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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

Overview

Vendors/contractors can either use the Payroll Spreadsheet Conversion process or manually enter data if they do not
have a computerized payroll system capable of generating a payroll XML file to import into AASHTO Project. Contracting
vendors, who may not have internet access, can use any public computer (e.g. a local library computer) or another
contractor’s computer to access the standard Excel spreadsheet and on-line convertor tool to convert the Excel output
file to the Payroll XML file format or manually access the system and enter the payroll data.

e The AASHTO Project Excel Payroll Spreadsheet was designed with smaller contractors or small contractor crew
sizes in mind. The spreadsheet, by design, has entry spaces for a maximum of 50 classifications per payroll (e.g.
10 employees with 5 classifications each or 50 employees with one classification each).

e You will need Microsoft Excel 2007 or 2010 to use this file.

e  MnDOT customized the AASHTO Project Payroll Spreadsheet to better meet MnDOT’s requirements. The
customized spreadsheets are at http://www.dot.state.mn.us/const/labor/civil-rights-labor.html.

How do | enter/submit payrolls?

= Log into Civil Rights Labor application to geti AASHTOWare Project, Civil Rights
and Labor program

= Payroll Spreadsheet - Basic (Excel) Updated 5-710-17: MnDOT has updated the
spreadsheet with the new federal ethnic codes for the 3.01 production release on May
15, 2017. The basic spreadsheet has no added formulas by MnDOT; however, you

can add them yoursall. The spreadshesl works with 2007, 2010, and newsar Microsoll
Exceal for usa on MnDOT projacts spacihcally and ncludas the MnDOT code values
naadad for payrollimpaort into the CRL systam. This spreadsheaat should ba usad if
your compuler syslem has roubles with the other two provided Payroll Spreadsheels

You may use lhe Excel zoom fealure lo increase the lorm size on your screen. All
worksheels are prolecled in the Payroll Spreadsheel Conversion Ulinly workbook. You
can conlacl us il you need the spreadsheel unlocked.

* Payroll Spreadsheel - Formulas (Excel) Updated 5-10-17. MnDOT has updaled the
spreadsheel with the new federal ethme codes lor the 3.01 production release on May
15, 2017, This s the Basic Spreadsheel with MnDOT added Formulas and Pop-up
lealures which should and in enter nformation onto the Payroll Form worksheel. This
spreadsheel may only be compalible with 2010 or newsr Excel. IT you have 2007,
please use the Basic Spreadsheet and add your own formulas.

- Payroll Spreadsheet - Formulas and Names (Excel) Updated 5-14-17: MnDOT has
updated the spreadsheet to be used with the new 3.01 AASHTOWare production
update May 15, 2017 The new spreadsheeat has new faderal emplovea athnic codes
as wall as additional columns added to the "Employeae Name™ tab for OJT percentage,
Apprentice Ids, and Apprentice parcentage. This is the Basic Spreadsheat with
Formulas, Pop-ups, and a worksheat to enter Emplayeea Information which can then
be accassad through a dropdown arrow on the Payroll Farm warksheeat to populate the
amployeea fields If you want to remove the employea name just resalect the "Selact
Employae” title and the name is remaved from the cells. Please follow the direction on
the “Employesa Information” worksheat of the workbook to populate that page. This

spraadsheaal will only be compatible with 2010 or newear Excal If you have 2007,

please usa the Basic Spraadsheeal and add your own Tormulas

e Once you have created your AASHTO Project Payroll Spreadsheet, use the Cloverleaf Web Site to convert it into
XML file format.

How do | enter/submit payrolls?

o we e e s B e et mwrre cesesem———

+ Use spreadsheet conversion tool to convert the spreadsheet to XML format —
converter is located at the bottom of the tool link page. (Do not use the "general-
purpose version of the payroll spreadsheet” on that website.)
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

e An alternate way of navigating to the Payroll Spreadsheet and Conversion Utility:
From the AASHTO Cloverleaf https://www.cloverleaf.net/

1. Click Products.

|CI?)"\?'EEerlez'af './_

Advanced search

me
Products
Newsletters

Events

Related Links
Project Users Group
Contact Us

Site Map

Reasons to Upgrade

Welcome to Cloverleaf®

2. Click Payroll XML - AASHTO Project® Payroll XML Resource Kit and AASHTO Project® Payroll Spreadsheet

and Conversion Utility.
<o s
info tach

Cloverleaf 3
Username | / ‘ Password | | Reset my password

Advanced search

Home

Products .

Newsletters AASHTOWare Project™ Proddcts
Events

Related Links Overview of AASHTOWare Project - Product S

Project Users Group Unified Database Product Sheet

Contact Us AASHTOWare Project Map and Modules

Site Map

web-based AASHTOWare Project™ - View Webinars

AASHTOWare Project Preconstryftion™ - Manage project information and automate processes

AASHTOWare Project Civil Rigffs & Labor™ - The Civil Rights and Labor Management module
View mobile application fgf AASHTOWare Project Civil Rights & Labor

AASHTOWare Project Estipfation™ - Cradle-to-grave estimation application

AASHTOWare Project Cgfistruction & Materials™ - Comprehensive construction and materials management software
View mobile applicgfion for AASHTOWare Project Construction & Materials

AASHTOWare Projegf Decision Support™ - Interactive historical pricing analysis and pricing service

Payroll

Payroll XML - AASHTOWare Project Payroll XML Resource Kit™ and AASHTOWare Project Payroll Spreadsheet and Conversion Utility™

Cost Estimation
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

3. In the last paragraph, click AASHTO Project® Payroll Spreadsheet and Conversion Utility

AASHTOWare

Pr Project

Resources for Using XML with AASHTOWare Project™ Payroll XML Resource Kit

AASHTO's AASHTOWare Project™ system makes extensive use of XML to share data between it and other systems. site contains resources
to help those who need to share XML data with AASHTOWare Project™ software, whether they are end users or venfors of software systems.

Payroll XML

Developers of payroll systems who want to produce valid Payroll XML files from their payroll systems to/e passed to AASHTOWare
Project software will find numerous useful rescurces in the AASHTOWare Project Payroll XML ResourcefKit section of this site,
including all needed XML schemas, examples showing creation of valid files, and both online and dowfiloadable Payroll XML validators.

Contracters and other firms that need to deliver valid Payroll XML files to agencies that use AASHTWare Project software will be best
served by using a payroll or project management system that already supports producing valid PayToll XML files. Alternatively, they
can use the spreadsheet and online conversion utility in the AASHTOWare Project Payroll Spreadsheet Conversion Utility section of this
site to manually enter their data into a Microsoft Excel spreadsheet and convert it from there into valid Payroll XML,

4. Follow the instructions in the Converter section on the lower portion of the web page to convert your

AASHTOWare

Pr Project

AASHTOWare Project™ Fayroll Spreadsheet Conversion Utility 1.03.003.01

*ayse a seftware system to *ata that can alse produce thi mactly.
wmilable to *+2 manuall:

Converter

Once you have a payroll spreadsheet with your data entered, you can create a Payroll XML file online with this tool.

Instructions:

+ Use the following form to select the spreadsheet you have created, Check the box agreeing to the Terms of Use, then click the Convert
button to send your spreadsheet to the online conversion utility.

Browse. .. D | agree to the Terms of Use | Convert

= Save the Payroll XML file that is returned from the online converter,

‘fou can now deliver the Payroll XML file to the agency via whatever method they have established.
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CRITICAL! Payroll data must be entered as described in this guide, or errors may be generated
when you convert the Excel file and attempt to upload the XML file. The spreadsheet
was designed strictly as a data entry tool. The spreadsheet may or may NOT
convert to XML format if you ENTER FORMULAS IN THE CELLS OF THIS
SPREADSHEET! The spreadsheet is locked so you can only get to the specific

cells you need to enter data into, however, you can use the zoom feature to

1. To use this guide, locate a
highlighted area of the
spreadsheet.

increase the spreadsheet for viewing purposes.

uctions

=
/({Nare P}s;iec

he blue fields are available for data entry.
- Click the field names for a description.

3: Use 'Save As' in Excel to save file. Note the name and the locati
4. Upload the spreadsheet/XML file using prescribed Agency methd

L Payroll Sprea%\

v w XX 2 A AB A MDA A A A Al ad i AL A AN A

PLEASE READ THESE TERMS OF USE CAREFULLY BEFORE CONTINUING YOUR USE OF THIS SPREADSHEET. IF YOU USE THI!
SPREADSHEET YOU ACCEPT AND AGREE TO ALL OF THE TERMS AND CONDITIONS CONTAINED IN THESE TERMS. IF YOU
DO NOT AGREE WITH THESE TERMS AND CONDITIONS, DO NOT USE THIS SPREADSHEET.

USE OF THIS SPREADSHEET IS AT YOUR SOLE RISK, AND AASHTO ACCEPTS NO RESPONSIBILITY FOR THE RESULTS
RETURNED.
Copyright @ 2014 AASHTO

CONTRACTOR

[

MnDOT Updated 5/10/17

|

SUBCONTRACTOR

MName of Contractor

Contractor'z ID

Payroll Number

For Week Ending

SONXXIAXNRN

Banshit Pragram Ch:

Ecnefit Program Name

Tenl  RATE

HOURS WDORKED EACH DAY oml e

Payroll Deduction:

e
st [ woo T o000 T woo T 000 T woo T 000 T woo ][ [ 1]

LaborCode  Sekflabor Code

E £

Select St Gode

] Has Chiangsd?

Filzs

£ Sabaried in)

I [ I I I I I ]

5 [ e R, ]

Payroll Form

Ethnicity | Craft | Lab) State (O] “

Field name

Information to enter

CONTRACTOR

(check box) Type X in the appropriate checkbox to identify yourself as the prime contractor or as
SUBCONTRACTOR | a subcontractor.

(check box) )
Name of Legal company name 4]
Contractor

Contractor’s ID

The Contractor’s ID should be the same as your 10 digit Vendor SWIFT Number.
You should verify your Id prior to entering information into the system. To verify

you can go to the Vendor Look up tool at the LCU, CRLMS website at:

January 2, 2018
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fill in the
fields.




Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

http://transport.dot.state.mn.us/reference/refvendor.aspx

Vendor Resources:

Contractor (Vendor) Lookup system helps MnDOT contractors search for
vendors, subcontractors and suppliers to ensure that they are in our system.
The correct Vendor ID is contained in the first column of the table.

Note: If you have been entering payrolls into the system and then get an
error message that you are not authorized you should revalidate your ID
number in the “Lookup” system.

Payroll Number Based on the sequence of work performed on the project
For Week Ending Enter the week ending date here and it will automatically populate the daily dates
on Row 30
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[ I—— )
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Instructions

oM
AASHTOWare Project — Payroll §rq you are saving.

-

¥ BEFORE CONTINUING YOUR USE OF THIS SPREADEHEET. IF ¥OU LISE THIE|

MRDOT UPOETE, e e Tenns ann conniTions coNTAINED 1N THESE TERLS, iF YOU

, 00 NOT LSE T
\ D AASHTO ACCEPTS MO RESPONSIDILITY FOR THE RESULTS

it

2 Click thve tield names for o deseripticdC ONTRACTOR ADDRESS \
5 Use Save As” in Fxced 20 save filn Addr 1
£ Uslosd the seveadsbeet ML il \
= e Addr 2 risc corssnisn
= == City | seare |
a0 L — 2ip: | el o M el
n Tor vk Endng [EErEEEEEE
- Contract | |
: | e
—,:ksebm Day | Select Day | Select Day | Select Day | Select Day | $elect Day | Sehect Day !—.:..—......_— TP Pt
“ l} Once pou select 3 “Benefit Program Type", you must complete the ponding of
- Encfit Program Type Ecncfit Account Number (
‘? ‘\ Select Type /'
-_; N sum'rﬁe A
“‘ Select Type /
" Pt Tupe Pt
. e ——1
D T — 1
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L1} 1.3 L1}
i _|_eee | oeo | o | eee | eee ] ow |

P ——
s © vt
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Lo S

e
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Payrall Form

Etheaciy | Craft | Labor | state

Field name

¢Information to enter

Addr 1

Complete Address

Addr 2

Include additional address information if needed.

City

City

State

Use State Abbreviations (MN, WI, etc.)

Zip

5-digit Zip Code

Contract #

Note: You can find this on the front page of the Proposal and near the end of the Proposal on
the Proposed Bid Schedule listed as Job Number. It is also searchable from MnDOT - Contract
Project ID Look-up or http://transport.dot.state.mn.us/reference/refprojectid.aspx

m" h DEPARTMENT OF

% TRANSPORTATION

MnDOT - Contract Project ID Look-up

Controct Project 1D Look-up helps comtractors identify the reguired Profect 103 exsocited (o o contract to properly
submit efectronic certified payrolls into the CAL system.
PreLetting+  Post Letting »

References + | Quick Links +

Contract Project ID Look-up
Search

I{Scarrh.B)f Contract Number Or SP Numﬁér}

= Search By Contract Mumber () Search By State Project Number

Day

In Cell R29 click in the Select Day field, click on drop arrow, and then select the starting day of
your normal pay period. The following days for this work week will auto-fill.

Date

These dates will be auto-filled by entering the week ending date in Cell F26.
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T. IF YOU USE THI!

ERMS. IF YOU
\JLTS

B C D EF @& H 4 KL H LFE R E T u W W EA
- ™ - e
AASHTOWare Project ~ Payroll Spreadsheet Conversion Utility 1.03.002.00
Instructions
1: The blue fields are available for data entry.
2: Click the field names for a description.
3: Use 'Save As' in Excel to save file. Note the name and the location where you are saving.
4. Upload the spreadsheet/¥ML file using prescribed Agency method.
CONTRACTOR LI suecowrracron [ | CONTRACTOR ADDRESS
Addr 1]
Name of Contractor e 2] pay
Centractor's ID City State [
Parall Number Zie: [
For Week Ending | XR{XRIRNRY Comract® ]

Date

| [ [

\

T o 2eloct 3 et Program Tgpe", gou muat camplete th Each laborer or mechanic lizted in the above referenced payroll ha
Bencfit Program Name Eiencfit Program Type Benefit Acco . .
- notlesz than the sum of the applicable basic hourly wage rate pl
Select Type z L - :
St 7\ lizted in the contract, except 2z noted in zection 4[<) below.
Select Type ’ \
Select Type l Y .,
m ko accept the benefit
Solsot Type y A M o Ace ¢ Denchit.
Salsct Type J X
Sulet Type y 4 Yion Contact Perzon  /
Select Type J S -
Select Type y 4 ™, .
Select Type ’ ™~ ~
Select Type e -
Select Tupe —
Select Type
Select Type ’
Select Type ’
Salect Type l
Salsct Type J
Salsct Type J
y A
oT
Indiviciual Emplayes Mams and ldentificr o Oyl WORKED EAGH DAT Towl - RATE Payral Deductions
=T, Hours OF PAY
Lazt Mame
Firzt Mame Proiect or. [ oo0 | ooo | oo | oo [ ooo | owe | woo [ ][ ] [ Employes Commens
Widdke Initial o sT. | o000 | oo0 [Moeo | o0 | oo | oeo | eo0 [ [ ]
] [ ]
Raenik s GraftDode  Seect Graft Code s AR Appratics | o Pt
Adender Empll Labor Cade  Sechct Labor Code Wage X Grass
Gender  [Select Gender [ Cede | co | | [ | | ]
Ethnicity Tode Select Ethaicity [ Py Perlod Check Stub Arey ]
Addr Line 1 Fay Poriad L Fedml sme Other  Total NET
Addr Line 2 Gross Pay Income Tax IncomeTaz o0 Duductions Deductions  WAGES
Gity [ ¥ A I [ I 1 [ —
State Seleck State Code L I assification Fringe Biencfit Hourly Rate Credits ]
Zip Health A Vacation  Apprentice . Tatal Project Fringe Benefitz Paid for this
Pencion  Otherl  Othar2 b ! A
rar— e wolaf  Holidy  Fund Chussification far this Pay Period [Fatez  Hourz]
Sakariad (yin) Mo [ A I I I I ] | —
[ A [\ EXCEPTIGN [CRAFT) Pt the Craft n the firet call Below and th reseen n thilfcond cal balow | Dthar Disduction:
[y cater 5 duzcription you wecd b antor 3 dollar smaunt. IF you cnter on dollar smaun yau ned ko snter @ dezariptia)
Dther Dsduction Dezcription o
Payroll Form Ethnicity Craft | Labor tate (] 4

(a) WHERE FRINGE BENEFITS ARE

PAID TO APPROVED PLANS, FUNDS, | You must place an X in a checkbox for either (a) or (b) (Check only one). Check (a) if the

OR PROGRAMS  (check box) company has any fringe benefit plans offered to employees. The Fringe Benefit area will need
(b) WHERE FRINGE BENEFITS ARE to be completed below. If you check (b), you do not need to complete the Fringe Benefit area
PAID IN CASH (check box) below. This indicates that all employees are receiving the Total Contract Classification

“Rates of Pay” boxes.

Prevailing Wage Rate as cash and listing the total amount in the Straight/Overtime hourly
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

AASHTO TrnsePort® Payroll Spreadsheet Conversion Utility 1.03.000 PLEASE READ THESE TERMS OF USE CAREFULLY BEFORE CONTINUING YOUR U HIS SPREADSHEET. IF YOU USETHIS
SPREADSHEET YOU ACCEPT AND F THE TERMS NDITIO NTAINED |N THESE TERMS. IFYOU DO NOT
Instructions AEREE WITH THESE TERMS AND CO oTus READSHEET
UUSE OF THIS SPREADSHEET IS ATYOUR S 5K, AND AASHTO ACCEPTS NO RESPONSIBILITY FOR THE RESULTS RETURNED

1: The blue fields are svailable for data entry.

2: Click the field names for a description.

3: Use 'Save As'in Excel to save file. Note the name and the location where you are saving.
4. Upload the spreadsheet/XML file using prescribed Agency methad

Copyright © 2013 AASHTOD
MnDOT Updated 7/23/13

CONTRAGTOR ADDRESS
atar | O cowssssennc ean e Fup
Hame af Cantrastar [ Adde 2] rater
o L E paxmants af Fringe banfite a ok din th
PagrallHumber Zip: [ g s
FurWoekEnding [ SH/HAHER Gantract#] | |:| LRVWHERE FEINGE BENEFITS AREPAIDIN CASH
vur [mommma] I I I I I Eachlabarerar beonpaid, ar
Dot | #¥ALUE: | avALUE: | ataLuE | avalue | svaLUE | svaLue | senms| bR o 0 oGl B

TP Taqram 1 pe® raumusk samploke the-

B o Benetit Pragram Txpe

SelockTypa

SelostTyps

SeloctTape.

SeloctTrpo

SelockTypa

SelostTyps

SeloctTape.

SeloctTrpo

SelockTypa

SelostTyps

SeloctTape.

SeloctTrpo

SeloctTrpo

SuloctType
SulostType
SelostType
ER

SelockTypa

Individual Emplayes Hame and Hentifisr HOURE WORKED EACH DAY Faprall D dustinne

Catiame 500" ST EF RESENT N AN BORHOT GONTAINING HOURS
Fietama ) or [ o [ ow [ ow | wev | ow ] ow
iddlo nitial (=0 PR8N I T T T T T T
SSHiMaDarkar) ]

CratGeds | SelemtGrarGnds P v
LaborCade  SelectLabor Cade i Mage s

or [Eoloctmonter [

[
[
Field name Information to enter (Not required if (b) above is checked)
Do not use the “&” symbol in any of these fields
Benefit Program Name Required — No more than 80 Characters
Benefit Program Type Click in Type field, click on the drop-down arrow, and then select the Program Type.
Once you select a "Benefit Program Type", you must complete the corresponding
columns on the row for the system to accept the benefit information.
Benefit Account Number Required — No more than 40 Characters
Benefit Program Classification | Required — No more than 20 Characters
Contract Person Contact person from the Benefit Program Office — No more than 40 Characters
Contract Person’s Phone Required

If additional Benefit accounts are needed, you will have to manually enter them into the system on the
payroll after you have imported the payroll into the system prior to signing or See the Combining XML Files
manual to perform the task outside the system.
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E =} =} EF G H 1 J K LN M L F £ T u W W k3 T Z A ME A AD & HF A AH l Al AR AL Al AN AD
1
2
.M i " PLEASE READ THESE TERMS OF USE CAREFULLY BEFORE CONTINUING YOUR USE OF THIS SPREADSHEET. IF YOU USE THIS
3
i | | AASHTOWare Project "~ Payroll Spreadsheet Conversion Utility 1.03.002.00 ‘ SPREADSHEET YOU ACCEPT AND AGREE TO ALL OF THE TERMS AND CONDITIONS CONTAINED IN THESE TERMS. IF YOU
N ) DO NOT AGREE WITH THESE TERMS AND CONDITIONS, DO NOT USE THIS SPREADSHEET.
5 Instructions USE OF THIS SPREADSHEET IS AT YOUR SOLE RISK, AND AASHTO ACCEPTS NO RESPONSIBILITY FOR THE RESULTS
w | |1: The blue fields are available for data entry. RETURNED.
1 | |2:Click the field names for a description. Copyright © 2014 AASHTO
2 | |3:Use 'Save As' in Excel to save file. Note the name and the location where you are saving. MnDOT Updated 5/10/17
19 4. Upload the spreadsheet/XML file using prescribed Agency method
16 CONTRACTOR I_I SUBCONTRACTOR COMTRACTOR ADDRESS
18 Addr 1[ D 1a) WHERE FRINGE BENEFITS ARE PAIDTO APPROYVED PLANS, FUNDE, OF PROGRAMS
20 Mame of Contractor Addr 2] In addition to the basic hourly wage rates paid ta each laborar or mechanic lizted in the abave refaranced payrall,
zz Centracter's IO Gty B payments of fringe benfits 32 listed in the contract have becn or will be made to 3ppropriate programs For the
24 Paprall Numbsr e [ Dmem of zuch smployass, exaapt az noted in section 41c) below.
3 For WeckEnding [ PCRBERPOOCE Contract 3 ] (b HEEF FEINGE RENEFITS ARF PAID I CASH
B Eschlsbarar of mechanic liztad i the 3bovs referenced paproll hac bacn paid, az indicstad on the payrall, an amount
) Day | Sekect D=v| Select Duy \ Select Day \ Beleat Dw\ Beleat Dw| Seket Dw| Sekect D=v| ok les than the sum of the applicable bazic hourly wage rats plus the amaunt fo the required fringe benafits az
a s I I I | | | lizted in the contrace, «xeept 3 noted in section 4(¢) below.
. Once youzelact 3 "Benchit Program Type", you must complets the corresponding colimn intormatian far o m b2 wccapt the bensfit.
" Branafit Program Nams Brenafit Program Type Brensfit Accaunt Numbar Ernefit Pragram Clazzification Contact Parzon Contact Persan's Phone
Ed Select Type
E Select Type
B Select Type
55 Slect Type
53 Seect Type
o Seect Type
s Seect Type
sz Seect Type
s Seect Type
s Seect Type
5 Seect Type
I o —— Select Type
“ mme and Identifier ST
S Select Type
Seect Type
Seect Type
Last Name Seleat Type
= N\ Seect Type
Firzt Name N\ =
Middle Initial \3E
Total RATE .
SSN HOURE WORKED EACH DAY Hours OF PAY FPagroll Deductions
: Y
Furtiahbaih Craf s T om T wo [ e | ow T ses [ w1 [ [Eonwetomme |
Lab Nooo [ o000 [ 000 | o0 0.00 0.00 oo | [ [ ]
MPJD A=)
Gender [Select Gender ome M i
T = o | oo
Ethnicity Code Select Ethnicity . ‘ PL Puriodchl:k Sub Arnl I I ]
. Periad Faderal Frate Other Total MET
Addr Line 1 T e e s e (e
. [ [ [ [ [ I | —
Addr Line 2 Tleeicstion Fringe Bareft Houly Pt Gradits ]
: heath Wacation  Apprentice Total Froject Frings Benefits Faid for this
Clt? /Mhu Holidy ~ Fupg  Fonsion  Otherd  Othor2 Chesification for thiz Pag Pariod (Rates x Hour)
State Select State Code I T 1 I 1 [ ] 1
i
- in the zecond coll below Owher Dieductions
Z|p / O e s e e o e e Gl S e (7t ol ) L e il s o ]
/ ther Deduction Dezcription [ Amom ]
[ |
Haz Changed? falze } |
Salaried (yln) : No or | State ® .
[ 4{c)EXCEFTION [cnaf/

Individual Employee Name and Identifier

Field name

Information to enter

Last Name

Required

First Name

Required — Use the name you have in your payroll system

Middle Initial

Required — Just the middle initial no period after

SSN

Required - Full SSN you do not have to add the dashes just the numbers.

Partial SSN

MnDOT'’s spreadsheet does not allow entry of data in this cell.

Vendor Emp ID

MnDOT'’s spreadsheet does not allow entry of data in this cell.

Gender

Choose gender from the drop-down list.

Ethnicity

Choose appropriate ethnicity from the drop-down list (click in the yellow
highlighted cell to see drop-down list).

Addr 1

Address

Addr 2

Additional address information if needed

City

City

State

Use State Abbreviations (MN, WI, etc.)

Zip

5-digit Zip Code

Has Changed

Select “true” from drop-down list if any of the above information is a change
from what was previously submitted electronically in CRL for this worker.

Salaried (y/n)

Select appropriate response from the drop-down list (the spreadsheet is
defaulted to “no”).
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[ | Select Type | | [ | |

[ I Select Tipe I I I [ | |

Individual Employee kame and Identifier i OF
PAY
LaztMame "0.00" MUST BE PRESENT IN ANY BOX NOT CONTAINING HOURS *
Ssr\l["r\?fld::;":::: 1. 0.00 0.00 0.00 [T 000 000 [ I | Lo
[ CraftCode  Select Craft Lo Apprentice Apprentice | o Project
HepdsrEmeE Labor Code Select Labor Cade
Gender [SelectGender | [Code | Code | T T
Ethnicity Code Select Ethnicity [ Pay Period Deductions
i a2 S B =
City [ [ [ [ [ [ o0 11
State [ Fringe Eenetit Hourly Riates
" Total Project Fringe
Salaried n) Ho [ I I I I I ] —
Hours Worked Each Day
Field name Information to enter
O.T. Number of overtime hours worked that day on the project under this
classification (Just add the hours worked do not delete any zeros)
S.T. Number of straight time hours worked that day on the project under this
classification (Just add the hours worked do not delete any zeros)
Total Hours
O.T. Total number of overtime hours under this classification worked that week
S.T. Total number of straight time hours under this classification worked that week
Rate of Pay
O.T. Overtime hourly rate paid to the worker for this classification (You must enter
an overtime rate even if the worker had no overtime hours this work period.)
S.T. Straight time hourly rate paid to the worker for this classification
Employee Comments Optional
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

I Select Type I I I [ |

[ Seleot Type [ [ I [ | |

Individual Employee hame and dentifier

Lasthlame
First hlame.
Middle Initial

ar HOURS WORKED EACH DAY F Payrall Deductions

Bl [ | [EmplogeeCommens.

Frojest #

E5M [No Dashes] y 4 [
Rariakaen

YerdorEmpln
Gender [Select Gender

Ethniciy Code _seleat

A Line 1

Addr Line 2

City

State

2ip

Has Changed? false.
Salsried (yin] Ho

¢] EXCEPTION [CRAF]

CraRtCode  Select CraftCode
LaborCade  Selest Labor Cade

Froject
Gross

on| Pawoll wgéés
| —

000

oITx

Apprentice Apprentice
=] 3ge 3

Lump Sum

[CCode [ Code | T I T
Py Petiod Deductions

PayPeriad Federal | =%

[ Fringe Eenetit Hourly Riates

Total Projest Fringe
Eienefizs Paid This
Pay Period [Fiates #

Health  Vacar
welkare  Holid:

ADD'T‘;‘D' Pension  Otherl  Other2

ther Deductions

‘ ‘Other Deduction Deccription Amount

Field name Information to enter
Project # Note: If you are a subcontractor, get this number from the prime contractor. The Project
Number is not the State Project (SP) number or the Contract number.
The Project number is also searchable from MnDOT - Contract Project ID Look-up or
http://transport.dot.state.mn.us/reference/refprojectid.aspx
m DEPARTMENT OF
TRANSPORTATION
MnDOT - Contract Project ID Look-up
£ Project 1D Look-y tify the required Project D3 cssocated to o contract to properly
Preletting s  PostLettings  References +  Quick Links +
.Co.orracr Profect 1D Look-up
Search
(Search By Contract Number Or SP Number)
® Search By Contract Number () Search By State Project Number
Craft Code Select the appropriate craft code number from the drop down list (click in the yellow
highlighted cell to see drop-down list).
Labor Class Select the appropriate labor class from the drop down list (click in the yellow highlighted cell to
see drop-down list).
OJT% This percentage is issue by the Office of Civil Rights

Apprentice ID

This number is the Apprentice’s Indentured number issued by the State or Federal
Departments of Labor

Apprentice Wage %

The current percentage rate the employee has reached based on the company
apprenticeship agreement.

Lump Sum

This field is used to show any non-designated fringe benefit amounts that is paid in cash to
the employee and that are not being reported as part the hourly Straight time and
Overtime wage rate. Note: these are considered taxable wages.

Project Gross

The gross amount earned by the employee for work on this project for this classification
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

e ©
RETURMED.

Copyrignt © 2013 AssHTO

THIS SPREADSHEET YOL ACCERT AND AGREE TO ALL OF THE TERMS AND CONDITIONE CONTAIMED |14 THESE TERRMS.
IF ¥OU DO NOT AGREE WITH THESE TERMS AND CONDITIONS, DO NOT USE THIS SPREADSHIET.

O THIS SPREADSHEET 15 AT YOUR SOLE MISK. AND ASSHTO ACCERTS MO BESPONSIBILITY FOR THE BESULTS

& e ]
> @ = o B2
d x
- =t ]
1 1 De m. — Fina &
2 crea
FLEASE READ THEOSE TERMS OF USE CAREFULLY DEFORE YOUR USE OF THIS SPREADSHEET (F YOU USE

MnDOT Upsdated 11/14/13

[ T ——

[ L

wiCH I 55

You can view a complete list of codes (Labor or Ethnicity codes) needed for the system by clicking on the
attached worksheet tabs on the bottom of the workbook.

[ Select Type |

[ [ Seleot Tupe. | | [ | ]
o E T
Individual Emplayes Mame and entifier or HOURS WORKED EACH DAY ! 3 Fayroll Deductions
&T Hous  pav

“0.00" MUST BE FRESENT IN ANY BOX MOT COMTAINING HOURS

Gendsr [Select Gender
Ethnicity Code__SelectEthnicly

Addr Line 1

Addr Line 2

City

Srate

Zip

Has Changed? false
Salaried [yin] o

Gl ERCEFTION [CRAF]

Pay Perid Dedustions

Pay F'e;l;\ad Fioa, P ET‘)

M
Gro Incame Tat WAGES

Income  Medicare Deduction| Pawoll

Last Mame
First ame I 000 000 000 [ 000 [T o [ ][ | [Emploges Comments
Widdie Inital & sT_|_om 000 000 o | oo | oo | oo [ ]
55N [No Dashes)
RariahESH CraftCode  Select Craft Code Ourye  Spprentics fpprenice o Project
Labor Code  Select Labor Code ] ge % Gross

Fringe Benefit Hourly Fistes.

Toral Project Frings
Penzion Oither 1 Other 2 Benefits Faid This

Health  Vaoation Apprent

welfare  Holiday  Fund

Fa

ther Dedustions

/

Tther e duction Dezeniption

NNt

Field name

Information to enter (Check Stub Area)

Pay Period Gross

Full amount of salary earned by the employee for all ho«Is worked during the pay

period on both public and private work

FICA

Full employee FICA deducted from the gross pay for the’week

Federal Income Tax

Full employee federal income tax deducted from the gl)ss pay for the week

State Income Tax

Full employee state income tax deducted from the gro‘s pay for the week

Medicare

Full employee Medicare deducted from the gross payfor the week

Other Deduction

This cell will total the Other Deductions listed here (efg. Child support, taxed union
vacation, union dues, court ordered deduction) All deductions listed must have
complete descriptions and must be individually listed. No negative values.

Total Payroll Deductions

Total deductions removed from the employee gross pay including other deductions

Net Wages

This should list the full dollar amount of the check issued to the employee for the pay

period
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

Employees who work on multiple projects on the same contract (e.g. MN and WI boarder project, a contract with
multiple distinct area/regions or types of Federal & State wage decisions) or work in multiple classifications on a project,
will need two or more Employee blocks completed. Check the Project ID lookup to see if the contract you are working

on has multiple Project IDs.

“Project Gross” is the total wages for the classification hours on this Project ID number (Employee Block).

5T.
"0.00" MUST BE PRESENT IN ANY BOX NOT CONTAINING HOURS
0T 0.00 0.00 0.00 0.00 3.50 0.00 0.00 3.50 52.18
Project # =
ST 0.00 0.00 0.00 0.00 2.00 0.00 0.00 [ oo ][ 3272 ]
645237 |
Craft Code 700 - Special Crafts i i j
7 P QT Apprentice Apprentice Lt S Project
Labor Code 706 — CEMENT MASONS ID Wage % Gross
[ 700 06 | [ [ 26097 |
Pay Pericd Deductions
LILNET TOTgT
Pay Period e MET
2RI ey Medicare Deduction
T0Ss Income Tax Income Tax _—
= s
C:Ll.ze [ 8293 [ 33208 [ 12918 [ 3105 000 | s5ve21 | (156208
ringe Benefit Hourly Rates |
Total Praject Fringe
Health Vacati Al ti =
== FCEUEN CARRTENNCS - paps®n Otherl  Other: Benefits Faid This
Welfare Holiday Fund o
Pay Period (Rates x
[ 725 ] [ o030 [ &= | 165.60

Think of this row as your check stub and needs to be completed for each cell associated to a given employee. This row is
the total pay period gross, total deductions and net pay of the check issued for the work week for both project numbers

or classifications and any other work perform during the work week.

.1
"0.00" MUST BE PRESENT IN ANY BQK NOT CONTAINING HOURS
; 0T 0.00 6.00 2.00 2.50 0.00 0.00 10,50 5178
S 5T. 0.00 8.00 2.00 2.00 2.00 0.00 [ 3200 | [ 3512 |
1234567 [
Craft Code 700 - Special Crafts 0T % Apprentffe  Apprentice G Project
Labor Code 706 — CEMENT MASONS D Wage % Gross
[ 700 [ 706 | [ | 1s803z |
| Pay Period Deductions |
Pay Period o= e NET
editare |1 jepe ey
Income Tax Income Tax R
3 Dadyrtinng
| ®s93 [ 33904 [ 128419 [ 3105 [ o000 579.21 | [ 1s82.08 |
\ Fringe Benefit Hourly Rates
N . -
R . Total Project Fringe
Health  Vacat A t
=2 FEAmON  APRIENNIS  popsion Otherl  Other2 Benefits Paid This
Welfare Holiday Fund Pay Period (Rates x
[ 725 ] [ o3 | &8s
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

I Select Type I I I [ |

[ Seleot Type [ [ I [ |

O, o FRIE
Indivicdual Employee hlame and identifier or HOURS WORKED EACH DAY ot oF Fayrol Dedustions
Hours
5T PAY
Lasthlame “0.00" MUST BE PRESENT I ANY BOX NOT COMTAIING HOURS
First Name: [ o1 [ oo ] [ oo ][ ][ 1 [Empiosee Comments
IMiddle Initial d ST, 0.00 0.00 0.00 [T 000 000 [ I |
E5M [No Dashes] [
Rariakaen CratCade  Select Craft Code DaTi SRR Appce | Projest
Labor Code  Select Labor Code ] Wage Grozs
Gender [SeRciGender | [ Goge [ Gose | T T T |
Ethniciy Code__Seleot Ethnioity P 3y Peficd Deductions
Addr Line 1 Pay Period Federal e L o MET
— B FIBA e Income Wedicare Deduction| Pawoll | yocee
City
State Fringe Ecenhi
. Total Fiajest Fiinge
2 Health  Vasation Appreni
p W:I:are :;id':; ”2':':“1‘“’ Other1  Other2 Benefits Paid This
Has Changed? false Py Period [Rates s
Salaried (yin) Ho [ I I I I I ]
] EXCEPTION [CRAF]
»
| I ‘ Oifar Daduction Dccription ot
| i
“ |
Field Inf tion to enter (Not ired if (b) is checked, all cash included in “Rat
ield name nrormation to enter (Not required | IS checked, all cash wages Inciuaed in ate

of Pay” boxes) & the Benefit Program details have been entered in the Fringe Benefit
area.

Fringe Benefit Hourly Rates - Money contributed to a third party trustee or provided from assets of the company

Health Welfare

Enter hourly rate

Vacation Holiday

Enter hourly rate if you provide a vacation based on the assets of the company (If you
have a union vacation account which is taxed first, the hourly amount of the vacation
should not be listed here but added to the hourly wages paid for straight time and
overtime hours and then listed as a deduction in the deduction field in the lower right-
hand side of the spreadsheet as “union vacation”)

Apprentice Fund

Enter hourly rate

Pension Enter hourly rate

Other 1 Enter hourly rate (If you use this field you need to define what this fringe benefit is
under the Fringe Benefit area)

Other 2 Enter hourly rate (If you use this field you need to define what this fringe benefit is

under the Fringe Benefit area)

Total Project Fringe
Benefits Paid This Pay
Period

Add up all the hourly fringe benefits listed in the above fields and multiply by the total
hours (straight time & Overtime) worked in the classification on the project.
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Accessing the AASHTO Project® Payroll Spreadsheet and Conversion Utility

[ I Select Tupe I I I I
[ [ Seleot Tupe. | | [ |
O, o FRIE
Indivicdual Employee hlame and identifier or HOURS WORKED EACH DAY e oF Fayrol Dedustions
5T ourE Pav
Lasthlame “0.00" MUST BE PRESENT I ANY BOX NOT COMTAIING HOURS
First Name: [ or.[ oo [ o [ o [ o [ om0 [ om0 [ om0 [ ][ ] [Emplogee Comments
IMiddle Initial d ST, 0.00 0.00 0.00 [T 000 000 [ I |
£5M [N Dashes)
Rariakaen CratCade  Select Craft Code DaTi SRR Appce | Projest
WerdsrEmplD LaborCode  Select Labar Cade o Wage st Gross
Gender [SeRciGender | [ Goge [ Gose | T T T |
Ethniciy Code__Seleot Ethnioity [ P 3y Peficd Deductions
Addr Line 1 Pay Period Federal L L o MET
— Gioss FOM omets Ioome  Medoms Dediction| Pawol | yaceo
ciu [ I I I I o f —
State [ Fringe Eenetit Hourly Riates
Zip Health  Vacation Apprentioe T Fig
Pension  Otherl  Other2 Exniefits Paid This
Has Changed? ; Py Period [Rates s
Salsried (yin) | —
/o EXCEPTION (CRAF] Cither Deductions
| ‘Dther Deduction Dsscription Amount

(c) Exception (Craft) Record an explanation of why this worker’s fringe benefit payments deviate
from your standard fringe benefits payment.

In the top box, insert the Craft Code/Labor Code (eg. 600/604)

In the lower box, insert the description (eg. Fringe paid in case)
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