Payment Reporting: Subcontractor

Follow this guide to verify subcontract payments within AASHTOWare CRL.

1. Access contract payment

You will receive an email from the Prime Contractor stating a payment has been made to you. Click
on the hyperlink within the email to go to your contract payment verification screen.

System Event Subcontractor Payment Submitted:
Dear SAF-TI-CO INC,

Your Subcontract Payment 8889 has been entered for KYTC CID 21CS83.
Please go to https://kytc-pr-dev-dm.infotechfl.com//#/SubcontractorPayment/181/ExternalSubverifyPayment to review payment.

LEYEC

Thanks,
KYTC Division of Construction

2. Logininto AWP CRL

Enter your Username and password to log into AWP CRL.

Username

KYTC -
Sell service password supporl. Updale Password
For assislance, and pessword resels, contact Syslem Administratons al KY TC AW TechSupport@ky.gov

3. Change password

To change your password, click the ‘Update Password’ link. Enter your username and current
password. Enter a new password twice and click Submit. You will need to change your password
every 90 days before it expires.



Sell service password supporl. Updale Password
For assislance, and password resels, contact Syslem Administrators al KY TC. AW TechSuppori@@ky.gov

Update Password

*Enter your username (for example: jsmith), not an
email address.

[Lsen‘ame

Old password
New password

Confirm new password

4. Select Role Type
If you have multiple roles, select the KYTC_Subcontractor Role.

Switch Role ®

| Sub01 Contractor

KYTC_Prime Contractor
+ KYTC_Subcontractor

5. Review the payment details and click Right Arrow at bottom of the screen
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6. Select Payment Received option (No, Yes as Expected, Yes Not as Expected)

Verify Payment
Progress: Review Verify Receipt Submit
——

@ Verify Receipt:

Payment Received Payee's Work on Centract Complete

Payee Comments
No

Yes as Expected
Yes Not as Exp’éned

s

7. Enter the actual Amount Received (Enter 0 if no payment received)

Verify Payment

w Verify Payment e

Progress: Review Verify Receipt Submit
—i

@ Verify Receipt:

Payment Received Payee's Work on Contract Complete
Yes as Expected = ||

Amount Received

T

Payee Comments

8. Enter the Date Received (leave blank if no payment received)



Verify Payment

~ Verify Payment 9

Prcg[ess: Review Verify Receipt Submit
[r—————

© Verify Receipt:

Payment Received Payee's Work on Contract Complete

Yes as Expected

Ameunt Received Payee Comments

50.00 a

Date Received

06-04-2021| |

9. Enter Payee Comments, if necessary

Verify Payment

~ Verify Payment e

Progress: Review Verify Receipt Submit
—_—

© Verify Receipt:

Payment Received Payee's Work on Contract Complete

Yes as Expected »

Amount Received Payee Comments
50.00 i @

Date Received

06-04-2021

10. Click Right Arrow at bottom of the screen

Verify Payment

~ Verify Payment 0

Progress: Review Verify Receipt Submit
—_———

@ Verify Receipt:

Payment Received Payee's Work on Contract Complete

Yes as Expected | =

Amount Received Payee Comments

50.00 Payment Received in full

Date Received

06-04-2021

11. Click Submit Verification



Verify Payment

w Verify Payment e

Prog[ess: Review Verify Receipt Submit

© Submit:

Payee Name Payee Reviewed Date

00701

Payee Reviewed By

Submit Verification

€

12. If making a payment to second tier subcontractor - From the Contract Payment Summary
screen, click the arrow by the estimate and select ‘Add New Payment From Payee’
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13. Follow the steps from the ‘Payment Reporting — Contractor’ guide for making subcontractor
payments



