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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.

AASHIOWare™

E PROJECT

AASHTOWare Project

ODOT ELECTRONIC PAYROLL RESOURCES

ODOT Payroll Spreadsheet

AASHTOWare Project Conversion Utility

AASHTOWare Project XML Resource Kit

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.

CONTRACTOR | x| SUBCONTRACTOR L]

Name of Contractor | |
Contractor's ID | |
|
|

Payroll Number

For Week Ending



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.
CONTRACTOR [ x] SUBCONTRACTOR L]

Name of Contractor |Evan5 & Associates Const. Co. Inc

|
Contractor'sID 730703325 |
|
|

Payroll Number |1
For Week Ending  |4/3/2026

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

calendar.
CONTRACTOR ADDRESS
Addr 1| |
Addr 2| |
City] | state: | |
|

Zip : |

Contract #|250070-A00 |

Day Monday Tuesday Tuesday Tuesday Thursday Saturday Sunday

Date 3/30/2026 | 3/31/2026 | 4/1/2026 4/2/2026 4/3/2026 4/4/2026 4/5/2026

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.

E (a) WHERE FRINGE BENEFITS ARE PAID TO APPROVED PLANS, FUNDS, OR PROGRAMS

In addition to the basic hourly wage rates paid to each laborer or mechanic listed in the above referenced payrell, payments
I of fringe benefits as listed in the contract have been or will be made to apprapriate programs for the benefit of such
—
employees, except as noted in section 4(c) below.

D (b) WHERE FRINGE BENEFITS ARE PAID IN CASH

Each laborer or mechanic listed in the above referenced payroll has been paid, as indicated on the payroll, an amount not
less than the sum of the applicable basic hourly wage rate plus the amount of the required fringe benefits as listed in the
contract, except as noted in section 4{c) below.



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).

Benefit Program Name

Benefit Program Type

Benefit Account Number

Blue Cross Blue Shield

Fringe Health/Welfare

12364786

Benefit Labor Classification

Contact Person

Contact Person's Phone

17

lohn Doe

4059873456

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

ther 2.

NOTE: The Benefit Labor Classification field is only required to be populated if using Fringe Oth

or Fringe Other 2 benefit program types.

|4
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Step 7: Scroll down to the Employee Section.

O.T. OverTime Hours Total Project e o
Individual Employee Name and Identifier S.T. Standard Time Hours Hours Worked Classification PAY
S.H. Ssalaried Time Hours [ETE
Last Name
First Name 0.T. 0.00 0.00 0.00 0.00 0.00 0.00 0.00 ‘
Project # —
Middle Initial 1 S.T. 0.00 0.00 0.00 0.00 0.00 0.00 0.00 ‘
[ | sH. 0.00 0.00 0.00 0.00 0.00 0.00 0.00
WIN Craft Code Select Craft Code
‘ | oT% e R
Labor Code Select Labor Code Gross
Gonder G G | | | | | ———
Ethnicity ‘ Select Ethnicity | Salaried Employee Only
Total Pay Period Federal State Medicare Other Total NET
N | sall G P FICA
Salaried Hours jormal saiary ross Pay Income Tax Withholding Withholding Deductions Deductions WAGES
Fringe Benefit Rates
Fringe
fealth Vacation  Apprentice Pension Other 1 Other 2 Benefits
Welfare Holiday Fund
Has Changed? false Total
Salaried (y/n): | No ] [ [ I [ [ I ] [ |
Other Deductions

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

Last Name |Holmgreen

First Name |Chet

Middle Init

ial |




Step 9: In WIN field, enter the Employees Unique Identifier (WIN must be full birthday and last
4 of social in this format mmddyyyylLast4 021019891256)

WIN [021013891256 |

|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.

Gender |Male |
Ethnicity | NI Non-Minority |

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

Craft Code Laborers

Labor Code Laborers Semi Skilled-Pipelayer

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.

O.T.  Owver Time Hours Total Project

S.T.  Standard Time Hours Hours Worked Classification RAFT:YDF
3.H.  Salaried Time Hours Hours
0.T. 0.00 0.00 0.00 0.00 0.00 0.00 0.00 | 000 | [18.0000]
5.T. 2.00 2.00 2.00 2.00 2.00 0.00 0.00 [ 10.00 | | 12.000 |
5.H. 0.00 0.00 0.00 0.00 0.00 0.00 0.00 | |

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

Project

Lump Sum
P Gross

| | 12000 |

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




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

Federal State Medicare Other Total MNET
Gross Pay FICA i : . - . .
Income Tax  Withholding Withholding Deductions Deductions WAGES
120.00 so0 | 500 | 500 | so00 | o000 | 2000 || 100.00

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

. . Fringe

Health HE C?tmn Apprentice Pension Other 1 Other 2 Benefits
Welfare Holiday Fund Total
ota

2o [ 10 ] |

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

| Other Deductions |

Other Deduction Description Amount

Child Support 5.00

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 | have attached here(https://xml.aashtowareproject.org/spreadsheet/).

AASHIOWare™

PROJECT

AASHTOWare Project

ODOT ELECTRONIC PAYROLL RESOURCES

ODQT Payroll Spreadsheet

AASHTOWare Project Conversion Utility

AASHTOWare Project XML Resource Kit

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

Instructions:
» Use the following form to select the spreadsheet -

spreadsheet to the online conversion utility.

| Choose File | No file chosen



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

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

| agree to the Terms of Use

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

I
v
N N O s

Actions Help  Log off

On this page:  Vendor Payrolls  Unapproved Payrolls

PROJECT External Prime Payroll (Contractor)

v Home Page News

v Vendor Payrolls

‘4
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Step 21: From the Global Actions Menu drop-down, click Import File.

v
Actions

Actions X
Open Process History

Tracked Issues

Cases ‘

Import File

Generate Report
I Execute Process ‘

Global Attachments

Global Links

My Settings

My Outbax



Step 22: Click the Select File button.

Import

v Import

Select File...

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

Im port There are unsaved changes. X

v Payroll Import

Select File...

odot-payroll-spreadsheet_05072026.xml 6500 bytes

I:\IOTE: Once you upload your XML file, your screen name will change from Import to Payroll

mport,

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

=3 - 0




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

Notifications link.

Im port Payroll Import Submitted - See Notifications

Select File...

odot-payroll-spreadsheet_05072026.xml 6500 bytes

Go to Process History Payroll Import Notifications

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.

Header User ID

@, Vendor ID '730703325', Contract ID '250070-A00", Payroll Number '1', M ODOT\PRIMEO1
Log
Start Time: 05/11/2026 14:49:07.507
Error: Vendor D '730703325', Contract ID '250070-A00', Payroll Number '1', Modification Number '0', Craft Code '1000',

Reviewed Start Time Finish Time

a 05/11/2026 2:49:06 PM 05/11/2026 2:49:21 PM

@ Vendor ID 731213020', Contract ID 250070-A00", Payroll Number '1', N ODOT\PRIMEO1
10 Successfully Imported.
Finish Time: 03/22/2026 22:01:24.009

a 03/22/2026 10:01:06 PM 03/22/2026 10:01:24 PM

RIS I e AR ) I T A E A F YN g YA TATEIMAST 1 ) EY IS AR

40 )

40 )

File Name

odot-payroll-spreadsheet_05072026.xml
Qutput Files

ImportPayrollFile.LOG

Error.log

Success

No

Sub1.xml

ImportPayrollFile.LOG

Yes

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.

Fringe Benefit Payment Type ¥

Cash -

Comments

Save 9

Actions x
Copy

Create Modification

Open Payroll Employees Summary

Tasks

Import Payroll e
Views

Attachments {0)

Issues

Links

Reports

Payroll Summary

Payroll Verification Text

Proxy Verification Report

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

Payroll Summary Report (Employee) Page 1of 1
Payroll Number 1 Modification Number 0
Employee Last Name \Villiams Salaried Employee No
FirstName Jalen
= iy T R e e B e
inge Fringe Sum  Typeof
|Project ID Classification Welfare Holiday /Train  n  Other Other2 Pmt Hours  Rate D? D;y Dgy D? Dgy Dzy D?y
3630504 Laborers. $100.00 APR APR APR APR APR APR APR le:l
Laborers Semi Skiled-Pislayer 2 8 ¢ 6 0 7 0Y%S
Apprentics ID: Apprentice %: ouT s TR0 S L0 CE 0 L2 CIED o)
SesigiTime $12000( 300]
Overime 15,00
e [
PayPeriod Gross Pay  §120.00 CalcGrossPay  5220.00
Project Classification i
Calc Total Payroll Straight Time Hours 10,00 oy $12000 ClepjectCiass
Calc Total Payroll Overtime Hours 000 Total Deductions. $20.00 —
Calc Total Payroll Hours 10,00 NetPay 510000 Deductions 52000
Total Fringe Benefits Calc Total Project $0.00
Provided Fringe Paid
Fringe Benefit Exceptions Other Deductions Standard Deductions.

Classification Explanation

Description

Amount FICA With Amt
Federal With Amt

Medicare With Amt

State With Amt

§5.00
$5.00
$5.00
$5.00



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

(2) That any payrolls otherwise under this contract required to be submitted for the above period are
correct and complete: that the wage rates for laborers or mechanics contained therein are not less than
the applicable wage rates contained in any wage determination incorporated into the contract; that the
classifications set forth therein for each laborer or mechanic conform with the work he performed

(3) That any apprentices employed in the above period are duly registered in a bona fide apprenticeship
program registered with a State apprenticeship agency recognized by the Bureau of Apprenticeship and
Training, United States Department of Labor, o if no such recognized agency exists in a State, are
registered with the Bureau of Apprenticeship and Training, United States Department of Labor.

THE WILLFUL FALSIFICATION OF ANY OF THE ABOVE STATEMENTS MAY SUBJECT THE
CONTRACTOR OR SUBCONTRACTOR TO CIVIL OR CRIMINAL PROSECUTION. SEE SECTION
1001 OF TITLE 18 AND SECTION 231 OF TITLE 31 OF THE UNITED STATES CODE

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

Comments

Sign Payroll

<





