
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTRACT VENDOR PAYROLL 
(FOR MANUAL ENTRY ZERO PAYROLL)  
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2

slade
Callout
Verify Role

slade
Line
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slade
Callout
1.  Enter the KDOT Contract number

slade
Callout
2.  Click the payroll number on your contractor's row



 

4

slade
Callout
1.  Click the component row action button

slade
Callout
2.  Click "Add New Payroll"
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slade
Callout
1.  Enter the payroll number

slade
Callout
2.  Enter the payroll begin date

slade
Callout
3.  Enter the payroll end date

slade
Callout
4.  Select the appropriate Fringe Payment Type.

slade
Callout
5.  Enter Comments explaining why this is a zero payroll

slade
Text Box
6.  Based on which Fringe Payment type you select above you may have more field that are required

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

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

slade
Callout
2.  Click the Blue arrow at the bottom of the page
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slade
Callout
1.  Review Verification statement

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



 

 

9

slade
Callout
Click "Sign Payroll"
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slade
Callout
Process Complete




