
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTRACT VENDOR PAYROLL 
(MANUAL ENTRY)                        

USER GUIDE NON-AGENCY 
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slade
Callout
Verify role.  Primes use EXTERNALPRIMEPAYROLL.  Subcontractors use EXTERNALSUBPAYROLL

slade
Line



 

 

3 REVISED 3/19

slade
Callout
1.  Enter the KDOT nine digit Contract Number

slade
Callout
2.  Locate your contractor's row.  You will only see contractors that you have authority for

slade
Callout
3.  Click the row action button

slade
Callout
4.  Click "Add"

slade
Callout
This number indicates the number of payrolls you have submitted.  You can access all payrolls by clicking on this number.
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slade
Callout
1.  Enter a sequential number from your accounting system

slade
Callout
2.  Enter the pay period begin date

slade
Callout
3.  Enter the pay period end date.  Must be 6 days later than the begin date

slade
Callout
4.  Select the appropriate Fringe Benefit Payment Type.  Choices are "Cash", "Plan Funds", "Plan Funds with Exceptions"

slade
Callout
Comments may be entered.  Some may include no work payroll

slade
Callout
5.  Click "Save"
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slade
Text Box
This page is only if you select "Plan Funds" or "Plan Funds with Exceptions"  For "Cash" skip to page 6

slade
Callout
1.  Enter the name of the benefit program

slade
Callout
2.  Enter "Unknown"

slade
Callout
3.  Select the benefit type that describes this fringe from the drop down.  Choices are "Fringe Apprenticeship", "Fringe Health/Welfare", "Fringe Other 1", "Fringe Other 2", "Fringe Pension", "Fringe Vacation/Holiday".

slade
Callout
4.  Enter "999999999"

slade
Callout
5.  Enter "9999999999"

slade
Callout
6.  To enter additional programs click "New" and repeat steps 1-5 on this page for each program

slade
Callout
7.  Click "Save"
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slade
Callout
Click "Employee"
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slade
Callout
1.  Click the component action button

slade
Callout
2.  Click "Add Employee" to add a new employee that has NEVER been on a previous payroll entered into AASHTOWare

slade
Callout
3.  Click "Add Ref Employee" to add an employee that shows up on previous payroll in AASHTOWare
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slade
Text Box
This page is for entering a NEW employee for the FIRST time.

slade
Callout
1.  Enter the employee's name

slade
Line

slade
Line

slade
Callout
2.  Enter the employee's FULL social security number.  The system will hide all but the last four

slade
Callout
3.  Select employee's gender

slade
Callout
4.  Select employee's ethnicity

slade
Callout
5.  Select how the employee is paid.  Either "Hourly" or "Salaried"

slade
Callout
6.  You may enter the employee's address information but it is not required

slade
Line

slade
Line

slade
Line

slade
Line

slade
Callout
7.  Click "Save"
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slade
Text Box
This page is for adding a Ref Employee

slade
Callout
1.  Enter the employee's name in the search box

slade
Callout
2.  Click the row for the employee(s) you want to add.  You can select multiple employees at one time.

slade
Callout
3.  Click "Add Employees"
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slade
Text Box
Pages 10-12 are one screen

slade
Callout
1.  Enter either to name or number of the employee's labor classification

slade
Callout
2.  Select the appropriate craft code that corresponds the the labor code.  (ie Labor code of Carpenter (Rough) should have a Craft Code of Carpenter,

slade
Callout
IF the employee is a part of KDOT's Trainee program then select this box if it is not already
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slade
Callout
3.  Enter the employee's regular hourly rate for this labor classification

slade
Callout
4.  Enter the employee's overtime hourly rate for this labor classification

slade
Callout
IF you selected the OJT box on page 10 then you will need to put in the appropriate wage percentage

slade
Callout
IF the employee is enrolled in an APPROVED Apprenticeship program, click this box and enter the Apprentice ID and Apprentice Wage Percentage.  The Apprentice ID is the last four of the employee's social security number

slade
Line

slade
Line

slade
Callout
5.  Enter an approximate hourly rate for the fringe.  Only Program types that were selected on page 5 will have a box for entry

slade
Callout
6.  Enter hour(s) worked on the project for this classification

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Text Box
Pages 10-12 are one screen
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slade
Callout
7.  Enter the total Straight Time hours entered on Step 6 on page 11

slade
Callout
8.  Enter the total Overtime hours entered on Step 6 on page 11

slade
Callout
9.  Enter the total hours from both Step 7 and 8 on this page

slade
Callout
10.  Enter the total dollar amount, before taxes and deductions, earned by the employee for this classification on this project for this pay period

slade
Callout
11.  Enter the total dollar amount, before taxes and deductions, earned by the employee for all classifications for the pay period

slade
Text Box
Pages 10-12 are one screen

slade
Callout
12.  Enter the total dollar amount, after taxes and deductions, earned for all labor classes and all projects for this pay period

slade
Callout
13.  Enter the total amount deducted from the total gross pay.  Should be the sum of all withholdings listed to the right and any additional deductions listed below

slade
Callout
14.  Enter the amount withheld on all that apply

slade
Line

slade
Line

slade
Line

slade
Callout
15.  Enter the total fringes paid for this pay period.  Should equal the sum of the total hours multiplied by the fringe rate credit for each fringe

slade
Callout
16.  Click "New" to add deductions that are not listed above.  (ie Childsupport, ect)
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slade
Text Box
Pages 13-15 are the same screen and ONLY if the employee is SALARIED

slade
Callout
1.  Enter either the name or number of the employee's labor classification

slade
Callout
2.  Select the appropriate craft code that corresponds to the above labor classification.(ie Labor Classification of Carpenter (Rough) would be a Craft Code of Carpenter)

slade
Callout
IF the employee is a part of KDOT Trainee program then click this box if it is not already



 
 

14 REVISED 3/19

slade
Callout
IF the OJT Program Indicator box is marked above on page 13 then enter the OJT Wage Percentage for the employee for this classification

slade
Callout
IF the employee is enrolled in an APPROVED Apprenticeship program, click this box and enter the Apprentice ID and Apprentice Wage Percentage.  The Apprentice ID is the last four of the employee's social security number

slade
Line

slade
Line

slade
Callout
3.  Enter an approximate hourly rate for the fringe.  Only Program types that were selected on page 5 will have a box for entry

slade
Callout
4.  Enter the hours worked by the employee for this classification on this project for the payroll period

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Callout
5.  Enter to total for the hours entered in Step 4

slade
Text Box
Pages 13-15 are the same screen and ONLY if the employee is SALARIED
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slade
Callout
6.  Enter the total hours worked by the employee for the payroll period

slade
Callout
7.  Enter the normal salary the employee earns for the payroll period

slade
Callout
8.  Enter the total dollar amount, before taxes and deductions, earned by the employee for all classifications for the pay period

slade
Callout
9.  Enter the total dollar amount, after taxes and deductions, earned for all labor classes and all projects for this pay period

slade
Callout
10.  Enter the total amount deducted from the total gross pay.  Should be the sum of all withholdings listed to the right and any additional deductions listed below

slade
Text Box
Pages 13-15 are the same screen and ONLY if the employee is SALARIED

slade
Callout
11.  Enter the amount withheld on all that apply

slade
Line

slade
Line

slade
Line

slade
Callout
12.  Enter the total fringes paid for this pay period.  Should equal the sum of the total hours multiplied by the fringe rate credit for each fringe

slade
Callout
13.  Click "New" to add deductions that are not listed above.  (ie Childsupport, ect)
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slade
Callout
1.  To add additional employees or additional labor classifications to the same employee click the component action button

slade
Callout
2.  To add additional employees refer back to pages 7-9

slade
Line

slade
Callout
3.  To add an additional classification to this employee click "Add New Project/Classification to Employee" and repeat pages 10-12

slade
Callout
4.  Click "Save" either after entering each employee or after all employees have been entered

slade
Callout
5.  Click "Status"
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slade
Callout
1.  Click the component action button

slade
Callout
2.  Click "Sign Payroll"
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slade
Callout
1.  Review information for accuracy

slade
Callout
2.  Click the blue arrow at the bottom of the page
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slade
Callout
1.  Review the certification text.

slade
Callout
2.  Click the blue arrow at the bottom of the page
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slade
Callout
1.  Add comments if needed

slade
Callout
2.  Click "Sign Payroll"
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slade
Callout
Process is completed




