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Accessing the AASHTO Trnseport® 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 Trnseport. 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 Trnseport 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 Trnseport Payroll Spreadsheet to better meet MnDOT'’s requirements. The customized
spreadsheet is at http://www.dot.state.mn.us/const/labor/civil-rights-labor.html. For MnDOT projects do NOT
use the Trnseport Payroll Spreadsheet found on the Cloverleaf Web Site.

How do | enter/submit payrolls?

e Loginto wT Civil Rights Labor application t Tinto CRLMS

e Use Civil Rights Labor payroll spreadsheef (ALS, 1 MB) for
MnOOT contracts specifically. Do not use the "general-
purpose version of the payroll spreadsheet” on the Cloverleaf
website. The form is supported on 2007 or newer Microsoft
Excel and the zoom feature will increase the form size

e Use Civil Rights Labor spreadsheet conversion tool to
convert the spreadsheet to ARIL format, Converter located on
the bottom of the attached link NDo not use the "general-
purpose version of the payroll sprsadsheet” on that website)

e Use Civil Rights Labor XML resource Wt which allows
contractors to work with their payroll vendors to export
payrolls to XML format. Provides all requires schemas to
allow conversion to ML format

e Look up all system job classifications (XLS, 372
used on MnDOT projects. This is the second tab o
payroll spreadsheet This will house all job classificati
associated with MnDOT projects

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

Do) —

Cloverleaf ®

|SEEIFC¢..

Advanfced search

Home
Products
Newsletters
Events

The preview site for web Trnseport 2.02 Prod
section of Status & Planning page (requires
Project Preconstruction andsor AASHTOWare
send an e-mail to webmaster@cloverleaf.ne

Related Links
Project Users Group

Contact Us
Site Map

Welcome to Cloverleaf

2. Click Payroll XML - AASHTO Trnseport® Payroll XML Resource Kit and AASHTO Trnseport® Payroll

Spreadsheet and Conversion Utility.

s

Cloverleaf ®

Username | Password | | Reset my password
Advanced search

Home

Products

Newsletters

Events

Related Links
Project Users Group
Contact Us

Site Map

AASHTOWare Prgject” Products

View Product Sheet

AASHTOWare Project Maf and Modules

web-based HTOWare Projectm

AASHTOWare Ppbject Preconstruction” - Manage project information and automate processes
AASHTOWarefProject Civil Rights & Labor™ - The Civil Rights and Labor Management module

Payroly/ XML
Payroll XML - AASHTOWare Project” Payroll XML Resource Kit and AASHTOWare Project” Payroll Spreadsheet and Conversion Utility

Cost Estimation - View Product Sheet
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Accessing the AASHTO Trnseport® Payroll Spreadsheet and Conversion Utility

3. Inthe last paragraph, click AASHTO Trnseport® Payroll Spreadsheet and Conversion Utility .

Pe

AASHTOWware

Transportation Seftware Solutions

Resources for Using XML with AASHTO Trns=port® Payroll XML Resource Kit

The AASHTO Trnseport svstem makes extensive use of XML to share data between it anfl other systems. This site contains resources to
help those who need to share XML data with AASHTO Trns-port software, whether theyWare end users or vendors of software systems.

Payroll XML

Developers of payrol systems who want to produce valid Payroll XML files from thelr payrol systems to be passed to AASHTO
Trnssport software wil find numerous useful resources in the AMSHTO Trnssport Payroll XML Resource Kit secticn of this site,
including all needed XML schemas, examples showing creation of valid files, and both online and downloadable Payroll XML validaters.

Contractors and other firms that need to deliver valid Payroll XML files to agencies|that use AASHTO Trnseport software will be best
served by using a payrol or project management system that already supports progecing valid Payroll XML files. Alternatively, they

can use the spreadsheet and online conversion utility in the AASHTO Trns+pork 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
file.

LIFT CAY U AL LTINS LY LIPS GETIIRY ¥ IA WIIGLT YT IITLIRAY LTy 11SYT IRTu T

Converter
Once you have a correctly formatted spreadshest with your data entered, you can create a Payroll XML fils online with this tool.

Instructions:

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

| (Browse.. ] 11 agree to the Terms of Use | Conver

=+ Save the Payrol XML file that is returned from the online converter.

fou can now deliver the Payrol XML file to the agency via whatever methed they have established.
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

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
increase the spreadsheet for viewing purposes.

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

spreadsheet.
AASHTO TrnsqPort® P%Spreadshee‘t Conversion Utility 1.03.000 PLEASE READ THESE TERMS OF USE CAREFULLY BEFORE CONTINUING YOUR USE OF THIS SPREADSHEET. IF YOU USETHIS
SPREADSHEET YOU ACCEPT AND AGREETO ALL OF THETERMS AND CONDITIONS CONTAINED IN THESE TERMS. IF ¥OU DO NOT
Instructions | / AGREE WITH THESE TERMS AND CONDITIONS, DO NOT USE THIS SPREADSHEET.
LISE OF THIS SPREADSHEET IS ATYOUR SOLE RISK, AND AASHTO ACCEPTS NO RESPONSIBILITY FOR THE RESULTS RETURNED.

1:The blue fields are ava)lable fof data entry.
2: Click the field names fgr 3 degription

3:Use Save As'in B =me and the location where you are saving. Erpy i 2 2SS

MnDOT Updated 7/23/13

ncy method

CONTRAGTORADDRESS

el 1 || 0O uwuseeerrmseeeneneanerainie aprroveD pLsks Fun:
Fuddr 2
Gin[ EE
zie: [
[ ]
e e e
SSH{Ma Darhor) ]
Gonder [SeloctBonder [ ]

Field name Informa\on to enter 2 . Use the table
CONTRACTOR . .
(check box) Type X in the appropriate checkbox to identify yourself as the information to
SUBCONTRACTOR | prime contractor or as a subcontractor. fillin the
(check box) fields.
Name of Legal company name
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:

http://transport.dot.state.mn.us/search/refvendor.aspx
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

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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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

AASHTO Trns*Port® Payroll Spreadsheet Conversion Utility 1.03.000

PLEASE READ THESETERMS OF USE CAREFULLY BEFORE CONTINUING YOUR USE OF THIS SPREADSHEET. IF YOU USETHIS

Instructions

3: Use 'Save As'in Excelto

SPREADSHEET YOU ACCEPT AND AGREE TO ALL OF THE TERMS AND CONDITIONS TAINED IN THESE TERMS. IFYOU DO NOT
AGREE WITH THESE TERMS AND CONDITION

2: Click the field names for 3 description

savefile

1:The blue fields are availzble for data entry.

ote the name and the location where you arez
4. Upload the spreadshest/XML file using prescribed Agency methad

USE OF THIS SPREADSHEET IS AT YOUR SOLE RISK, AND AASHTO ACCEPTS NO RESPONSIBILITY FOR THE RESULTS RETURNED:

Copyright © 2013 AASHTO
MnDOT Updated 7/23/13

ONTRAGTOR ADDRESE
A 1]
aadr]

iy

Gantractz]

N T T T T T

T avaue | s

\ [Sotemroan] T

o
Tndiuidual Emplayes Hamo and ldanvifior ur HOURS HORKED ERCH DAY el RATROE Fayral Deducions
s
*0.04" HUST BEPRESENT IN ANY BORHOT CONTANINGOURS
S PR A T YT B T BT XTI XTI ST | I || E— |
""" ST ea0 | 0w | e | ooo | woo A e | o0 [ [ ]

o [Eetest Gender

Cade

Eele ot Evhnisity

Craft Cade.
LabarCads

Seloct Craft Cade
SelectLabar Cads

Field name

Information to enter

Addr 1 Complete Address

Addr 2 Include additional address information if needed.

City City

State Use State Abbreviations (MN, W], 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 http://www.dot.state.mn.us/const/labor/civil-rights-labor.html
on the lower right of the web page:

Vendor resources

e MnDOT — Contract Project D Look-up helps contractors
identify the required Project IDs associated to a contract to
properly submit electronic certified payrolls into the CRL
system. Project IDs are asscociated to the State Project
Mumbers (SP numbers) on the proposal cover page. There
are two ways to look up the |D either with the contract number
or with the SP number
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

Mn/DOT - Project Id(s)

Search for project Id - Payroll

Home

® search By state Project O search By Contract
Number Number
8214-114 Get Project Id |

An error occurred while executing the command definition. See the inner exception for details.

Y¥our search result

Project Id Contract Number SP Number Job Description
112571 130036 8214-114A) LAKE SAINT CROIX HISTORIC OVERLOOK AND SITE RESTORATION.
64523 120703 8214-114 DESIGN BUILD -5T. CROIX RIVER CROSSING.

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.

(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

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

receiving the Total Contract Classification Prevailing Wage Rate as cash and listing
the total amount in the Straight/Overtime hourly “Rates of Pay” boxes.
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

. & . .-
AASHTO Trns*Port® Payroll Spreadsheet Conversion Utility 1.03.000 FLEASE READ THESE TERIS OF USE CAREFULLY BEFORE CONTINUING YOUR USE OF THIS SPREADSHEET. IF YOU USETHIE

SPREADSHEET YOU ACCEFT AND AGREE TO ALL OF THE TERMS AND CONDITIONS CONTAINED IN THESE TERMS. IFYOU DO NOT
Instructions | AGREE WITH THESE TERMS AN CO
USE OF THIS SPREADSHEET IS AT YO

1-The biue fialds are available for data entry CEPTS NO RESPONSIBILITY FOR THE RESULTS RETURNED

2: Click the field names for 3 description
ave As'in Excel to savefile

Copyright © 2013 AASHTO
MnDOT Updated 7/23/13

ote the name and the location where you are saving.
oad the spreadshest/XML file using prescribed Agency methad

GONTRAGTOR ADDRESS

a1 o pa i FuD:
[P — fiez]

i ] e [
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oy [etemrom] I T T T T 1
N T T T e T e |

— A TR

b . BenatieFragram Tyoe "
T

oot

Selee Tyoe

boonpaid, ari

NS

——

ot

s srEtE T e e e e e
[ ]
Gade  EeleotEvheicer [
[ [
[
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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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

Select Type

| [ [ Seleot Type. [

o Totsl RATE
Jame and dentifier or HOURS WORKED EACHDAY H oF Payroll Deductions
=T s pay
"0.00" MUST BE PRESENT IN AN'Y BOR NOT COMT AIMIRG HOURS
I oT. [ oan 000 00| oo [ oow | oo | woe [ ][ | [EmplosseComments
R ST | 000 | 000|000 000 voo_| oo | oo | | ]
SEN
Craftfode  Select Craft Code. QJTy  pprentice Apprentice Lump Sum Froject
E Labor (bde Select Labor Code (=} e Gross.
Gender [Select Gender [CcCode [ Code | I I I |
Ethnisity Code Gelect EMnicIy Pan Period Deduction:
i B W e
City [ [ [ [ [ [ oo Y —
State L Fringe Erenefit Hourly Fiates
Totsl Project Frings
2P Heslth  Wacation  Apprentics b in Ot Other2 Benefits Paid Thi
- = Welsie  Holday " Fund PaiPaoPatees
Salaried Ho [ T T T T | | —/1
e
| \ | Ther D duction Dezeription B
| AN |
A N
‘ 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”). Salaried Employee Process at end of this

Manual

10
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Entering data in MnDOT’s cu

stomized version of AASHTO Trnseport® Payroll Spreadsheet

Select Type ‘ ‘ ‘ | |

Select Type [ [ [ | ]

Inclvidual Employes hame and Identifier

OF

Hows oo

Last Mame "0.00" MUST BE PRESENT IM AN BOX MOT CONT AINING HOURS
FirstMame . [_oan 000 00| oo [ oow | oo | woe [ ][ | [EmplosseComments
Widle nitial [ ooo | ooo | ooo | oo | oon | om0 [ oo | [ ] Lot
S5 (Rlo Dashes) P
Rartiat S84 CraftCode  Select Craft Coge’ Apprentice Apprentios Project
Lump Sum
Labor Code  Select Labor Code
Gender [Select Gender [CcCode [ Code | I I
Ethnioity Tode GSelent Efniony PayFeriod D
AddrLine 1 PayPeriod Federsl St e o MET
i e et =T Inv..ru‘Te (¥ H9 uea.icuon npfgm_ll WAGES
city [ I [ [ [ [ ow ] —
State L Fringe Erenefit Hourly Fiates
Totsl Project Frings
= S;?:g ‘;:;E::u" A";’m'“ Pension her!  Other2 e T
Has Changed? false PanPeriod [Rates
Salaried [yin] Ho [ T T T T | | —/1
[c] EXCEFTION [CRAF| DOther Dedustions

| Gt Dedurtion Dieription

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

11
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

| [ Select Type [ [ I [ |

| [ [ Seleot Type. I I I [ | ‘

Individual Emplayee hiame and Identifier o HOURS WORKED ERCHDAY Payrall Deductions

LastMame “0.00" MUST BE FRESENT IM AR BOR MOT COMT AINING HOURS:
FirstMame i

il nitial
5N (W Dashes) Z
Partial 884 Seleot Craft Code [y AREe Appentine | Froject
HenderEmpE L § Labor Code  Select Labor Code o ‘Wage % Gross
Gender [Select Gender [CcCode [ Code | I I I
Ethnicity Tode  SelectEV Fau Feriod Deductions
AddrLine 1 i e
‘m 3
Addr Line 2 L B (ER0mE=) | |
ciy [ [ [ [ [ [ o0 ]
State L Fringe Erenefit Hourly Fiates

[ 11 [Emplowee Comments |

o . o 0.00
sT [ _ooo T ooo | ooo T oo [ A

Craft Code

Tatal Project Fringe
> pan el PRI Pension  Owher!  Owher2 Senefite Baid This
Has Changed? talse PayPeriod [Rates s

Salaried [yin] 3 [ I I I I I 1

[E1ERCEFTION [CHAF] Dther Diedustions.

| | Oither Deduction Description

¥

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.

The Project number is also searchable from http://www.dot.state.mn.us/const/labor/civil-

rights-labor.html
on the lower right of the web page:

Vendor resources

e MnDOT — Confract Project ID LooR-up helps contractors
identify the required Project IDs associated fo a contract to

properly submit electronic certified payrolls into the CRL
system. Project IDs are associated to the State Project
Mumbers (SP numbers) on the proposal cover page. There
are two ways o look up the |ID either with the contract number
or with the SP number

Mn/DOT - Project Id(s)
Seanch for project 1 - Payroll

B214-11

Gat Praject Id |

Project Id Contract Numb-er 5P Number Job Description

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).

0JT% 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 contract required lump sum payments to employees not
generally used in Minnesota

Project Gross The gross amount earned by the employee for work on this project for this classification
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Entering

L e

f AASHTO Trnseport® Payroll Spreadsheet

Txcal Lo e il

Q3s - #= | Select Type

= & 4 C — - f— T 1 o = w S " B~ " G & £% = F w5 AT A -
. AASHTO Trnse*Port® Payroll Spreadsheet Conversion Utility 1.032.000 ] FLEASE READ THESE TERMS OF LSE CAREFULLY DEFORE G VOUR USE OF THIS SPRIAGSHEET. 17 YOU USE
. THIS SPREADSHEET YOL ACCERT AND AGREE TO ALL OF THE TERMS AND CONDITIONE CONTAIMED |14 THESE TERRMS.
3 IF ¥OU DO NOT AGREE WITH THESE TERMS AND CONDITIONS, DO NOT USE THIS SPREADSHIET.
o LIS OF THIS SPREADSHEET 1% AT YOUR SOLE 15K AND ASSHTO ACCERTS MO BESPONSIBILITY FOR THE BESULTS
s RETURMED.
- Copyrignt © 2013 AssHTO
& MnDOT Upsdated 11/14/13

[ L

o 1 =
Ready 1] A ssw (=) 4 +.

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

[ | Seleot Type I I I [ |

| | Select Type [ [ [ | |
o, o FATE
Individual Emplayes Hame and dentifier o HOURS WORKED EACH DAY = Payrall Deductions
ST, oME par
Lasthlame 000" MUST BE PRESENT IN ANY BOR NOT CONTAINING HOURS
First Name Projsct# oT. 000 | ooo [ ooo ] oo0 | oo [ ][] [EmplosesComments
IMliddl Initial d ST. ] 000 | 000 [ ooo 0.00 o0 | oo | oo [ [ ]
SSN (Mo Dashes) L |
Partial S84 CraftCode  Seleot Craft Code DTy PRpESe Apprenine | Froject
erseEmpD Labor Ciode  SelectLabor Code D “ Gross
Gender [Seect Gender Code ]
Etinicity [ Code  Geleol Ethiialy | Pay Period Deduction:
Addr Line 1 PayPeriod Federal St e T MNET
— ore FCR jnoameray loome  Medoare Dedicion| Pawel | aceg
tiy I I I I oo f —
State e Benehit Hourly Fates
n - e Prciect Fiinge
= Heath | Wacation APREMCE e Other1  Other2 Benefits Paid This
Has Changed? false u " [Rate
Salaried (yin] Tl [ T T T T I
[e] EXCEFTION [CRAF]
| ther Deduction Dazeription e
| /
B e
e o

Pay Period Gross Full amount of salary earned by the employee for all houys worked during the pay
period on both public and private work
FICA Full employee FICA deducted from the gross pay for thelweek

Federal Income Tax Full employee federal income tax deducted from the gloss pay for the week

State Income Tax Full employee state income tax deducted from the grdss pay for the week
Medicare Full employee Medicare deducted from the gross pa\lfor the week

Other Deduction This cell will total the Other Deductions listed here (e.g. Child support, taxed union

vacation, union dues, court ordered deduction) All deductions listed must have
complete descriptions and must be individually listed. Note: If you enter a deduction
type under “Other Deduction Description” you need to enter an associated dollar
amount under “Amount”.

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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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

Employees, who work on multiple projects on the same contract (e.g. MN and WI boarder project, contract with
multiple distinct area or types of Federal & State wage decisions) or work in multiple classifications on a project, will
need two or more classification cells complete. 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 on this project id number.

5.T.
"0.00" MUST BE PRESENT IN ANY BOX NOT CONTAINING HOURS
0.T. 0.00 0.00 0.00 0.00 3.50 0.00 0.00 3.50 52.18
Project # =
5.T. 0.00 0.00 0.00 0.00 £.00 0.00 0.00 [ 2oo ][ 3273 |
645237 |
Craft Code 700 - Special Crafts i i j
¢ = QT % Apprentice  Apprentice e S Project
Labor Code 706 — CEMENT MASONS ID Wage % Gross
[ 700 706 26097 |
Pay Period Deductions
Pay Period e ﬂ“'—-é"%__ NET

FILA Medicare Deduction
055 Income Tax Income Tax ~
c Diodyrtinne
214129 [ 2093 [ 33404 [ 12419 [ 3105 000 [ 57921 | ([Cuss208
&; l

ince Benefit Hourly Rates

Total Project Fringe

FEEi EESDEm  AEIiEiEs Pens|m Other1  Other2 Benefits Faid This

Welfare Holiday Fund Pay Period (Rates X
7.25 030 | 6Ef ] 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.

5.1
"0.00" MUST BE PRESENT IN ANY BOR NOT CONTAINING HOURS
oT. 0.00 6.00 2.00 250 0.00 0.00 10.50 5278
Project #
5T. 0.00 2.00 2.00 2.00 2.00 0.00 [ 3200 ][ 3512 |
1234567 I
Craft Code 700 - Special Crafts oIT % Apprentffe Apprentice lomirs B Project
Lebor Code 706 - CEMENT MASONS D Wage % Gross
[ 700 [ 706 | [ 1680.32
| Pay Period Deductions
Pay Period W ULnel IULclI” NET
edi UEaucoorT
Income Tax Income Tax et e '3
3 acsriamne |
| 8ees [ 33808 [ 12219 | 3105 | o000 579.21 [[158208 |

> Fringe Benefit Hourly Rates
— . -
Total Project Fringe

Health Vacation Apprentice

Welfare Holiday Fund Pension Other 1 Other 2 Benefit_s PE!'u:I This
Pay Period (Rates x
[ 725 ] [ o030 | &8s [ 61200 |
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

[ [ Seleot Type. |
| [ Select Type | [ I [ |

o, o TATE
Individual Employes Mame and [dentifier or HOURS WORKED EACHDAY H oF Payroll Deductions
ST, U Pav
Last Mame "0.00" MUST BE PRESENT IM AR'T BOX MOT CONTAINING HOURS
FirstHlame o [ non () 000 [ ooo [ oo | oo | oo ][ ][ | [EmploseeComments
Praject #
Middle Initial ST oo | oo | oo | ooo | oo | oen | oo [ ][]
5N [Wo Dashes)
FariabS8H CraftCode  Seleat Crakt Code DuTy Aepenice Apprendoe | o Froject
WendorEmpiD LaborCode  Select Labor Code o Wage X Gross.
Giender [Select Gender [CCode [ Code | [ [ [ ]
Ethnioity Code___Select Ethnicity Fay Period Deductions
Addr Line 1 PayPeriod Federal St . e o MET
— PS5 =L Medicare Deduction| Fowoll | yynces
o e
State 1 urly Rates
Total Project Fringe
e . ‘;j;;::!" BeST Pension  Owher!  Oher2 Benciits Paid This
Has Changed? false PayPeriod [Rates z
Salaried [yin) He [ T T T | | ] —
THeductions

[c] ERCEFTION [CRAF]

‘ Giher Deduetion Deripion Tt

| /
| /
/

v

Field name Information to enter (Not required if (b) is checked, all cash wages included in “Rate
of Pay” boxes)

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 Add up all the hourly fringe benefits listed in the above fields and multiply by the total

Benefits Paid This Pay hours (straight time & Overtime) worked in the classification on the project.

Period
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

Select Type

| [ [ Seleot Type. [

o, ow | PATE
Individual Employee Mame and [dentifier or HOURS WORKED EACHDAY F Payroll Deductions
ST, Hows  pay
Last Mame "0.00" MUST BE PRESENT IN AN'Y BOR NOT COMT AIMIRG HOURS
FirstMame - o oT. [ oan 000 00| oo [ oow | oo | woe [ ][ | [EmplosseComments
Pliddle Initial ot 57| 000 | o000 | ooo | oo ] oo | om | om |[ [ ]
SN (Mo Dashes) [
Partiah 88k CraftCode  Seleot Craft Code [y AREe Appentine | Froject
Labor Code  Select Labor Code o e Gross
Gender [Select Gender [CcCode [ Code | I I I |
Ethnicty [__Code _GerotEthiom | P Period Deduotion:
::;'t‘:z‘ P“éf;’i“ FIcA In;ﬁ:g?‘ﬂ ome  Madiosts Dedustion| Payol WQEES
Ciy [ [ [ [ [ [ o0 —
State L Fringe Erenefit Hourly Fiates
Has Changed? f: PanPeriod [Rates
Salaried [yin) :I
| Gt Dedurtion Dieription Fmount
Field name Information to enter (Not required if (b) is checked)
c) Exception (Craft R d lanati f why thi ker’s fri benefit ts deviat
p ecord an explanation of wny tnis worker's rringe obenetit payments deviate
from your standard fringe benefits payment.

Salaried Employee Entry Process:

If you have a Salaried employee that works on the project performing Labor or Mechanic duties subject to the
contract labor provisions you will need to report them on the payroll. Salaried employees are not exempt from
prevailing wages or overtime. To determine the average hourly rate paid to the worker, divide their salary paid
by the total hours worked each pay period. If the employee is paid less than the required classification rate for
the project, the contractor must compensate the worker for the hours worked on the project the additional
amount per hour on their pay check. To report the hours on the Spreadsheet Conversion Tool you will complete
the worker classification block as shown above with the following exceptions listed below:
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

[ [ Seleot Tupe. [ [ | ]
| [ Select Type [ [ I [ |
N " or. Taotal [=
Individual Employee Mame and [dentifier or HOURS WORKED EACHDAY F Payroll Deductions.
ST Hows  pay
LastMame "0.00" MUST BE PRESEMT IN ANY BOR MOT COMTAIMING HOURS
First Mame or. [ oo [ oo0 | ooo [ oo | poo | om ][ ][] [EmplosesComments]
Middle niial Project# oo | o [ oeo | oo | [ ]
55N (Mo Dashes)
e el e SR e e
Gender [Select Gender [CcCode [ Code | I I I |
Ethnicity [ Code  Gelect Ethnicity | [ Pau Period Deduction:
St Puberiad gy | Fedenl eome  Medeare Desucion| ool Wi
[ [ [ [ [ [ 000 11
L Fringe Erenefit Hourly Fiates
el PR T Totsl Project Frings
o, ‘;_‘D“;” SRS Pansion  Owher!  Oher2 'iin;!;n:?;;:.;
[ I I I I [ 1 —/
| Ther D duction Dezeription B
I
Field name Information to enter (Not required if (b) is checked)
1 “" ” o ”
Salaried (y/n) On the drop down change the from “No” to “Yes
[ [ Selest Type | [ I [ |
| [ Select Type | [ I [ |
o RATE
Individusl Employes hlame and ldenifier ar B e oF Payall Deductions
ST, g— T —
LastMame "0.00" MUST BE PRESEMT IN ANY BOX MOT COMTAINING HOURS
FirstHlame 000 [ 000 [ 000 [ 000 | 000 am\
il nitial Projeet # [
55N (fo Dazhes)
FartiabSsH CraftCode  Select Craft Code QJTy  pprentice Apprentice Lump Sum Froject
Labor Code  Select Labor Code o ge Gross
Gender [Select Gender [Code [ Code | [ IZI\ [ ]
Ethnicity [ Code  Gelect Ethnicity | [ Fay Period Deduction:
AT e PR L, e Mediore Detuoion| Paxel | yiir
ciy [ I I ] T [ oo ) —
State L Fringe Erenefit Hourly Fiate
2 Healh  Wacation Apprentios D, o o T°:‘:‘"Zie‘: F"”I:e
Has Changed? false. Wellare  Hollday  Fund Qthert  QOther2 Fqu"e:m':[ ;;:”
Salaried (yin] o [ I I I 1T [ ]  I—
/
| / ‘ ther Deduction Dezeription ey
I
1
Hours Worked Each Day
Field name Information to enter
O.T. Do not put any hours worked in these fields
S.T. Enter all hours worked in this classification on this project per day
Total Hours
O.T. Do not add any hours to this area
S.T. Total all hours worked by the Salaried Employee in classification
Rate of Pay
O.T. Do not add anything to this area
S.T. Do not add anything to this area
Employee Comments Optional
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Entering data in MnDOT’s customized version of AASHTO Trnseport® Payroll Spreadsheet

[ Selest Type [ [ I

| [ Select Type | ] ‘
o, row | TATE
Individual Employee Hame and denifier o HOURS WORKED EACHDAY F Payroll Deductions
Hours
ST Far
LastMame *0.00" MUST BE PRESENT IN AN? BOR NOT CONTAINING HOURS
FirstMams rccts 000 | 000 [ oo | o0 | oo [ | [ | [EmplouesCommens
Middle nitial g 0.00 0.00 [T | I
5N W Dashes)
Partial 884 CraftCode  Seleot Craft Code outy  Peprentios Apprenioe | gF Project
[} % Gross

Seleot Gender
Code

Gender
Ethnicity
AddrLine 1

Seleot Ethnicty

Addr Line 2

iy

State

2p

Has Changed? false

Salaried [yin] T

[E1ERCEFTION [CHAF]

LaborCode  Select Labor Cade

[CcCode [ Code | I I | \
FayPeriod Deduction:
PayPeriod Federsl e . e MET
e PO oomeras Imome  Medows Dediotion W s
[ [ ow —
L Fringe Erenefit Hourly Fiates
Total Project Frings
Health  Wacation Apprentice
et Holday | Fund | Pension  Otheri  Other Benefits Paid This
PauPeriod [Rates =
[ I I I I I 71
Dither Deductions

Amount

| Gt Dedurtion Dieription

Field name

Information to enter (Not required if (b) is checked)

Project Gross

Do not add anything to this area

ALL OTHER FIELDS ARE COMPLETE JUST LIKE AN HOURLY PAID EMPLOYEE.
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