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Certified Payroll with Payroll Spreadsheet 
 

Roles: External Prime Payroll & External Sub Payroll 
 
Step 1: Go to (https://oklahoma.gov/odot/business-center/construction-programs/aashtoware-
project-web-application.html) this link will take you to the Construction Programs website 
where the ODOT Payroll Spreadsheet is located. Select the ODOT Payroll Spreadsheet link. 

 
 

Filling out the ODOT Payroll Spreadsheet 
 
 
Step 2:  Once the ODOT Payroll Spreadsheet downloads, open the spreadsheet. On the 
spreadsheet, start by selecting if you are a Contractor or a Subcontractor by putting an X in the 
box. 

 
 
 
 

https://oklahoma.gov/odot/business-center/construction-programs/aashtoware-project-web-application.html
https://oklahoma.gov/odot/business-center/construction-programs/aashtoware-project-web-application.html


 
Step 3: Fill out the remainder of the Contractor Information, such as: Name of Contractor, 
Contractor’s ID (FEIN Number), Payroll Number and For Week Ending fields. 

 
 
Step 4: In the Contractor Address section, enter the Contract # and the Day and Date on the 
calendar. 

 

Step 5: If there are any Fringe Benefits, select if the Fringe Benefits will be paid by Plan Funds 
or Cash by putting an X in the needed box. If there are no Fringe Benefits, move on to step 7. 

 

 

 

 



Step 6: On the Fringe Benefit Table, enter any of the Fringe Benefit Names, select Program 
Type, add Benefit Account Number, Benefit Labor Classification, Contact Person and Contact 
Person’s Phone Number (must be 10 digits with no other characters). 

 

 

NOTE: Benefit Program Type contain the following choices: Fringe Health/Welfare, Fringe 
Vacation/Holiday, Fringe Apprenticeship Fund, Fringe Pension, Fringe Other 1, and Fringe 
Other 2. 

NOTE: The Benefit Labor Classification field is only required to be populated if using Fringe Other 
1 or Fringe Other 2 benefit program types. 

 Step 7: Scroll down to the Employee Section. 

 

Step 8: In the Name Fields, enter the Employees Last, First and Middle Initial (Optional). 

 

 



Step 9: In WIN field, enter the Employees Unique Identifier (WIN must be full birthday and last 
4 of social in this format mmddyyyyLast4 021019891256) 

 

NOTE: If the field is yellow, you must click and select an option, not type it in. 

 

Step 10: Enter the Employees Gender and Ethnicity. 

 

Step 11: Select your Employees Craft Code and Labor Codes. 

 

Step 12: Enter your Employees Worked Standard Time and Overtime Hours on the calendar 
provided. Be sure to add the Total Project Hours and Rate of Pay as well. 

 

Step 13: Enter the Project Gross and Lump Sum if needed. 

 

NOTE: If you have a Lump Sum amount, the Lump Sum should be totaled into your Gross Pay 
and Net Pay. 

 



Step 14: Enter your Gross Pay, FICA (if needed), all Withholdings and Deductions and Net 
Wages. 

 

 

 

 

Step 15: If you selected Fringe Benefits, Enter the Hourly Rates and Fringe Benefits Total 
(Fringe Hourly Rate times Hours Worked). 

 

 

 

 

NOTE: If you selected Other Deductions, you must note the deductions as show below in the 
Other Deductions section. 

 

NOTE: You may add up to 50 employees on the spreadsheet.  

 

 

 

 



Step 16: After you have added all needed employees, you must save your spreadsheet by 
clicking File, Save As and selecting a file name. 

 

Converting Payroll to XML format 

 

Step 17: Head to the ODOT Website and select the AASHTOWare Project Conversion Utility link 
which I have attached here(https://xml.aashtowareproject.org/spreadsheet/). 

 

 

 

 

Step 18: Click Choose File on the bottom left of the screen. 

 

https://xml.aashtowareproject.org/spreadsheet/


Step 19: After you upload your ODOT Payroll Spreadsheet, click the I Agree to the Terms of Use 
checkbox and then the Convert button. 

 

Step 20: Back in AASHTOWare Project, click the Global Actions Menu. 

 

Step 21: From the Global Actions Menu drop-down, click Import File. 

 

 

 

 

 

 

 



Step 22: Click the Select File button. 

 

Step 23: Select your Converted XML File within the Download Folder and upload it.  

 

NOTE: Once you upload your XML file, your screen name will change from Import to Payroll 
Import. 

Step 24: Click the Import button on the top right of the screen. 

 

 

 



Step 25: After the Payroll XML is imported, click the Go to Process History Payroll Import 
Notifications link. 

 

Step 26: Once on the Process History Overview screen, look on the newest row under the 
Success header and ensure it says Yes. If it shows yes, you have successfully imported the 
Payroll Spreadsheet XMl. If it shows No, you will have to fix the spreadsheet and convert to 
XML again and re import the new XML file. 

 

 

Step 27: Once you receive a Yes, you have successfully loaded a Certified Payroll using the 
ODOT Payroll Spreadsheet. 

 

 

 

 

 

 



Signing the Payroll 

Step 28: On the header record, click the Component Actions Menu, select Sign Payroll in the 
drop down. The system displays the Sign Payroll component.  

 

 

Step 29: In the Sign Payroll component, view the Payroll Summary Report. 

 

 



Step 30: Read and Verify the agreement on the screen and click the Right Next Arrow. 

 

Step 31: In the Comments field, you may leave a comment but it is not required. Click the Sign 
Payroll button. 

 

 




