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2

slade
Callout
1.  Verify your current role.

slade
Line

slade
Callout
2.  Click on the "Highway Contractors" link



 

3

slade
Callout
Click the "AASHTOWare Project Information" link



 

 

4

slade
Callout
Choose the correct version of the Excel Spreadsheet for your Excel version.  Either 2007 or 2010

slade
Line



 

5

slade
Text Box
The following screen shots are from the 2010 version of the spreadsheet.  The main difference is the "Employee Information" tab does not exist in the 2007 version

slade
Callout
Click the "Employee Information" tab



 

6

slade
Callout
1.  Enter all the employee's information in the BLUE boxes.  Their address maybe entered if desired

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Line

slade
Callout
2.  Click on the "Payroll Form" tab



 
7

slade
Callout
1.  Enter the Contractor's Name

slade
Callout
2.  Enter the Contractor's KDOT Vendor ID #

slade
Callout
3.  Enter the payroll #

slade
Callout
4.  Enter the last day for the payroll

slade
Callout
5.  Enter the KDOT nine digit contract #

slade
Callout
6.  Select the first day of the payroll

slade
Callout
7.  Enter an "X" in the appropriate Fringe box

slade
Line

slade
Callout
8.  Enter the Benefit Program Name and select the appropriate corresponding Benefit Program Type

slade
Line



 

8

slade
Callout
1.  Select Employee from drop down

slade
Callout
2.  Leave all hours as zero

slade
Callout
3.  Enter both Straight and Overtime rates

slade
Line

slade
Callout
4.  Leave as zero

slade
Callout
5.  Can leave rate credits in place

slade
Callout
6.  Click "Save" and close



 

9

slade
Callout
Return to AASHTOWare and click the "Payroll XML" link



 

10

slade
Callout
Click "AASHTOWare Project Payroll Spreadsheet Conversion Utility"



 

11

slade
Callout
1.  Click "Choose File" and select your Excel payroll file

slade
Callout
2.  Click the box

slade
Callout
3.  Click "Convert"



 

12

slade
Callout
Click the drop down arrow and select "Show in folder"  Depending on your browser it may show up with a Save and a drop down.  Click the drop down and select "Save As"



 

13

slade
Callout
Return to AASHTOWare and verify role

slade
Line



 

14

slade
Callout
2.  Click "Import Payroll"

slade
Callout
1.  Click the component row action button



 

15

slade
Callout
Click "Select File"



 

16

slade
Callout
1.  Select your XML file for the payroll

slade
Callout
2.  Click "Open"



 

 

17

slade
Callout
Click "Import"



 

18

slade
Callout
File is successfully imported

slade
Callout
Click the "Process History" link



 

19

slade
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

slade
Callout
2.  Click the drop down next to the file and Click "Open"  This will vary depending on your browser



 

20

slade
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

slade
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.



 

21

slade
Callout
1.  Enter the KDOT Contract number

slade
Callout
2.  Click on the payroll number for your row



 

22

slade
Callout
1.  Click on the row action button for the payroll you are reviewing

slade
Callout
2.  Click "Sign Payroll"



 

 

23

slade
Callout
1.  Review for accuracy

slade
Callout
2.  Click the Blue arrow at the bottom of the page



 

 

24

slade
Callout
1.  Review Verification Statement

slade
Callout
2.  Click the Blue arrow at the bottom of the page



 

 

25

slade
Callout
Click "Sign Payroll"



 

26

slade
Callout
Process Complete




