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Connecticut DOT AASHTOWare Project™ Payroll Spreadsheet Update - Initial Release February,
2024

This Help document will need to be printed in Landscape mode! Screenshots of the AASHTO form are HUGE!

As most of you are aware, the DOT has teamed up with the American Association of State Highway and Transportation Officials (AASHTO)
and is now requiring ALL Prime and subcontractors working on DOT projects with Federal funding to submit certified payroll data
electronically into the AASHTOWare Project Civil Rights and Labor™ (CLR) Management System.

You can have Certified Payroll Solution create a spreadsheet with MOST of the data filled in that can be uploaded into the AASHTO
system after it’s been converted to an XML (machine readable document). However, there is NO WAY to provide this as a 100% complete
and accurate form that can be submitted due to extremely complicated requirements. You will need to check this form carefully
before submitting it.

The spreadsheet is provided by the vendor who developed the AASHTO Trans*port® system and many aspects of it cannot be
changed or modified. This form has been provided in an .XLXS format, therefore, Office/Excel 2016, Office 365, or newer is
required - and they must be locally installed on your computer - not accessed via a web browser.

The most important thing that you need to be aware of is that this spreadsheet CANNOT be printed by CPS, now will the
print preview be visible/legible to the human eye.

DO NOT call and tell us that the Preview of the report is wrong, as there is NOTHING, we can do about this.

You MUST click the Preview button on the CPS Print Window in order for the file to be created and saved. Once it has been
saved, you can then open it and look at it carefully to verify that the data is accurate and add any missing pieces of
information that is required.

AASHTO requirements are very complex and require quite a bit of additional setup in Certified Payroll Solution in order to
create a file that you ca read, correct, and troubleshoot before uploading - AND THEN YOU WILL NEED TO TAKE THE FILE
THAT CPS CREATED AND RUN IT THROUGH A CONVERTER to create a machine readable XML file so it can be read by a
machine - so please follow the instructions in this document carefully.

The XML converter can be found here - https://xml.aashtowareproject.org/spreadsheet/
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STEP 1 - IMPORTANT - DO THIS FIRST, BEFORE DOWNLOADING THE UPDATE

Before downloading the update, it is important to make sure you know how you currently are entering the hourly fringe benefit rates that
are required on the printed on the standard Connecticut form.

Be sure to go to System Setup - Fringe Benefits & Special Withholding and look at/take a screen shot of how each item is setup.

Make sure that you know how the fringe is paid:
e This fringe is paid by the employer, OR
e This is deducted from the employee’s paycheck (if for example a vacation fringe is taxable, added to the base rate of pay to be
taxes, and then deducted after taxes and then sent to the Union)

If you’re a Union Shop, the Calculation method should be:
e This method is calculated by Certified Payroll Solution using the rated entered for each Payroll Wage Item
e Hourly fringe rates must then be entered for EACH payroll wage item found from the Linked Data menu - Wages

And if you’re a non-union shop and take credit for company paid benefits that change by employee, the Calculation method should be:
e This method is calculated by Certified Payroll Solution using the rated entered for each Payroll Wage Item - AND
¢ You’ll also want to make sure that the Enter Fringe Benefits by Employee option is checked by going to System Setup - System
Preferences - on the W/C Info+ tab.
e Hourly fringe rates must then be entered for each employee found from Linked Data menu = Employees.

We’ve had a couple of people call saying that their settings were lost with the update. We are unable to assist you with “how they were
before”. So please make sure you take screenshots!
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Sunburst Software Solutions, Inc. Page 3

STEP 2 - DOWNLOAD THE LATEST VERSION OF THE SOFTWARE

You MUST download the latest version of CPS on each machine/computer that the program is installed on. EVERYONE MUST
BE RUNNING THE SAME VERSION.

The version that you download will be the most current version on our Web Service Center.

From the CPS Help menu - choose Check for Updates.

This launches a web page and automatically logs you into our Web Service Center. Here, look for the button that says
“Download Current CPS Setup/Installation” on the left and click on that button. Run or save the file.

s === g - (2 8%
«Sl”’r”“i‘i?wm’m%(*!zztuw.;

Welcome to our Web Service Center

Certified Payroll Solution

|:|is the current release version available to download.
I:Iis the current version installed on your PC.
You should update to the latest release version by downloading and installing the current version.

*** Be sure you update all PC's with Certified Payroll Solution to this same version.

NOTICE:
QB 2023 likely requires that the first time you connect to your QB file that you run CPS and QB as the Windows Administrator.
Documented fully here.
Video here.

All customers: March of 2022 we have a new digital certificate pgoving our identity which may be new to you. Thus QB will see our application as a new
"app" and permissions must be granted by the admin. W

g permission, chose the forth choice for best results.

| Download Current CPS Setup / Installation

- Some browsers will have you save the file, while others will allow you to choose to Run it.

If you choose the Run
../ option, simply follow the prompts, and run through the installation program.
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- Can’t figure out where the download was saved?
Still in your browser, press the CTRL & the J keys at the same time on your keyboard to display a list of things you’ve

downloaded. This works in Edge, Chrome, and Firefox. Double click the file called CPSV5setup.exe and follow the
prompts in the installation wizard.

STEP 3 - VERIFY THAT FRINGE BENEFIT & SPECIAL WITHHOLDING ARE CORRECT

After installing the update, start CPS, go to System Setup - Fringe Benefits & Special Withholdings and make sure your setup options
upgraded correctly. Compare each of the tabs to the screenshots you took in Step 1 and make sure that the setting are correct, making
any corrections necessary.

PLEASE NOTE that the tab names have changed! They are now listed as Health, Pension, Life Insurance, Disability, Vacation/Holiday,
and Apprentice. More on this in Step 5.
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STEP 4 - CREATE & SELECT A FOLDER IN WHICH TO SAVE THE AASHTO FILE

| ﬁ System Preferences — O

Addresses | W/Clnfo+ | Labels | Settings |[ D

Data Path Browse for Data Path Folder

|Ct\UsErs\,PubIic\Documems\Sunburst’\Cps

The "Data Path" is the folder that contains the "Data" folder where all CPS files exist.
Do NOT set your data path in a cloud drive such as OneDrive, Google Drive, DiopBox .. IT WON'T WORK.

| Quick Books File Browse for QuickBooks File

The best way to set your QuickBooks file to the comect ‘location’ is to make the box here blank, and then have
QuickBooks open to the conect file and click the "'Test QuickBooks Connection'”.

| |C:\Users\Pubiic\Documems\lmu ifQuickBooks\Company Files\Sunburst & TSheets QBW

Test QuickBooks Connection I QuickBooks Version is 2004 or older.
| Save Reports Folder Browse for Reports Folder
ChUsers\Public\Documents\SunburstCps\Repaorts

Electronic Upload Folder Browse for Electronic Upload Folder

|C:\Users\Pubiic\Documems\Sunburst’\Cps\Electronic Uploads

Ok Cancel

Initial Release - 2/26/2024

From the CPS System Setup menu - choose System Preferences >
click on the Data Locations tab.

Click into the Save Reports Folder block and press the F9 key to
have the program automatically create a folder for you - if this field
is currently empty/blank.

OR

Use the Browse for Reports Folder button to create a folder in the
location of your choice.

Once you’ve completed this step, press the F5 Key to verify that the
folder really exists.
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STEP 5 -FRINGE BENEFITS & SPECIAL WITHHOLDINGS - THINGS HAVE CHANGED!

IMPORTANT: For years we’ve dealt with the same 6 fringe benefit types that appear are identified on the standard Connecticut certified
payroll report form with their hourly values displayed on the actual certified payroll.

Those 6 fringe benefit types have always been:

1. Medical or hospital 4. Disability
2. Pension or retirement 5. Vacation/Holiday
3. Life Insurance 6. Other (please specify)

These fringe benefit items have been displayed like this in the CPS System Setup menu - Fringe Benefits & Special Withholding section.

€3 Fringe Benefit & Special Withholdings Setup — O *

Health | Pension Life: Inzurance Drizability YacationHoliday Other

That’s changed, now that AASHTO is in the mix.

AASHTO also expects to see hourly rates for 6 somewhat specific fringe benefit types with different names than what you’re used to
seeing, yet on the final form they provide you with space for up to 18 fringe benefit types.

e Health/Welfare e Pension
e Vacation/Holiday e Other1
e Apprenticeship Fund e Other2

But we’ve had to make some changes to the Fringe Benefits & Special Withholdings section in order to accommodate this.

This is what the new Fringe Benefits & Special Withholding section look like:
£¥ Fringe Benefit & Special Withholdings Setup s O >

Health | Penzion Life Inzurance Drizability YacationHoliday Apprentice

Here’s how the original fringe benefits are mapped to the new “names”:
1. Medical or hospital is now Health/Welfare (no change to the standard CT form)
2. Pension or retirement is now Pension (no change to the standard CT form)
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Vacation/holiday is still Vacation Holiday

oUW
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Life Insurance Is now Other 1 (but will still display as Life Insurance on the standard printed Connecticut paper form
Disability is now Other 2 (but will still display as Disability on the standard printed Connecticut paper form

Other (please specify) is now Apprenticeship Fund. Apprenticeship fund will display on the standard CT form.

STEP 6 - LET’S LOOK AT THE AASHTO FORM

The AASHTO form is quite different than the printed forms you’re used to producing. However, much of the information comes from the
same places that are used for the printed forms. Below is a mapping of where information comes from.

Header Information:

Day | Sundsy [ Morday [ Tuesday [Wednesdayf Thusday | Fiday | Saturday |

Date | 10012000 | 104202000 | 10/3/2000 | 10/42000 | 10/2000 | 10/6/2000 | 10/7/2000 |

—

CONTRACTOR I_I SUBCONTRACTOR m CONTRACTOR ADDRESS One of two boxes needs to be checked.
Addr 1| 168 \Westford Road E [a)'HERE FRINGE BEMEFITS ARE FAID TO APPROVED PLANS, FUNDS, OR PROGRAMS
Name of Contrastor | Eonnecticut Certified Payroll Solution for QuickBooks D Addr 2 v I addition 1o the basio hoilrly wage tates paid to ach laborer or meshanic listed in the above referened payrall payments.
CT Yendaor Mumber (FEIM) [ System Preferences—> Addresses-3WC Infa+ ] City| Eastafrd | State:  |CT 4 of fringe benfits aslisted in tr_\e goniract have been ar will be made to appropriate pragrams For the benefit of such
Parolibumber [7 Zp: A employees, except as notedin section 4{c] below.
‘week Ending Date | 100712000 Cortract ﬂ| Linked Data->Jobs=> Project #'= | 3 D (b]'»HERE FRIMNGE BEMEFITS ARE FAID M CASH

Each laborer or mechanic listed in the above referenced payroll has been paid, as indicated on the payroll, an amaount not
less than the sum of the applicable basic hourly wage rate plus the amcunt fo the requited fringe benefits as listed in the
contract, except az noted in section 4(c] below,

. CT Vendor Number (FEIN) comes from System Setup - System Preferences > WC Info+ = FEIN Block

2. Zip - there is a BUG in the spreadsheets when a zip code starting with a 0, the 0 doesn’t appear in the spreadsheet. WE CANNOT

CHANGE THIS, THE DEVELOPER/DESIGNER MUST.

3. Contract # - this comes from the Linked Data menu - Jobs - This job - Project number fields.
4. How fringe benefits are paid checkboxes - this comes from System Setup - Statement of Compliance > WH-348 (4) tab
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Fringe Benefit Section:

AASHTO is very big on having you report information about who you pay the fringe benefits to, your account number with the company or

Page 8

organization (Blue Cross/Blue Shield for Health insurance or the Union Local), the name of the Contact person at the company or
organization, and the phone number of the contact person.

If your are reporting contractor paid benefit(s), you must complete ALL 5 corresponding columns and reported by Benefit Program Type.
Bienefit Pragram Mame Bienefit Pragram Tupe Benefit Account Number Benefit Labor Clazsification Contact Person Contact Person's Phone
Iron Workers Local 424 Fringe Healthi'welfare 123456 [Classification Mames A, B, C] Suzie @ Local 424 203-555-2121
Iron ‘orkers Local 424 Fringe Wacation/Holiday 123456 [Classification Names A, B, C] Suzie @ Local 424 203-555-2121
Iran Workers Local 424 Fringe Apprenticeship Fund 123456 [Classification Mames A4, B, C] Suzie @ Local 424 203-555-2121
Iron ‘orkers Local 424 Fringe Pension 123456 [Classification Names A, B, C] Suzie @ Local 424 203-555-2121
Iran ‘orkers Local 424 Fringe Other 1 123456 [Classification Names &, B, C] Suzie @ Local 424 203-555-2121
Iran ‘warkers Local 424 Eringe Cther 1753455 [Classification Names A B, C] Suzie @ Locald2d 203-555-2121

Teamsters Local 1150

Teamsters Local 1150

Teamsters Local 1150

Teamsters Local 1150

Teamsters Local 1150

Teamsters Local 1150

of Compliance --> tabs 4 (d) and 4 (e).
See Step 7

This information comes from CPS, System Setup menu --> Statement

S06-555-1150

S06-555-1150

S06-555-1150

S05-555-1150

S05-555-1150

S05-555-1150

IBE% Lacal 42 Fringe Healthiiwelfare 454545 [Classific ation Names G, H, Becky @ Local42 203-555-4200
IBEW Local 42 Fringe Vacation/Holiday 454545 [Classific.ation Names G, H, 1] Becky @ Locald2 203-555-4200
IBE Local 42 Fringe Apprenticeship Fund 454545 [Classific.ation Names G, H, 1] Becky @ Locald42 203-555-4200
IBE' Local 42 Fringe Pension 454545 [Classification Names 5, H, 11 Becky @ Local 42 203-555-4200
IBEW Local 42 Fringe Other 1 454545 [Classification Names G, H, 11 Becky @ Local 42 203-555-4200
IBE" Local 42 Fringe Other 2 454545 [Classification Names G, H. 1] Becky @ Local 42 203-555-d200

All of the fringe benefit information is setup in CPS, from the System Setup menu - Statement of Compliance - tabs 4 (d) and 4 (e).
See Step 7 for instructions on setting up this information.
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There are several new and/or changed sections in the AASHTO spreadsheet.

=+ Over Time Hours Total Project RATE
Individual Employee Name and Identifier y  Standard Time Hours Hours Worked Classification
SH. A OF PAY
Salaried Time Hours Hours
LastName |[Employee Select Empl
FirstName  [Eight 0.1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 Emplos |
. = 2 n
Middle Initial (I Select Project ID S.T. 0.00 8.0_0 8.%] D.IEJ 0.0_0 0.0_0 0.00 16.00 | | 20.750
R = SH. 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Famakzah Craft Code Select Craft Code 5 0T % Apprentice Appvenx‘ice L S Project
0OSHA-10# [OSHATOR 1 [LaborCode | SelectLabor Code 6 D ‘Wage % Gross
Gender |Male 8002 | [ A-44567 | | [ 33200 ]
Ethnicity calc  J Salaried Employee Only Pay Period Check Stub Area |
%l s Sistl 1ol ay = T e T [Ty ot
G L.me R Period Salaried | Normal Salary e FICA Income Income  Medicare Deduction Deduction e
AddrLine2 M| GrossPay Teoe i - C WAGES
City |Anytown | [ 83226 | 5383 | 9600 | 3354 | 1260 | 2300 [ 213.03 | [673.23]
State CcT [ Classification Fringe Benefit Hourly Rate Credits ]
ip  [B242 2 . Fringe
e 6 \: e‘?kh V:;:mn Ap::en;lce Pension | Disability Benefits
Has Changed? TRUE 7 elfare liday un Insurance Total | 1
Salaried (yin): No [ 33¢ [ 100 [ 046 [ 220 [ 015 [ 010 | [116.00 ]
| 4(c) EXCEPTION (CRAFT) to 4(a) or 4(b) at top of payroll - Put the CraftiClassification in the first cell below and the reason in the second cell below Other Deductions
Other Deduction Description Amount
Child Support 0.00
Union Dues 23.00
Medical 0.00
Garnishments 0.00
A 0.00
A 0.00

OSHA 10 # must be reported. See Step 8
Ethnicity - new Ethnicities have been added. See Step 9

WN =

displayed in the spreadsheet. WE CANNOT CORRECT THIS, THE DEVELOPER/DESIGNER MUST DO SO.

4. OT Rate of Pay - AASHTO requires that you report each employees Overtime Rate of Pay - even if the employee has no overtime

hours! We do our best to enter this rate of pay - but it may not be accurate. See Step 14

5. Labor Codes - AASHTO has specific Craft & Labor Codes that must be assigned to each employee’s Work Classification. See Step

10 for how to set these up in CPS

N o

Step 11
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Apprentice ID - and Apprentice ID must be reported for each Apprentice. See Step 8
Hourly fringe benefit rates - hourly fringe benefits must be reported for each employee. This is done by assigning hourly fringe
rates by payroll wage item (if you’re Union) or by employee if you are non-Union and take a credit for company paid fringes. See

Zip Code Bug in Spreadsheet - this is the same bug that exists in the header. When a zip code starts with a 0, that zero is not
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STEP 7 - SET UP ADDITIONAL FRINGE BENEFIT INFORMATION

AASHTO requires that you provide the following information for each of the 6 fringe benefit types:
e Benefit Program Name

Benefit Program Type (Numbers 1-6 from Step 5)

Benefit Account Number

Benefit Labor Classification

Contact Person at Benefit Program Name

Contact Persons Phone Number

This information is setup in CPS, by going to the System Setup menu - choosing Statement of Compliance and clicking on the DOT 4 (d)
and DOT 4 (e) tabs.

The DOT 4 (d) screen holds the Work Classification Names and the specified fringe benefits:

Enter the Work Classification(s) that your Employees work under and type an “x” in the column for each fringe benefit type.

This section could be problematic. Essentially you are limited to 3 classifications with 6 fringes each. So, you may need to get creative
and play around with this in order to get things correct.

If you’re a Union Shop and everyone belongs to the same Union, you could set up the Benefit Labor Classifications like this, however,
we cannot guarantee that this will be accepted when you upload:

All Classifications (for the Benefit Labor Classifications name in each of 6 rows)

And then place an “x” in the correct column for each row. (see screenshot below)

e

WH-348(1) | wH-348(4) | DOT4(d) | DOT 4 (g

AASHTO DOT 4 [d]
Labar/Program Claszification Health W acation Training Penzion Other Other 2
All Classifications W
All Classifications b
All Classifications %
All Classifications b
All Classifications 4
Al Classifications "

If you’re a Union Shop, and have several different classifications belonging to up to 3 different unions, you could set things up by
grouping the classifications that belong to each different union together like this:

[Classification Names A, B, C] (for the Benefit Labor Classifications hame in each of 6 rows)

Initial Release - 2/26/2024
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And then place an “x” in the correct column for each row.

[Classification Names D, E, F] (for the Benefit Labor Classifications name in each of the next 6 rows)
And then place an “x” in the correct column for each row.

[Classification Names G, H, 1] (for the Benefit Labor Classifications name in each of the last 6 rows)
And then place an “x” in the correct column for each row. (see screenshot below)

WH-348 1] | WH-348(4] | DOT 4(d] | DOT 4[g)

ASSHTO DOT 4 (d)

Labor/Pragram Clazzification Health Y acation Training Penszion Other Other 2

[Claszification Mames &, B, C] "

[Clazzification Mames A, B, C] ¥

[Classification Names A, B, C] "

[Clagszification Mames &, B, C] ¥

[Clazsifization Mames A, B, C] ¥

[Claszification Mames &, B, C] "

[Claszification Mames D, E, F] "

[Claszification Mames D, E, F] ]

[Classification Mames D, E, F] "

[Classification Mames D, E, F] ¥

[Classification Mames D, E, F] ¥

[Clagszification Mames D, E. F] ¥

[Clazzifization Mames G. H. 1] i

[Claszification Mames G, H, 1] ]

[Claszification Mames G, H, 1] "

[Claszification Mames G, H, 1] ]

[Claszification Mames G, H, 1] b
F|[Claszification Names G, H. 1] ¥

The DOT 4 (e) screen holds information about who the 6 different fringes are paid to:

Benefit Program Name (we believe this is either the company or organization that the fringes are paid to)
Benefit Account Number (your account number with the company or organization)

Contact Person (at the company or organization)

Contact Person’s Phone (the phone number of the contact person at the company or organization)

Initial Release - 2/26/2024
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LR statement Of Compliance (WH-348 — O *
WH-348 1) | WH-348[4) | DOT 4(d] | DOT 4[]

AASHTO DOT 4 (g
Program Mame Account # 3rd Party Trustee/Contact | Phone
Iran *Warkers Local 424 123456 Suzie @ Local 424 [203] 555-2121
Iron ‘Workers Local 424 123456 Suzie @ Local 424 [203] 555-2121
Iran *Workers Local 424 123456 Sugzie @ Local 424 [203] BR5-2121
Iran *Warkers Local 424 123456 Suzie @ Local 424 [203] 555-2121
Iran *Warkers Local 424 123456 Suzie (@ Local 424 [203] 555-2121
Iron 'Workers Local 424 123456 Suzie @ Local 424 [203] 555-2121
Teamsters Local 1150 222222 Sharon (2 Local 1150 [806] 555-1150
Teamsters Local 1150 222222 Sharon @ Local 1150 [B06] 555-1150
Tearsters Lozal 1150 222222 Sharon @ Local 1150 [B0E] 555-1150
Tearsters Lozal 1150 222222 Sharon @ Local 1150 [B0E] 555-1150
Teamsters Local 1150 222222 Sharon @ Local 1150 [20E] 555-1160
Teamsters Local 1150 222222 Sharon @ Local 1150 [B06] 555-11560
IBE' Lacal 42 454545 Becky @ Local 42 [203] 555-4200
IBE' Lacal 42 454545 Becky @ Local 42 [203] 555-4200
IBE' Local 42 454545 Becky @& Local 42 [203] 555-4200
IBE'W Local 42 454545 Becky & Local 42 [203] 555-4200
IBE' Local 42 454545 Becky @ Local 42 [203] 555-4200
FlIBEW Local 42 454545 Becky @ Local 42 [203] 555-4.200

ok Cancel Q
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STEP 8 - ENTER EMPLOYEE OSHA 10 # AND/OR APPRENTICE ID NUMBER

OSHA 10 and Apprentice ID Numbers are entered in CPS, from the Linked Data menu - Employees.
ZE Employee Maintenance — O X

Name |Eight | Employee
Eleven CEmployee

Mine A Employes Local |N0ne L! Edit Locals |
Ten B Employee
Twelve D Employes EEOQC Work Class IFDreperson v|  EditWork Classes |

Race [hite | Edit Flaces |

Federal Allowances IM—2

Gender IMaIe ;!

HMizcellaneous

[~ &RRA Hire [~ Section 3

Employee # (not S5MN) IE

Apprentice Registration # IA—4458?
OSHA-10# |osHATO#

Initial Release - 2/26/2024
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STEP 9 - SETTING UP & SELECTING NEW RACE/ETHNICITY CODES

AASHTO has added/changed Race/Ethnicity Codes. If you open the actual AASHTO form, you’ll find the new codes on the Ethnicity tab.

They will appear on the AASHTO
If your employees’ race is: form with this code
ASIAN (Asian Indian, Subcont Asian America, Asian-Pacific American) A-IN
NATIVE HAWAIIAN or OTHER PACIFIC ISLANDER A-PF
BLACK or AFRICAN AMERICAN BLK
CAUCASIAN or WHITE CAUC
Disabled D
HISPANIC or LATINO AMERICAN HISP
Iberian Peninsula I
AMERICAN INDIAN or ALASKA NATIVE N-AM
TWO or MORE RACES T-MR

Any of these “new” Race/Ethnicity Codes that you need to add is done by going to the Basic Info menu - choose Race Classifications 2>
and click the Add button.

@ Race Classification Maintenance — O * Description - TWO or MORE RACES
Race - predominant race
Minority - must be checked

Arnetican Indian

Agian Description |TWO or MORE RACES

Black Two Or More Races - must be checked
Disabled Race Bleck El Other Mixed Race - must be checked.
Hlsp_amc

Eﬁ]cigclslander ¥ Mincrity

I~ MNative Hawaiian or Other Pacific |slander

v TwoOrMore Races
" American Indian or Mative Alaskan & white

" Asian & White

" American Indian or Mative Alaskan & Black or African &merican

Ok Cancel
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STEP 10 - SETTING UP AASHTO CRAFT & LABOR CODES IN CPS

AASHTO also has very specific employee craft and labor codes (Work Classification names). If you have a copy to the actual AASHTO
spreadsheet, you’ll find them in the Craft and Labor tabs.

These codes must be setup in CPS, by going to the Basic Info menu - choosing Work Classifications - editing each specific Work
Classification = and click on the Electronic Upload Codes tab.

If for example, your employees fall under a Carpenter Work Classification, the AASHTO Craft Code would be 5000 and the Labor Code
could be anything between 5001 and 5014.

£ Wark Class Maintenance = ] 1 |Craft Values Code
2 |Select Craft Code
MHame |Carpenters 3 |1000 - LABORERS 1000
CementhMasans
Cletical SECTION 'f 2000 - PAINTERS 2000
Deferto Employee Federal EEOC Code [Carpenters = 5 |3000 - TRUCK DRIVERS 3000
ici & 4000 - BRICKLAYERS 4000
Elec_trlmans Usze Thiz Name on EEOC Reports r
Equip. Opers. 7 5000 - CARPENTERS 5000
Feroperson ; s 4 6000 - ELECTRICIANS 6000
Foreperson apprentice 80%:
RO On theJob Traines | Owner Operator Il 4 7000 - POWER EQUIPMENT O 7000
Laborer, Semi Skilled OTJT T 1| 10 8000 - IRONWORKERS 8000
Laborer, Semi-Skilled Apprentice ™ Pecent  |p Level | 11 |9000 - MECHANI 5000
Laborer, Unskilled 10000
LaborerApprentice 50%
LaborerApprentice 80%% 11000
techanics 12000
MNewer Repart
Officials (Managers)
Painters
Fipefiter Flumber ! R — —_—
Supervisors 0On the Certified Payroll Repart Electronic Upload Codes | Labor Values Code
Truck Drivers || 77 4005 - Stone Mason 4005
Teras DOT Job Class o 7% |4006 - Brick Pointer/Caulker/Cleaner 4006
Ny DOT EBO Classification Code 73 !5001_ Carpenter 5001
Maryland Classification |0 [Job Code 1D 80 .5002— Piledriver 5002
AASHTO Craft Code [E000 - Gl
AASHTO Labor Cade DOl s Dive 2001
) 83 5005 - Millwright 5005
EHismtar: | 24 5006 - Floor Layer (Carpet Only) 5006
Frism Craft Level | 85 5007 - Scaffold Builder 5007
LCPtracker Craft Code | 86 5008 - Acoustic Ceiling Installation 5008
&7 5009 - Drywall Hanging 5009
88 5010 - Form Work 5010
i _|f 89 |5011 - Metal Stud Installation 5011
90 5012 - Soft Floor Layer 5012
Qk J Cancel 91 5013 - Vinyl Flooring 5013
92 5014 - Hardwood Floors 5014
936001 - Electrician 6001
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IMPORTANT NOTE ABOUT CRAFT & LABOR CODES!

On the actual AASHTO form, the Labor code is meant to be selected from a drop-down list. SOFTWARE CANNOT CLICK A DROP-DOWN
LIST, so you’ll manually need to select the Labor Code for each employee each week and we do help you to make sure that you’re
selecting the correct code.

3010 - Dump Truck Tatal Project

Individual Employee Mame and Identitier 4001 - Bricklayer 2ed Classification DF’_E';T:Y
4002 - Cement Mason Hours
LastlName [Employee | e 4003 - Cement Finisher
FirstMame  [Eight | 4004 - Plaster 0.00 0.00 0.00 [ooo ] | | Employes Comments
Middle Iririal [] | | SelectPrc 4005 - Stone Mason 0.00 0,00 000 | [i600 ] [20.750
SSRHES-digid) | | | 4006 - Brick Pointer/Caulker/Cleaner 000 0.00 ooo | ooa ]
ParizbSsh Craft Cade 5001 - Carpenter W g 5
OSHA - 104 IDSHMD# I [ LabaiCode | [S000 - Caperier =i~ o {We put the codes in this block and then
Gender [Male | [ sooo | oot | you select it from the drop-down.
Ethnizity | T-MR || Salzried Employes Orly I | Pay Periad

STEP 11 - DISPLAYING HOURLY FRINGE BENEFIT REPORTS ON THE AASHTO FORM

If you’ve been running the standard Connecticut Certified Payroll Reports, you know that the hourly values of each fringe benefit:
e is entered against each payroll wage item from QuickBooks - if you’re a union contractor (Linked Data menu > Wages)
e is entered for each employee - if you’re a non-union contractor, taking credit for company paid items (Linked Data menu -
Employees) as mentioned in Step 1.

For more information about setting up Hourly fringe benefits, please use the in-program help as follows:
e From the Help menu = choose Contents
Click on the Search tab
Type in Connecticut
Click on Connecticut in the Select Topic Title Window
Scroll down through the help until you reach the section titled - How to Correctly Report your Company Paid Fringes.

Initial Release - 2/26/2024
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STEP 12 - SELECTING/ASSIGNING JOBS THAT REQUIRE THE AASHTO FORM

You will be able to select the AASHTO form for existing jobs by
going to the CPS Linked Data menu - Jobs - select and edit

EACH specific job - click on the Form Options tab and from the
Form to Use drop-down menu, select Connecticut DOT AASHTO.

Remember to click OK, Done, and choose Yes, to save changes
when editing existing jobs.

Employee Social Security Numbers are NOT required on the
AASHTO form, however, Employee Addresses are.

For new jobs, you can select this form during the initial CPS Job
Setup, when you link the job back to QuickBooks.

Important Note:

If you are required to also submit the standard Connecticut
certified payroll, you will need to run the program twice,
switching the form to use.

Initial Release - 2/26/2024

ﬂ Job Maintenance

07-176
18-271
34-289

[~ List By "Prirt Mame Ag"

[ Oy Open ok

= O *
Mame |07-176
Standard Infarmation Additional Information Form Options
[ Certified F’aymll Repnﬂ
Foim to Lse |Conecticut DOT AASHTO =l

[~ Use Department of Defenze Statement of Compliance
[~ Use Notarized Federal Statement of Compliance

[ If a save reports folder is specified. do not phyzically print this form [CPR & SOC), iu.s

S5M # Format

[ Omit Employee's address.

Electronic Filing Folder has not been specified in System

Social Security Numbers are NOT
required on the AASHTO form, but the
employee's address is.

ok Cancel ﬂ
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STEP 13 - PRINTING & PREVIEWING

Run your certified payroll reports as usual.

When you get to the Print window - DO NOT ATTEMPT TO PRINT
THIS FORM! It will be nothing but a mess. Instead click the BIG
Preview Certified Payroll Only - Does NOT include the
Statement of Compliance button.

| Copies for Each Report
Job Name Copies
F ameTn ﬁmtﬁﬁndﬂ@} 11
34-289 {OumkEIDDkS Job Mame} 1]

Microsoft Printto FDF

SetAll Copies to: 10

I” Redact employee 33N & address formation on Certified Payroll Fepont

I™ Force all printing to Legal Size B

i Preview Cerified Payroll Only — Does MOT include the Staterent of Compliance ‘

Mailing Labels Complete ‘ 9

<< Back Erint

= e
.“ -
a -t a3
i ]
=3 s ey
B = = e
i e I et e
-
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The information on
the AASHTO Report
is NOT readable to
the human eye at
this point.

Close the Print
Preview and the
report will be
automatically saved
in the folder you
specified in Step 4.
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STEP 14 - WHAT’S NEXT?

Almost to the home stretch! From the CPS View Menu = choose Saved Reports (this will open the folder that you specified in Step 4).

Double-click on the Job Names of the reports you indicated needed the AASHTO form to open it in Excel. VERIFY that the information is

correct!
LaztName [Emplges E—
FirstMame [Eight SRS ot Ton (il EI] [l Ton o0 ] oo | [ P
Middle Initial [1 T celciPioecD® ST | 000 .00 E] 00 0.0 0.00 000 .00 | [20.750
SR S ) SH. 000 o.o0 o0 000 0.00 .00 000 Too
Fanial S5 Craft Code  SelectCraft Code Oury;  Peerenice Apprenice | o Proect
OSHA-10# [OSHATDH [ LabarCode | SelectLabor Code 3 (£} ‘nage Gross
Gender [Male LT S| [ Aeaaser | T [ Fzon |
Ethricity BLK SelanedEmployee Oy FayPeriod Chzch Sib Area |
; R T T
aadiinel (B3R eeilees Period Salaiied [ Narmal Salan) e e i el Miridar Dediamn et iy
AddrLine 2 P Gross Pay o 32 i : WAGES
City | Anytown ] [ 89228 | ssas 9600 | 3354 | 12s0 | 2300 | w03 | [e73z3]
State CT | Classification Fringe Benefit Hourly Rate Credits
i |B2a2 Fiirige
di ;'e‘f“h V:ﬁz““‘“ Ap‘;’e“;'“ e ; Sie  hicabiny Blenefits
Has Changed? TRLUE il ke e B Total
Salaried lyin): Mo [ 534 [ 700 [ 04 [ 220 | 0% | _am ] [0
| 4(c)EXCEPTIONICRAFTIto dial or (k] attop of payrall - Put the Crah!Classiicationin the fist sl below andthe reasan in the second sell belaw Tither Deduictions
Other Deduction Description Amount
Child Support 000
Union Oues 23200
Medical 0.00
Garnishments 0.00
[ 0.00
MiA 0.00
1. Select the Project ID from the dropdown list
2. Verify that the Overtime Rate is correct for this employee - if it’s not, enter the correct amount (remember the Overtime Rate of

Pay must be included, even if the employee had not overtime hours, and we can only “guess”).

3. Select the correct Labor Code from the drop-down menu - we do include that code so you can select the correct one, but
software cannot click on a drop-down menu and select the correct code - only you can do that.

4. When all the information is correct, Save this file.

5. Now you need to run this file through the AASHTO XML Converter at https://xml.aashtowareproject.org/spreadsheet/

6. If you need help learning how to use the AASHTO System, you will need to contact AASHTO - we have no knowledge
about how their system works.

7. If you receive any error messages from the AASHTO system, make sure you have followed the steps on this page.
If you’ve verified everything and still get an error message, please take a screenshot and email it to us at
AskUs@SunburstSoftwareSolutions.com

8. One-on-one setup assistance is billable.
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