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PAYROLL ENTRY 
METHODS FOR 
ELECTRONIC 
CERTIFIED PAYROLLS



Payroll Entry Methods

1. Manual Entry – Entry of payroll data directly into AASHTOWare.

2. XML File Data Import - Import from contractor payroll system utilizing one of the software 

vendors capable of exporting to AASHTOWare.

3. Payroll Spreadsheet, Conversion Tool & Import – Enter data into the provided spreadsheet, 

convert to xml format and import.

Montana Specific codes must be used: 

https://www.mdt.mt.gov/publications/docs/brochures/dbe_eeo/Certified-Payroll-Codes.pdf

No Paper Payrolls will be accepted.

The Montana Department of Transportation (MDT) is understanding but will not waive contract 

requirements and will withhold funds pending compliance.

https://www.mdt.mt.gov/publications/docs/brochures/dbe_eeo/Certified-Payroll-Codes.pdf


System Login https://awproject.mdt.mt.gov/Account/LogOn

Email address (not case sensitive)

Password (are case sensitive)

Select MDT Contractors from dropdown

Password forgotten or to Change it

https://awproject.mdt.mt.gov/Account/LogOn


XML FILE DATA 
IMPORT

Import from 

contractor payroll 

system utilizing one 

of the software 

vendors capable 

of exporting to 

AASHTOWare.



Software vendors – These 
are a few vendors that 

have the ability to export 
the xml file. 

Don’t see your vendor? 

Contact them to see if your 
system already has the 

ability to create the file for 
AASHTOWare Civil Rights & 
Labor Electronic Payrolls .



PAYROLL XML 
RESOURCES

HTTPS://XML.AASHTOWAREPRO
JECT.ORG/RESOURCEKIT/

https://xml.aashtowareproject.org/resourcekit/


Montana Specific 
Certified Payroll 
Codes

https://www.mdt.mt.gov/publications/

docs/brochures/dbe_eeo/Certified-

Payroll-Codes.pdf

https://www.mdt.mt.gov/publications/docs/brochures/dbe_eeo/Certified-Payroll-Codes.pdf


Vendor Home Page 

Select the Role you are working in, Prime or Subcontractor

System Help

The Home button takes you back to the Home page or dropdown allows you to change roles

Previous button allows you to go back to the previous page or the dropdown can take you back thru the last 10 pages last visited

Search fields are located on many screens and can be customized by 

the User by setting advanced filters.



When Importing a payroll you do not need to enter a contract number. You can click on the 

component action arrow. Then click on Import Payroll.



A dialog box will open. Select the xml file you would like to import then click open. If you are using 

Google Chrome, you can select several files at a time by holding the Ctrl key and selecting the files. 

You cannot do this in Internet Explorer. 

When you click on the component action arrow the Select File button is available. 

Remember the system will only import xml files.



The file name with the “xml” extension and bytes will appear on this line. Click on Import.

Click here to Go to Process History



Process History shows whether an Import was successful or if there are errors needing correction.

Successful import?Click on the plus sign to open ImportPayrollFile.LOG and view errors.



Payroll errors needing correction. Correct on payroll and re-import XML file. 

Once the file is Successfully imported it will be automatically moved to Initial

status allowing you to Sign the payroll.

The system also saves the import files as attachments to the payroll.



SIGN PAYROLL



Click on the Component Action 

Then click on Sign Payroll



OR
From the Contract Certified Payroll Overview screen, 
click on the payroll’s Actions arrow to open the menu 

and sign the payroll 



The system allows you to Review, Verify and Sign the Payroll. Before signing, Review what you 
entered for accuracy. 

Then click the arrow at the bottom of the page to progress to Verify



STATEMENT OF COMPLIANCE

THE SYSTEM HAS THE REQUIRED LANGUAGE AND SHOWS 
THE PERSON SIGNING THE PAYROLL.

By clicking the right arrow at the bottom 

of the page, you will proceed in the 

signing process.



Sign Payroll

Click on the green box at the 

bottom of the page



Signature Process Complete

Once complete, the payroll is 

progressed to the next level. This could

be Under Prime Review, Tier Review 

or Agency Review



Remember once a payroll is signed it cannot be 
altered or deleted. 

Verifying your information for accuracy will assist in 
ensuring your payroll isn’t rejected. Once it is, 

corrections will need to be made by creating a 
modification. 



Payroll Entry 
Rules

Four types of system payroll rules

Excel Spreadsheet Utility Convertor Error
• Error Converting Spreadsheet, data 

missing in a cell.

Import XML File Data Rules
• System checks the XML file during the 

import process to ensure that the data 
meets Database requirements 

Manual Entry System Rules
• Rules designed to ensure compliance 

with Agency Options; Required System 
Fields have Red Asterisks.

System Payroll Rules 
• Process runs after the payroll has 

moved to “Under Agency Review” 
phase (Example; Overtime Hours, PW 
Rates, etc.)



Payroll Work Flow Phase Definitions

Initial – Initially entered by Prime or Sub. Is 
unsigned and can be altered or deleted

Under Tier Review – Sub contractors are 
responsible for the review of lower tier Subs 
and progressing them to the next step in the 
tier review process.

Under Prime Review - Sub has signed the 
payroll & the Prime is responsible to review 
and forward to the Agency.

Returned - If the Prime contractor or Sub 
returns the payroll during the Under Prime 
Review or Under Tier Review phase, the 
payroll has a status of Returned.

Prime Rejected - A payroll enters this phase 
when the Prime contractor rejects a Sub 
contractor's payroll after it has been rejected by 
the agency.

Under Agency Review - Prime has approved the 
payroll and is then moved to the Agency for 
Review and Approval

Agency Rejected – The Agency has rejected 
the payroll for errors. The Payroll Exception 
Report can be run, and the payroll must be 
modified and resubmitted

Approved – The Agency has Approved the 
payroll and no further action is required.

A Phase is the status in the Workflow the payroll is in. 



Things to remember

Use up-to-date Forms and Manuals (Prevailing Wage/Labor Compliance website)

Double check your work before signing. Ensure your totals are correct.

Don’t alter or add anything to the spreadsheet that is not necessary

Check the PayrollImportFile.Log after import.

Warnings are significant but do not stop import. They may create exceptions later in the process. 

Errors stop the Import. 

Always correct the first “Error” on the Import Log.

Workers with multiple classifications must have a second classification block. 



AASHTOWARE SUPPORT

EMAIL

mdtawprcrlsupport@mt.gov

mailto:mdtawprcrlsupport@mt.gov

