
Quick Reference Guide 

Contract Payrolls 
 

1 (Make sure you are in the “DISTRICT CIVIL RIGHTS PAYMENTS” role). Go to “Contract Payrolls” and type 
in the contract number in the Search Bar. 

 

 

2. Click “Payrolls” (The blue hyperlink number under the Payrolls Column Header). 

 

 

 

 

 

 

 



3. Click the “Component Action Menu” next to the Save button. 

 

 

 

4. Click “Add New Payroll”. 

 

 

5. Input “Payroll Number”, “Begin Date”, “End Date” and “Fringe Benefit Payment Type”. (Red 
Asterisks mean these are required field). 

 

 



6. Click “Save”. 

 

 

 

7. From the Quick Links at the top of the page Click “Status”. 

 

 

 

 

 

 

 



8. Click “Approve” under the Status Component Header, Under the Transitions Row. 

 

 

 

 

 

 

(Note: The following comments in the next steps are for Prime Contractors, 
further down will be a screenshot of what it will look like for Subcontractors). 

9. Once you click Approve you may Type your Comment in the Comment Box under the now 
UNDO button, type “Send to ODOT”. 

 

 

 



10. Click “Save”. 

 

 

11. Click the “Approve” button once again. 

 

 

 

 

 

 

 

 

 

 

 



12. Type your Comments in the Comments box “ODOT Check Payroll”. 

 

 

13. Click “Save”. 

 

 

 

 

 

 

 

 

 



 

(Note: Here are the comments/phases for Subcontractors as the Examples 
above are for the Primes). 

 
 

17. Click “Home” at the top left corner of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 



 

18. Change to the “Project Manager Role” by clicking the “Home Drop Down Arrow”. 

 

 

 

 

19. Click “Contract Progress” under the Construction tab. 

 

 

 



 

 

 

20. Search for your needed “Contract”, click the “Contract ID”. 

 

 

 

21. Click “Payment Estimates”. 

 

 

 

 

 

 

 



22. Click “Add Payment Estimate”. 

 

 

23. Add Period End Date if needed. 

 

 

24. Click “Add Payment Estimate” on the top right of the screen. 

 

 

 



24. Click “Contract Progress Payment Estimate” hyperlink. 

 

 

25. Click “Contract Administration” hyperlink. 

 

 

 

 

 

 

 



26. Click “DBE/Payroll/Payments”. 

 

 

27. Check to make sure “Davis Bacon Wage Rate” says Yes. 

 

 



 

 

28. Click “Contract Progress”. 

 

 

 

 

29. Click “Payment Estimates”. 

 

 

 

 

 



 

 

30. Click “Payment Estimate Number”. 

 

 

 

 

31. Click “Exceptions”. 

 

 

 

 

 



 

32. Look for the “Overdue Payrolls” under the Payment Estimate Exception and click the 
Expand/Collapse Carrot (you will do the following steps for all Overdue Payrolls). 

 

 

33. In the Status drop down you can either Acknowledge the Payroll or go and Reject the 
Estimate. 

 


