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

GUideS are available from ODOT '_ Global Actions menu (top of the screen)

. = Component Actions menu (on headings)
External Prime Payroll or External Sub Payroll

W | Row Actions menu (on rows)

To revise a payroll when the review process no longer allows edits to the payroll, create a
payroll modification. A payroll modification is a copy of the payroll record that you can use to revise the payroll. It is

identical to the original payroll record except that it does not include attachments or comments.

Navigation: Dashboard > Vendor Payrolls
1. From the Dashboard, in the Vendor Payrolls component search box, type the contract ID.
To open 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.
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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.

The system displays the Contract Certified Payroll Overview component’'s Vendor Payrolls tab.

To locate a rejected payroll record:

1. Locate the record with Agency Rejected in the Phase column.
2. In the Payroll column, click the hyperlink. The system displays the External Certified Payroll.
3. Click the Status quick link to see why it was rejected. The system displays the External Certified Payroll Status.

To view payroll transitions and return certified payrolls:

1. In the Transitions section, the comments and phase for each row indicate previous and next steps regarding review,
progress, approval, and rejection.
2. Although rarely needed, to return the certified payroll without making any changes, click the Approve button and

then on the component click Save. Or from the upper Component Actions Menu, select Return Certified Payroll.

To view payroll exceptions:
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1. In the Exceptions section, contractors will see exceptions only after the agency marks payroll exceptions for vendor

review while in the phase Under Agency Review.
To create a modification to rectify the exception:

1. On the External Certified Payroll Status component, scroll to the Exceptions section.
2. Click the magnifying glass icon to view the entire Payroll Exception Description.

3. On the Component Action Menu, select Create Modification. The system displays the External Payroll Employees.

Note: The system displays the new modification in the Contract Payroll Overview with the Modification Number field
set to the next increment for the modifications. Find each subsequent modification listed on the Contract Payroll

Overview.

In the Modification Number field, notice the modification number.
In the Straight Hourly Rate field, type the corrected amount.

In the Overtime Hourly Rate field, type the corrected amount.

In the Classification Total Hours field, type the corrected amount.

In the Project Classification Gross Pay field, type the corrected amount.
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In the Total Gross Pay field, type the corrected amount.
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10. In the Net Pay field, type the corrected amount.
Note: Any Other deductions were copied, but the Amount was blanked.
11. Click the Save button.

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.
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.
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