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How to Approve/Reject Certified Payroll (Agency) 
 
 
Step 1: In the Agency Payroll Reviewer role, click the Unapproved Payrolls link under the Civil 
Rights & Labor component. 

 

Step 2: In the search bar, search the Contract ID for the needed Unapproved Payroll.  

 

 

 

 

 

 

 



 

Step 3: Once you locate the needed Contract, find your specific vendor and click the Contract 
ID number on that specific row. 

 

 

Rejecting A Payroll 

 

Step 4: On the Certified Payroll Status screen, under the Exceptions header, look to see if there 
are any Exceptions the “Must Be Resolved” by the contractor.  

 

 



 

 

 

Step 5: If there are Exceptions that must be resolved, you may check the Vend Notified 
checkbox, but it is not required. If the Vend Notified checkbox is selected, it will show the 
Contractor the Exception Description after you Reject the payroll. If the checkbox is left 
unchecked, the Payroll Exception Description will not be shared with the Prime.  

NOTE: Agency Comments will be displayed for the contractor, so agency users may include any 
information in the comments box.  

 

Step 6: Once you have reviewed the Exceptions, scroll up to the Transitions header and click 
the Reject button. By clicking Reject, you are kicking the Certified Payroll back to the Prime for 
them to create a Modification, correct the payroll and to resubmit it for Agency Review. 

 

Step 7: If the Payroll is being rejected, a comment in the Comments field is required. 



 

Step 8: Click Save. 

 

 

Approving A Payroll 

Step 9: On the Certified Payroll Status screen, scroll to the Transitions header, and click the 
Approve button. 

 

NOTE: You may leave a comment in the Comments field, but it is not required for an Approved 
payroll. 

Step 10: Click Save. 

 


