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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.

+ Unapproved Payrolls

Agency Rejected
Q|| 250070-A00 # | systemDefault ~ Snowing3of3 grow Al -
Contract Description Phase
250070-A00 RESURFACE (ASPHALT) Agency Rejected
Shrt Name
@ Evans & Associates Const. Co., Inc
250070-A00 RESURFACE (ASPHALT) Under Agency Review
@, Evans & Associates Const. Co., Inc.
250070-A00 RESURFACE (ASPHALT) Under Prime Review

@ ACTION SAFETY SUPPLY CO., LLC

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.

+ Unapproved Payrolls

Agency Rejected
Q| 250070-A00 #  SystemDefault ~ Snowng3of3 ghow Al -
Contract Description Phase
250070-A00 RESURFACE (ASPHALT) Agency Rejected
Shrt Name
@ Evans & Associates Const. Co., Inc
250070-A00 RESURFACE (ASPHALT)

Under Agency Review
@, Evans & Associates Const. Co., Inc

250070-A00 RESURFACE (ASPHALT) Under Prime Review

@ ACTION SAFETY SUPPLY CQO., LLC

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

I
A
98

Actions  Help  Log off
Employee  Payroll

Onthispage: Contract  Status

External Certified Payroll Status

w Contract: 250070-A00 - RESURFACE (ASPHALT)

Payroll Vendor: ACTION SAFETY SUPPLY CO., LLC

Payroll Number Modification Number
1 0

Period Fringe Benefit Pavment Type



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

Actions x

There are no actions available.

Tasks
Import Payroll
Prime Review

Views

Attachments (3)

I Issues
Links
Reports
Payroll Summary

Payroll Verification Text
Proxy Verification Report

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

05/12/2026 9:29:06 AM

Payroll Summary Report (Employee) Page 10f 1
Payroll Number 1 ification Number
Employee Last Name Yarn Salaried Employee No
FirstName Jeremy
Crt R e e g L
finge Fringe Sum  Typeof
|Project ID Classification Welfare Holiday / Train n OtherlOther2 Pmt Hours Rate D?y Dgy Dgy D:y Dgy Dgy D?y
35684040400 Laborers 5200 5300 AN AN AN AN NN ol
Laborers Semi Silled-Pipesyer 0 506 7 8 0 DFE
Apprentice ID: Apprentice % 0T % S LB TUE WiED T AR ST ==
SrasnTn 3150 50 208] 365 20] 209] 208] b 10
Ovins 3172500 9] 0] 50| 058 5] 0] 058 01|
oo 0] 201 20| 2] 200 28 9 0
Pay Period Gross Pay $115.00 Calc Gross Pay $115.00
Project Classification it
Calc Total Payroll Straight Time Hours 10,00 Gross Pay $115.00 (C;LC“MP" Lo $115.00
Calc Total Payroll Overtime Hours () (0 Total Deductions $25.00 f—
Calc Total Payroll Hours 1000 Net Pay 590,00 Deductions. $25.00
Total Fringe Benefits 5000 Calc Total Project $50.00
Provided Fringe Paid
Fringe Benefit Exceptions. Other Deductions Standard Deductions
Classification [Explanation Description Amount FICA With Amt $5.00
Other $5.00 Federal With Amt $5.00

Medicare With Amt §5.00
State With Amt $5.00



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

o Progress:

Signed By Last Name
ODOT\SUB01 sUB01
First Name signed Date
_ 03/23/2026
Comments

Retumn to Contractor Forward to Agency

(.
Section 2: How to Sign a Payroll

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

~ Vendor Payrolls

| Q 250018 4 Advaned Showing § of 5

Show previously highlighted row. 3

Contract Federal / State / OTA Project Number Description Payrolls Shrt Name

250018 SSR-260B(104)SR @ RESURFACE (ASPHALT) 1 @ Evans & Associates Const. Co., Inc.

250018 8SR-260B(104)SR @, RESURFACE (ASPHALT) 0 @ ACTION SAFETY SUPPLY CO., LLC

250018 88R-260B(104)SR @ RESURFACE (ASPHALT) 0 @, Hudson, Inc.

250018 SSR-260B(104)SR @ RESURFACE (ASPHALT) 0 @ HEMBREE & HODGSON CONSTRUCTION, LLC
250018 SSR-260B(104)SR @ RESURFACE (ASPHALT) 0 @ FENSCO, INC.

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

w Vendor Payrolls

Q 250018 & Advanced Showing5ofS

Show previously highlighted row. %

Contract Federal / State /| OTA Project Number Description Payrolls Shrt Name

250018 8SR-260B(104)SR @ RESURFACE (ASPHALT) 1 @, Evans & Associates Const. Co., Inc.

250018 8SR-260B(104)SR @ RESURFACE (ASPHALT) 0 @ ACTION SAFETY SUPPLY CO., LLC

250018 SSR-260B(104)SR & RESURFACE (ASPHALT) 0 @ Hudson, Inc.

250018 SSR-260B(104)SR @ RESURFACE (ASPHALT) 0 @ HEMBREE & HODGSON CONSTRUCTION, LLC

250018 SSR-260B(104)SR @ RESURFACE (ASPHALT) 0 @ FENSCO, INC.




Step 3: Now on the Contract Certified Payroll Overview screen,

needed row.

Vendor ID

730703325

Payrolls
Q Type search criteria or press Enter & Advanced  Showing 10f 1 Only Latest Mod ~

Payroll Mod Num  Begin Date End Date Phase
1 0 04/02/2026 04/07/2026 Initial

click the Payroll Number on the

Vendor Short Name

@ Evans & Associates Const. Co., Inc.

Latest Mod

Yes

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

£3-0

Fringe Benefit Payment Type *

Cash -

Comments

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

Actions b

Copy
Create Modification

Open Payroll Employees Summary

Sign Payroll
Tasks
Import Payroll Q

Views

Attachments (0)

Issues

Links

Reports

Payroll Summary

Payroll Verification Text
Proxy Verification Report



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

Payroll Summary Report (Employee) Page 10f 1
Payroll Number 1 Modification Number 0
Employee Last Name Wiliams Salaried Employee No
First Name Jalen
Craftr finge Finge Finge Fhoge . . e -
cal prni Pensio Fringe Fringe Sum  Typsof  Hou 0.

Project D Classiicaton Viefaro Holday /T 1 Other Oe2 Pt Hows  Rue 7 U2 U3 ¥ % % %Y
3630504 Laborers $§100.00 APR APR APR APR APR APR APR Toul
Hours
Laborers Semi Skiled-Pipelayer 2 8 0 5 6 7 B
Apprertice ID Apprentcn % o TH PRI SAT SUN MON TUE WED week)

Total Hours| 300300 [ J200]200]
Pay Period GrossPay  $120.00 CalcGrossPay 522000
Project Classification .
Calc Total Payrol Straight Time Hours  10.00 oross Pay $120.00 CalsPmctCiass
Calc Total Payroll Overtime Hours (.00 Total Deductions 20,00 o
Calc Total Payroll Hours  10.00 Net Pay $100.00 Deductions $20.00
Total Fringe Benefits Calc Total Project $0.00
Provided Fringe Paid
Fringe Benefit Exceptions Otfier Deductions Standard Deductions
Classification Explanation Description Amount FICA With Amt $5.00
Federal With Amt $5.00
Medicare With Amt 5500
State With Amt $5.00

Step 7: 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 submitied 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, or 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 8: In the Comments field, you may leave a comment but it is not required. Click the Sign
Payroll button.

Comments

Sign Payroll

€



