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First check to make sure you are in the correct user role: 
 

 
  

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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Click the blue number of payrolls link   

In the Vendor Payrolls component 
enter the contract number in the quick 

find search box. 
 

 XYZ COMPANY 
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Payroll Workflow 
For subcontractors AASHTOWare Project TM CRL Module usually has four phases a payroll 
progresses through: 

• Initial 
• Under Prime Review 
• Under Agency Review 
• Approved 

 

Other possible payroll phases are shown in the following diagram: 
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Whether a subcontractor enters payroll data directly into the AASHTOWare Project CRL module 
or imports a payroll XML file the payroll’s status is first automatically set to “Initial”.  Payrolls in 
“Initial” phase are editable or can be deleted. The most recent modification number of a payroll 
in Initial status can be deleted by the originator; payroll must be deleted in modification order.  
A contractor/subcontractor can continue to make changes to the most recent modification 
number of a payroll in Initial status. 
 
 
 
 
 
 
 

 
 
 
For a subcontractor to progress a submitted payroll to the next step, Under Prime Review 
status, the payroll administrator for the subcontractor must certify and digitally sign the payroll. 
  

Payroll No 9 was an XML file imported 
by subcontractor. Phase is set to initial. 

 XYZ COMPANY 
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Signing Contract Vendor Payrolls 

The Sign Payroll component provides a guided process by which you review, verify and sign a 
contract vendor payroll. 

Caution: After you sign a payroll, it can no longer be edited or deleted.  You will be allowed to 
make changes by creating a payroll modification. A payroll modification is a copy of the payroll 
record, identical to the original except that it does not include attachments or comments. You 
can then record changes to the payroll in the modification record. 
 

Follow these steps to sign a payroll: 

On the Certified Payroll Summary component, select Sign Payroll from the Actions menu on 
the contract payroll's row. 

 

 
 
 

 
  

Click the row Actions button 
(downward pointing triangle) on 
the right side of the payroll row. 

Click the Sign Payroll quick link. If 
you don’t see “Sign Payroll” on the 
menu you do not have signing 
authority. 

 

 XYZ COMPANY 
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The CRL system takes you to the Sign Payroll component, which is a 3-step guided process. 
 

Wait for the Payroll Summary Report to generate on the page. Review the payroll data. When 
you have determined the information in the payroll is correct for this pay period, click the Right 
Pointing Arrow at the bottom right of the component. 

 
 
 

XYZ COMPANY 

ABC CORPORATION 

 XYZ COMPANY 
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Note: If your review of the payroll showed something you want to correct interrupt the sign 
payroll sequence by scrolling up and click the Home button.  At this point the payroll is still in 
Initial status.  Navigate to the payroll.  Make the corrections and start the sign payroll sequence 
again. 
  

If the payroll information is correct 
click the Right Pointing Arrow. 
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Note: You can click the Left Pointing Arrow to return to the payroll data if needed. 
 

Review the verification requirement and 
Click the Right Pointing Arrow to proceed. 

XYZ COMPANY 
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Prior to clicking the Sign Payroll button click in the Comments field and enter any information 
you need to record for the payroll record.  Comments are optional. 

 

            Sign the payroll by clicking the Sign Payroll button. 
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The system verifies that you are authorized to sign the payroll, sets the Signed By field with your 
User ID and the Signed Date with the current date on the system. The system then sets the 
payroll record to read-only to prevent any future changes. 
 
 

 
  

 XYZ COMPANY 
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Payroll #9 has now progressed to the 
next phase: Under Prime Review 

 

Scroll up and click the Overview link 
 

 XYZ COMPANY 

 XYZ COMPANY 
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Performing a Prime Payroll Review 

The prime contractor on a contract must review and progress all payrolls submitted and signed 
by subcontractors and other payroll vendors for the contract before the payroll can be 
processed by the agency. The Progress Payroll component provides a guided process by which 
you can perform a prime payroll review of a contract vendor payroll. 

 

Follow these steps to perform a prime payroll review: 

 

 

 

 

 

 

 

 

1. Log in and use either the Vendor Payrolls or the 
Unapproved Payrolls component to navigate to 
the subcontractor payroll(s) currently in Under 
Prime Review status. 
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2. On a payroll whose latest modification is 
currently in phase “Under Prime Review” 
click on the row Actions button (the 
downward pointing triangle) 

3. Select the Status link 

 XYZ COMPANY 
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4. Click on the component Actions button 

6. Select Prime Review from the menu. 

 XYZ COMPANY 

5. Note: the Quick link 
allows you to view 
specific payroll 
information. 
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The system takes you to the Progress Payroll component, which is a 2-step 
guided process. 

Wait for the Payroll Summary Report to generate on the page. Review the payroll information. 
When you have finished your review, click the Right Pointing Arrow at the bottom right of the 
component. 

 

 

 

XYZ COMPANY 

ABC CORPORATION 

 XYZ COMPANY 
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6.  After scrolling through and 
reviewing the entire payroll click the 

Right Pointing Arrow. 
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Click in the Comments field and enter any information you need to record 
for the payroll record.  Comments are not required to progress the 
payroll.  A Payroll Transition Comment is required prior to clicking the 
Return to Contractor button. 

If your review determined 
the payroll data is 
unsatisfactory, click the 
Return to Contractor button 
to return the payroll to the 
subcontractor/payroll 
vendor for corrections. 

If your review determined the payroll 
data is satisfactory, click the Forward 
to Agency button to progress the 
payroll to the agency for review. 
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The system verifies that you are authorized to review the payroll, sets the Prime 
Reviewed By field with your User ID and the Prime Reviewed Date with the current date 
on the system. The system then progresses or returns the payroll. 

 

 

 

 

 

 
  

If you clicked the Forward to Agency button, you should 
see this message. 

 XYZ COMPANY 
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 XYZ COMPANY 

Scroll up and click on the Status button. 

The payroll Status has now progressed to Under Agency Review. 
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