
AASHTOWARE ELECTRONIC 
PAYROLLS

Montana Department of 

Transportation (MDT)

Kathy Terrio

Construction Administration Services

kterrio@mt.gov

406.475.2258Updated 06/22/23

mailto:kterrio@mt.gov


AASHTOWARE 
CIVIL RIGHTS & 
LABOR™ (CRL)



Table of Contents
◦ About AASHTOWare

◦ System Requirements

◦ Vendor Access

◦ System Navigation

◦ Payroll Entry Methods

◦ Manual Payroll Entry

◦ XML File Data Import Payroll 
Entry

◦ MDT Provided Excel 
Spreadsheet Payroll Entry

◦ Fringe Benefits

◦ Employees in Multiple 
Classifications

◦ Reviewing Payroll Exceptions

◦ Creating a Payroll Modification

◦ Copying a Payroll

◦ Progressing Subcontractor 
Payrolls

◦ Contractor Reports



About AASHTOWare

AASHTOWare CRL is a web-based system that accepts contractor and subcontractor 
required certified payroll information allowing for verification of compliance with Federal 
and State laws and regulations. 

The system processes contractor payrolls against the appropriate Wage Decision 
allowing for increased accuracy and timeliness.

The AASHTOWare CRL program can import data from an XML file, eliminating the need to 
manually key it in. This file can be the result of Conversion of the MDT provided 
Spreadsheet or one downloaded from the contractor's payroll system in the correct 
format.

Although Users can manually enter the data into the system, there can be quite a lot of it, 
and many firms use software systems that contain most or all of what is needed already.

https://xml.aashtowareproject.org/spreadsheet/
https://www.mdt.mt.gov/other/webdata/external/const/forms/MDT-CON-008_PAYROLL_SPREADSHEET.xlsx
https://xml.aashtowareproject.org/resourcekit/
https://xml.aashtowareproject.org/resourcekit/


System Requirements

There is no cost to access the system or receive a Login ID

 Web based

 Supported Internet browsers:

  Google Chrome

  Microsoft Edge

 Microsoft Excel 2010 or newer



VENDOR 
ACCESS



Vendor Access
A vendor/contractor will have access to contracts where they 
are a Prime contractor or approved Subcontractor. 

To request access to the system, submit the CRL Access form 
electronically:

https://www.mdt.mt.gov/business/contracting/crl-
access.shtml

Access may take a minimum of 2 business days to grant.

Once access is granted, you will receive an email with a 
temporary password. You can then go in and change it to a 
password unique to you.

If someone leaves your company, please send an email to CRL 
Support mdtawprcrlsupport@mt.gov to deactivate their Login. 

If you have difficulty logging in, please send an email to CRL 
Support mdtawprcrlsupport@mt.gov to have your password 
reset. 

Passwords must be 
updated every 60 days 
by the user, if not, they 
will need to be reset.

https://www.mdt.mt.gov/business/contracting/crl-access.shtml
https://www.mdt.mt.gov/business/contracting/crl-access.shtml
mailto:mdtawprcrlsupport@mt.gov
mailto:mdtawprcrlsupport@mt.gov


Vendor Access

Once Vendor Access is 
granted and you are emailed 
a Temporary Password, please 

review the following slides to set 
up a password unique to you or 

to reset your password using 
the security questions you’ve 

set up. 

The reset function is not 
available with the 

Temporary Password. In 
this instance you must 

contact CRL Support for 
assistance.

Once you set a unique  
password, it will expire 
every 60 days, so it is 
suggested you set a 

reminder to change your 
password prior to it 

expiring.

mailto:mdtawprcrlsupport@mt.gov


To Change the Temporary Password to one unique to you 

Sign in with your email address and the temporary 

password that was emailed to you. 

At the login page, do not login but 

click here

You are then taken to this page



Main Account Menu

At this screen you can 

Change your Password and 

Set up Security Questions.

We suggest you write down 

your answers to the questions.

They are case sensitive and 

need the exact answer as you 

typed it (including spaces or 

no spaces) when you need to 

reset your password next time. 

Sometimes an error will come 

up because your answer was 

not specific enough. Using a 

phrase seems to work best. To 

answer the question “What is 

your favorite food?” say 

something like: “Ilovetacos”.

If you need to reset your password again, click on Forgot Password at 

the login page and it will prompt you to enter your security questions.



Logging into AASHTOWare

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

Email address (not case sensitive) 

Password (is case sensitive)   

Select MDT Contractors from dropdown

Web address: 

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


Important If you have 

forgotten your password, do not 
login but click here.

Then click here and follow the prompts. This will allow you 

to recover your password if you have changed it from 

the Temporary Password given to you when you first set 

up your account. 

* If you have not set a unique password or need other 

assistance, please contact: CRL Support

mailto:mdtawprcrlsupport@mt.gov


AASHTOWARE 
NAVIGATION



Vendor Home Page 

Select the Role you are working in from the dropdown, Prime or Subcontractor

System Help is located on each page by using the   

The Home button takes you back to the Home page

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.

Component Row

Component Row



PAYROLL ENTRY 
METHODS



PAYROLL ENTRY METHODS FOR 
ELECTRONIC CERTIFIED PAYROLLS
1. Manual Entry: Entry of payroll data directly into AASHTOWare.

2. XML file Data Import: File import from contractor's payroll 
system utilizing a program capable of exporting to 
AASHTOWare.

3. Payroll Spreadsheet, Conversion Tool & Import: Enter data 
into the provided CRL spreadsheet, convert to XML format and 
import.
 
Montana specific codes must be used:
https://www.Mdt.Mt.Gov/other/webdata/external/const/manu
als_guidelines/AASHTOWARE-CRL/certified-payroll-codes.Pdf

PAPER PAYROLLS WILL NOT BE ACCEPTED. 

THIS IS A REQUIRED CONTRACT SPECIFICATION.

https://www.mdt.mt.gov/other/webdata/external/const/manuals_guidelines/AASHTOWARE-CRL/Certified-Payroll-Codes.pdf
https://www.mdt.mt.gov/other/webdata/external/const/manuals_guidelines/AASHTOWARE-CRL/Certified-Payroll-Codes.pdf


1. MANUAL 
PAYROLL ENTRY



Page 1

This begins 

the process 

for manually 

entered 

payroll 

information 

directly into 

AASHTOWare

Finding your contract
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Adding a payroll

If you have a Fringe Benefit Program(s) other than Cash, you will need to define those program(s) on 

the lower portion of the screen that opens after you select either Plan Funds or Plan Funds with 

Exceptions . Plan Funds means the entire Contracts Fringe Benfit amount goes to a program(s). Plan 

Funds with Exceptions means part of the amount goes into the program and part goes back to the 

employee as Cash.



Define Fringe Benefits

Page 3
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Adding employees
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Adding Classification and Craft codes
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Adding Employee hours
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Adding Employee Wages
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Review and Sign Payroll
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Once signed, the 

payroll is 

automatically 

moved to the 

next level 

whether to the 

Parent 

Subcontractor or 

Prime.



2. XML FILE DATA 
IMPORT 

PAYROLL ENTRY



This method is used when the Contractor has a system compatible with AASHTOWare and capable of 

generating the xml file in the correct format.

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

component Actions arrow. Then click on Import Payroll.



A dialog box will open. Select the XML file you would like to import from your computer, then click 

open. If you are using Google Chrome, you can select several files for the same contract at one 

time by holding the Ctrl key and selecting the files. 

When you click Import Payroll, 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.



Example of Payroll Errors needing correction. In this instance, the Project ID was 

incorrect.

 Correct on the payroll and re-import the XML file. 

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

Phase allowing you to Sign the payroll. See slides 27-29 for the signing process.

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



3. MDT 
PROVIDED 

EXCEL 
SPREADSHEET 

PAYROLL ENTRY



Payroll Spreadsheet Requirements

To utilize the provided payroll spreadsheet to 

complete and import your certified payrolls, 

ensure you are using Microsoft Excel 2010 or 

newer.



Payroll Spreadsheet

By using the provided 
Payroll Spreadsheet and 
Conversion Tool, you will 
be able to import your 

payroll XML file into 
AASHTOWare CRL. 

Payroll Spreadsheet Conversion Tool

https://www.mdt.mt.gov/other/webdata/external/const/forms/MDT-CON-008_PAYROLL_SPREADSHEET.xlsx
https://xml.aashtowareproject.org/spreadsheet/


EXAMPLE: MDT 
PROVIDED 

EXCEL 
SPREADSHEET

The spreadsheet has two tabs. Payroll Form and Employee Information

https://www.mdt.mt.gov/other/webdata/external/const/forms/MDT-CON-008_PAYROLL_SPREADSHEET.xlsx
https://www.mdt.mt.gov/other/webdata/external/const/forms/MDT-CON-008_PAYROLL_SPREADSHEET.xlsx
https://www.mdt.mt.gov/other/webdata/external/const/forms/MDT-CON-008_PAYROLL_SPREADSHEET.xlsx
https://www.mdt.mt.gov/other/webdata/external/const/forms/MDT-CON-008_PAYROLL_SPREADSHEET.xlsx
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This is the process 

to enter your 

payrolls utilizing 

the MDT provided 

Excel spreadsheet.

Download the spreadsheet 
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Completing Contract Information
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Adding Fringe Benefits
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Completing the Employee Tab
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Selecting employees on the Payroll Tab
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Spreadsheet Conversion
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XML Successfully Imported
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Review/Sign Payroll



Page 13



FRINGE BENEFITS



Cash Fringe vs. 
Plan Fringe

When Fringe Benefits are paid to Cash instead of a Plan or Program the 

total amount of fringe due (rate x hours) is entered into the Cash Fringe 

box then it’s automatically added to the Project Gross pay amount. 

When Fringe Benefits are paid to a Plan or Program, the individual Fringe Benefit Rates are added to 

the boxes and the formula in the spreadsheet places the total in the Fringe Benefits Total box.



EMPLOYEES IN 
MULTIPLE 

CLASSIFICATIONS



Employees in Multiple Classifications

To enter employees that work in multiple classifications, you will need to list them twice, once for 

each classification. 

One classification will have: 

 Classification Gross Pay, Total Gross Pay and the Net Pay all with the same amount. 

 The Deductions will be zero.

The second will have the Net Wages from the first added to the Total Gross Pay on the second. 

All Deductions such as FICA, Medicare etc., will be on the second with the Total Gross Pay for all 

hours worked that week.



REVIEWING 
PAYROLL 

EXCEPTIONS



Email Notification of Rejected or Returned 
Payroll

F & R Construction12345 Flintstone 

Lane

If a Prime Contractor Returns a payroll, you can make corrections directly on the Returned Payroll, re-

sign and send back through. For a Rejected Payroll, a Modification must be created, signed and sent 

back through the Approval process.

The Payroll Manager on record will 

receive an email when the Agency 

Rejects a payroll or a Prime 

Contractor Returns a payroll to the 

Subcontractor.



To Correct a Rejected Payroll - Click on the Rejected Payroll and go to the Status page

Open each Exception by clicking on the arrow to see what needs correcting before you make a  

modification. 



CREATING A 
PAYROLL 

MODIFICATION



If you need to revise a payroll after it has been rejected or approved, you need to create 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.

The system automatically creates a payroll modification if you import an updated payroll record that 

has the same contract, payroll vendor, and payroll number as an existing payroll record. 

To manually create a payroll modification, select Create Modification from the Actions menu on the 
Certified Payroll component header. The system adds the modification record to the component.

ABC Construction



Make any changes required to the payroll modification and click the Save button. The system displays 

a message to confirm that the information was saved successfully. The system displays the new 

modification in the Contract Payroll Overview with the Modification Number field set to 01.

When adding subsequent modifications, the system creates an identical copy of the payroll record, 

except that it does not include attachments or comments. Each subsequent modification is listed in 

the Contract Payroll Overview component, and the value in the Modification Number field is 

automatically increased by an increment of one.

•Note: When you add a payroll modification, all the information associated with any previous 

modifications (including payroll exceptions) becomes read-only and cannot be changed.

Once you have 

completed your 

Modification, sign the 

payroll for processing.



COPYING A 
PAYROLL



If you are setting up a new payroll that is like an existing payroll, you can save time by 
creating a copy of the existing payroll. 

On the Contract Certified Payroll Overview page or the Certified Payroll page, locate the payroll you 
want to copy, and select Copy from the Actions menu.

The system takes you to the Copy Certified Payroll component.
 Click in the New Payroll Number field and enter a unique payroll number for the new payroll.
 Enter a new Begin Date and End Date for the payroll.
 Click the Copy Payroll button.

The system copies all information in the source payroll to the new payroll, sets all employee hours and 
wages to 0.00, and displays the new payroll on the Certified Payroll page.

01234 Capitol City Rd

https://awproject.mdt.mt.gov/Help/Glossary.htm#Payroll_Number
https://awproject.mdt.mt.gov/Help/Glossary.htm#Begin_Date
https://awproject.mdt.mt.gov/Help/Glossary.htm#End_Date


PROGRESSING 
SUBCONTRACTOR 

PAYROLLS



Tiered Review - During the Under Tier Review phase, a Parent Subcontractor is responsible for 
reviewing Lower Tier Subcontractor payrolls and progressing them to the next step in the process. 

The system does not progress the payroll further in the workflow until the Parent Subcontractor 
approves the payroll, at which time the payroll progresses to Under Prime Review. 

Open the Payroll you would like to review:

Then click on the Actions arrow on the right and select Progress Tiered Payroll. Follow the screens to 

Progress the Payroll to the Prime Contractor or Return to the Subcontractor for corrections.

01234 Capitol City Rd

Acme Contracting



Prime Contractor Review - During the Under Prime Review phase, Prime Contractors are responsible 
for reviewing subcontractor payrolls and progressing them to the next step in the process. 

The system does not progress the payroll further in the workflow until 
the prime contractor reviews the payroll by executing the Prime Review task from the Actions menu 
on the Contract component header on the Certified Payroll Status page

01234 Capitol City Rd

Acme Contracting

When a payroll in Under Prime Review status is approved and forwarded to the agency, the system 

automatically sets its status to Under Agency Review.

When a payroll in Under Prime Review status is rejected and returned to the contractor, the system 

automatically sets its status to Prime Returned.



CONTRACTOR 
REPORTS



Contractor 
Reports

Overdue Payroll Report for External User – Informs the 
contractor when a payroll is has not been entered into 
AASHTOWare based on worked performed on-site.

Payroll Exception Report – Shows the 

Exceptions (Errors) on a Rejected Payroll.

Payroll Summary - A summary of the entire payroll.

Payroll Verification Text – The Federally required 

Statement of Compliance.

Subcontractor Listing – A listing of all 

Subcontractors on a given project.



At the Home Page, click on the Actions arrow 
and select Generate Report



Select the Report you would like to generate. Follow the 
screens to Generate the Report.



REMINDERS



Remember once a payroll has been signed, it cannot be 
altered or deleted. 

Verifying your information for accuracy will assist in 
ensuring your payroll isn’t Rejected thus needing to 

create a Modification. 

Utilize the Payroll Summary Report to view your payroll 
prior to signing. 

When a payroll is signed, it automatically moves to the 
next phase, Agency, Prime or Tier Review.



FOR QUESTIONS OR ASSISTANCE, PLEASE 
CONTACT:

MDTAWPRCRLSUPPORT@MT.GOV 

THANK YOU!

mailto:mdtawprcrlsupport@mt.gov
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