
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. 

 

2. Login into AWP CRL 

Enter your Username and password to log into AWP CRL. 

 

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. 



 

 

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

 
 

5. Review the payment details and click Right Arrow at bottom of the screen 



 

6. Select Payment Received option (No, Yes as Expected, Yes Not as Expected) 

 

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

 

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



 

9. Enter Payee Comments, if necessary 

 

10. Click Right Arrow at bottom of the screen 

 

11. Click 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’ 

 

13. Follow the steps from the ‘Payment Reporting – Contractor’ guide for making subcontractor 
payments 


