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Additional Quick Reference Guides, training documents, and the Civil Rights and Labor User 

Guides are available from ODOT.  

Role(s): External Prime Payroll or External Sub Payroll 

 

Note: This is the lease common approach for entering payrolls into AASHTOWare Project™. 

Accessing the Vendor Payrolls:  

Navigation: Dashboard > Vendor Payrolls 

1. From the Dashboard, in the Vendor Payrolls component search box, type the contract ID.   

To create the payroll header record: 

1. In the Payrolls column, the number of payrolls currently in the system for this contractor and contract is 

displayed. Click the payroll hyperlink.  

  

Tip! If you are a prime contractor, you are always listed first, followed by the subcontractors. If you are 

a subcontractor, you will only see your row.  
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The system displays the Contract Certified Payroll Overview screen and the Vendor Payrolls tab.  

2. Click the Component Actions Menu, and click Add New Payroll. The system displays the External Add Certified 

Payroll component.  

3. In the Payroll Number field, type the payroll number.   

4. In the Begin Date field, type or select the begin date.   

5. In the End Date field, type or select the end date.   

6. In the Fringe Benefit Payment Type dropdown, select the fringe benefit payment type.  

7. Click the Save button. The system displays the External Certified Payroll component.  

 

To create a proxy payroll on behalf of a subcontractor:  

 

1. Under the Vendor Payrolls component, search the Contract ID. 

2.  In the Payrolls column, click the hyperlink for a subcontractor.  

3. Click the Proxy Payrolls tab.  

4. Click the Component Actions Menu, click Add for Subcontractor. The system displays the External Add Certified 

Payroll for Subcontractor component.  

5. In the Payroll Number field, type the payroll number.   

6. In the Begin Date field, type or select the begin date.   

7. In the End Date field, type or select the end date.   
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8. In the Fringe Benefit Payment Type dropdown, select the fringe benefit payment type.  

9. Click the Save button. The system displays the External Certified Payroll component.  

  

Accessing External Payroll Employees:  

1. Click the Employee quick link. The system displays the External Payroll Employees component. The 

top component is the payroll header. The bottom component is for the employees.  

 

To add an employee to the payroll who has not been previously entered into AASHTOWare Project:  

 

1. On the Employees component, click the Component Actions Menu, then click Add Payroll Employee from the drop 

down. The system displays the Payroll Employee modal window.  

2. In the Employee Details collapsible section, in the Worker Identification Number field, type the WIN.  

  

Note: The WIN uses format as follows, where MMDDYYYYSSSS  

• MM equals the 2-digit month of the employee’s birthdate  

• DD equals the 2-digit day of the month of the employee’s birthdate  

• YYYY equals the 4-digit year of the employee’s birthdate  
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• SSSS equals the last 4 digits of the employee’s Social Security Number  

  

3. In the First Name field, type the employee’s first name.  

4. In the Last Name field, type the employee’s last name.  

5. In the Middle Initial field, type the employee’s middle initial.  

6. In the Payment Type field, select how the employee is paid.  

7. In the Gender field, select the gender.  

8. In the Ethnic Group field, select the ethnic group.  

9. Click the Save button. The system displays the External Payroll Employees component and displays the newly added 

employee in the Employees dropdown and populates the fields of the employee header record.  

 

To add an employee to the payroll who is already a reference employee:  

 

1. In the Employees component, on the Component Actions Menu, click Select Ref Employee. The system displays 

the Select Reference Employees modal window.  

2. Search for and select the desired reference employees.  

3. Click the Add to Employees button.  

4. Click the Save button. The system displays the External Payroll Employees component and displays 

the reference employee in the Employees dropdown and populates the fields of the employee header record.  
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To add a classification to an employee on the payroll:  

1. In the Employees component, in the Classification section, note that if there is only one project associated to the 

contract, the system auto populated the Contract Project ID field.  

 

Note: If there is more than one project for the contract, select the correct contract project from the drop down. 

 

2. In the Labor Classification field, search for and select the decision class code (subset of the employee’s craft).   

3. In the Craft Code field, select the craft code for the appropriate wage decision.  

 

Caution! The selected Labor Classification must correspond with the appropriate Craft Code.  

 

4. The Payment Type field will be auto populated from the Payroll Employee Information.  

5. In the Straight Hourly Rate field, type the wage rate the employee is paid for working an hour of base time.  

6. In the Overtime Hourly Rate field, type the overtime wage rate the employee is paid for working an hour of 

overtime.  

7. In the Regular Hourly Rate field, the wage rate if the employee is paid more than the wage decision states.  

8. In the Project Lump Sum Payment field, type the amount paid for the entire payroll period for this labor 

classification on this project.  
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Note: This field is used when Fringe Benefit Payment Type is Cash and/or when per diem is paid (daily per 

diem will need the week’s total entered).  

 

9. In the Training Information collapsible section, in the OJT Program Indicator field, select the check box if the 

employee is a trainee in the OJT program.  

10. If the OJT Program Indicator check box has been selected, in the OJT Wage Percentage field, type the percentage 

of the standard wage paid to an employee in this labor classification.  

 

To add the hours worked for each day of the week to an employee on the payroll:  

 

1. In the Hours section, in the Straight Time Hours row, enter the regular hours worked for this pay period for each 

day worked in this craft and labor classification.   

2. In the Hours section, in the Overtime Hours row, enter the overtime hours worked for this pay period for each day 

worked in this craft and labor classification.   

3. In the Total Straight Time Hours field, type the total regular hours worked for this pay period in this craft and labor 

classification.  

4. In the Total Overtime Hours field, type the total overtime hours worked for this period in this craft and labor 

classification.  
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5. In the Classification Total Hours, type the total hours worked (regular and overtime combined) for this period in this 

craft and labor classification.  

  

Calculation:  Classification Total Hours = Total Straight Time Hours + Total Overtime Hours  

  

To add the wages for an employee on the payroll:  

 

1. In the Wages collapsible section, in the Project Classification Gross Pay field, type the amount earned by the 

employee for this period in this craft and labor classification.  

  

Calculation: Project Classification Gross Pay = (Straight Hourly Rate x Total Straight Time Hours) + (Overtime 

Hourly Rate x Total Overtime Hours) + Project Lump Sum Payment  

  

2. View the Calc Total Pay field for the total pay before deductions and withholdings.  

3. In the Total Gross Pay field, type the amount earned by the employee for this period in this craft and labor 

classification for all work, project and non-project.  

4. In the Net Pay field, type the remainder of the gross pay after subtracting all deductions.  

  

Calculation:  Net Pay = Total Gross Pay – Total Deductions  
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5. In the Total Deductions field, type the sum of all withholdings and deductions.  

  

Calculation:  Total Deductions = Total Gross Pay – Total Net Pay  

- also -  

Calculation: Total Deductions = FICA Withholding Amount + Federal Withholding Amount + State 

Withholding Amount + Medicare Withholding Amount + other deductions  

  

6. In the FICA Withholding Amount field, type the amount of Social Security tax to be deducted from the Total Gross 

Pay for the employee for this period.  

7. In the Federal Withholding Amount field, type the amount of federal income tax to be deducted from the Total 

Gross Pay for the employee for this period.  

8. In the State Withholding Amount field, type the amount of state income tax to be deducted from the Total Gross 

Pay for the employee for this period.  

9. In the Medicare Withholding Amount field, type the amount of Medicare tax to be deducted from the Total Gross 

Pay for the employee for this period.  

10. In the Total Fringe Benefits Paid field, type the total fringe benefit amount earned by the employee for this period 

in this craft and labor classification.  

To add another deduction not included in those categories:  

 

1. In the Deductions collapsible section, click New.  
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2. In the Description field, type the description of the deduction (for example, Alimony, Child Support, or Blue Cross 

Blue Shield).  

3. In the Amount field, type the amount of the deduction to be withheld for the employee for this pay period.  

4. Click the Save button. The system displays the External Payroll Employees.  

5. Expand the Employees component and scroll down to the Hours section to see the calculated amounts. Compare 

the calculated values in Calc Total Straight Time Hours to the Total Straight Time Hours field; the Calc Total 

Overtime Hours to the Total Overtime Hours field; and, Calc Total Hours to the Classification Total Hours field.  

  

Important! This is the contractor’s first chance to correct an issue before signing.  

 

Signing a Payroll:  

To sign the contractor’s payroll: 

 

1. On the header record, click the Component Actions Menu, select Sign Payroll in the drop down. The system 

displays the Sign Payroll component.  

2. In the Sign Payroll component, view the Payroll Summary Report. 
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3. Compare the Pay Period Gross Pay to the Calc Gross Pay field; the Project Classification Gross Pay to the Calc 

Project Class Gross Pay Amount field; and the Total Deductions to the Calc Total Deductions field. If any of them 

differ, there will be an issue.   

  

Important! This is the prime contractor’s second chance to correct an issue before signing.  

  

4. Click the Right Arrow. The system displays the payroll signing language.  

5. Click the Right Arrow. The system displays the signing screen.  

6. In the Comments field, type a comment that will be displayed with the transition row.  

7. Click the Sign Payroll button.  

 

 

To view payroll status:  

 

1. Click the Status quick link. The system displays the External Certified Payroll Status component.  

2. In the Status component, the Phase displays Under Agency Review.  

 

 


