls
e Subcontract Payments (Formerly DOT Form 1010)

« After January 1, 2018 paper forms will no longer be accepted for these two items




TOPICS

Payrolls
Bidder/Quoter
Subcontract Payments(Formerly DOT Form 1010)

Contract Vendor Payrolls

Reports




CHAPTER 1

GETTING STARTED



LOGGING ON

 Open Web Browser type : hitp://awpext.ksdot.org

» Type in username provided to you by KDOT

» Type in password you created

AASHTOWare

Project

If this Is your first time logging on, please set up your profile in the KL ervice Password Manager.

Having trouble logging on? Please use the KDOT Self- 1ager for the following issues:
+ | don't know my username
+ | don't know m word

« | need to unlock my account

If you are having other problems logging on, please call the Help Desk at (785) 286-0315.




ROLES

» A user role is a name associated with a mm v ©
. . o Actions Help
collection of security access rights to Switch Role x
; ) . : ¢ Contractor One s  Civil Rights & Labor  External Links
the information co.ntamed in ;XETXE-I::/:ZI:JPBZT\?:S:LROLL m Prime Contractor Payroll User
AASHTOWare PIO_]eCt JiLd components | EXTERNALBIDDER

EXTERNALSUBPAYMENT
Welcome!

All users of the AASHTOWare Project™ t
system are assigned at least one

If you have any questions please contact the system administrator via email at AWP_Admin@ksdot.org.

_

Log off

[2)

securfyjel

 When filling out Vendor Form that will
let KDOT know what role and weather
you should have sign authority




DASHBOARD
wenu gar { S SystemAction e O ion

On this page: Vendor Payrolls  Unapproved Payrolls  Civil Rights & Labor ~ Exiernal Links m

PROJECF¥KDOT ROLE for Fxternal Prime Contractor Payroll User

Expand/Collapse
Component
Welcomel

If you have any questions please contact the system administrator via email at AWP_Admin@ksdot org

v Vlendor Payrolls Component Action

Q Advanced

Enter search criteria above to see resuits [or | Show first 10

v Unapproved Payrolls

Q, | Type search criteria or press Ent System Default ~

Enter search criteria above to see results (0Or | Show first 10

v Civil Rights & Labor (2]

Contracts Row Action <

Payrolls

Unapproved Payrolls




NOTIFICATIONS

Notification Border Color

Blue

Informational

Yellow

Warning

@ This proposal has been transtioned to CRLMS

\ Warning: Detected 2 rows with warnings. Please review messages below.
The sum of the percentages of the funds in priority 2 is smaller than 100.
Priority 1 funds are not limited. Therefore, no funds will be allocated fo higher priority funds.

W Error: No rows saved; detected 2 rows with erors. Please review messages Delow.
" Percentage: Invalid value "120'; greater than the maximum value of 100. (base rule)
* The sum of the percentages of the funds In priority 1 Is greater than 100

= The highest priority funds (priority 2) must be unlimited

= Show Al ® ShowErors ® Show Warnings




ICONS

The erase icon appears in Quick Find search boxes
after criteria is entered. You can click the icon to
reset the search criteria

This magnifying glass icon at the left side of a field
indicates an auto-complete field. Auto-complete
fields display a filtered list of field values based on
the first few characters you type. You can press
Enter to show all values.

This magnifying glass is sometimes displayed on the
right side of a text box. Clicking this button opens a
text dialog panel that allows you to view and edit the
text in a larger area.

A red asterisk indicates a field where data entry is
required.

The actions icon appears on Actions buttons that
you can click to display an Actions menu. Actions
menus provide access to commands and functions
you can perform on data.

The undo icon appears on Undo buttons that you
can click to reverse a delete action.

Save button will appear bold on the component
when a change is made.

The calendar icon is displayed on the right side of a
date field. You can click the calendaricon to display
a calendar where you can pick a date as the field
value.

T0ala -]

The help icon appears on Help buttons that you can
click to display the help system.

©

The log off button allows you to completely log off
Log off the system.




FIELDS

Text boxes-allow vou can directly type or delete information. Text boxes that can contain
multiple rows of text include a magnifiving glass icon on the right side of the box.

aQ

Numeric fields- allow you can type only numeric characters. For all non-key numeric fields,
the system automatically inserts and corrects the placement of commas and justifies values to
the right when you leave the fields

Auto-complete fields- are like text boxes except that they automatically display a filtered list
of field values bazed on the first few characters you type into the fleld. Auto-complete fields
are indicated by a magnifying glazs icon at the beginning of the field.

Q

Date fields- include a calendar button next to the field. Click the calendar button to display a
calendar from which you can select a date to populate the field instead of typing the date
manually.

i

Drop-down list boxes- include 2 down arrow next to the field. Click the down arrow to
dizplay a list of possible field values.

Non-editable fields- display information without a text box. You cannot change the information
in this type of field.

Check boxes- are square boxes that can be selected or cleared by positioning the mouse pointer
over them and clicling the left mouse button. Check boxes are used to turn an option on or off




SIMPLE LIST
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PROJECT KDOT ROLE for External Prime Conlras
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ROLLING LIST

rd DBE Comrmitrmi Contract Admurn

= Paymants

Contract Project Summary

® Contract Project: DE01701391107 - FARMERSVILLE ROAD (KY 139)

General (hiew._)

Categories County ID:* = Percentage:™ - Primary: =
Q017 70.0000 &

Districts

Counties

Points
Road Segments
Bridge Segments

Wage Decisions




ACCORDION LIST

# Employees
Employees: Sue Johnson
Employes: Social Security Mumber:

Sua M Johnson 536-TG-B411

Fartial So<ial Secunty Number:
Empioyes Inbonmatd adis
Vendor Supplied Employee ID:

Payroll Revised Indicator:

Mo
Payment Type

Hourly

) Classification
) Hours
Wages

Deductions




SORTING AND FILTERING LISTS
3 T O

On this page:  Vendor Payrolls  Unapproved Payrolls  External Links

PROJECT KDOT ROLE for External Prime Contractor Payroll User

Welcome!

If you have any questions please contact the system administrator via email at AWP_Admin@ ksdot.org

¥ Vendor Payrolls

Q A 5 Advanced

Editing System Default | ~

Filters

Apply Settings
Save as or Apply without saving

Make this the default setting

Save and Apply




ATTACH FILES TO A CONTRACT

Types of files you might attach include

Microsoft® Word documents
Excel spreadsheets

PDFs

URLs

Digital photographs and other types of graphic files




ATTACH FILES & LINKS TO A CONTRACT

rone | s -J e | * 00
Home Pages -

odic Acions  Hep  Log of
Attachments Overview There are unsaved changes. X

v Aftachments For Confract v 9

Q arch i & Advanced

Selec File.

Expand All

» Name Historical Report Size (kb) Additional Roles Count X
CRL Training.pdf 0

Description Attorney/Client Privilege

Contractor Training Information Q 0




VIEW GLOBAL ATTACHMENTS AND LINKS

]
A 4
I T O o
Actions Help Log off
Actons  oven Gt cons e
On this page: Vendor Payrolls  Unapproved Payrolls QuenciotalAcinZMcn

Open Process History

PROJECT KDOT ROLE for External F Tracked Issues

Cases
v News
Import File
/i |
Welcomel Generate Report

If you have any questions please contact the system admi|__Execute Process
Global Attachments

v Global Attachments

Global Links

v Vendor Payrolls My Settings Aftachments

My Outbox Systoi Atfachiments Q ¢ ] 1 or press En & Advanced showing 49 of 49
Associated To

Q

Collapse All

» Name Historical Rep... Size (kb) Additional Roles Co...
J01010542016-Nov-15BidderQuoter pdf MNo 80 0
Description Attorney/Client Privilege Associated To

BidderQuoter : a ] Bidder
KDOTADxcontractor01 2016-Nov-

ar

> J01010542016-Nov-

15BidderQuoterVerification.pdf

BidderQuoterVerification : Q O Bidder
KDOTADxcontractor01 2016-Now-




v Global Attachments

ONLINE HELP

Global Attachments Overview

ksdot.org

Type in the word(s) to search for:

Payroll GO

Search results per page

otal Number of Search Results : 23

Title Rank &
Maintaining a Payroll

Record

Maintaining Payroll

Employees

Maintaining Payroll
Employees.

Maintzining Payroll
Status

Adding a Contract
Payrol

External Payroll
Vendor

External Proxy
Payroll Vendor

Copying a Payrall

Viewing Contract
Payroll Information
Performing a Prime
Payroll Review

1 2 3 B

me > Welcome to Help

Welcome to Web-Based AASHTOWare Project™ Help

Welcome to the web-based AASHTOWare Project Help system. If you are new to this
application, the information on this page will help you understand how the Help system works.

The Help system is context sensitive, which means that when you click the Help button @ on a
component in the software, the system provides information on the functionality of that
component only. Each Help page provides links to other Help pages containing related
information.

Contents

The Help system also contains many topics that are more general in nature and not linked to a
specific component in the software. You can navigate the entire Help system by clicking the
Contents link in the top left corner of any Help page to open the Help explorer. You can search
the entire Help system by typing your search criteria in the Search box on the toolbar and
clicking the Go button.

The Contents pane is organized by business category and uses expandable and collapsible
books and pages to display the list of topics available in the Help system. This pane helps you
navigate through the Help hierarchy to find a desired category and subject.

Click a book to expand it and then click the page you want to see. The system displays the page
in the right pane of the browser window.

Search

The Search pane provides a rapid full-text search of all the topics in the online Help. To perform
a search, type your search criteria in the Search input field on the toolbar and click the Go
button. To search for a phrase, enclose the phrase in quotes in the Search field.

The system performs the search and automatically opens the Search pane, which displays a list
of the topics in which the search text appears. Topics are ranked in order of best match. Click a
topic to display the page in the right pane of the browser window.

You can also perform a search in the Search pane itself by clicking on the Search tab.

To make your first experiences with the system easier and more intuitive, you might also want
to review the Getting Started section of the Help




From KDOT external website you can access

KDOT WEBSITE

Wage Decision Codes

Project User Request Form

New Vendor Request Form
AASHTOWare User Guides

Excel Spreadsheet for Vendor Payrolls
Link to AASHTOWARE Login Screen

DOING BUSINESS

HOME | NEWS | P(

INSIDE KDOT




CHAPTER 2

BIDDER/QUOTERS



BIDDER/QUOTERS OVERVIEW

» Bidders are vendors that have either submitted a bid in the bid letting

* Quoters are vendors that have submitted quotes as subcontractors, suppliers, truckers,
or brokers to a bidder in a bid letting to the bidder.

» Civil Rights Compliance Office needs this information to capture the real DBE world.
This information will help to get a better understanding of which subcontractors are
bidding and where they are actively bidding to get work, no dollar amount is required.

This will help set DBE goals in the future




BIDDER/QUOTERS OVERVIEW

» If contractors need assistance they will need to contact their field office. If you are
bidding as a prime contractor all Bidder/Quoter information needs to be put in to the
system by the end of each bid month regardless of if you get the bid or not

e If a Quoter needs added to CRL system, please email the New Vender Request Form
to KDOT#AWP.ADMIN @ks.gov with the required information. This form can be
found at http://www.ksdot.org/bureaus/burConsMain/crl.asp

 When specifying a Company Name within the system regardless of what branch it is

just the overall company name needs listed for example: “APAC” is “APAC KS”




ADD BIDDER/QUOTERS

Agency Bidder User (DO NOT MQDIFY)

0 — = € || E] fmhieard | AASHTDWare
Bl B Vs Feosde Tool Hep
. L i
p— \F

Select "BIDDER"
role.




ADD BIDDER/QUOTERS

hsadet ovy
Fie Fdt View Fovar

0 [

PROJECT SAMPLE ROLE for Non Agency Bidder User (DO NOT MODIFY)

v Radcler Cuoler Ovarvies

Q|

Select "TADD" in the
row action drop
down.




ADD BIDDER/QUOTERS

Itk & uote O || Ad Bicder Guster | AASH.

fie Bk Wew Faweme Tock Hele

1. Enter Letting Month o 5
(Jul = 07) and pick letting \ [4. Click "Save |
]

T T 2. Enter your Company's

| C
ontractor Number
3. Enter Quoter's name and

select from the list that appears.




Fie [dt Vien

foerte:  T:os

BIDDER/QUOTER

il []H-Jd-: Quoter Summary

2. Click "Select Quoters"

1. Select Row Action button




ADD BIDDER/QUOTER

B+ || |E] Sicde/ Guste: Summary | .

Either Type in the name of the Quoter or click
"Show First 10 for a list to select from.




ADD BIDDER/QUOTER

0 Q ot ory 3 . B = & || B Sicden Queter Semmary

Fie Fdit Veow Foosbs Tesk

. Select Quoter(s)]

2. Click Add to Bidder once all Quoters have
been selected for Letting.




ADD BIDDER/QUOTER

*+ 9 0

1
v Bid Leting 011010001 ED~©




ADD PROPOSAL TO A QUOTE

1. Select Row Action button for
o |first Quoter

2. Chck "Open Quoter Proposal” |__\>




ADD PROPOSAL TO A QUOTE

Quoter Proposal Summary

€ 3

Click Select Proposals




Fie Edt Viw Feeesn

ADD PROPOSAL TO A QUOTE

Tesh g

0 || B uater Proponai Summasy

1. Select all proposals for quoter
for letting

Fad Pioy Bum

~Once finished click Add fo Quoter |




ADD PROPOSAL TO A QUOTE

¥ Hckder (0705 - EBERT CONST CDING & SUES




ADD ADDITIONAL QUOTERS

B+ | [l Qeover Propesat Sememary

Z. Once all Quoters have been completed click
"Bidder/Quoter".

1. Click drop down for next Quoter and
repeat pages 10 - 12 for each




0= 2 || [ widder Guater Sormesary

1. Click Row Action button

fignes By

[2. Click Sign |——>




1. Review Information for
ACCUracy

[2. Click blue arrow at bottom of page |




5 | |0 Sogn Beckdur Quisias | AA%H,

ymers, Tugartment of Tremepontation THRAGNIE 05471 AM

ansas

Didder Quoter Verfication Report

Click blue arrow at bottom of page|




Progress

(- Y [Click "Sign Bidder Quoter” |

Signed Date




[Process Complete |

Higned Date




CHAPTER 3

SUBCONTRACTOR PAYMENTS
(FORMERLY DOT FORM 1010)



SUBCONTRACTOR PAYMENTS WORKFLOW

Prime Contractor - Subcontractor - Agency (KDOT)

*Review Payment
*Sign

*Review Payment
s\/erify Payment

*View Contract
sAdd Payment
*Add Bid Items
sSign




SUBCONTRACT PAYMENTS NOTIFICATION

At this time KDOT, Prime Contractors and Subcontractors will need to discuss and
work out the sending and receiving of the following information;

« KDOT payments to Prime

* Subcontractor Payments to Subcontractors & KDOT

» Subcontractors approval of subcontractor payments to Prime & KDOT




SUBCONTRACT PAYMENTS IMPORTANT
INFORMATION

Must pay within 10 days and certify within 15 days
If there are no subcontractor payments to be made, email the field office
All payments can be viewed by prime and subcontractors assigned to contract.

The subcontractor can now see pay estimates (couldn’t in past) as a subcontractor
you need to review that pay estimate before you respond that you have received as
expected, or not as expected etc.

The subcontracts answer has to be based off of what the prime contractor was paid
by KDOT




AS PRIME ADD SUBCONTRACT PAYMENT

e G bt gy ¢
Fie B Ven Tt

mails Tool Heb

iSe1ect "EXTERNALSUBPAYMENT" role. i

BRI
Sunlech Rk |
¢ Dot T
¥ ENTERNALSUBRAYNEN - _
| auDcoNLact Fayments Use




AS PRIME ADD SUBCONTRACT PAYMENT

P = & [ Cushbourd | ARSHIOW e .

Onfhispage:  Coniract Cverview  Exiemal Linis
PROJECT KDOT ROLE for Extemal Subcontract Payments User

v Nowws 0

2. Select the row action button for

|1. Enter KDOT Contract Nurﬁber| the contract.

Descrption

B GRACING, BRDGE AND SURFACING

3. Select "Open Contract Payments”.




AS PRIME ADD SUBCONTRACT PAYMENT

il 4

Contract Payment Ovenview
v Conliat 515072052 - GRATING, BRIDGE AND SURFACING 7]

Q

|Seiect Estimate Number

E;r_-rnV Ty




AS PRIME ADD SUBCONTRACT PAYMENT

1. Select the "ltems” tab to view the item paid
on the estimate.

Contract Payment Summary

v Contract 515072262 - GRAINNG, BRIDGE AND) SURFACING

Estintate Mumbsr

- 2. Select the "Subcontractor
. Payments" tab




AS PRIME ADD SUBCONTRACT PAYMENT

Chck "Add Subcontractor Payment From
Prime" link.




AS PRIME ADD SUBCONTRACT PAYMENT
¢ [ —m—————— [ pre——

Fle Edt Vew Frofe Teok Hep

Add Subcontractor Payment

¥ Contract 515072262 - GRADING, DRIDGE AND SURFACING

DBE Ferm Indicaor

1. Type the Subcontractor's name
in the box and then select it from
a" the d!'(}p. dﬂl'.“i"n. DEE Commitmies Indior

2. Enter the Payee Payment

|6. Click "Save" when finished. |

Q

Payee Paymant Numbee Number. A unigue sequential Papva Warh Comgles Inacater
éf/’/_ number for this subcontractor. <—k________ﬁ__
Daie Paid 3. Enter the Date Paid. Same as complete please select

s« ——the check date.
—— 4_ Select Payment Type. Either
«———"Progress or Final"

5. If the subcontractor's work is

Pad Amoum




AS PRIME ADD SUBCONTRACT PAYMENT

Fle Eit Viw Fevomies Took Helg

[ e

Subcontract F-:’_-,';||]t“"|!' Sll“'llm":l. Subgomractor Faymesd - Successiully Saved

v Cosmliesct 515072262 - CRADING, BIUDGE AND SUMRFACING

PFayr DBE Firm indicaod

il é”/,—{select ”IT_EmSH tab | - ::-IE:.'-l::-"'ll'l"'r"jlu;;..,-l.g

Payes Paymant Kumbar Paies Work Comglete Bdicalor

Dt Paid

Faymisal Tige

Faid Amaum




AS PRIME ADD SUBCONTRACT PAYMENT

G B et bt oy st e B - & | [ utesrsct Pyt Sare

Fie [H Wew Fsees Tock  Hep

X C25 0N

Subcontract -_Ja-,- ment 3-_ mmary Subeantractor Payment - Succasafuly Saved ]

6. Click "New" if there are additional tems for this
/_ subcontractor on this payment.

M S e 1. Enter Contract Line 7. Click “Savé'"when
Centract o Line Nembare ]/_ Item Number or Name. finished.

! 2. Enter Quantity Paid on

Qi Paid e é,_/-f"f'_ this payment. Ritaiaps Dullars Hid

3. Enter Payment

Actual Payeieet Amount for this payment
< |on this line.

Paymani or Partal Amourd Withteld [nscator

Payes Work Complats Indcatnr

5. Must be filled out if above
box is checked.

r//léﬁ rilal Paymesd Commaints
4. Click this box if there is e_/,J

retainage or partial
payment.




AS PRIME ADD SUBCONTRACT PAYMENT

e O bidelory
Fle [k Visa Fecrim Took e

Subcontract Payment Summary

w Contract 515072060 - GRADING, BRIDGE AND SURFACING

w(Click the "Withholding” tab. |




AS PRIME SIGN SUBCONTRACT PAYMENT

o 3 ]
G I gt bndotong * Sakcartracts faymert 1601 s A - & | [ ubeortract Paymest Sam |

Fle Eft View Faeries Todk Heb

3. Click the row action

X £ button.
T —— [2. Click "Save”. ]

Subconiract Payment Summary

v Coniract 515072262 - GRADING, BREDGE AND SURFACING

Rataisags Raleased

Retaizagt Dollars Held

Fayment or Partal Amounl Withheid Indicator

1. Enter Retainage amount for
entire subcontractor payment.

¥

Fartai Fagment Comments

5. Once finished with this pay estimate
click "Sign Subcontractor Payment”

4. Click "Add New Payment Same
i i Payee" if you have additional
Subcontractors for this pay estimate
Then follow pages 9-11.




AS PRIME SIGN SUBCONTRACT PAYMENT

q -..-‘-‘

|1. Review information. |

2. Click the arrow at the bottom of
page.




AS PRIME SIGN SUBCONTRACT PAYMENT

[1. Review statement. |

2. Click arrow at the bottom
of the page.




=3 T

a = [ =lmdatog ® tracioeFrgmend h T € A= & | Bl sign Sasvomvact Fagmant l
h b Hedp

b Bl Vew Fiwnls ook Hep

AS PRIME ADD SUBCONTRACT PAYMENT

(e ] e+ ] s | s | 818

Sign Subcontract Payment

|1_ Enter Comments if needed.‘

[2. Click "Sign Payment". |

Jign Peyment




AS SUBCONTRACTOR REVIEW PAYMENT
FROM PRIME

2. Click the row action button.

g

8 . X
e l

[3. Click "Open Contract Payments" }——> .




AS SUBCONTRACTOR REVIEW PAYMENT
FROM PRIME

* Conlracl $15072262 - GRADING, BRIDCE AND SURFACING

[Click the Pay Estimate Number_ |

Ex “‘/ ==




AS SUBCONTRACTOR REVIEW PAYMENT
FROM PRIME

Contract Payment Summary

v Canlrac! 515072262 - GRADING, BRIDGE AND SURFACING

e etmay 1. Click on the "ltems" tab to view the items
" paid on the Pay Estimate.

Extimate Type

oy

Fad Amount

2. Click on the "Subcontractor  |paid smaat
Payments” tab.

Total Fad 0 Darle Amcunt




AS SUBCONTRACTOR VERIFY PAYMENT
FROM PRIME

v Canlract 515072262 - GRADING, BRIDGE AND SURFACING
1. Click the row action on the line with
your company’s name.

[2. Click "Verify Payment”. |




AS SUBCONTRACTOR VERIFY PAYMENT
FROM PRIME

/_I 1. Review Payment Details.

2. Click the arrow at the bottom
of the page.




AS SUBCONTRACTOR VERIFY PAYMENT
FROM PRIME

X

Verify Payment

v Venty Peyment

. & 1. Click the drop down arrow and
sele_ct The appecinete ieapanas, 4. Required if Payment Received
@ Very Recsip Choices are "No”, "Yes as box is other than "Yes as

S Expected”, or "Yes Not As Expected”

Fayment Ri.t!n-!ué,/’/"— Expected" *

2. Enter Payment Amount
Received. If no payment received
then leave blank.

Amount Racsived

3. Enter Date Check was received. 5. Click the arrow at the bottom
Gt Rectived g If no payment received then leave of the page.

blank. N

- S - 5 i : i A 2 2 ; -
Before selecting "Yes Not As Expected”, review the KDOT pay estimate. The prime contractor is not going to pay subcontractors for

work KDOT has not paid them. If work was completed and KDOT did not pay, please contact the appropriate KDOT Field Office.




AS SUBCONTRACTOR VERIFY PAYMENT
FROM PRIME

|Click "Submit Verification" |

Submit Venfcation
i




CHAPTER 4

CONTRACT VENDOR PAYROLLS



CONTRACT VENDOR PAYROLLS
INFORMATION

» Payroll has to be submitted for each employee per project, per classification

» System checks against Davis Bacon wage rate and payroll Classification it will error out if not
accurate. If Payroll errors out contractor will not be notified, KDOT field office will see error
and reject

* Cloverleaf has a Resource Kit for programmers

* https://xml.cloverleaf.net/
* Select Link -AASHTOWare Project Payroll XML Resource Kit

» In 2018, you will no longer fill out 1391- For the last full pay period of July each year submit
payroll for each additional classification per project:
» Officers
* Supervisors

e Clerical

e Foreman




CONTRACT VENDOR PAYROLLS EMAIL
NOTIFICATION

At this time KDOT, Prime Contractors and Subcontractors will need to discuss and work
out the sending and receiving of the following information;

* Subcontractor submits payroll to Prime

* Prime/Subcontractor payrolls submitted to KDOT




PAYROLL ENTRY OPTIONS

Three ways to enter payrolls

Manual Entry

Spreadsheet Conversion Tool

XML File Data Import

No Paper Payrolls will be accepted as of January 15t 2018




PAYROLL: MANUAL ENTRY



PAYROLL MANUAL ENTRY

gency Subcontracior Payroll User (DO NOT MODIFY)

Verfy role. For Subcontractors select "SubPayroll”
for Primes select "PrimePayroll”.

W [ pge o] PPayeoll.




PAYROLL MANUAL ENTRY

[1. Enter KDOT Contract Number

Depcription Payrolls

& CRADNNG B SURTACING

3. Click on "Add"
in the row action
for YOUR contract
as indicated in the

"Short Name"

2. Click the row
action button




PAYROLL MANUAL ENTRY

External Add Certified Payrall

W Condned S50 - GIUAIING & S0 ACING "1 ] Sequentla! N un]ber frDm l_'f’GUr
: accounting system.

-

2. Enter the date of the beginning of
the pay penod.

3. Enter the date of the End of the pay
Period.

5. Click "Save".

Frirgs Banaf Paymant Typss

Commans

..é

4 Select type of fringe benefit from the drop
down. Choices are Cash Plan Funds, Plan
Funds with Exceptions.




PAYROLL MANUAL ENTRY

€]

a tadidamy
X C2E O

Extemal Certified Payro

Pyroll Wendr 874

7. Click "Save" once all
Benefit Programs have
been entered.

Parynodl Mumise « Fringe Benafit Paymant Typa

Bagen Date» Commanis
. 6. Click "New" to add additional

Benefit Programs and then follow
steps 1-5 on this page.

I
e

1. Enter a name of Benefit
Program. (ie Health, Pension)

Bt Progree Kme » Barefit Accownt Number=

{4 Enter 99999999 |

[2. Enter "Unkown". Trustes!Contact Phans « e 5. Enter 999-999-9999. |
prgm 3. Select Benefit Type from drop down. SSL S .S
Choices are Fringe Apprenticeship
Fund, Fringe Health/Welfare, Fringe
Other 1, Fringe Other 2, Fringe Pension,
Fringe Vacation/Holiday.




PAYROLL MANUAL ENTRY

ﬂ . 4= L] lstivamed AT CFare Fra | L] Driwninl Carvi s Py

___[Click "Employee” |

e So——

External Ceriified Payroll Save Lomplele

VSOOI - GRLADNG & SLIRF ACTHG

Frimge Banefil Payment Type®
Plan Funds

Commaris

Fiingd Hogth el

Free Pension




PAYROLL MANUAL ENTRY

Om Shid page
Extemal Payroll Employees
o o] S1STHUOMY  CRlA NG & SUIHE AGING

Pyl Vendor DET1D . CILLESSEN AND SONS INC

Byt N armbaer Wodification Numier

Frrge Benafic Fayment Type

2. Click "Add Employee”  ———— 7 aensrmm

If Employee was added on a previous payroll
click "Add Ref Employees”




PAYROLL MANUAL ENTRY

4. Select Ethnic Group from drop down. Choices are ASAM-Subcont.
Asian American, AS-P-Asian Pacific American, BLK-Black American,
CAUC-Caucasian, HISP-Hispanic American, N-AM-Native American, OTH-
Other.

SR [STTRSTTEUT G TTRRY TR iy [ PR ERRSTT -

Payroll Fimpiospess

5. Enter additional personal

[1._Enter'name of Employee. | information

Middie Initial

Wendor Supplisd Employes 0,

7 Enter how the employee is | secsl securty b Enter the last four digits of

paid from drop down. Choices the Social Security Number.
are Hourly or Salaried. Partial Social Secu m/

3. Select Gender from drop
down. Choices are Male or 6. Enter address information for the
Female. employee at least the first time.

Zin Code 7. Click "Save" once all
information has been entered.

EH - \




PAYROLL MANUAL ENTRY

|F‘ages 8-10 are one screen in AASHTOWare.

On Bis page

External Payroll Employees e
1343 - CRAIING & SUIRFACING

e (W11 LLESSEN AND SONS N

Payicll Mamber

Frirge Barwft Pryment Type

Social Security Mumber

Partisl §ocigl Saurity Mumiey - m
o - 11. Click "Save" once all

information has been completed.

Wehder Suppled Employes I

Payrod Revinad Indic stor

Payment Type '

1. Select Labor Classification from OJT Program Indicator
drop down. Choices are listed in the
Labsor Clssaification s wage decision for this contract. Aprentics

2. Select Craft Code from drop
down. Choices are listed in the v———
wage decision for this contract. UT Program Indicater




[Pages 8-10 are one screen in AASHTOWare. |

3. Enter dollar amount for per hour ©4T Wage Parcontags
ey _— |straight time.

Apprentica

S [4 Enter dollar amount for per hour
overtime. Apprentice |0

Fsgular Hourly Rate

Apprentice Wage Percaps -
Prosect Lump Sum Payment 5. Enter all fringes that were

selected on page 4.

Fringe Health Welfare Rate
T

Fringa Vacation Holiday Rate

Fringe Apprenticaahip F

Fringe Pensicn Rate

Fringe Cther 1 Rate

Fringe Other 2 Rl

5. Enter hours for each day. If the hours are zero leave
blank.




[Pages 8-10 are one screen in AASHTOWare. |

_ Same as number 5

é//_,//f above.
Straigint Time Hours *

Cresrtimeg Fours

Totel Straight Tims Howns

6. Enter the total dollar amount
earned for this labor class on THIS
Total Orvertima Hours PRDJEC T

Cak; Total Straght Time Howrs

7. Enter the total dollar amount
Caic Total Ovartime Hours earned for this labor class on both
this project and others.

L
Faderal Grous Py FICA Withholding Amount __|11. Enter all withholdings
and fringes

Totsl Groes Paye 8. Enter gross pay for both state

_—1and non state projects less
Bt Fay o dEElUCtiDl'IE. Gtate Withhaldirg Amaount

9. Enter total hours worked both

et é/_/_/-/-""’_ state and non-state projects. Machcars Withholding

10. Enter total amount withheld
from pay check.

Total Finge Baredits Paid

12. Click "New" to add other deductions 15. Click to return to top of page and click
not listed above. "Save".

13. Enter description of deduction not
listed above. 14. En_tur dollar amount of
deduction.




PAYROLL MANUAL ENTRY

[ o < J it + | 2. Click "Overview" once all

- _——employees have been entered

1. To add additional employees
refer back to pages 6-10

for pay period.
O Buh pnge

External Payroll Employess
w Corienct ST GRADING & SUIRT ACING

LLESSEN AND SOMS NI

engor Suppled Employes 0

R Lin

w Canihcglion
Contraci Progect ID=
RADING L SURFACH
Ltscer Channification s
g T SliS

Frovge Baneft Ppympat Type

Sl becurty Numder
Fartial Social Secustty Numbe

Fayroil Bevined Indcpioe

Q4T Progrem ndetatod

M
w Traiming informpbon

OJT Program indicator




SIGN PAYROLL MANUAL ENTRY

Q..

[ C2X O

Contract Cerified Payroll Overview

W Contraed 5050000 - GRADING & SURFACING

Begin Date End Daia

12018 DRAI0AE

Vardar Shert Mame

1. Click row action
button
L

Wpg Nam

2. Click "Sign Payroll" for the
payroll number you are
working.




SIGN PAYROLL MANUAL ENTRY

[Pages 13 & 14 are one screen in AASHTOWare. |

Mt tication Numbet

Fringe Banafit Faymant Type

Pian Funde

|[Review Information |

Rasviis Dussrament of Trinaporaicn SUENIAG V327 AN /

~—

Fayradl fumeuny Report Paze 1al -

[revyT—-
LR |
B Wi Maree

v opnton 11 (1

Payrall Afacvreni Desoipton.

T N rmar s 1moe




Pages 13 & 14 are one screen in AASHTOWare.

apanimiasi ol Tisas i WA 10 AT AW

[T ] I EN R —

[ RETT———
(e

el B e T P T
A P U] [ b b

i, Pty o r= B Py Doy Doy Day Bus By
1L F 3 4 3 &}

BE S AR S MED S S Tesd
M
e oW TUE WED B P e

Vemibiws| | B0 0| 00 ) o T
WK R AR A MG RS R Tl
TR R WM W W e
. e e e

-
Tl

T I LT L

R e LA
Ll 1o PR Cwaries Maas
Cal Teme Payd dee

Fowrol Burrmary Repont [Empioryes|

L
[ ——

Siawiand Deductiom
FICA Wi At
Fadarai e et
M s W Rl
Sisin Wi bt

Click blue arrow at
the bottom of page.




SIGN PAYROLL MANUAL ENTRY

w Corecl. 51500343 - GRADING & SURFACING
wior B4713 - CILLESSEN AND

Fayrod heamoes

oot anen HuTber

Frings Bensll Paymssnt Trpe
Plan Famd

|1. Review statement

2. Click blue arrow
at bottom of page.




SIGN PAYROLL MANUAL ENTRY

w Comiiract S50

AT A S AN

Maodificatlon Numbss

Fringn Blenefit Faymant Typa
s Funds

Signed Oate

1. Add comments
as needed.

2. Click "Sign Payroll" |




SIGN PAYROLL MANUAL ENTRY

Signaturs Process Completed

Fayrol Numibet

Frings Bavwfit Paymand Tyow

o Sy Pyl (7]

Prigress
=1

ﬂ;’-;"

gred By Sigrad Date

Firgt Mame

Lot News Done and ready for Prime Contractor review and signature.




PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL

Click on your roll. If you are a prime choose
= PRIMEPAYROLL. If you are a subcontractor choose
SUBPAYROLL




PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL

.
W I inagwu e | myrnie

a

& MILL AND

1. Type the KDOT Contract number
and then ENTER.

Z2_ Click the row action button for
Yl IR contract

Payredly Vandor
VT R LAY etk ]

et Mama
@ HALL BROTHERS (NG | [reenr maree o

AN

[3. Click "Open” |_//_%




PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL

- s

*+ 9 0

[1. Click the row action button.

|2. Chck "Add New Payroll" |




PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL

[6. Click "Save" |

1. Enter the sequential number for ;
- ?

Fringa B"""‘E_""_“‘_Tf_'__——q. Choose the Fringe Type from the
| drop down. Choices are Cash, Plan
Commanta Funds. Plan Funds with Exceptions.

|3 Enter the end date. | %
|

5. Enter "No work performed”.




SIGN PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL

0 O

[1. Click the row action button. |




SIGN PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL

Modificstion Numbar

Frings Bera® Paymant Type
Flan Funds

[1. Review for accuracy. |

Exracs Cazarimra of Dimmpormio: CONTABIE (R EE 0 AN

Sapma Burrary Fejon Page i of {____,——'—"'_

2. Click blue arrow at the bottom
of the page




SIGN PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL

2. Click blue arrow at the bottom of

the page.
\




SIGN PAYROLL MANUAL ENTRY FOR A
ZERO PAYROLL




PAYROLL: EXCEL



PAYROLL: EXCEL ENTRY

G [

___——{Veri our current role.
+ EX TERNALMIMEPATROLL€———— fy y |

| Prime Contracior Payroll User

Rnsoiitns for Lising 0L valh AASHTOWane Peopect™ Payicl XM

1. Click on "KDOT AASHTOWare Project Information" to
download the approved Excel spreadsheet




PAYROLL: EXCEL ENTRY

L Wt Tt i e i LARLAL Tt i Vit s

Kansas

BALHTOWwew Ll Ginddes

A SH ] O Prijec Logie

A SHTOVARE

Click to download. Note: First one is for Computers

with Microsoft 2007 or older, Second one is for
Microsoft 2010 or newer, will not work with anything

older than 2010.




PAYROLL: EXCEL ENTRY

Screen shots for Excel are from 2010 Version. Only difference between the two versions is the
Employee Tab is NOT in the 2007 Version.

MEHTOWate Project ™ Payroll Sareadsheet Comersion Utikty 1.01.002.00

e R T T

O == U

| e T T
“Click on "Employee Information” tab. |

== FEE— S Ted
by = - - P




PAYROLL: EXCEL ENTRY

[1. Input all Emplovee information for all Emplovees |

sttt orcder 3 gl i wearin i e e Py

e i 11wy wezthg ot 1 The sagha as that tecekeded 19 gt Aggesil] Sormwans mrnen™The CRL syTrrg e seepEn

[if \

o g n 400 | arisazh W ¥ M M w A 0 i e At " ) Fia 1Y LY
[T —T— oot Mgl Value - 3 [Pirst e Valua - 0] Mifidle innial - & | Seclsl Socurity o, - 5\ Gamddar - §  ishmisiy - [Tr——— Addrens -1 Aderam THL_ oy 11 Seate - 12

2
[2. Click on "Payroll Form" tab. |




PAYROLL: EXCEL ENTRY

1. Select either "Pnme" or "Subcontractor”

Place a "X" in the appropriate box. ty 1.03.002,00 PLEASE READ THESE TERMS OF USE CAREFULLY BFORE CONTINAING SPROAOSIEY. 1 YOU U
SPREADSHEET YOUACCEPT A Enter Comractnr: acldress | NI
NOT AGHEE WiTH THESE TERP T

LISE CIF THIS SPREADSHEET |5 AT YOUR SOLE RISK, AND A

Instructions

Frencght © Mitd JASHTT
: o~ . |_|3.II_EnterIGqﬂtractDr's KDOT Vendor #. |
[2. Enter Contractor Name. v el mmmv : J 110 Place "X" in the
. 1 appropriate box

= Z || - 1? EnterKDOT Cc}ntrac.i# |”
'é'_'_'_'—_._-_ ML PR " SR L AL AL A
T 7111. Select the begin day of the
fweek

5. Enter End date. Cannot overlap
previous payroll dates.

[9. Enter Benefit F"ro'gram Information for all fringes/benefits. |

scroll down in Excel for next screen.




AASNTOWare Project 5 Payroll Spreadsheet COMVErSiv.. vy swammsd0

| LIS VOO Sk O THE SIREADSHELT. F YOI LISE THE%

W% AND CORCNTIONS CONTANID IN THISE TENMS, IT YOU DO

[ fr, RO ARSHTE

Bourk el aiw avwlatie Lol dale ey
heffird mames a0 3 descrprion.
D Lo wirer il Whote e s v The location whene pou ae sarvieg)
wpreead e/ ML Tike saing preserihed Agnecy matharl

HI. - ]_] TR Ll' T TRATE R B

SR AL
BCLEPTS ND RESPONSDIUTY FOR THE RESLILTS NETLIRA D,
L L]

A — 1 I . _
sy 1 Select Employeﬂ from list HB Enter Hours worked on prqe*t w4 Enter rate of pay. Both

a =

o e e e e [ J I ..;'.'.'..'._'.'_.Straightand Ower Time.
5 Enteh, KDOT F'FOJECH'?. '.'.'IM:\'ih"'"|'“"‘: s | A T e

| examplé KA, XXX

i
Ee—

——

7. Enter toial gross pay for both

5. Select Craft Code from list |

_—6 Select Labor Code from list_|

8. Enter all withholdi
"Other Deductions".

KDOT and Mon KDbT work.

T T I
[9. Enter all Fringes/Benefits_ |

] BT T e — e, ——
== 10. Enter other deductions such as

Child Support. £
E—

¥

, ‘For additional Employees, scroll down in Excel and follow steps 1-10

11. Once all employees are entered click "Save As"
and give it a unigque name for this payroll.




PAYROLL: CONVERT EXCEL TO XML

w0

w Unappiowed Payols

Click "Payroll XML" to convert the
Excel file to XML.




PAYROLL: CONVERT EXCEL TO XML

s el et R b g UL with ARTOWs Pt ™ Faprel I P -

P Project

U

Py ety e

LOpHTIgR © 3414 by the Amenic 1 Ausscuion i 11318 Aghas; s8¢ P EbguTie Srcae. | g sl

Click "AASHTOWare Project Payroll Spreadsheet
Conversion Utility".




PAYROLL: CONVERT EXCEL TO XML

Cloverleaf Excel to XML converter.

2. Click check box.

3. Click "Convert"

Copyrghi € rid by the Amorca asseciation 91 Staie Hghwiy and Transporsation Dtficlals. All ights seserved,
Paliches b ik die.




PAYROLL: CONVERT EXCEL TO XML

ck Save As and save as a unique name.

Copwright & 2314 by Hha svorican denciation ol Ui Higheas and Trarportates Srisle. il rights rewrad.

Paticies foe S site

¢ wnalepovnl fii e and ireedealaet!




PAYROLL: UPLOAD XML FILE

Select correct role.




PAYROLL: UPLOAD XML FILE

Enter KDOT Contract #.




PAYROLL: UPLOAD XML FILE

Click on the "Payrolls" for the contract that
applies to you.




PAYROLL: UPLOAD XML FILE

o Camitmd STRUNUMY CGRATING & BLUIR NG

2. Chck on "Import Payroll”.




PAYROLL: UPLOAD XML FILE

Click on Select File




PAYROLL: UPLOAD XML FILE

1. Select the XML file for the payroll to
upload.

[2. Click Open |




PAYROLL: UPLOAD XML FILE

Click Import




PAYROLL: UPLOAD XML FILE

Click on "Process History"




PAYROLL: UPLOAD XML FILE

$w--

\

Note: If no ImportPayroliFile. LOG exists click the refresh button until it appears. May take a few

minutes.

Click on "ImportPayrollFile LOG"




PAYROLL: UPLOAD XML FILE




PAYROLL: UPLOAD XML FILE

Review the errors that may
exist.




PAYROLL: UPLOAD XML FILE

[2. Click Save. |




PAYROLL: UPLOAD XML FILE

Click Home




SIGN UPLOADED PAYROLL




SIGN UPLOADED PAYROLL

o Comtard S1WIMIIA0 - ORADMO & BLIRFAGING

Select the payroll

]




SIGN UPLOADED PAYROLL

Click on "Status”

o Camitic] S TRIMOAT  CiRATHNG & SR AN




SIGN UPLOADED PAYROLL

.

[1. Click on the row action button. |
|

2. Chck Sign Payroll

o et S Tl - AL £ SURE ALTNG




SIGN UPLOADED PAYROLL

- ot WSS CAINALSREE R R AT

[1. Review Information |

[2. Click arrow at bottom of page.

e

lndes b

I i e
Vimasm Fusd

e b




SIGN UPLOADED PAYROLL

[1. Read Verification Statement |

"

2. Click forward arrow at bottom of page.|

=




SIGN UPLOADED PAYROLL

|1. Enter Comments if any.

/ |2. Click Sign Payroll. |

&




PAYROLL EXCEL ENTRY FOR A
ZERO PAYROLL

Fill in boxes the same as with the Excel Pavroll

CONTINUING WOUR USE OF THIS SPRLADSHLLT. |F YOU USE
ERMS AN COMDITIONS DONTAINED IN THESE TERMS. IF ¥

Instructions / L RS DNDMTIONS, DO/NOT USE THIS SPREADSHEET

; . AT YOUR SDLE RISE, AND AASHTO ADCEPTS NO RESPONSIBILITY FOR THE RESULTS RE
1= The bl fields are available for data antry. Yookinht 1 " WMRDT U
- (Chick the fisld names for 3 deseription.
» [l s in Farel tosave file, Miote the name and the Incation where y

4. Upload the spreadchest/ ML file using prescrinad Agency methed

TR e ] sumoowmacros [H] opitRcTon Apcegs T —
J r 1 n IS Jlll Y P ) RPROATTS PLAG, PURCS. D8 FRIGRANE
A | v :

ywe o Loy g Lonsruciar (o L

xuws o Tachane badwe i 1a above wwhenced |

o Eer. O W 11 e PR IO APOIaI Pogrants fod i

herwTaer [ee Tl i DRRY [ak], 88 Feb1ale

VB RS pha 1ve area




PAYROLL EXCEL ENTRY FOR A
ZERO PAYROLL

AASHTOWare Prgjgﬂw Payroll Spreadsheet Conversion Utility 1,03,002.00 PLEASE READ THESE F LIE CAREFULLY BETORE CONTINUING YOUIR USF OF THIS SPREATISHEET., IF YOU LIS
: |3 Erter X 1 ot kxatcs B RS AT COMEH 11O CONTAINLD N THESL TERMIS. 1 ¥
X - C ;

D0 T USE TS SPREADGHEET

Instructions 1. Select one employee |

1: The b fueddy e avadlbie for dats eniry

3- Click the fakd rames : ‘2. Enter ProjectNun1ber_| Copyright © 10 AA5H10 MADOT U
1. ek the B names fon 3§ descripbon !I-'_'_.-',: e

) LISE COF THIS SPREADSHEET IS5 AT TOUR SOLE RSO AND RASHT( ACCFPTS NO RESPONSIBILITY FOR THE RESULTS RE

¥ U Saed &5 o b 10 aavp fie . N The npme and the locanar

e o a0 Jing
you are 1y ) —777 4. Enter Wage for employee. |

4 Uiplaad the wpreadihesiu| fie HING preacTied Apen fl'ln'l'+‘

]_‘] MIONTLATTON

=t ot s b ot A v e bl e the

|E-. Follow the Conversion portion of the Excel Payroll User Guide.




PRIME APPROVAL FOR A
SUBCONTRACTOR PAYROLL



PRIME REVIEW A SUBCONTRACT PAYROLL

—Select "NONAGEFPRIME PAYROLL" Role
gency Prime Con ,




PRIME REVIEW A SUBCONTRACT PAYROLL

Do Burk e

PROJECT SAMPLE ROLE for Non Agency Prime Contractor Payroll User (DO NOT MODIFY)

1. Enter KDOT Contract Number under Vendor Payrolls

W g Pagol

2. Select Contract for subcontractor.




PRIME REVIEW A SUBCONTRACT PAYROLL

W Cowihad SUADEMY  GRADIMG & SR ACING

Wender Short Name
@ CILLESSEN AND SONS INC

Linder Frme Revew

Intal

Phass iWod Num
Lingar Prnme Renew

Select Payroll number to be reviewed.




PRIME REVIEW A SUBCONTRACT PAYROLL

—{Select "Status"

Fringe Benafit Payment Typss

Cammants

Frrge Healhd\etlars

Benefit Account Number=

o111

L TrusiesContact Phone

Berwfiz Program Type» Benefit Frogram Classifizaticn




PRIME FORWARD
SUBCONTRACT PAYROLL
TO KDOT

* 9 0O -
1. Click row action button. |

W Corimet ST000M - CHALING B SUVE ACING

Moaificaiion Mumbar
2. Select "Pnme Review". (———>




PRIME FORWARD
SUBCONTRACT PAYROLL
TO KDOT

2. Click blue arrow at bottom of page to

continue.

\




PRIME FORWARD
SUBCONTRACT PAYROLL
TO KDOT

Click "Forward to Agency™.




END OF MONTH TRUCKING



END OF MONTH TRUCKING INFORMATION

Trucking firms must be vendors in the system

Truckers can either be added as subcontractors or through End of Month Trucking
tab

DBE Truckers must be added as subcontractor

» This process is so that truckers can add payroll in the system




END OF MONTH TRUCKING ENTRY




END OF MONTH TRUCKING ENTRY

q ”..

£ et 5 ik

1 Enter the KDOT Contract Number

e
e

2. Select the row action
button for your contract.

3. Select "Add EOM Trucking”.




END OF MONTH TRUCKING ENTRY

v Conbact S1SSUMH - CRADE. BRIDCE & SURFACNG 2. Enter a sequential number for
the EOM Trucking record.

1. Enter your
vendor |D Mumber.

[5. Click "Save"

3. Enter an approximate start

4 Enter an approximate end
date for the trucker. PP

date for the trucker.




END OF MONTH TRUCKING ENTRY

v Conlrset S150TA0 - CAAIDE, BHEDGE B SUIRE ACING

1. Click the row
action button.

v Comitacd. 51500 M - GRADE, BRIDGE & SURFACING

[2. Click "Add New"}————>*




END OF MONTH TRUCKING ENTRY

v Conlreet SY0TACTE - CHAIN, HRIDGE 8 SUREACING:

1. Click the row
action button.

 Comivaci STS0T24 04 - GRADE, BRIDGE & SURFACING

|2. Click "Add New"|——>




CHAPTER 5

REPORTS



GENERATE A REPORT
N O O

On this page: Vendor Payrolls  Unapprovet

PROJECT KDOT ROLE for Ex

v News

Actions

Open Process History
Tracked Issues
Cases

Import File

Welcome!

Generate Report

If you have any questions please contact the s)

v Vendor Payrolls

Q Advanced

Execute Process
Global Attachments
Global Links

My Settings

My Outbox

Enter search criteria above to see resulfs (0r | Show first 10

v @

Actions Help

Open Global Actions Menu

O

Log off




GENERATE A REPORT
T

Contract Certified Payroll Overview
~ Contract-Global: 140352 - DRAINAGE REPAIR

Vendor ID Vendor Short Name

@ X7 Contraciors

Payrodl Begin Date End Date Phase Maod Num

0492015 042573015 Undar Preme Reviey
Achons

Undar Prime Review

Under Preme Review

Under Prima Rewview

Undar Prime Review




REPORT OPTIONS

Generate Report

v Generate Report v 9

Settings = Select Report

10f5 Select Report
Select Data
Set Parameters
Output Options
Schedule Report
Report Data

DBE Directory RefVendor

Month End Trucking Report EOMTrucking

Choose a report <

Payroll Exception Report CertifiedPayroll

Payroll Summary CertifiedPayroll
Payroll Verification Text CertifiedPayroll
Subcontract Listing Contract

Wage Decision Modification Report Ref\WageDecisionModification




SCHEDULING A REPORT

0 T C AEIE

Actions Help  Log off

Generate Report

v Generate ort

Settings | Schedule Report | =

50f5

nable Scheduling
At 2:48 PM on 4/3/2017.

Schedule Frequency
Once hd

Start Time
2:48 PM

Run on Date
4/3/2017 i)

O
Repeat Task Every

Minutes

O
Stop if runs longer than

30 minutes A

O

Expire

End Date End Time
4/3/2017 i) 3:03 PM




LOCATING SCHEDULED REPORT

|
v
N -
Actions Help  Log off

Actions b

Open Process Histo
v Process History Overview Tracked ISSUES - v 9

Process History Overview

Process History Quiputfile Cases

, Import File
Scheduled What is scheduled? <
Generate Report

Execute Process

Global Attachments
Global Links

No rows found matching criteria.
My Settings

My Outbox




QUESTIONS?



