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slade
Callout
1.  Verify Role

slade
Callout
2.  Click "Compliance"
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slade
Callout
Click "Field Interview"
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slade
Callout
Click "Add"
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slade
Callout
1.  Enter the KDOT Contract Number and select the contractor the employee works for

slade
Callout
2.  Enter the date of the interview

slade
Callout
3.  Enter the interviewer's name

slade
Callout
4.  Enter comments if needed

slade
Callout
5.  Check the appropriate box(s)

slade
Line

slade
Callout
6.  Click "Save"
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slade
Callout
Click "Field Interview"
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slade
Callout
Click the Field Interview Date for the interview you are entering
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slade
Callout
2.  Click either "Add Employee" for employees that have not been on any payroll enter into the system or "Add Ref Employees" for employees that have been on payroll

slade
Line

slade
Callout
1.  Click the component action button

slade
Text Box
If interviewee works for a trucking firm go to page 12 prior to completing steps below.
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slade
Text Box
The following steps are for adding an Employee that has not been entered on a payroll in the system

slade
Callout
1.  Enter Employee's Name

slade
Line

slade
Callout
2.  Select Gender from drop down

slade
Callout
3.  Select Ethnicity from drop down

slade
Callout
4.  Answer appropriately from the drop down

slade
Callout
5.  If answer is "YES" in Step 4, you will need to answer these three

slade
Line

slade
Line

slade
Callout
6.  Select how the employee is paid.

slade
Callout
7.  Select method in which the employee is paid

slade
Callout
8.  Click "Save"
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slade
Text Box
The following steps are for adding a Ref Employee that has appeared on a payroll in the system

slade
Callout
1.  Answer appropriately from the drop down

slade
Callout
2.  If answer is "YES" in Step 1, you will need to answer these three

slade
Line

slade
Line

slade
Callout
3.  Select how the employee is paid

slade
Callout
4.  Select the method in which the employee is paid

slade
Callout
5.  Either enter the employee's name or click "Show First 10"

slade
Callout
6.  Select Employee

slade
Callout
7.  Click "Add to Field Interview"
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slade
Callout
1.  Enter Job Classification.

slade
Callout
2.  Enter Tools used by employee

slade
Callout
3.  Enter employee's wage

slade
Callout
4.  Enter wage scale from Davis Bacon for this project for this classification

slade
Callout
5.  Enter Fringes

slade
Line

slade
Line

slade
Line

slade
Callout
6.  Click Save.
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slade
Text Box
IF you are interviewing a trucker you will need to select the Trucking tab and follow steps below along with pages 9-11

slade
Callout
1.  Enter Trucking Company Name

slade
Callout
3.  Enter the name of the Owner on the Truck's Registration

slade
Callout
2.  Select Truck type from the drop down.

slade
Callout
4.  IF the truck is rented then pick the rental type from the drop down
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slade
Text Box
To Review a Field Interview follow these steps on pages 13-16

slade
Callout
1.  Verify your role

slade
Callout
2.  Click "Compliance"
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slade
Callout
Click "Field Interview"
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slade
Callout
Click on the date for the field interview you want to reveiw
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slade
Text Box
Below is the Field Interview screen




