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slade
Callout
Verify your current role.

slade
Line
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Callout
1.  Click the component action button

slade
Callout
2.  Click "Import Payroll"
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Callout
Click "Select File"
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Callout
1.  Select your XML file for the payroll

slade
Callout
2.  Click "Open"
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Callout
Click "Import"
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Callout
Once the Import Process is completed and successful, Click the "Process History" link
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Callout
1.  To view errors click the "IMPORTPAYROLLFILE.LOG" link.  If at first it shows No Files Found, refresh the screen until it shows up
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Callout
2.  Click the drop down next to the file and Click "Open"  This will vary depending on your browser
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Callout
1.  If there was an ERROR(s) contained in the XML file they will show up here.  WARNINGS are OK, and are just suggestions for potential issues but does not affect the payroll from going through
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Callout
2.  Click the close button.

slade
Callout
3.  If the file was successful then you can click the "Home" button.  Otherwise you will need to review your file and correct the issue and resubmit.
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Callout
1.  Enter the KDOT Contract #

slade
Callout
2.  Click on the Payrolls # link
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1.  Click the row action button for the payroll you want to review
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Callout
2.  Click "Sign Payroll"
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Callout
1.  Review all payroll information for accuracy.  Each page after the first one is one employee and one classification

slade
Callout
2.  Click the Blue arrow at the bottom of the page
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Callout
1.  Review the verification text

slade
Callout
2.  Click the Blue arrow at the bottom of the page
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Callout
2.  Click "Sign Payroll"
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Callout
1.  Enter Comments as needed
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Payroll process complete




