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How to Review and Sign Payroll (Contractor) 
 

Section 1: How to Review a Payroll 
 
 
Step 1: In the External Prime Payroll role, search the needed Contract Number under 
Unapproved Payrolls component. 

  
 
Step 2: Locate the payroll that needs reviewed and signed. You can tell which payrolls need 
signed based on the Phase. If the phase shows Under Prime Review, it signifies that it is ready 
for you the contractor to review or sign. Click the Contract Number on the needed row. 
 

 

Step 3: On the External Certified Payroll Status screen, click the top Component Actions Menu. 

 



Step 4: From the Component Actions Menu drop-down, click Prime Review. 

 

Step 5: Review the Progress Payroll and click the Right Arrow. 

 

 

 

 

 



Step 6: In the Comments box you may leave a comment but it is not required. Once ready, click 
the Forward to Agency button. 

 

Section 2: How to Sign a Payroll 

Step 1: In the External Prime Payroll role, search the needed Contract Number under Vendor 
Payrolls component. 

 

Step 2: Locate the row that is associated with your company and click the Payroll Number. 

 

 



Step 3: Now on the Contract Certified Payroll Overview screen, click the Payroll Number on the 
needed row. 

 

Step 4: On the External Certified Payroll screen, click the Component Actions Menu. 

 

Step 5: From the Component Actions Menu drop-down, click Sign Payroll. 

 



Step 6: Review the payroll and click the Right Arrow. 

 

Step 7: Read and Verify the agreement on the screen and click the Right Next Arrow. 

 

Step 8: In the Comments field, you may leave a comment but it is not required. Click the Sign 
Payroll button. 

 

 


