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Payroll Data   

Payroll data can be entered into the AASHTOWare Project™ Civil Rights Labor (CRL) Module in three 
ways: 

• Directly entered into AASHTOWare Project™ CRL Module. 
 

• Entered into an AASHTOWare Project CRL Payroll Excel Spreadsheet (found at 
http://www.dot.state.mn.us/const/labor/civil-rights-labor.html) which is then converted into 
XML format using AASHTOWare Project™ Payroll Spreadsheet Conversion Utility (found at 
https://xml.cloverleaf.net/spreadsheet/). The payroll XML file is then imported into the 
AASHTOWare Project™ CRL Module. 

 
• Converting data currently in a contractor’s/subcontractor’s payroll software system into the 

specific XML file format accepted by AASHTOWare Project™ CRL Module.  The payroll XML file 
is then imported into AASHTOWare Project™ CRL Module.  This conversion process would be 
executed by the firm who designed the contractor’s payroll software system. 

 

This guide will show the first method:  Directly entered into AASHTOWare Project™ CRL Module. 

 

  

http://www.dot.state.mn.us/const/labor/civil-rights-labor.html
https://xml.cloverleaf.net/spreadsheet/
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The link to the AASHTOWare Project login screen can be found on  

http://www.dot.state.mn.us/const/labor/civil-rights-labor.html 

in the left column, halfway down the page (choose the Civil Rights Labor application link) 

 

 

 

 

 

 

 

  

Enter your Username 

Enter your Password 
which is case sensitive 

Select your 
Domain 

(External Users) 

http://www.dot.state.mn.us/const/labor/civil-rights-labor.html
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If your log on was successful you will then see the Home Page for the last user role you 
were utilizing in AASHTOWare Project CRL Module. 
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This is a contractor payroll user’s home page. 
Check your role to see that you are in the correct payroll 
role by clicking the down triangle (the right 1/3) of the 

Home button.  Your current role has the green check mark. 
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 XYZ COMPANY 

In the quick find search box enter the MnDOT 
contract number for the payroll you are 

submitting. 

The blue number is a hypertext link.  Click on the 
blue number to see a list of payrolls already in CRL.  
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Locate and remember the last payroll number, begin date, and end date.   
 
This information is important to note in order to number the next payroll 
appropriately in sequence and not have overlapping payroll dates. 

 XYZ COMPANY 



AASHTOWare Project TM CRL Contractor Entering a Payroll Manually 
 

 

      8  
  

 

 

 

 

 

 

 

 

  

Click on the component actions icon 
(the downward pointing triangle). 

Click on the Add New Payroll quick link to start a 
new manually entered payroll for this contract. 

 XYZ CO 
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This page and the next page shows an alternate method of starting a new payroll. 

 

 

 

       

 

 

 

 

2. Click on the row Actions button 
(downward pointing triangle). 

1. Type in the contract number that 
you are a contractor on. 

 XYZ COMPANY 
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3. Click on the Add link to 
add a new payroll. 



AASHTOWare Project TM CRL Contractor Entering a Payroll Manually 
 

 

      11  
  

 

Note:  Any field that has a red asterisk   is a required entry field. 

 

 

 

 

 

 

1. Enter the 
Payroll 
Number. 

4. When done making entries in these fields 
click the Save button. 

If you do not click on the Save button and 
navigate to some other area of the 
AASHTOWare Project™ CRL Module application 
the data will be lost! 

3. Select the Fringe Benefit 
Payment type from the 
list. 

 XYZ COMPANY 

2. Enter the Payroll 
Begin and End Dates. 

 XYZ COMPANY 

Red asterisk   this 
is a required field 
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 XYZ COMPANY 

8. Select the payroll beginning date from the calendar or type it. 

Select the Payroll ending date from the calendar or type it. 

(Enter your company normal payroll start day date and end day date not just the dates 
work was performed on the payroll) 

Enter the first Fringe Benefit Program information 
Enter information in all fields with the red asterisk .  

 
 Note:  Fringe Benefit Program entry fields will not show 

after clicking the Save button if you selected Cash as your 
Fringe Benefit Payment Type.  
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You will have to enter the Benefit Program information for each Benefit Program Type. 

 

 

 

 

 

 

 

 

 

 

  

Click New.  (Screen capture shows entries for the 
first fringe benefit program) 

 XYZ COMPANY 

Benefit Program Classification is a 
required entry field if you select Benefit 

Program Type: Other 1 or Other 2 
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For each benefit program type, click New 
and then make the required entries. 
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Click the Save button once you have completed 
your entries in the Benefit Program fields. 

 XYZ COMPANY 
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Adding Employees to the Payroll 

 

 

 

 

 

After clicking the Save button you should see the message, 
“Save Complete” in the green box. 

 XYZ COMPANY 

Click on the blue Employee quick link to start entering the 
first employee. 
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There are two ways to add an employee to a manually entered payroll: 

• If the employee has not been recorded in the CRL system, select Add Employee from the 
Actions menu on the component header. The system displays a modal window for adding basic 
information for the new employee. 

 

• If the employee is already recorded in the system as a reference employee from a previous 
payroll, select Add Ref Employees from the Actions menu on the component header. The 
system displays a modal window for selecting an employee from the Reference Employee list. 

 

 
 

 

 
 

Click the component 
 Actions button. 

Click the Add Employee quick link 
if this employee has never been 
submitted on a payroll which was 
entered or imported to CRL. 

Click Add Ref Employees quick link to select 
an employee who is already in the CRL data 
base by being entered on a previous payroll 
that progressed to Under Agency Review 

 

 XYZ COMPANY 
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From the previous step, if using the Add Employee quick link, you will be presented with a Payroll 
Employee modal window to enter employee information. 

 

  

 

 

 

 

 

When adding a new employee enter information in all fields with a red 
asterisk.  Enter full legal names, the same as in your payroll software.  

Minnesota requires a full Social Security Number.  (This is the only 
screen where you will actually see the Social Security Number.) 

Use the scroll bars to get to the address entry fields below. 

When entries have been made in all the required 
payroll employee fields scroll down and click Save. 
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Notice the Social Security Number field is no longer visible. 

Now the employee is on this payroll.  The new employee will not appear in the AASHTOWARE 
PROJECT™ CRL MODULE Reference Employee data base until the payroll is signed by the subcontractor, 
reviewed and accepted by the prime contractor and transitioned to Under Agency Review Status.  

 

If you want to open a modal window to view the data 
you just entered, click the Employee Information quick 
link. 



AASHTOWare Project TM CRL Contractor Entering a Payroll Manually 
 

 

      20  
  

 

 

 

 

  

If this is the first employee on the payroll, the system takes the user to the page for 
entering payroll data for the new employee. 
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 XYZ COMPANY 

Add Ref Employees Example 
Another method to add an employee to a payroll is to select an employee 

who is already in the CRL data base as a result of being entered on a 
previous payroll that progressed to Under Agency Review status. 

Click Add Ref Employees quick 
link to select an employee who 
is in the CRL data base. 
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In the quick find search box enter part of a first name or last 
name.  After 3 characters are entered the system displays the 
rows that contain the string of characters you entered. This 

creates a temporary filter.  Click the eraser icon located to the 
right of the quick find search box if you want to remove the 

temporary filter. 
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To select the employee click on the row containing 
the employee you want to add to this payroll.  Notice 

the green check mark on the row selected. 

Then click 
Add to Employees.  Once you have selected the employee, 

you can start a new search for another employee. 
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The next steps show how to directly enter payroll data for an employee. 

 

 

 

 

 

 

 

 

 

 

 

 

Click the down arrow in the drop-down list box to select the project number 
the employee worked on.  Please get the proper Project ID(s) from the 
Project Engineer or use the search engine located the LCU CRL website: 
http://transport.dot.state.mn.us/reference/refprojectId.aspx 

Note:  A contract can have multiple project numbers. If an employee 
worked on more than one project payroll data will have to be entered 
separately for each project.   

http://transport.dot.state.mn.us/reference/refprojectId.aspx
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Click the down arrow to display a drop-down list of labor classifications. 

Click an item in the list to populate the field with the Labor Classification 
the employee worked.   

Hint: If you place your computer mouse over the Field Title in bold 
black font, in this example “Labor Classification”, hover briefly, and 
additional information will display related to the subject. 
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Click the down arrow to display a drop-down list of 
labor craft codes.  

Click an item in the list to populate the field with the 
Craft Code the employee worked.  The Craft Code 
number in the group the Classification number belong 
too. Example: 101 Classification is associate to 100 
Craft Code; regardless of union affiliation.  
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Enter Straight Time rate.   

Enter Overtime hourly rate. 
The overtime rate must be 
entered even if no overtime 
hours were worked.   

Regular Hourly Rate is 
optional 

The Project Lump Sum 
Payment field is used for 
Remaining Cash Fringe 
Benefits for the 
classification which are 
taxable wages 
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Check OJT Program Indicator box and 
enter “100” as the percentage only if 

the employee has been enrolled in 
an OJT program with MnDOT’s Office 

of Civil Rights 

 

Check OJT Program Indicator box and 
enter “100” as the percentage if the 
employee has been enrolled in an 

OJT program with MnDOT’s Office of 
Civil Rights 

Check Apprentice box and enter 
data in apprentice fields if the 

employee is enrolled in an approved 
MnDLI or Federal BAT 

apprenticeship program. 

Enter hourly fringe benefit rates 
for this classification. 

 
Note: Fringe benefit entry field 

are only available for benefit 
programs defined on the lower 
part of the saving new payroll 
page, in the Benefit Programs 

sub-header. 

Enter hourly fringe benefit credits for 
this worker in this classification. For 
more information on Fringe Benefit 

see LCU Website at: 
www.dot.state.mn.us/const/labor/wageandfringe.html 

 Note: Fringe benefit entry fields are 
only available for benefit programs 

defined on the lower part of the 
saving new payroll page, in the Benefit 

Programs sub-header. 

http://www.dot.state.mn.us/const/labor/wageandfringe.html
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Below is an example of this fringe benefit section with entries completed: 
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Enter totals for straight time hours and overtime hours worked in this 
classification. 

Enter the daily straight time and overtime hours worked in this classification. 
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Next, make entries in the following fields. 

 

  



AASHTOWare Project TM CRL Contractor Entering a Payroll Manually 
 

 

      32  
  

Field descriptions  
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Below is an example of this section with entries completed: 

 

Remember!  Scroll up and click the Save button.  The entries will not be saved if you leave this 
page without saving! 
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Note: Other Deductions and Fringe Benefit Exceptions are optional on each payroll.   

 

Other Deductions 
Other deductions refer to additional, irregular deductions an employee may choose to make (for 
example, money withheld for the employee's 401-K plan or to pay union dues). 

 

 

 

 

Note: Amounts entered as “Other Deductions” must be added to the total of FICA, Federal, State and 
Medicare withholdings and entered in the Total Deductions field. 

Remember!  After making entries in the description and amount fields scroll up and click the 
Save button.  The entries will not be saved if you leave this page without saving! 

  

If you have any “Other Deductions” to enter, click on the 
New button to get the description and entry fields.   
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Fringe Benefit Exceptions 

Fringe benefit exceptions are used to record a contractor's explanation of why the amount being paid 
on a fringe benefit for a payroll employee deviates from the standard amount. The exception may 
represent an increase or a decrease of the standard amount. 

 
Note: You can only add a new fringe benefit exception if the Fringe Benefit Payment Type for the 
payroll is set to Plan Funds with Exceptions. This value can be changed on the Payroll Summary 
component. 
 

 
  

A. To add a new fringe benefit exception to the list, click the New button. The system adds a new 
row at the bottom of the rolling list of exception records. All fields in the new row are blank. To 
create a complete exception record, you must enter information in the Explanation field. 
 

B. To delete a fringe benefit exception, click Delete button on the exception's row.  

 

 

 

Remember!  After making entries in the exception fields scroll up and click the Save button.  
The entries will not be saved if you leave this page without saving! 

To add a new fringe benefit exception to 
the list, click the New button.   

http://costptch8sap008/Help_External1/Glossary.htm#Explanation
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A message displays just above the component header to confirm that your changes were saved in 
the database. 

 

 

 

 

 Then click Add New Project/Classification to Employee to make the entries. 

If an employee worked in more than 
one classification select the worker 

from the drop down list. 
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Manually Entering a Salaried Employee 

 

 

 

 

 

Choose the salaried worker’s name from 
the list of employees to start entering 
payroll data for the salaried person. 

When entering the payroll 
employee details choose 

Salaried under Payment Type 
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Choose the appropriate 
Labor Classification and Craft 

Code 
 

For a salaried worker leave 
the following fields blank:  

Straight Hourly Rate, 
Overtime Hourly Rate, 
Regular Hourly Rate, 

Project Lump Sum Payment 
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For a salaried worker                     
enter fringe rates when 

appropriate. 

Enter all daily project hours worked in this classification. 
 

Enter in the “Total Salaried Hours” field the total for all hours worked in this 
classification by the Salaried Employee.   
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Complete the above payroll entry steps for every employee on this payroll. 

 

For a salaried employee make entries in the nine fields above.  Salaried 
employee are not exempt from prevailing wage and overtime on the project to 
determine proper payment contact the MnDOT Labor Compliance Unit.   
 
The Total Fringe Benefits Paid field is for earnings in this classification on the 
project. Earnings in another classification are entered separately.  If no fringe 
benefits were paid leave this field blank. 
 
The data entered in the remaining eight fields should be identical to the 
employee’s check stub. 
 

          

When done entering payroll data for all employees scroll up and 
click Save. 

 
Then perform the steps to sign the payroll covered in the Payroll 

Workflow guide found on this web page: 
http://www.dot.state.mn.us/const/labor/civil-rights-labor.html 

http://www.dot.state.mn.us/const/labor/civil-rights-labor.html
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