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INTRODUCTION

This manual is designed to provide both an instruction manual and a reference manual for the use of the
LCPtracker Professional database system. This manual will be updated periodically.

LOGIN PROCESS

Access to the LCPtracker is access via the following URL: https://prod.LCPtracker.net/ or you may go
to http://LCPtracker.com/ and click on the LCPtracker Client Log-In link this will also take you to the
login screen. All you need to access the LCPtracker is Microsoft® Internet Explorer web browser,
Adobe® PDF reader, access to the internet, a Login User ID and a Password. When you have
entered the user ID and the Password; use the left mouse button to click the LOGIN button. Based on
their Login parameters, you will be directed to the appropriate account. /t is your responsibility to
maintain password security. You may reset your password at any time when logged in under the Set
Up by choosing to Change Password.

Security procedures in LCPtracker limit you to five login attempts before a temporary lockout thirty
minutes occurs. The most common login problem is when the CAPS LOCK key is on. It is your
responsibility to keep your User ID and Password in a secure location.

Log-in types currently available in LCPtracker are:

e  Administrator — all administrator functions; _

e Limited Administrator — limited abilities and restricted to selected projects and/or departments;

e Project Manager (PM) — report only administrator functions, may be restricted to selected
projects and/or

e departments;

e Job Coordinator - limited abilities and restricted to selected projects and/or departments;

e Prime Approver (PA) — administer functions, may be restricted to selected projects and/or
departments; and

e Contractor logins only allow them to enter and report their own payroll data, restricted to
selected accounts.

o Login to LCPtracker
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User ID:

Password:

P

Password Help

©2003. 2013, LCPIacker, nc. Al Rights Reserved.
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PASSWORD HELP

If you have forgotten what your password is, on the login screen, click the Password Help and enter
your User ID and email address and submit.

If you have forgotten your password, please enter your user id here and a
link to reset your password will be emailed to you at the address
registered with your account.

User ID:

sdoll@lcptracker.com

Email Address:

Once you have entered your user id and email address and submitted, you will receive a system

generated email. You can click on the link to go to the reset password page or you may copy/paste that
link into your browser.

From: noreply3@icptracker.com Sent:  Tue 4/16/2013 9:50 AM

To: sdoli@icpiracker.com

(<]

Subject: LCPtracker password reset request
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Click the following link to reset your password:

https:/flc d.lcptracker.net/WebForms/PasswordHelp.aspx?
Userld=0415201380rg code=staceyDemoAccountBToken=VABNAFAAMAADADYAOA
AZADYAMgA%3d

You will receive a system generated email with the link
to reset your password.
Click the link or copy/paste into your browser.

You may click the link or copy/paste the link. The link will take you to the reset password screen. Once
on the reset password screen, you will type your new password twice and save. System requirements
on Password Rules require at least six characters long, contains at least one lower-case letter and one
upper case letter. LCPtracker does recommend that you create a password with the following
characteristics — at least 8 characters, contains at least one lowercase and one uppercase letter one

number and one special character. Now that you have reset your password, you can come back to the
LCPtracker login screen and log in.

Change Password

' Login to LCPtracker

Password Rules: %

« Must be at least 6 characters leng.

« Must contain at least one lowercase and one uppercase letter Type in your current password, type

in the new password twice and =
User Name: 7146580760 Save”. - , ‘
“
Current Password S
ix,
E e (k . 4

New Password Repeat Password User ID:
ssssssese sessssnse
LCPtracker recommends that you create a password with the following characteristics: @McAfee SECURE"

« At least 8 characters long. Password Help o B

= Contains at least one lowercase letter, one uppercase letter, one digit (0-3), and one special character like @#3%"&+=.

Y 2002, 2014, LCPIracker, Inc. All Rights Reserved
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BASIC OPERATIONS

LCPtracker is browser based and for the most part, self-explanatory. The following information will
assist the User in maximizing the use of LCPtracker Professional Program. The use of typical windows-
based mouse moves to move to/from an area or data box, highlight and select objects on the screen.
Each screen provides a quick link or hyperlink to other areas in LCPtracker. Some examples are show
below:

1. Payroll Records || 2 Motices || 3. Cerification || Reports SetUp || Daily Reporter || LCPcertified

Hyperlinks and their processes explained in this document. Use the mouse to highlight then click on
the hyperlink you need.

CALIFORNIA
LCPtracker, Inc. is dedicated to maintaining the most current California Department of Industrial
Relations (DIR) wage rates, by County and by Craft/Classification. LCPtracker will update the
background tables with the most current wage rates information when it becomes available.

NON-CALIFORNIA

The LCPtracker Federal module, which has the ability to handle Federal wages as well as all other
State prevailing wage rates, has tools built-in to maintain the prevailing wage data as required for the
projects. This module is compatible with the requirements of all jurisdictions thus far studied.
LCPtracker offers an optional service to input prevailing wage rates for you, (new masters, wage
decisions, modifications and/or counties. LCPtracker does not assign wages to projects; this is the duty
of the prevailing wage administrator of the project or projects in their system).

SCREEN OPERATION

Some screens will require that you allow them to refresh after you make a selection. When you make
these type selections LCPtracker is looking up data in tables stored on our servers, and will refresh the
screen with the most current information available.

We have designed LCPtracker to be viewed on a screen resolution of 1024 X 768 pixels or greater.
Use of screen resolutions less than 1024 X 768 could result in overlap of screen images, words,
etc...LCPtracker is best when viewed using Microsoft Internet Explorer version 9.0 or newer. Within
the MS Internet Explorer browser be sure the VIEW/Text Size setting is at a Medium level.

CONTRACT COMPLIANCE

For those that are LCPtracker and B2G users, the CONTRACT COMPLIANCE hyperlink will
automatically take you to the B2ZGNow login as long as such has been defined. Note that only those
this applies to, will see this hyperlink at the top of their LCPtracker screen, upon logging in.
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The USER PORTAL or TRAINING MATERIALS will take you to our Customer Portal.

Welcome,

Return to LCPtracker

eTraining Product Store Support Billing

Welcome to the New LCPtracker Customer Portal!
The Customer Portal is an essential part of your everyday use of LCPtracker. You will be able to manage many administrative

functions within this portal. Many of these new features contained i the tabs to come will give you a more interactive
experience with your daily tasks.

Here is a brief description of some of the features:
« eTraining - Access a library of training videos and documentation!
« Product Store - Browse through the Product Store and check out our new services and products!

« Support - Here you can find our support team's email and phone infermation and our remote support tool!

These are some of the new features that will be added in the coming months:

+ Cases - Submit & Monitor both your own and your subcontractors’ Support Cases!
+ Ideas - We want to hear from you! Share and vote on ideas among the LCPtracker User Community!

+ Billing - Access your invoices, past orders, and add payment methods for automatic billing!

eTraining (Training Materials)

We have numerous samples, self-help documents, videos, and manuals to help you effectively utilize
LCPtracker. Some videos require you to load a specific player. Depending on your type of login (Admin,
Prime Approver or Contractor/Subcontractor) will depend on the types of categories you will see.

This example shows all current categories. Administrators have Support Documents, Training Videos as
well as access to past Users Conference Videos. Category titles and documentation are subject to
change.

aTramning Product S1ore

bt documens to
areloskieg af  Documens

Wiew  AREYOUAN

9 Clicking these arrows will
sort alphabetically or reverse

View  SUFPORT - HOW TO CONTACT
order

nann Documans
view thi |

O T SELF-HELF YOURSELF WITH LCPiracker Documan:
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Depending on your settings, pop-ups may be blocked. You will want to add https://prod.Icptracker.net/
to your safe/exceptions list. We do not recommend that you turn off, only that you enter us on your safe
list so documents, either self-help documentation or reports you are wishing to produce (see
REPORTS section) will pop open for you to view.

File Edit View Favorites WIlIEN Help

x Gox glz Delete browsing history... Ctrl+Shift+Del Search -

; InPrivate Browsin Ctrl+Shift+P
=¥ ﬂ LCPtracker © 2003 - Tracking Plotecti:n..‘ f Regula... ﬂ Online Conversion -

ActiveX Filtering
Diagnose connection problems.

8 Share | More >

Reopen last browsing session
Add site to Start menu

View downloads Ctrl+J

Pop-up Blocker
SmartScreen Filter
Manage add-ons

Turn off Pop-up Blocker
Pop-up Blacker settings

Compatibility View

Compatibility View settings

Subscribe to this feed...

Feed discovery 4
Windows Update

F12 developer tools

Internet options

Exceptions

Pop-ups are currently blocked. You can allow pop-ups from specific
; Il websites by adding the site to the listbelow.

Address ofwebsite to allow:
https://lcpprod.lcptracker. ﬂem Add

Remove

Show Notification barwhen a pop-up is blocked

Blocking level:

[Medmm Block most automatic pop-ups hd I

Learn more about Pop-up Blocker
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Product Store

The Product Store allows users to purchase supplemental services from LCPtracker; below are the
services offered at time of publication. Please refer to the on line page for current offering and pricing.

Home T emanng " roductsore suppor siling
Visit the Product Store for the complete
listing of services as well as our current
Product Store pricing information.
Product Code  Name Description  Price Add to Cart
[ LCP-CONF 6th Annual LCPtracker User Training Conference Registration [ Description |~ $995 Add To Cart ]
[ LcP-DVD Backup Data DVD ($295 plus sales tax)  Description | $295 Add To Cart ]
[ LCP-COVD Custom Backup DVD | Description |~ $500 Add To Cart ]
[ LCP-RPRT Custom Report Development [ Description |~ $150 Add To Cart ]
[ LCP-cuL Custemization Unit [Description | §1 Add To Cart ]
[ LcP-DR Daily Reporter | Description | ﬁ:::‘; g:::" [ Add To Cart | }
[ LcP-DPI Direct Payroll Interface (DPI) - New Model [ Description | $595 Add To Cart ]
[ LCP-DPIR Direct Payroll Interface (DPI) - Renewal [Description | §250 Add To Cart ]
[ LCP-159F LCPtracker Project Fee - $1 to $5 Million | Description |~ $1000 Add To Cart ]

Support

The Support link gives you LCPtracker’s support email address as well as phone number. The
GoToAssist is only conducted if the Support Technician needs to do an assist session with you.
Support Technicians will give you a code number for this field, if an assist session is necessary.

eTraining

Support

Email Support:

Please email support@Icptracker.com

To assist our support technicians with getting back to you as quickly and efficiently as possible,
please include your User ID, a direct callback number, contact name, and a brief description of the
issue.

Thank you
\ J
' 2
Phone Support:
When emailing or calling Support, always
have your USER ID ready to give the
(714) 669-0052 Option 4 technician.

LCPtracker Staff should NEVER ask for a
password and for security reasons you
should NEVER share passwords, keep them
Monday - Friday 5:00am - 6:30pm PST safe.

Support Hours

GoloAssist

LCPtracker Remote Support

Type the code you received from your LCPtracker Ifitis necessary tro do a remote
Support Representative and click the button to session, you will be given a code

proceed. to enter here while on the phone

with a live technician.
Click
L 1 Here!
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CHANGE ACCOUNT

When clicking on the account after your login, it will take you to the screen with all the accounts that are
associated with your login User ID. : this function is mainly Contractor users. Very few
Administrators will have access to multiple accounts. If applicable to you as an Admin user, this will
allow you to look at all the accounts in the system that belong to you instead of logging in every time
you need to view each account. Contractors often have access to multiple accounts. If you have a
contractor that states to you that they have multiple accounts and want them merged or you as an
Admin have access to different accounts, however were set up with different user ids, please email
support with the information noted below so that we may assist with combining them into one account
for easier access.

l Ltcptracker Irchtracker Traringeteri

Logou
Please select an account: SUPPORTS FEDERAL ACCOUNT change Assount
QA LCPCERTIFIED PRO LRl Certfcatons | vilatons | Repors | Admin | eDocuments || et Up. | Support Admn |
SUPPORTS FEDERAL ACCOUNT ’
sedfimin Notices Sign up for No Charge Web Based Trainin
Open Projects.
Most Administrator Users will not have Project Code Project Name Start Date End Date Bid Ad Date
multiple accounts. This is just an 16453.11 DG Huntington Park
example. 32563 Concourse Ave Streel Repaving 06/0172016
47744145455  |carson fed and state job 05/05/2015
Contractor Users, however may have 8675309 HB Dog Beach R 07/01/2014 | 01/01/2025 | 0612272014
several Accounts/Agencies/Owners they 90210 LA football Stadium
are working under. 9711 Brookhurst Streel Reconstruction 0411372013
AHousing Alexandria Housing 07/09/2011
DZ Discovery Zone Comeback 0612612013
KPI Kirkman Plaza 0612512012
latp Los Alamitos Treehouse Park 09/1412006
Page 1 2

If you as an Administrator, have access to more than one account and have different user ids for each,
as well as any subs that contact you for a merge, please email the following information to
support@lcptracker.com

Subject: MERGE request
Include: Full Name
All User IDs

Note and be very specific as to which User ID you would like to keep.
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SET UP

The Set Up navigation tab provides access to the various account setup functions that are available.
Depending on the type of Admin User Role you have, this will define what is available to you. For
assistance, see Add/Edit Admin Logins. NOTE Only Full Administrative Users and Business
Manager Users, may set up other types of Admin Users and assign their specific role. Please Note
that your User Role will define the capabilities being explained as you proceed through this
manual.

Projects | Certifications | Violations | Reports ‘ Admin ‘ eDocuments ‘ Set Up Support Admin |

Administrative Setup

NOTE: Some accounts within the State of California will have an Override Wage Data link (not shown)
and may not see the Prevailing Wage Setup link (shown above in Full Admin view).

Each of these activities explained in the proceeding pages.
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To expand each section, double click the center of the first section, to close repeat. You may also
open/close each section separately.

l |_cp Traning Hiterts
tracker
SUPPORTS FEDERAL ACCOUNT cranee fccount

Projects || Certifications | Violations | Reports | Admin || eDocuments |RRUIN| Support Admin

To add a new project enter information and save. To edit an existing project, select it from the list frst.

Filter Project Selection

[ Select a project to edit -
Project Name *

Project Code * Status Federal-aid Project ID Department  Group Name Type Name

Colin v [select a Group v| [select a Type v
Project Description / Scope of Work () Recovery Act Project < optional check boxes
‘ () Require DUNS Number

() Require Work Orders

4 0 1391/1392 Project?

Percentage of funds Narrative Description of Jobs

aiiibuiiclio ARRA (Cesaled o Saved BrojectiGontiallID] To Add a Project, enter all of the information, and
Save.

Budget * % Complete  Revised Contract Amount  General Wage Decision To Edit, choose the project from the drop down

0.00 ] o menu, edit, and Save.

Address 1 Address 2 i ) o
All fields with Red Asteriks are required in order
for the system to save a new project.

City State Zip Code

All other fields are optional.

Jurisdictions * Locations

Select Jurisdictions - Select Locations -

‘ v e

Prevailing Watmslock-in Date *  Estimated Completion Date {imated Start Date

Pre Bid Date g to Proceed Date Pre Construction Date  Pre Jp Date Award Date

Section 3 Goals

Misc Settings

~ Project Contact

~ Double click the center of the first
Labor Compliance / Frevaiing Wage ‘expandable section and all will expand.
Administrator * Phone Number *
Repeat to close all sections OR you may
click individual sections to expand and/or

Email Address Fax Number close them individually.

The administrative user enters projects and contracts they desire, to manage their project accordingly.
Complete all the red asterisks data fields in order for the database to save information (highlighted in
previous page in yellow. The green highlighted field is for projects located within the state of California
ONLY and require checks against state prevailing wages).

e Project Name is self-explanatory

e Project Code should be a unique identified code for each project, no two projects may have an
identical code.

e Optional check boxes are especially created for Recovery Act Projects, the requirement of
DUNS number, option for Work Orders and 1391/1392 projects.

o Enter the appropriate budget dollar amount (no commas or dollar signs allowed).
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*IMPORTANT NOTE regarding budget field:

Editing of the budget field may take place up until the point a Subcontractor submits payroll. Once a
Subcontractor has submitted a CPR, this field will only be editable by LCPtracker. You may submit
email to support@I|cptracker.com and include the following:

e Project Name

e Current dollar amount listed in Budget field for the above noted Project
e The new dollar amount for the above noted project

e Reason for this change

If the dollar value entered, takes you over your contracted budget amount you will need to contact your
LCPtracker Account Manager to be able to proceed. Project(s), will be left on “Suspended” status upon
saving until LCPtracker has made proper changes.

e Choose the Jurisdiction(s) and Location(s) for the project you are entering. NOTE: LCPtracker
enters the Jurisdictions and Locations. It is possible to have additional Jurisdictions and/or
Locations added. See the LOCATION (OR JURISDICTION) REQUEST FORM.

e Enter a Prevailing Wage Lock-in Date, sometimes referred to as Bid Advertisement Date or the
Bid Opening Date.

NOTE: Some accounts located within the state of California may require the “Bid Advertisement Date”
and other date fields.

Project Contact section requires name, phone number, and email address of the Labor
Compliance/Prevailing Wage Administrator. It may also be your Prime Approver if using that function
and wishing all subs to go through the Prime Approver vs contacting the Administrator directly.

Once you have confirmed that all the data entered is correct, click the Save button to record your data
input. Our system always allows you to go back and edit the data as needed except as noted above.

The remainder of the project setup screen allows you to set a variety of goals for each individual
project. Apprentices, Minorities, Women, etc... Goals are settable by hours or percentage. There is
also the ability to assign Wards, Districts, Community areas or Disadvantage for project with these goal
settings. Fields are not required to save the Project Setup and may be left blank, if you so choose.

CONTRACTOR SETUP

The contractor setup process has two steps. The first step is to set-up the contractor if they do not
already exist. The second step is to assign the contractor to project(s).

‘ Projects H Certifications H Violations ‘ Reports H Admin H eDocuments | Set Up ‘ Daily Reporter

Add/Edit Contractors
Contractor Assignment
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Add/Edit Contractor

To add a contractor, enter the name, and relevant information on this template. To edit a contractor,
select the contractor name from the drop down. Generally, the administrator only enters the prime
(parent) contractor information and the prime contractor enters their subcontractors, and the
subcontractors enter their subs, so on and so forth. We have highlighted the minimal fields to save the
setup. LCPtracker Project Management goes through a series of questions and a checklist of items
when starting up an account. Other fields may be set as a requirement to save the Contractor Setup.

Projects || Certifications || Wiolations || Reports || Admin eDocuments Set Up _
Add or Edit Contractor Information Add Mode

To add a new contractor, enter information and save. To edit an existing contractor, select it from the list first.
You can view all the contractors in the system. You can only edit your own data after it has been entered

Department

[-- all Departments - ~ We have highlighted what the system requires in

) ) order to save the contractor setup. You may fill

| select a contractor to edit ... - in additional fields if you wish.

Crmpamy lents feemimrEEn, Your account may have further requirements
based on the Account Setup meeting with your

Federal Tax ID Number D-U-N-5 Number| Froject Manager @ LCPtracker.

Contractor License No. or 10-digit Phone Number © Contractor Licen| Once all reqUired fields are entered, Save.

Contractor License {To Display on Certified Payroll)

Insurance Cerificate Number  Specialty License Mumber Lecal Business (City) License

Motor Carrier Permit Number  Worker's Compensation Policy Number

Union Status [ Section 3 Business Contractor License No. or 10-digit Phone Number
[] Non-Construction Contractor field vs.
[] Contractor's Health Plan Approved Contractor License (To Display on Certified Payroll)
Ethnicity Type of Trade
| ~] ~] Contractor License No. or 10-digit = this field
Principal Name Principal Title currently becomes the end users id to log into
LCPtracker.

Contact Name *
Contractor License No (To Display on Certified
Payroll) = This will auto-populate with the same
Phone Number * Contact Fax information; However this field is editable and this
fields data will be what shows as contractor license

Contact E-Mail * {Login information will be sent to this email ad Number on the CPRs.

Address 1~ Address 2
City * State * ZIP Code *

Standard Hours Per Day ©  Standard Work Week Hours *
0.000 <40.000

Pay date is 4 calendar days after week end date.

Motice enforcement

ENFORCE

Contractor Status [] Use Owertime Round Factor for Payroll Validation Click here to obtain a free D-U-N-S number
[[1 Owner Operator hitp:/ffedgov.dnb.comiwebform/displayHomePage.do

User ID

Business Certifications

Certification Certifyin: =nc Issued Date Expiration Date
|Select Certification V| Select Certifying Agency @

Motes

Add Certification

| Cancel || Reset Form || Save |
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The Add/Edit Contractor screen allows the Organization to enter a contractor that will be working on
their project(s) and submitting certified payroll records (CPRs) for review. Enter the data requested on
this screen. Normally, your contracting process will require the information shown as a submittal
requirement of the contractor; or call to obtain needed information in order to complete this data entry
process. This acts as your main contractor information screen for future reference.

*NOTE: At time of this publication, the field labled “Contractor License No. or 10-digit Phone Number”
becomes the end users User Id. If they are already a user of LCPtracker (under another
agency/account) if you enter the exact same information in this field when setting them up in your
account, it will assist them with the number of user id’s they have for logging into LCPtracker accounts.
ONLY LCPtracker can make changes to this field once the information page is saved.

Contractor License No. or 10-digit Phone Mumber *

TIP: print this page and send it to the contractor and have them complete it and return it to you.

The Standard Hours per Day field provides an override value for that contractor only to the hours set in
the prevailing wage table.

Standard Hours Per Day ©  Standard Work Week Hours *
0.000 40.000

For example, the prevailing wage table says that 8 hours per day is the standard workday, but a
contractor has been approved 10 hours per day /agreement. The “Standard Hours per Day” field
could be set to 10. Notices enforcement is a setting that only Administrators can make that overrides
the settings made in the Set UP under Validation settings.

Administrator Settings for Owner/Operator Employee
Owner operators are treated in various ways in LCPtracker —

e They are required to report as subcontractors and report weekly payroll dollars and hours
worked;

e They are treated as special employees and must report weekly payroll dollars and hours
worked;

e They are required to report as subcontractors but report only hours worked;

e They are treated as special employees but report only hours worked;

e They are required to report as subcontractors but report only payroll dollars for project;

e They are treated as special employees but report only payroll dollars for project;

e They are treated as employee and will not be require to report wages or hours;

e They are required to report as subcontractors but submit a blank payroll record; or

e They are treated as special employees but submit a blank payroll record.
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Administrators have the ability to set which combination of reporting above they want to do. The table

below provides details of the internal settings. The default value is that both hours and dollars are

required. See Department Settings section of this manual.

FIELD FUNCTION \VALID VALUES/ DEFAULT |ADMIN EDIT  (Field Label
Description Look up table name \Will we allow \Where it appears
Owner |Used to set payroll record Y_HOURS- Y _HOURS - |Y N/A
Operator |validation rules for hours and N_DOLLARS
. Y_DOLLARS
Setting |payment when -
N_HOURS-

Assign Contractor

The contractor cannot see the project until assigned. Under the Set Up navigation tab, choose

Contractor Setup then Contractor Assignment. Click on either of the Add Assignment buttons, one

provided on top and one on bottom, either will pop open another screen where you will add the

assignment. You do not have to choose a department; this is just a filter option available. Choose the

Project and then select Contractor from drop down. If you are assigning the Prime/General then you do

not choose ‘As a subcontractor to’, enter any other required fields or if optional you may fill in if you

wish and Save the assignment.

System generates email to end user twice; first time when they are set up; and second when assigned
to a project.

If you are Prime Contractor or Subcontractors state they do not have log in information and you see
them as assigned, it may be that their security settings sent the system-generated emails to their

junk/spam folders. They should add @lcptracker.com to their safe lists.
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Projects H Certifications ” Violations ” Reporis ” Admin H eDocuments Set Up | Dashboards |

Contractor Assignment

Add New Assignment | To Add Assignment for Contractor, click the
Add New Assignment | putton, either top or bottom of
this screen and add information to pop-up screen.

Select a department
[-- All Departments —-

L
Select project to display I
| Select project / all projects ’ M \ You may come to this screen to
I also edit or delete an assignment
Select contractor to display if needed.
| Select contractor / all contractors ’ v |
g g to D= ssigned ontra D B -
68th Place Housing Structure Updated (ARRA) | Noisy Neighbor Contracting, LLC 10/13/2014 08122014/10_13_2014Bsub §1122,015.00

Edit Delete

68th Place Housing Structure Updalf (ARRA)|SLD- OBEC

Edit Delete

You may use Department to narrow your filter.

Delete
AUBREY RENOVATIONS I Ashley's Clean -
= Edit Delete
AUBREY RENOVATIONS AUBREY'S CO|  soloct a project Choose Project; car T oelere
/ s (oo ][ |
AUBREY RENOVATIONS AUBREY'S TR| i if Pri .
/ S Chaoe contactorto b s (Pt
AUBREY RENOVATIONS McKenzie Cond ignore the 'As a subcontractor to’ field);
Asa 1o (Leave blank if above is to be a pnmg . . . | B——
CA_CFF K STREET REMODT— Phase 1 AUBREY'S COj Any other required fields (look for red asterisks)
Start Date T or fields you wish te fill in and Save. 3
CA_CFF K STREET REMDTL— Phase1 | DELTA SAND =
CA CFF K STREET REMODEL Phase 1 | Jeff Engel Renj _o""* A"
. Of - Fhase i Engel hen Some may required the 'Start Date' to save the assignment.
CA DOT-Siskiyou County fnnw Removal  |AUBREY'S i -
- ~ Edit Delete
Pagel 2 3 456 f 1

|4
Add New Assignment I Cancel

DEPARTMENTS

Using the Department feature is a way to group your projects. You could group by Organization
Departments (example - Parks & Recreation; Public Works, etc.), Funding Sources (City, State,
Federal, Private, etc.), Project Managers, etc. Each Department can set Validations and Department
Settings differently.

Your Project Manager with LCPtracker would go through all this when the account was originally set
up. For those that are new or you are creating a new department on your own, while some fields are
self-explanatory we will go through them here. It is highly suggested you do not make any changes
without first consulting LCPtracker.

Add/Edit Departments

First, you create Department(s); do this under the Set Up navigation tab and click the Add/Edit
Departments.

Add/Edit Departments
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You will see the Default Department that is in the system. You should not edit/delete the Default
Department; you may use this as a department if you wish or create your own and use them, ignoring
this default.

When creating Departments, the Name is the only requirement to save and create (at this time). It is
suggested that the contact, phone and email fields be filled in with the person that is in charge of ‘This’
department.

Projects H Cerifications || Violations “ Reports H Admin H eDocuments |G ‘ Dashboards ‘

Add/Edit Departments
1 Default will be for those that do not
choose to use the Department feature.
Department Edit Delete

Default Department

Name Name
<
D Pt P Name your Department
Only the NAME field is a Now]Hics Daye New Hire Days
f o 15
requirement. This will be the
name of the Department. Contact Contact
Stacey L. Doll
It is suggested that you fl O':'t P Window pops up, fill in the Department
the Contact, Phone and email L . . Address 1
L information screen and save. 200 E. Chapman Avenue
to be whomever is in charge of - thap
this ‘Department’. Address 2 Address 2
City city
QOrange
State Zip State Zip
cA| |92866
Phone Fax Phone Fax
714-669-0052 562-684-0145
Email Email
sdoll@lcptracker.com| x

You repeat these steps as necessary to create all Departments, or come back in the future to add as
needed. All will show as you complete the above steps to create

[ cancet |
CALIFORNIA STATE PROJECTS Edit Delete
Default

Department Edit | Delete
Dual-Funded Projects Edit Delete
HUD (FEDERAL PROJECTS) edit ||| Delete

HWY - ROADS & BRIDGES (OR/WA)
MINNESOTA - State Projects edit ||| Delete |

Department Settings

Department settings can be set differently per department. The settings where carefully considered
when you and your Project Manager originally set up the account. We are explaining each below;
HOWEVER, you should NOT make any changes without first consulting with your L CPtracker
Project Manager.
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We have labeled each section in this manual the top being “Department Requirements”, the middle the
“Standards” and the bottom “CPR Defaults” to separate out in to smaller pieces. If the box is Checked

= Yes/On and un-checked = No/Off.

Lepartment Settings Department Settings

[] Send Primes E-Mail Notices?

[ Require Payroll Payment Date

[] Require eSignature on HUD Additional Data Entry Submittals
[ Require Responsibility Code on Contractor Assignments
[¥ Wage Rates Referred to in Local Data List (Change only if recommer

[] Send Primes E-Mail Notices?

[ Require eSignature on HUD Additional Data Entry Submittals

Dep [OREGON STATE PROJECTS v] D [Dual-Funded Project v
[ E-mail Certification Rejection Notices? [# E-mail Certification Rejection Notices?

[V Enforce eDocument Requirements? [¥ Enforce eDocument Requirements?

[J Use Issue Dates for Prevailing Wage Look Ups? [] Use Issue Dates for Prevailing Wage Look Ups?

[ Require Start Dates on Contractor Assignments? +— [J Require Start Dates on Contractor Assignments?

[] Require Responsibility Code on Contractor Assignments

[¥ Wage Rates Referred to in Local Data List (Change only if recommended. Changing without consultation with LCPtracker could disable your access to wage rates daf

=== [ Require Payroll Payment Date

<The "Department Requirements” section

Standard Hours Per Day  10.00

@ Standard Hours Per Day '12.00

¥ Show Address

O Show Phone Number on CPRs?
[] Show Driver's License Number
[ Show Driver's License State

Show Employee SSN._[Show full SN v
Fringes Display Format

<+
|l Show Ethnicity ¢ > [ Show Ethnicity
[ Show Gender € | 2 Show Gender
[] Show Employee ID [ Show Employee ID
[] Show Employee Date of Hire — [] Show Emplayee Date of Hire
[ Show if Employee is Section 3 [ Show if Employee is Section 3
[] Show Contractor Federal Tax ID# [J Show Contractor Federal Tax ID#
[ Show Contractor Status (Prime or Subcontractor) ‘| L [ Show Contractor Status (Prime or Subcontractor)
[¥] Show Owner/Operator Status. [ Show Owner/Operator Status
[ Show Hours Worked on All Projects @ | [ Show Hours Worked on Al Projects
[ Total Resident Hours On CPRs? [ Total Resident Hours On CPRs?
[ Show 3 Digits Decimal On CPR? —> & Show 3 Digits Decimal On CPR?
A

¥ Show Address

[ Show Phone Number on CPRs?
[ Show Driver's License Number
[ Show Driver's License State

S Emplyee SSN

Fringes Display Format [EEEII0N ~

Cert Form Type @=—gp Cert Form Type Fringe Payment Check Boxes V¥
CPR Edit Time 14 d—p CPR Edit Time 30 :
: ) <The "Standards" section

bunerOpersorSetings || g Ouner Opeatr Setings [_HOURS-_DOLLARS ¥]
Health Percent 20 Health Percent 20
Emp Std Hrs 10.00 =P Emp Sid Hrs 8.00
Emp Week Hrs 40.00 Emp Week Hrs 40.00

M CPR Defaults N CPR Defaults

] Show Name [ Show Name

<The "CPR Defaults" section - What will show
on the CPR reports when your subs view.

NOTE: If the SSN is required by the Account
Owner /Administrator and may choose to hide
here.

Under the Reports navigation tab when
running the Multiple CPR's report you may
choose to include this information as well as
redact the SSN and other information.

Department Requirements Section — DO NOT MAKE CHANGES WITHOUT CONSULTING LCPtracker first!

E-mail Certification Rejection Notices?
(Default is Yes/On)

Do you want the system to send an email to subcontractors
when you reject CPR’s?

Enforce eDocument Requirements?
(Default is Yes/On)

Under the Set Up navigation tab you have the Add/Edit

eDocument Types. The Types of documents you wish end
users

to upload into the system.

Use Issue Dates for Prevailing Wage Look Ups?
(Default is No/Off)

Will force the system to look at the most recent issue date
PRIOR to the week end date of the CPR.

Required Start Dates on Contractor Assignments?
(Default is No/Off)

When a Contractor/Subcontractor is assigned to a project the
system will require the Start Date in the assignment page.

When running the Late CPR report even those who have Not
submitted CPR’s will appear if this is set as required.

Send Prime E-Mail Notices?
(Default is Yes/On)

If you want your Primes to receive system generated emails
when rejecting a subcontractors CPR’s.

Require eSignature on HUD Additional Data Entry
Submittals?

For HUD (Housing and Urban Development) projects /
Departments. If you wish to require an eSignature from a
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(Defaults if No/Off)

Subcontractor when submitting Additional Data Entry.

Require Responsibility Code on Contractor
Assignments?

(Defaults if No/Off)

Created and used by those specifically working on projects for
USACE (United States Army Corps of Engineers). System will
require the Responsibility Code when assigning subcontractors
to projects.

Wage Rates Referred to in Local Data List
(Change

only if recommended. Changing without consulting
with LCPtracker could disable your access to wage
rates data.)

(Default is Yes/On)

Created specifically for accounts in the state of lllinois, however

may be used by other Agencies. The Wage Data must be set in
specific manner. DO NOT MAKE CHANGES WITHOUT

CONSULTING WITH your LCPtracker Project Manager first!

Require Payroll Payment Date

Contractors will see this new field on their Payroll Data Entry
Form. If this department setting is checked, that field becomes
mandatory field to save payroll.

Standards section — DO NOT MAKE CHANGES WITHOUT CONSULTING LCPtracker first!

Cert Form Type
(Set as Default)

Default standard Statement of Compliance (SOC) under #4 —

States and checked ‘Where Fringe Benefits are paid to
approved plans, funds or programs’ as well as

States and checked ‘Where Fringe Benefits are paid in cash.
Contractors have no choices to make.

Whereas the “Fringe Payment Check Boxes” option, Contractors
must choose A, B or both before system will allow them to

certify the CPR. (See screen shot Standard Section, example 1).

CPR Edit Time
(Default set at 365)

Amount of time you allow Contractors to edit CPR’s, if needed.

Owner Operator Settings
(Default is blank/off)

What information do you want anyone that is an Owner/
Operator to submit? For more information see table listed under
the Administrator Settings for Owner/Operator Employee

Health Percent

(While the default number states 20; this is not ON
by default it requires Validation 28 to be on).

Specifically created for one Agency. In order for this to work,
Validation 28 needs to be set as on (see VALIDATIONS
SETTINGS). Please contact LCPtracker to discuss if you are
interested.

Emp Std Hrs  (Default is 8/on)

What are the maximum hours per day an employee may work?
This is the total number of hours per day.

Example worked 12 hours total in one day; 8 regular, 2 OT & 2
double OT, then you would need to have a 12 in this field.

Another example only allowed 8 hours per day, and then leave
the default of 8.

Emp Week Hrs (Default is 40/0on)

What is the maximum hours per week an employee may work
before Overtime is required?

CPR Default Section — DO NOT MAKE CHANGES WITHOUT CONSULTING LCPtracker!

This will be the information that appears on the CPR’s when your subcontractors view/print. Example,
while you may have the SSN as a requirement for their employees to be set up in the system, you may
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choose to Hide, Show only the last 4 digits or Show the entire SSN on the CPRs when they view/print.
If you do not have the system set to collect the information then it will only show if the Subcontractor
happens to enter. The system must be set up to require them to enter in order to save their employee

setup.
Show Name Checked by Default/ Subcontractors able to view on CPR’s
Show Address Checked by Default/ Subcontractors able to view on CPR’s

Show Phone Numbers on CPR’s

Off by Default

Show Driver’s License Number

Checked by Default/ Subcontractors able to view on CPR’s

Show Driver’s License State

Checked by Default/ Subcontractors able to view on CPR’s

Show Ethnicity

Checked by Default/ Subcontractors able to view on CPR’s

Show Gender

Checked by Default/ Subcontractors able to view on CPR’s

Show Employee ID

Checked by Default/ Subcontractors able to view on CPR’s

Show Employee Date of Hire

Off by Default / If checked (turned on) - Subcontractors able to
view on CPR’s. Only if information is required /entered under
employee setup.

Show if Employee is Section 3

Off by Default / If checked (turned on) - Subcontractors able to
view on CPR’s. Only if information is required /entered under
employee setup.

Show Contractor Federal Tax |ID#

Off by Default / If checked (turned on) - Subcontractors able to
view on CPR’s. Only if information is required /entered under
Contractor/Subcontractor Set Up or Company Information pg.

Show Contractor Status (Prime or Subcontractor)

Off by Default / If checked (turned on) - Subcontractors able to
view on CPR’s. (Based on assignment)

Show Owner/Operator Status

Checked by Default/ Subcontractors able to view on CPR’s

Show Hours Worked on All Projects

Off by Default (see screen shot CPR Default section examples,
example A). Created specifically for an Agency, available for all
to use. Have to instruct your Subs to fill in as well as what value
goes there.

Total Resident Hours On CPR’s?

Off by Default (see screen shot CPR Default section examples,
example B). The system will auto add the rows and columns for
the end user when entering their payroll record.

Show 3 Digits Decimal On CPR?

Off by Default (see screen capture number 3 for examples of
CPRs with ‘Show 3 Digits Decimal on CPR activated).

Show Employee SSN

There are 3 options (a) Show full SSN default; (b) Hide or (c)
Show only the last 4 digits

Fringes Display Format

There are 3 options (1) default; (2) Minimal; and (3) Extended
(see screen shot CPR Default section examples, example C —
1,2 &3).
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Standards section example —

(@ That:
(a) WHERE FRINGE BENEFITS ARE PAID TO APPROVED PLANS, FUNDS OR PROGRAMS
X - in addition to the basic hourly wage rates paid to each lab orm
in the contract have been or will be made to appropriate programs for
of such employees, except as noted in section 4(c) below.
(b) WHERE FRINGE BENEFITS ARE PAID IN CASH
X - Each laborer or mechanic listed in the above referenced payroll ha:
applicable basic hourly wage rate plus the amount of the required fringe bonoms as listed in the contract, oxcopt as noted in Section 4(c) bel

Department Settings>Standards section >Cert Form Type
= Default A and B are both (X) by default.

(c) EXCEPTIONS:
EXCEPTION (CRAFT) EXPLANATION
Electrician/Inside Wireman Union Contract, excused from Training contribution during
negations

(4)That:
a) WHERE FRINGE BENEFITS ARE PAID TO APPROVED PLANS, FUNDS OR PROGRAMS

in addition to the basic hourly wage rates paid to each laborer or bk stk bbbt - -l —— o
in the contract have been or will be made to appropriate programs fol Department Setﬁngs>Standards section>cen Form Type =
of such employees, except as noted in section 4(c) below. ange Payment Check Boxes.

HERE FRINGE BENEFITS ARE PAID IN CASH
ﬂach laborer or mechanic listed in the above referenced payroll h| End user must check which pemms to their employees

applicable basic hourly wage rate plus the amount of the required friq and enter exceptions, if applicable. They have to check
(c) EXCEPTIONS: one and may check both if applies.

EXCEPTION (CRAFT) EXPLANATION

Electrician/Inside Wireman Union Contract, excused from Training contribution during
negations

CPR Default examples —

Set Up=Department Settings> CPR Default section> Show Hours Worked on All Projects

3172013 3182013 3192013 372002013 3/2172013 37222013 372372013

Regular Time 0.00 8.00 8.00 8.00 8.00 0.00 0.00 32.00
Overtime at 15  0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Double-TimGQ 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 0.00 8.00 8.00 8.00 8.00 0.00 0.00 32.00
Total Hours All '
Projects Worked 43.00 <Sub manually enters value of all hours worked by regardless of job

Set Up=Department Settings>CPR Default section>Total Resident Hours on CPR's

aay
1[]!27:’21]13 1[]:’28!21]13 11]!29!2!]13 11]!3!]!2[]13 10!31!2[]13 11/1/2013 11:’2!2!]13

Regular Time  0.00 6.00 6.00 6.00 6.00 6.00 0.00
Overtime at 1.5 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Double-Time 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Total
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WEEKLY CERTIFIED PAYROLL REPORTING FORM
ONTRACTOR :PRIME CONTRACTOR COMPANY, INC. CONTRACTORS LICENSE No. 09131553 ADDRESS - 4061 Sout 6t Sreet, Klamth Fall, OR 97603 PROECTLOCATION CODE /MAME
SPECIALTY LICENSE No. —
Department Settings>CPR Defaults>Fringe Display Format = Default
FOR WEEK ENDING: 08/132015 MOTOR CARRIER PERMIT No. I
— SUBMITTED ON: susust 22, 2015 o R O TOL T T
NAME, ADDRESS, SSN, DRIVER'S WORT TOTAL | BASE GROSS AMOUNT
LICENSE, ETENICITY, GENDER. CLASSIFICATION, HOURS WORKED EACH DAY HOURS | mOURLY EARNED DEDUCTION . CONTRIBUTION 4ND PAYMENTS
: LOCATION AND TYPE Rare
o ‘Labores / Geasral Labares{ Tyge: ToTAL BASE
This field is intentionally blanked i v
s ld s ntentionally blark et oos s fosns foane s o Josssr | 50 | B | p | | ke | S | sk | St | | e | e | e | e
THS EATE PROTECT PROTECTS Securiey 1501 Deduction. h
s M T w TH F 5 FROTECT oF pAY -
_ i 2 _ 75000 soooe| 2soo| 25000 | 25000 0.000 0.000 200000 | FR-1I00
Depending on the settings you - s 800 | 200 | 300 | 00 | 00 3600 20000 1
have will define what will show VacDuss. T Heslth Paasica. Vacation “Training. All Other Net Paid
besides the employee name  ——] o 200 | 200 | 200 | 100 | 100 soo | 0000| oo s | e Haliday N
and address. 0
N . 40.000 0.000 0.000 405.000 95400 149,400 36.000 41400 £40.000|
PRy Shows the total values listed for each fringe on the payroll under Fon s | TomlmLian Vermay | Vel ool
or Part of Fringes : o . . atFape | oF Passion | Mol PymonDu
the Fringes / Contributions paid to others section. frrags i =
0000 0.000 oo om0 51915
WEEKLY CERTIFIED PAYROLL REPORTING FORM
MAME OF CONTRACTOR :PRIME CONTRACTOR COMPANTY, INC. CONTRACTOR'S LICENSE No. 06151553 ADDRESS - 4061 South 6th Street, Elamath Falls, OR 7603 PROJECT LOCATION CODE /NAME
SPECIALTY LICENSE No.
Department Settings>CPR Defaults>Fringe Display Fermat = Minimal
FOR WEEK ENDING: 08/132015 MOTOR CARRIER PERMIT No. I
PAYROLL No. 1153 SUBMITTED ON: Ausmst 28, 2015 Noal
NAME, ADDRESS, 55N, DRIVER'S WORE TOTAL | BASE GROSS AMOUNT
[LICENSE, ETHNICITY, GENDER CLASSIFICATION, HOURS WORKED EACH DAY Houms | moumLy EARNED DEDUCTION . CONTRIBUTION AND PAYMENTS
LOCATION AND TYPE Ratm
— [ S—ry——— Tomr | pasE
This field is intentionally blanked o HovRLY _
lo7ns Jsss |seas |swas fsanns fsnzas jsnss HOURS s ar Fobnl Tax | Socil | Meowe | SwTas | LoiTases | O Swvings Teal Chack
out 50 no personal information TEIS EATE PROJECT PROIECTS Security so1 Deducmon. N
s M T w TH F s PROJECT OF PAY.
shows. z - 100.000 | 75.000 25.000 0.000 0.000 0.000 0.000 200.000 | FR-1100
Depending on the settings you b s 800 | 800 | s00 | s00 | s 3600 20000 L
have will define what will shaw Ve | Tow T | dersd
i employee name [~ o 200 | 200 | 200 | 100 | L0 so0 | 3000] oo St it m3xa Weak
and address. o =2
0000 oom [ oo w200 g40.000)
—— Shows the combined Total § value of fringes listed on payroll and [P ey o R e = oy ol
o of Eringes + asion fadical
then the hourly total breakdown. offrages | cfFease: | Baw-Fongm | P Maial Rmeoes | Puyment Dats
0.000 oowo| 36507 ooos| o000 16 527fs 1915
WEEKLY CERTIFIED PAYROLL REPORTING FORM
TRACTOR'S LICEN: ADDRESS : 4061 South 6t Sreet . Klamuath Falls OR 97603 B
AME OF COMNTRACTOR RME CONTRACTOR COMPAT T5C CONTRACTORS LICRSE . 15153 o [ —
SPECIALTY LICENSE No.
EMALL: sdoll@lepmacke]
FOR WEEK ENDING: 08172013 'MOTOR CARRIER PERMIT o mow  sernsumepceny]  Department Settings>CPR Defaults>Fringe Display Format = Extended
PAVROLL No- 1 SUBMITTED ON: June 10, 2014 Hoa-Uzian 'WORKERS' COMP.
| AME, ADDRESS, S5, DRIVER'S WoRK TOTAL | BaASE GROSS AMOUNT
L ICENSE, ETHNICITY, GENDER. CLASSFICATION, HOURS WORKED EACH DAY HOURS | HOURLY EARNED DEDUCTION . CONTRIBUTION AND PAYMENTS
LOCATION AND TYPE | RATE
o ‘Laboracs | Ganseal Lubarer [ Trpo: ToTAL BASE
This field is intentionally blanked .
aut 0o personal informatior o T e e e e R £t |t | S | s | TS | i | ot | ees | T e
THS ;;g\‘v PROECT | PROECTS Secuiy ispL Deduction. No.
T v FROZECT
- ) 5 M w TH F s _ 100.000 50.000 25.000 25.000 0.000 0.000 0.000 200,000 | FR-1100
Depending on the settings you 5 800 | soo | 300 | 600 | €00 3600 20,000 1
have will define what will show - N VacDuss Tar Tealth. Peasica Wacation Training Al Other Teml Fringes et Prid
here besides the employee name o 200 | 200 | 200 | 100 | 100 co0 | 0000|  ooien s || ewene Halidny e e
and address. Klamath County
5 0,000 o000 | ool sosooo | esaon| 1asaoo| s |  arano 77200]  g4n0)
- - Tt | Tlale | Tobe | Ve | Ve | mew | Pem | vens | T | Mo | Tarm ool
Shows the Total Fringes Paid that are shown on the CPR record offrager | SfFrmge | Rt Frnges | Pemscs Madizal Bas Ras R Ran B Baeoira | Paymet Daw
and hourly breakdown for each. 2000 0.000 36527 0.000 0.000] 9205 2168 3385 0818 0941 16527|g1015

VALIDATION SETTINGS

Only those Administrators with “FULL ADMIN” rights can view or change Validation Settings.
LCPtracker recommends giving very few people Full Admin rights.

This function is located under Set Up tab. Validations are the mathematical and logical data checks that
are performed on all the payroll data entered in LCPtracker system. Many checks occur on the payroll
data when entered. This is to ensure accurate data, captured correctly. The Validation Settings feature
provides a way for the Administrator to control exactly what checks occur on payroll data. How the
information is presented to contractors; as well as controls the Certification/Submittal process.

Validation settings may be set by Department — The Department Feature is a way you can group by
Organizational Department, Funding Source, Project Managers, etc. (See Add/Edit Departments

section of this manual for assistance with Department Setup). It is not mandatory to use
Departments.

Limitations of Validation Checks in LCPtracker

In the following limited conditions, LCPtracker validation rules may not provide an accurate check of
wages paid:
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o When benefits are calculated as a percent of wages paid and overtime is worked;

e When benefits are calculated based on hours paid rather than hours worked and overtime is
worked;

e \When overtime rate is not 1.5 times the base rate or when double time rate is not 2.0 times the
base rate and overtime is worked.

The LCPtracker system may or may not adequately check any other unusual or unique rules for
calculating benefits and/or overtime. If you have such unusual rules, please check with LCPtracker
Staff to confirm the ability to check the rules. At the time of this publication, there are 54 Validation
settings. We will update this section as more become available.

Validation Controls

The Administrator can control four aspects of each validation. We will present explanations of how these
controls work below. Special Note — If any control settings are changed, previously existing payrolls
that have NOTICES or WARNINGS, will need edited and resaved in order to apply the changes

Validation Settings
Depariment (BRI R |
ion [ Default Settings -- V|
Date d

Code Perform Validation? Motice / Waming Enforce at Certification? Display Order &/ Allow Jurisdiction/Dep Overrides?

VAL 1a [vEs v| [NoTicE  v]  [ENFORCE V| 1 1/10/2014 t
Only the "Default Settings" screen has the ability to choose to allow Jurisdiction [_edi |
/Department Overrides. Allowing overrides, only allows the Department to set how they -
wish for their department. It will not change the other departments or the Default Settings. -

Code Perform Validation? Motice / Waming Enforce at Cerification? Display Order

||

[
VAL_la [ves v| [NOTICE  w]| [ENFORCE v| 1 ‘
[
[

Perform Validation —YES/NO — controls if validation occurs.

NOTICE/WARNING — A NOTICE indicates something is incorrect, based on the validation rules.
Contractors will not be able to certify a report if this message occurs. An example of a NOTICE is the
Basic Hourly Rate paid is less than the pre-determined prevailing wage rate, which indicates a violation
of prevailing wage.

A WARNING indicates something may be wrong, but insufficient information is available to the program
to determine further. However, contractors can certify the payroll under this setting. An example of a
WARNING when straight time is paid for Saturday work, which, depending on the craft/classification, may
or may not apply under this validation setting. NOTE: Once the end users submit their CPR through
system, Warnings will appear under the Administrators Violations Navigation Tab. For further information,
see VIOLATIONS section of this manual.

ENFORCE/ALERT/HIDE/DISCARD -

o Enforce — Enforce requires any NOTICES be cleared, prior to certification
o Alert — Alert will only warn of the existence of Notices when certifying and will display to the
Admin user under the Violations Tab.
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e Hide - Hide will hide the Warning or Notice from the contractor and will not notify them when
they enter/certify their payroll. Warnings or Notices set at Hide will appear under the
Administrator Violations navigation tab; now the Administrator is the first person to see the
notice/warning generated.

e Discard — Discard will only warn of the existence of Notices/Warnings, when contractors
certifies. These will not appear to the Administrator under their Violations navigation tab. This
option is very seldom used.

Allow Jurisdiction/Department Overrides

If you leave the box checked, it will allow departments to set the validations as needed for their
department. Depending on funding, there may be different rules and requirements as to what validations
are on/off or set as Notices or Warnings.

Most commonly used setting combinations - Yes /Notice/Enforce Yes/Warning/Alert or No.

Overrides/Exceptions — You may have circumstances with a subcontractor that requires an exception,
and in turn different setting for a specific Validation check. We call this a Validation override.

To create overrides, click the ‘Add’ you get a pop up (see screen shot below). Make the appropriate
choices as to Performing Validation (Yes/No, yes is on/no is off), Notice or Warning, the type of
Enforcement at Certification, then choose contractor applicable for, enter display order and if you are
using Departments you will need to decide if you will Allow Jurisdiction/Departments to override. Please
NOTE that this screen shot is sample only and does not show all.

The 'Edit’ button allows you to change the various settings on
each Validation Rule.

Validation S . Perform  Notice/  Enforce at Applicable -
Order  Code Vaidation Descriptior Validation Waming  Certification  To User Modified | Add |
ecks that basic hourly rate has a value (blue field) YES NOTICE  |ENFORCE
Checks that the value of the stated basic hourly rate is at least the
2 VAL_1b YES
= prevailing wage hourly rate.
Checks that the overtime hourly rate has a value if overtime hours exist
2 VAL2Z2 | biue feld) =
Checks that the stated value of the overtime hourly rate is at least the ' d i idati
4 VAL 2o [ g = YES nol The Addl button allows you to specify Validation
Checks that the value of the hourly overtime rate is the same or higher Rule setting hy contractor.
4 VAL _2c than ni»_eamomlmad for the total overtime rate entered into the YES NOT You will get a pop up screen where you can create
prevailing wage N .
" NG TS CETEET B o r= = = an override for specific contractor. =
Perform Notice / Enforce at . Display i Allow Jurisdiction/Department
Code Validation? ‘Warning Certification? Applicable borZ; Order Dvenit‘m? P i
[Norice ] [eFoRee V] v
ﬁ B —
Checks that the paycheck amount has a value (note a value of zero is
n |VAL_8 o2 NULL s not YES | NOTICE |ENFORCE |

Below is a list of the checks (Validations) and a brief explanation what each validation does, we will
show the default and any recommended settings based on Davis Bacon unless otherwise noted.
You may wish to set in another manner depending on your rules/regulations/funding sources.

We have also included what the Contractor sees when they receive the notice. Note that the $##. ##
represent the prevailing wage amount in system or the dollar value that contractor has entered; system
will show actual dollar values in the Notices/Warnings.
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Validation Explanations

VAL _1a. Validates Basic Hourly Rate entered in blue field exists - This validation checks that the
contractor has actually entered a number in this field. Default/Recommended settings are
Yes/Notice/Enforce.

The stated “Hourly rate of pay” (blue field) must have a value. VAL_1a

VAL_1b. Validates Basic Hourly Rate entered in blue field is sufficient - This validation checks the
declared basic hourly rate of pay is greater than or equal to the prevailing wage rate.
Default/Recommend settings are Yes/Notice/Enforce for California and No for Davis-Bacon.

The stated basic hourly rate entered in the "Hourly Rate of Pay" (blue) field is less than $30.000
the wage determination for this craft. VAL_1b. Correction Tip: Enter in the "Hourly Rate of Pay"
field the basic hourly rate for the employee's classification. Check for rounding errors when the
difference is less than a penny.

VAL _2a. Validates Overtime Hourly Rate entered in blue field exists — This validation checks that
the declared hourly overtime (OT) rate of pay exist if OT hours are worked. Default/Recommended
settings are Yes/Notice/Enforce.

The stated, “Hourly overtime rate (blue field) must have a value if overtime is worked. VAL_2a.

VAL_2b. Validates Overtime Hourly Rate entered in blue field is sufficient — This validation checks
that the declared hourly overtime (OT) rate of pay is greater than or equal to the OT prevailing wage.
Default/Recommended settings are Yes/Notice/Enforce.

The Overtime Rate entered in the Hourly Overtime Rate (blue) field is less than $##. ## the wage
determination for this craft. VAL_2b Correction Tip: The value entered in this field should be at
least 1 1/2 times the basic hourly rate. Check for rounding errors when the difference is less
than a penny.

VAL _2c. Validates the Total Overtime Hourly Rate entered is sufficient — This validation checks that
the declared total hourly overtime (OT) rate of pay exist if OT hours are worked (OT hourly + Fringes).
Default/Recommended settings are Yes/Notice/Enforce.

The overtime rate paid ($##. ##) is less than $iHt. ## The wage determination for this craft.
VAL_2c
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VAL_3a. Validates Double Time Hourly Rate entered in blue field exists — This validation checks
that the declared double time hourly (DT) rate of pay exist if DT hours are worked.
Default/Recommended settings are Yes/Notice/Enforce where double time applies.

Double time was worked; please enter double time wage rate in the blue Double OT field at the
top of the form. VAL_3a

VAL_3b. Validates Double Time Rate entered in blue field sufficient — This validation checks that
the declared hourly double time (DT) rate of pay is greater than or equal to the DT prevailing wage.
Default/Recommended settings are Yes/Notice/Enforce where double time applies.

The doubletime rate entered in the Hourly Doubletime Rate (blue) field is less than $##. #i# the
wage determination for this craft. VAL_3b Correction Tip: The value entered in this field should
be at least 2 times the basic hourly rate. Check for rounding errors when the difference is less
than a penny.

VAL _3c. Validates the Total Double Time Hourly Rate entered is sufficient — This validation checks
that the declared total hourly double time (DT) rate of pay exist if DT hours are worked (DT hourly +
Fringes). Default/Recommended settings are Yes/Notice/Enforce where double time applies.

The Doubletime Rate paid ($##. ##) is less than $it. ## the wage determination for this craft.
VAL_3c

VAL_4. Validates Training Contributions — This validation checks the amount of training funds
contributed against the current training rates published. Default/Recommended settings are
Yes/Notice/Enforce for California and any other jurisdiction that has a mandatory training
contribution, otherwise set at No.

The value entered in the “Training” field above does not match the training contribution
determined for this classification. VAL_4. Correction Tip: The value entered in the training field
contribution field should be $##. #i times the total number of hours worked. Check for rounding
errors when the difference is less than a penny.

VAL_5. Validates Total Hourly Rate (basic plus fringes) — This validation checks that the Total Hourly
Rate (THR) is actually paid by dividing the amount paid plus the fringe benefits paid by the hours
worked. The equation takes into account OT and DT hours worked and fringe benefits paid or
contributed. Default/Recommended settings are Yes/Notice/Enforce.

The Total Hourly Rate paid ($#5t. ##) is less than $##. ## the wage determination for this craft.
VAL_5

24
Phone: 714-669-0052 x 4 Email: support@Icptracker.com Web: Icptracker.com | © LCPtracker, Inc. — Confidential.
Do not release or distribute in any way without express written consent of LCPtracker, Inc



mailto:support@lcptracker.com
http://www.lcptracker.com/

:A:chtracker

VAL_6. Validates Basic Hourly Rate — This validation checks that the BHR is actually paid by dividing
the amount paid by the hours worked. The equation takes into account OT and DT hours worked and
fringe benefits paid or contributed. Default/Recommended settings are Yes/Notice/Enforce for
California and No for Davis Bacon.

The Basic Hourly Rate paid ($iHt. ##) is less than $#i.) the wage determination for this craft.
VAL_6. Please review the setting of the Voluntary Contributions Included in Gross Emp. Pay
check box.

VAL_7. Validates Gross Pay All Projects has a value — This validation checks that the gross pay all
projects amount has been entered. Default No/Warning/Alert (meaning Default-Off), Recommended
setting is Yes/Notice/Enforce.

The “Gross Pay All Projects” field must have a value. VAL_7

VAL_8. Validates Paycheck Amount has a value — This validation checks that paycheck field has a
value. Zero is acceptable Null is not. Default/Recommended setting is Yes/Notice/Enforce.

The “Paycheck Amount” field must have a value. VAL_8

VAL_9. Validates Employee Net Pay — This validation checks that the Paycheck Amount (Net pay) is
equal to Gross Pay All Projects minus Total Deductions plus travel/subsistence (if any) equals the
paycheck amount entered. Default — Off Recommended setting is Yes/Notice/Enforce.

The “Paycheck Amount” should be equal to the result of the following calculation: the value in
“Gross Pay All Projects”, plus the value in “Trav/Subs”, minus the value in “Total Deductions”.
VAL_9

VAL_10. Validates Minimum Wage

This validation checks that the Basic Hourly Rate (BHR) is at least the minimum wage.
Default/Recommended setting is Yes/Notice/Enforce. *Note: you can set the minimum wage for
your location under Set Up and choose Add/Edit Minimum Wage.

The hourly rate paid ($##. ##) is less than the minimum wage ($iHt. ##). VAL_10
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VAL_11a. Validates Standard Hours Worked per day on one record.

This validation checks that the sum of all standard hours per day for one record is greater than the
amount specified in the prevailing wage list. If this condition is true, a notice is created. Both
Validation VAL_11a and VAL_11b are comparing actual hours worked against standard work hours as
specified in the Prevailing Wage data for VAL_11a and 8 hours for VAL _11b. If you require overtime
based on the time worked per day, then the Default/Recommended setting is Yes/Notice/Enforce.

Regular time hours cannot be more than 8 per day. VAL_11a.

VAL_11b. Validates Sum of all Standard Hours Workedper day across all
records entered.

This validation checks that the sum of all standard hours worked per day for all craft/classification
records submitted and for all projects submitted is greater than 8 hours if it is it will create a notice
message. A message like the one below will appear showing the other records that are link to the
current one which together are creating the Notice from those agencies that require overtime on a
daily basis. Default Yes/Warning/Alert; Recommended Setting is Yes/Notice/ Enforce for California
or any other State or local laws requiring OT after, say 8 or 10 hours, no for Davis-Bacon
projects.

The sum of all standard hours worked by an employee (Slips employee name in here) should be
less than or equal to 8.0000 hours. VAL_11b.

*NOTE on VAL_11b. There are 3 different locations within the system to make sure that the OT is paid
after this set # of hours. The first is the Contractor Setup Form (see Add/Edit Contractors), second is
against the number entered under the Department Settings (see Department Settings), and the last
place is in the Prevailing Wage Data per project (see Prevailing Wage Setup).

VAL_12. Validates work any day more than 12 hours and no 2x OT hours (California
state law)

This validation checks if employee worked more than ## hours per day as Standard Time plus Overtime
which the total does not exceed ## hours. Note the 12-hour period is adjustable as a global
background setting as well as per Department if using Departments. (See Department Settings)
Default/Recommended setting is Yes/Notice/Enforce There are some unusual exceptions to this rule
in California. NOTE: Any account outside the state of California will not see this validation
setting
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VAL_12b. For accounts Qutside of California and those within the state that have that particular type of
account. Same notice as shown below, only the 12.00 hours is replaced with the number from the
Department Settings “Standard Hours per Day” field, which you may set to the number required by
your law. Default — off — Please follow the guidelines for your laws

Cannot work more than 12.00 hours any day and not work double time hours (State Law).
VAL_12

VAL_13. Validates Gross Pay this Project

This validation checks that the Stated Hours times the Stated Rate equals Gross Pay This Project.
(Overtime is also included in calculation). Checking: “Voluntary Contributions Included in Gross Emp.
Pay”" affects this validation. If checked, voluntary contribution pension and medical are set to zero for
validation purposes since the value for those variables is included in gross employee pay.
Default/Recommended setting is Yes/Notice/Enforce.

The hours worked times the wage rates stated in the blue fields ($#. ##) does not match the
“Gross Employee Pay This Project + Voluntary Medical and Voluntary Pension” amount ($##.
##). (If Voluntary Contributions are in Gross Employee Pay, they are not double counted)
VAL_13. Please review the setting of the Voluntary Contributions Included in Gross Emp Pay
check box.

VAL_14. Validate if Saturday Hours Worked and no OT hours reported

This validation rule checks for OT on Saturday. This is regardless if the employee has worked a 40-hour
week or not. Default setting is Yes/Notice/Enforce — Please follow the guidelines for your project.

Warning: Hours worked on Saturday that are not overtime. VAL_14.

VAL_16. Validate if Sunday hours worked and no OT hours reported.

This validation checks for OT on Sunday. This is regardless if the employee has worked a 40-hour
week or not.

Default setting is Yes/Notice/Enforce — Please follow the guidelines for your project.

Warning: Hours worked on Sunday that are not overtime. VAL_16.

VAL_17. Validates Gross Pay All Projects is larger than Gross Pay This Project.

This validation checks if the All Projects amounts is greater than or equal to the This Project amount.
Default/ Recommended setting is Yes/Notice/Enforce.

The value entered in the field “Gross Pay All Projects” should be greater or equal to the value
entered in the field “Gross Pay + Wages Paid in Lieu of Fringes”. VAL_17.
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VAL_18. Checks that an Employee Standard Time is <=40 hours.

This validation checks that the sum of all standard hours worked for all classifications and if OT has not
been paid after working 40 hours in one week. A message like the one below will appear showing the
other records that are linked to the current one which together are creating the Notice. Default — Off,
Recommended is Yes/Notice/Enforce.

Cannot work more than 40.000 Regular hours per week. Check that overtime/double-time hours
are posted in the proper row, not combined and entered in regular row. VAL_18.

*NOTE on VAL_18. The 40 hours number can be changed under the Department Settings (see
Department Settings)

Important NOTE: VAL_19a and VAL_19b are mutually exclusive and only one should be on.

VAL_19a. Checks that the overtime pay rate stated is greater than (=>) 1.5*basic hourly rate if
1.5 OT is worked.

This validation checks that the value the contractor entered in the OT hourly field is at least 1.5* the
value in the hourly rate of pay field if overtime is worked. Default — off — Please follow the guidelines for
your project.

The state “Hourly overtime rate” must be at least 1.5 times the stated “Hourly rate of pay” if
overtime is worked. VAL_19a.

VAL_19b. Checks that the overtime pay rate stated is greater than or equal to (=>) 1.5 x (basic
hourly rate + cash rate in lieu of fringes) if 1.5 OT is worked.

This validation checks that the value the contractor entered in the overtime hourly field is equal to the
hourly rate of pay Plus the cash rate in lieu x 1.5 or greater. Default — off — Please follow the guidelines
for your project.

The stated “Hourly overtime rate” must be at least 1.5 times the stated “Hourly rate of pay” plus
“Rate Paid in Lieu of Fringes” if overtime is worked. VAL_19b.

*Special VAL_20a and VAL_20b are mutually exclusive and only one should be on.

VAL_20a. Checks that the double time pay rate stated is greater than (=>) 2.0*basic hourly rate if
2.00T is worked.

This validation checks that the value the contractor entered in the double time hourly field is at least
2.0* the value in the hourly rate of pay field if double time is worked. Default — off — Please follow the
guidelines for your project.

The state “Hourly double time rate” must be at least 2.0 times the stated “Hourly rate of pay” if
double time is worked. VAL _20a.
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VAL_20b. Checks that the double time pay rate stated is greater than or equal to (=>) 2.0 x
(basic hourly rate + cash rate in lieu of fringes) if 2.00T is worked.

This validation checks that the value the contractor entered in the double time hourly field is equal to
the hourly rate of pay Plus the cash rate in lieu x 2.0 or greater. Default — off — Please follow the
guidelines for your project.

The stated “Hourly overtime rate” must be at least 2.0 times the stated “Hourly rate of pay” plus
“Rate Paid in Lieu of Fringes” if overtime is worked. VAL_19b.

VAL_21. Checks that the apprentices have been approved.

This validation checks to make sure an Apprentice has been approved by the Administrator before a
Contractor can certify the very first payroll submitted for the employee. It is a way to safeguard that all
Apprentices have indeed been checked to be true Apprentices. While separate settings and setup it
goes hand-in-hand with the requiring of Apprentice Certifications in eDocuments. Default — off — Please
follow the guidelines for your project.

You must receive approval of the employee LAST NAME, FIRST NAME as an apprentice to
submit certified payroll records. Please contact the labor compliance officer for the project. Go
to PROJECTS and SHOW INFO next to the project. VAL_21.

*NOTE: the system will actually place the employees name into the notice Last Name, First Name.

VAL_22. Checks that the Basic Hourly Rate in the database is sufficient.

This validation is mainly used as a way for LCPtracker Development Team to do some testing on
specific accounts if needed. LCPtracker requests that this setting initially be set to No and our
programmers can then turn on if needed. Default/Recommended — Off. If it is turned on, the contractor
will see the following notice

Validation was not performed for this record. The wage determination for this classification
shows a Basic Hourly Rate of zero (0). You may need to create an override record for this
classification. If this is an apprentice, the data is currently not in the database. The payroll
determination for this apprentice will be added within 24 hours. Please check back tomorrow
and resave this payroll record. If this record does not validate after you resave please contact
LCPtracker at (714)669-0052. VAL_22

VAL_23. Checks that the Total Hourly Rate in the database is sufficient.

This validation is another check to make sure that the THR (Total Hourly Rate) has been met to what is
in the background wage table for the project’s Prevailing Wage. This validation does not have the same
complexity in checks that the other Total Hourly Rate (VAL_5) contains. One example being that it does
not take into account Voluntary Contributions. All of the fields in the Fringe section are added together

and then the total is divided by the number of hours worked. The resulting number is then added to the
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number in the field for the BHR (Basic Hourly Rate) and that final number is what the system uses as
the THR. Default — off - Recommended setting is Yes/Notice/Enforce.

The Total Hourly Rate (Basic Hourly Rate plus rate of fringes paid). ##. ## is less than the
prevailing wage rate ##. ##. VAL_23

VAL_24. Checks that the Sunday hours worked are at double time.

This validation checks for double time paid on Sunday. This is regardless of employee has worked a 40
hour work week or not. Default — off — Please follow the guidelines for your project.

Sunday hours worked should be double time. VAL_24.

VAL_25. Checks that the Total Deductions equal the sum of the deductions entered.

This validation is a simple math check, which now is aided by auto-calculation of deductions by
LCPtracker. Default — Off, Recommended setting is Yes/Notice/Enforce.

Total Deductions does not equal the sum of deduction values entered. VAL_25

Important NOTE: VAL 26 and 26b are exclusively for accounts within the state of California or
accounts using combined Davis Bacon /California Rates.

VAL_26. Sets apprentice “No Determination Found” as a Notice or Warning

This validation will check that the Apprentice classification chosen by the contractor for their employee
exists in the system. Default — Yes/Warning/Alert, Recommended setting is Yes/Notice/Enforce.

The apprentice you entered is not currently in our database. LCPtracker Data Wage staff has
been automatically notified and we will enter the apprentice data as quickly as possible.
Gathering and entering the data may only be 1 or 2 days or can take as long as 4 to 6 weeks
depending on how fast the Division of Apprenticeship Standards (DAS) takes to provide the
apprentice wage data. If you have the DAS rate sheet for your apprentice please forward this to
LCPtracker (fax 562-684-0145, Attn: Apprentice Date). Sorry for any inconvenience this may
have caused you. IF THIS MESSAGE SHOWS AS A WARNING, YOU CAN CONTINUED TO
SUBMIT YOUR CERTIFIED PAYROLL. THE WARNING WILL NOT STOP YOU FROM SUBMITTING
THE CERTIFICATION. IF THE MESSAGE SHOWS AS A NOTICE, YOU NEED TO WAIT UNITL THE
DATA IS ENTERED BY LCPtracker. VAL_26
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VAL_26b. Sets Journeyman “No Determination Found” as a Notice or Warning

This validation will check that Journeyman classification chosen by the contractor for their employee
exists in the system. Default — Yes/Warning/Alert, Recommended setting is Yes/Notice/Enforce.

The Journeyman determination needed to validate this record was not found. LCPtracker
Support has been notified the rates will be entered/updated within 48 hours. Sorry for any
inconvenience this may have caused you. VAL_26

VAL_27 Validates for Work Order ID in payroll record when project requires Work Orders

This validation will check that any uploaded payrolls include work orders, when work orders are
associated with a project. Default/Recommended setting is Yes/Notice/Enforce.

A Work Order must be selected. VAL_27

VAL _28. Checks that the health insurance paid meets the required percentage.

This is a validation created as a custom item for a specific client. If Contractors do not pay the
appropriate amount of Fringe Benefits, they can be required by their Administrator to pay a certain
percentage of their Base Hourly Rate to go toward Health Insurance Costs for each employee. The
percentage must be set in the Department settings for this rule to work correctly (see Department
settings). Default — off — Please follow the guidelines for your project.

Hourly rate does not cover required health insurance for unapproved health insurance plans.
The deficit is “##. ##” per hour. VAL_28

VAL_29. Checks that the 19 Form has been verified for the employee.

If Contractors do check off a box for each qualifying employee that states, “I certify that this employee
is 19 verified”, the system will not allow the Contractor to submit payrolls for this employee.

This validation requires a date to which to start the enforcement, and any employee hired after this
date must be 19 verified. The default date in the system is 01/01/2010. If you wish to use a different
date, please contact LCPtracker to set the date for your system. The Date Hired for employees must
also be required. Default — off — Please follow the guidelines for your project.

19 Form verification needs to be validated, but, it cannot be validated until a Hire Date is entered
for this employee. To enter a Hire Date go to Setup>Add/Edit Employee > Select employee>
Enter Date Hired > Click on Save. VAL_29
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VAL_30. Checks that there are ‘Other Deduction’ notes when a value is entered in the ‘Other
Deductions’ field.

This validation will require the contractor to enter explanation as to what the ‘Other Deductions’ are on
the payroll records. Anything entered into this note field are included in the notes on the Statement of
Certification/Compliance (SOC) part of the CPR and also appear as part of the employee record in the
Certified Payroll Report (CPR). Default — Off, Recommended setting is Yes/Notice/Enforce.

There are other deductions entered but no notes describing them. VAL_30 Correction Tip: Enter
notes in the “Other Deduction Notes” field.

Data Integrity Rules Validations 31 through 42 are put in place mainly to prevent CPR’s that are
uploaded from being able to be certified without proper information in place. Due to simplicity of we will
not show what contractors see.

VAL_31. Checks that craft and classifications are not equal to “Not Available”.

This function will force contractors to resolve upload error issues. Typically they have not set up craft
match function for data uploads. Default — Yes/Warning/Alert, Recommended setting is
Yes/Notice/Enforce.

VAL_32. Checks that employee’s first name has been entered.

This is a required field for manual entry and the validation will check for any employees created by
upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

VAL_33. Checks that the employee’s last name has been entered.

This is a required field for manual entry and the validation will check for any employees created by
upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

VAL_34. Checks that employee’s street address has been entered.

This is a required field for manual entry and the validation will check for any employees created by
upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

VAL_35. Checks that employee’s city has been entered.

This is a required field for manual entry and the validation will check for any employees created by
upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.
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VAL_36. Checks that employee’s state has been entered.

This is a required field for manual entry and the validation will check for any employees created by
upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

VAL_37. Checks that employee’s ZIP code has been entered.

This is a required field for manual entry and the validation will check for any employees created by
upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

VAL_38. Checks that employee’s gender has been entered.

This may be a required field for manual entry and the validation will check for any employees created
by upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

VAL_39. Checks that employee’s ethnicity has been entered.

This may be a required field for manual entry and the validation will check for any employees created
by upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

VAL_40. Checks that employee date hired has been entered.

This may be a required field for manual entry and the validation will check for any employees created
by upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce,
especially if you have turned on

VAL_41. Checks that employee phone number has been entered.

This may be a required field for manual entry and the validation will check for any employees created
by upload that may not have this value. Default — off — Please follow the guidelines for your project.

VAL_42. Checks that employee ID has been entered.

This may be a required field for manual entry and the validation will check for any employees created
by upload that may not have this value. Default — Off, Recommended setting is Yes/Notice/Enforce.

NOTE: 43, 44 and 45 are mutually exclusive and only one should be turned on. Please discuss
this with your LCPtracker Project Manager. If the App_setting, that only LCPtracker staff can
access, is turned ON then none of these three should be turned on. These settings do NOT
influence how much of the SSN will show on every Certified Payroll (see Department Settings).
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VAL_43. Checks that SSN is not entered. SSN field must be blank.

This validation will not allow any SSN to be entered for any employee. Default — off, no recommended
setting.

The employee SSN field should be blank. VAL_43.

VAL_44. Checks that SSN is not entered and in the proper format (##H¢-##-#HHHE).

This validation requires that the entire SSN must be entered for each employee. This may be a required
field and rule for manual entry and the validation will check for any employees created by upload that
may not have this value.

Default — Off, Recommended setting is Yes/Notice/Enforce

The employee SSN field cannot be blank. It also has to be entered in the right format. VAL_44.

VAL_45. Checks that SSN has been entered in the format xxx-xx-##H#

This validation checks that only the last 4 digits of each employee’s SSN can be entered. This may be a
required field and rule for manual entry and the validation will check for any employees created by
upload that may not have this value. Default — off, no recommended setting.

The employee SSN field cannot be blank. It also has to be entered in the format XXX-XX-###Ht or
000-00-##HHt where #i# represents the last four digits of the SSN. VAL_45.

VAL_46. Checks that the Employee’s Driver License Information, including state or issue has
been provided.

Default — off, no recommended setting. Only available for specific accounts, please discuss with
LCPtracker if you do not see under your validation settings and wish to require.

Driver license information is missing for the employee. VAL_46.

VAL_47. Checks that the contractor’s Local Business License has been entered.

This validation will check that in the Company Information page has information entered in the Local
Business (City) License field. Default — off, no recommended setting.

Contractor’s Local Business License is required. Please go to the Company Information form
under the Set Up tab and enter your Local Business License. VAL_47.
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VAL_48. If Daily Log is enabled, it checks that an employee report total hours match those in the
Daily Log.

This Validation compares the total hours being entered on a payroll record to what was reported on the
Daily Log for each employee. Default — off, no recommended setting.

Employee’s reported total payroll hours (##.##) are less than those entered in the Daily Log
(##.##) for the reported Craft and Journey Level. Go to the Notices Tab to reconcile this
discrepancy. VAL_48

VAL_49. If Daily Log is enabled, it checks that an employee reported in certified payroll are also
reported in the Daily Log.

This Validation compares the employee being reported on the payroll record to what was submitted on
the Daily Log and if the employee being reported on the payroll was not on the Daily Log, Contractor
will receive a notice and have to edit or add note as to why. Default — off, no recommended setting.

A daily log has not been submitted for one or more days worked. Go to the Notices Tab to
reconcile this discrepancy. VAL_49

VAL_50. Checks that wards, geographic areas, and congressional and state districts are entered
in Contractors Employee setup screen.

In order for this validation to be on, Administrator must set up wards, geographic areas and/or
congressional and state districts. Administrators can choose to do the employee assignment under
Admin>Edit Employee, or if you wish Contractors to assign areas to their own employees during set up,
turn this validation on. Default — off, no recommended setting.

This employee has not been assigned a ward, geographic area, or congressional or state
senate district. VAL_50

VAL_51. If Daily Log is enabled, it Checks that an employee reported as an apprentice in the
Daily Log is also reported as an apprentice in the CPR and vice versa.

This Validation will check that if an employee is being reported on payroll as an apprentice that they
were also reported on Daily Log as an apprentice and vice versa. Default — off, no recommended
setting.

This employee was reported as an apprentice in the Daily Log but not in the CPR or vice versa.
Go to the Notices Tab to reconcile this discrepancy. VAL_51.
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VAL_52. Checks that check amount is greater than the total deductions for employee.

This is a simple math check and is place to flag Administrators to make them aware of this rate situation
occeurring.

Default — off, no recommended setting.

Total deductions are greater than check amount. VAL_52

VAL_53. Checks that Craft/Classification is craft-matched.

This is a setting that should be turned on for certain dual-funded projects. Your Project Manager with
LCPtracker can assist you in determining if this setting applies to your account. Default — off, no
recommended setting.

VAL_54. Checks that Craft/Classification are entered.

This Validation is for LCPcertified only as of this publication. Default — Off, no recommended setting.

VAL_55. If Daily Log is enabled, this will validate that the Craft/Classification chosen on the
CPR (Payroll Record) matches the Craft/Classification on the Daily Report.

Default — off, no recommended setting

The Craft/Classification chosen on the CPR does not match the Craft/Classification on the Daily
Report. Go to the Notices Tab to reconcile this discrepancy. VAL_55.

VAL_56. Checks that amount in the Wages Paid in Lieu of Fringes field is equal to the value in
the Rate in lieu multiplied by hours entered on the payroll record.

Default — Default/Recommended settings are Yes/Notice/Enforce

The total hours worked times the Rate in Lieu of Fringes $#H#t.1#Ht is not equal to the Wages Paid
in Lieu of Fringes $#H#.1#H. VAL_56

VAL_57. If Daily Log is enabled, this will validate that the hours reported on the Payroll (CPR)
match what was submitted on the Daily Log.

Default — off, no recommended setting

Hours on the Daily Logs need to match the hours on the CPR for (system inserts date(s) of
concern). Go to the Notices Tab to reconcile this discrepancy. VAL_57
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CHANGE PASSWORD

You can change your password at any time. You must follow the password rules — more than 6
characters, less than 20, must contain at least one capital letter and one lowercase letter. LCPtracker
recommends that you create a password with the following characteristics — at least 8 characters long,

contains at least one uppercase and one lowercase letter, one digit (0-9) and one special character
(@#$%"&+=).

Change Password

Use this form to change your existing password.

Password Rules:

- Must be at least 6 characters long

- Must contain at least one lower-case letter and one upper-case letter.
- Must be no longer than 20 characters.

User id:

FULLADMIN@LCP.COM
New password: Repeat password

[ Clear Form | cancel || save Password |

I will try later. Log out

NOTE:

LCPTRACKER RECOMMENDS THAT YOU CREATE A PASSWORD WITH THE FOLLOWING CHARACTERISTICS:
- At least 8 characters long

- Contains at least one lower-case letter, one upper-case letter, one digit (0-9), and one special character like @#5%"&+=

CLIENT INFORMATION

Under the Set Up navigation tab, select Client Information. This should be the Main Administrator or
Contact for the account/agency. This should be updated if you have an internal change. The data is
used on standard letters and reports in the system. Enter the Organization data and click Save. This
data is used to auto-populate your letters in the document and letters module.

Edit Organization / Client Information

Org. / Client Name | STACEY— DEMO ACCOUNT |

Contact |Stacey L. Doll |

E-mail | sdoll@lcptracker.com |

Phone [714-663-0052 | Fax | |

Address 1 |2I]l] E. Chapman Avenue |
Address 2 [PO Box 187 |

City | Orange |

State [CA | Zip 92856 |
Record Saved.

| Cancel || Save |

ADD/EDIT GEOGRAPHIC AREAS

As the Administrating Agency is it possible to track your subcontractor’s employees by Ward,
Community Area, Congressional District or Senate District. If you choose not to track this information,
continue to the next section — Prevailing Wage Setup.
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Areas designation is independent of other boundaries, and assigned in a separate process. Currently
all users of this feature have chosen manual assignment by the administrator. The reasons for this
choice are —

B3

» Accuracy of assignment, they did not trust the contractor to make an accurate assignment.

Use of GIS interface, the GIS staff did not support such an interface because

» In-accuracies in address definition would not work with the GIS system; and

» Cost to build such an interface.

Accuracy of assignment, they did not trust the contractor to make an accurate assignment.
Alternative approaches to assign ward/district to employees.

A GIS interface if a GIS system is available with the specified boundaries defined could reduce (but
not eliminate) the manual setting of ward/district on the employee setup screen.

+ Require the contractor to enter the ward/district information.

X3

S

X3

S

X3

S

X3

S

Ward/District information are used for
EEOQ report is currently the only report using the information.
New report to count employees, hours worked, amount paid by ward/district.

X3

o8

X3

o8

An alternative approach is to use a list of ZIP codes instead of exact political boundaries to
approximate the ward/ district areas. We have reports that use a list of ZIP codes available.

To Add your Geographic Areas go to the Set Up and click on Add/Edit Geographic Areas, choose to
Add, enter the Name of your Geographic Area, choose the Type and Save. Enter as many as needed.

Projects || Certifications || Violations ” Reports ” Admin || eDocuments | AU | Add / Edit Geographic Areas

Congressional District || Edit Delete

You may edit a name if needed as

. . 23 State Senate District Edit
well as delete if you wish. e !

Delete

Add | Edit Geographic Areas e
Add Geographic Area %] Geographic Area | Geographic Area Type| Edit | Delete
N HI-North Shore | Community Area
ame
Click Add: o HI-South Shore | Community Area
Window p‘ops up; aphic frea Tvee o e
Enter the Name of the Community Area e 05 Ward
G hic Area: Congressional District
eographic Area; State Senate District ' 06 Ward
Choose Geographic Type cancel T save
and Save. O'Hare Community Area
Irving Park Community Area
Logan Square | Community Area
1 Congressional District
The more you add the larger the list | ||2 Congressional District

24 State Senate District Edit Delete

NOTE that if you wish to allow your Contractor / Subcontractors to designate their employees
themselves, once you have complete the above steps, you will need to turn on Validation 50 either to
Yes/Notice/Enforce or Yes/Warning/Alert in order for them to see in their Employee setup screen.
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LCPtracker has two databases to reference prevailing wages. One database is for the State of
California prevailing wages, which are maintained by LCPtracker. The other database is for all other
prevailing wage information.

When an account is created in LCPtracker, it is customary that the Initial wage set be entered as part of
your contract with LCPtracker. Our Data Wage Team will set up your Jurisdiction, Location (County),
Construction Type, General Decision, Modification and enter all the wages based on what you have
given to LCPtracker.

While some Agencies may choose to pay LCPtracker for continued data entry of new or additional
information, most Administrators take over the procedure.

Note: Think of a Jurisdiction as the way to tell the ‘backend’ what rates to look at when checking your
subs payrolls. While some Agencies may have only one Jurisdiction, others may have more than one.
When your account is created the Jurisdiction name was created to be the Agency’s Account name
within LCPtracker, and your wages may just be the DOL (Department of Labor) wages and
requirements.

Some have what are called “Dually Funded” projects. The system must check against two sets of rules
and two sets of wages, perhaps DOL (Department of Labor) as well as a state, city or perhaps even a
local living wage requirement.

Jurisdiction and Location are LCPtracker settings only. After your account, initial setup if you need an
additional Jurisdiction and/or Location please fill out the request form that is included at the end of this
document. The request form itself is also available under your User Portal>eTraining>scroll to
Administrator Support Documents and look for the Title — Location (or Jurisdiction) Request Form.

We are going to walk you through the process of copying a Master to make a new Master as well as
how to add Additional Crafts, such as Apprentices directly to project wage data.

A typical Craft entry will contain a Base Hourly Rate, an Hourly Fringe Rate, Total Hourly Rate and
Overtime. In some cases, a Doubletime and Training rate will also be entered.

Making a New Master

The first step is to check the Master that is in the system. To do this, go to the Reports>under Special
Reports section and run the Master Wage Data Report (see sample below). You can compare what is
in the system to what you need for a new Decision or Modification, etc., and note what needs to be
updated when you create your new Master!
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lmwmmsm- Master Wage Data Report 6/20/2014

Jurisdiction: OREGON o . !
Master Wage Data Report shows you the Jurisdiction, Location, Construction

Location: OR - LANE Type as well as the Craft /Classification, Wage Decision, etc.

Type: Highway

Issue Date -
Craft Classification Wage Decision Expire Date Mod Basic Rate Fringes Total Rate OT Rate DT Rate T’;‘:":“ Std Day
Pub. Date
1/1/2014
AIR TRACK OPERATOR AIR TRACK OPERATOR OR_LANE-2014 14172100 0 32550 19.550 52100 48825 65.100 0.000 8
112014
10172014
ASPHALT CONCRETE/CRUSHER PLANT-ON SITE OR_LANE-2014 1412100 0 39.520 22 400 61.920 59280 79.040 0.000 8
1112014
1112014
ASPHALT RAKER ASPHALT RAKER OR_LANE-2014 1/1/2100 0 32.050 19.550 51.600 48.075 64.100 0.000 8
10172014
10172014
BACKHOE/FRONT-END LOADER BACKHOE/FRONT-END LOADER OR_LANE-2014 1/1/2100 0 41490 22400 63.890 62235 82.980 0.000 8
112014
10172014
BACKHOE/FRONT-END LOADER BACKHOE/FRONT-END LOADER OR_LANE-2014 1412100 0 42.270 22.400 64.670 63.405 84.540 0.000 8

1/1/2014

Copying Master to Master

To make a new master - Under your Set Up navigation tab, choose the Prevailing Wage Setup then
choose copy Master to Master.

Prevailing Wage Setup Reports H Admin H eDocuments Set Up ‘ Dashboards

Administrative Setup

Add/Ed* Admin Logins

Add/Edit Departments

Under the Set Up navigation tab,
choose the Prevailing Wage Setup.

\d_/Edit eDocument Types

Add/Edit Work Order

Department Settings Fevailing Wage Setup

Validation Seftings Add/Edit Master Wage Data Construction Type
Change Password (‘upy Master to Master

Add/Edit Client \nforr ation Asslgn NIRRT RAR

. Add/Edit Project Wage Data
Add/Edit Ger. graphlc Aras

Prevailing Wage Setup

On the left side, choose the master information you want to copy, this will be your from. On the right
side, you choose from the drop downs provided and enter the remaining fields with the appropriate
information. This is where you copy the copy ‘to’. Using the copy master-to-master feature you are
creating a new wage decision as shown in the example below.
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Remember- If you need a new Jurisdiction and/or Location you will need to fill out the request form-
“Location (or Jurisdiction) Request Form” first. After you complete the form, send it to our Support
team. Support then will take the required steps to have the new Jurisdiction/Location added for you,
once complete, you will then be able to see the new Jurisdiction and/or location under your
“Destination (To)” list.

Copy Federal Wage Data

Source (From) Destination (To)
Jurisdiction Jurisdiction
Location Location \OR - LANE V‘
Type Type
Wage Decision Wage Decision ’W‘
Mod Md ] ]
Issue Date | 01/01/2014 Issue Date \l /2015 @
Publication date | 01/01/2014 Publication date \l /2015 @
Expiry date |01/01/2100 Expiydate [1§1/2100 | F

Craft-Classification ] Select All
- What you have in the system and the New Wage Decision (or
“arMRackd Modification) you are going to copy all information too.
VI ASPHAL

[F T . § You may also choose to Select to copy all or go through and check
only those craft /classifications you need.

I BACKHOE/F|

‘ Cancel H Reset H Copy Wages ‘

Once you have clicked “copy wages”, be sure you receive the following message “Wage data copied
successfully”. This will be your indication that another master has been created/copied successfully.

Add/Edit/Delete Master Wage Data

Now, that you have copied from one master to another, you can go back and Add or Edit your Master
Wage data if necessary. You will need to go back to your setup navigation tab, and choose the Add/Edit
Master Wage Data and pull up the information you just created and update any dollar values, add
anything if necessary or delete what you may not need for this new Master.

Edit Master Wage Data
Jurisdiction * Location * Gonstruction Type *

OREGON v | [ oRr-LanE xv | | Hignway

General Decision * Modification *
OR_LANE 2015 xv | |0 xv

Add Classification You may now Add Classification, Copy, Edit or Delete

[ BasicRate Fringes Total Rate Overtime Total Doubletime Totar Svammn.* H~+r= Issue Date Expire Date

[0 |oR_LANE 2015 TRACK OPERATOR AIR TRACK OPERATOR sa2550 |siessofss2io0 [sesecs 565 100 i 01012015 | 01012100 | (R

[ |or_Lane-2015 LT CONCRETE/CRUSHER PLANT-ONSITE$30.620 [s22.400[ss1920 [ss0.200 §79.040 i o1 |

[] |OR_LANE-2015 igh T RAKER ASPHALT RAKER $32.050 ! B00  |S48.075 $64.100 El 01/01/2015| 01/01/2100 lere
[ |oR_LanE 2015 SKHOEIFRONT-END LOADER | BAGKHOEFRONT-END LOADER s30520 [s22.400(s81020 |ssa280 579,040 B o1 | [ Detete |

Adding - Option 1 — Here you can add to the new master you just created, by clicking on the Add/Edit
Master Wage Data button. Then choose the Jurisdiction, Location, Construction Type, General
Decision and Modification you just created and the system will automatically populate the information
for you.

Now, click the “Copy” button on any craft and a new window will pop-up. The top portion of the screen
will auto-populate based on what is already in the system, you can now edit the craft/classification,
rates and anything else, if necessary, and always make sure to hit Save. Once you have clicked Save
a new pop-up window will appear asking you if you are finished or if you would like to add another
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record. If you are done, click “Finished”. If not, click “Add Another”. Repeating these steps as many
times as necessary until you are finished.

Add Classification a

‘Wage Decision

i o Location * [of Type *
[ oreGON x+ | [OR-LANE x+ | [ Highway x|
General Decision * Madification *
|OR_LANE-2015 | [o |
Publication Date * Issue Date Expire Date ~
Add the needed for the Craft /Classificati
- Craft/ Classification Details |
and Save.
Craft *
Classification *
~
v
Basic Rate Fringes Total Hourly Rate Total Overtime Rate
0.000 0.000 0.000 0.000
Total Doubletime Rate  Standard Hours Training
0.000 8 0.000
Notes.

The record has been saved successfully.

A Another

Add — Option 2 — This is another example of how you can add or edit your master wage data you
created, however option one is more beneficial and much simpler to use.

In the same, screen as in option one, click the Add Classification button. You will then see a window
pop-up, from here, you will choose the same information as before, Jurisdiction, Location, Construction
Type but the remaining fields must be entered manually by you. Please keep in mind entering
information manually there is the opportunity for typos, which is only if you are trying to add to an
already existing Master/General Decision and/or modification.

EDIT

To edit the new master, go into the Add/Edit Master Wage Data button. Choose the Jurisdiction,
Location, Construction Type, General Decision and Modification from what you created and the system
will automatically populate, locate the information you need to edit, click on the Edit which is on the far
right of your screen, then enter the necessary information and hit save. Be sure that the system tells you
that you Saved Successfully.
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Edit Classification

— Wiage Decision
Jussdicton * Location * Constructon Type *
oREGON ) [or-Lane * ) [ vignway
General Decision * Modiicaton *
OR_LANE-2015 o
Publication Date * Issua Date Expira Date *
wpns  Bx vyees By ovyae [EF

Craft/ Classification Details

-
Craft *

ASPHALT Locate the Craft (Classification that you need to Edit, click on the Edit and
Classifcation * receive the pop-up. Edit what is needed and Save.
CONCRETE/CRUSHER PLANT-ON SITE A
| Besure you receive the save successfully message.
Basic Rate Fringas Total Hourly Rate Total Overtime Rate
39.520 22.400 61.920 59.280
Total Doubletime Rate  Standard Hours Training
79.040 8 0.000

Notes

Delete

To delete from a new Master, go into the Add / Edit Master Wage Data screen from the setup tab.
Choose the Jurisdiction, Location, Construction Type, General Decision and Modification you just
created and the system will automatically populate. You may choose to delete All, Several, or Individual
craft /classifications.

You c¢an delete all by checking the box at the top of
the column, then click Delete Selected.

You can delete several at a time by checking just
those you need to delete, then click Delete Selected.

You can also delete individually by just clicking on
the Delete for the specific line item.

PROJECT WAGE DATA

Each project entered into LCPtracker Professional will have a unique set of wage data that will be
“locked in” to the project by an Administrator.

The prevailing wage data will be identified in the system with a specific set of information that is either
pulled from the wage decision published by the DOL (Department of Labor), the State, County or City.

Each wage decision will have a Jurisdiction, Location, Construction Type, General Decision Number,
Modification Number, Publication Date, Issue Date, and Expiration Date.

Assigning Wages to a Project

Once the correct Master Wage Data has been added to system, either by LCPtracker or by your own
agency/company, the wages can then be assigned to a Project.
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There are two places in the system where you can assign the wages to a project.

The first is in the Add/Edit Project screen in the Set Up Tab:

- Project Labor Summary Report

This is at the bottom of the Add/Edit fdled Goal %
Project screen.

Apprentice Hou Goals
0.000 0.00¢ 0.000
Notes

| Save || Assign Prevailing Wage || Cancel |

The second place is in the Prevailing Wage Setup section:

To do this you will click on the “Assign Prevailing Wage” button (Set Up Tab >> Prevailing Wage Setup
>> Assign Prevailing Wage)

Prevailing Wage Setup

Add/Edit Master Wage Data
Copy Master to Master

Assign Prevailing Wage

Add/Edit Project Wage Data

Both places will take you to the same screen where you will compete assigning the wages to the
project.
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Assign Prevailing Wage
Destination (To)
Project |BRIDGE RETROFIT M-15 PROJECT

Source (From) \
Jurisdiction

Location Once the project is selected, use the

drop-down selectors to choose the
Type appropriate wage decision.
Wage Decision You can then select all crafts or only
Mod a select few instead (typically all

crafts are selected).
Issue date | 3/12/2010 Then click "Assign Wages".

Publication date | 3/12/2010
Expire Date | 311272020 \

Craft-Classification [ | Select All

CTELECTRICIAN - Equipment Operator
C1ELECTRICIAN - Groundman

[JTELECTRICIAN - HD Equipment Operator
C1ELECTRICIAN - Lineman

C1ELECTRICIAN - Mechanic

CIELECTRICIAN - Powderman

CJELECTRICIAN - Technician, Crane 80 ton & over, Pilot
|1 FORCE ACCOUNT - ENGINEER

| Cancel | | Reset ‘ | Assign Wages

ADDING ADDITIONAL CRAFTS/APPRENTICES

STEP One - Gathering Project Wage Information

Start by going back to the Set Up navigation tab; click on the Prevailing Wage Setup button then click
the Add/Edit Project Wage Data.

Projects || Certifications || Violations || Reports || Admin || eDocumen'.1 Set Up

Administrative Setup

Add/Edit P-_,ccts Add/Edit Admin Logins Add/Edit Departments
7 Prevailing Wage Setup

“.ontractor Setup

A
Department Settings Add/Edit Master Wage Data Construction Type
A
S — Copy Master to Master
Valdaton atings ot
— 1. Goto the Set Up navigation tab

Change Password Assign Prevailing Wage 2. Choose Prevailing Wage Setup

T —— 3. Then Add/Edit Project Wage Data
Ad/Edit Client Informati Sl e i e

Add/Edit Geographic Areas Add/Remove Craft Match Disadvantaged Classifications

2 Prevailing Wage Setup | Add/Edit Rec. Act Emp. Type

Choose the Project you want to add Classifications to; also, you may Edit or Delete Classifications from
a project in this same screen. The system will then auto-populate with what is currently loaded to THAT
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specific project. Here you may “Add Classification”, if you so choose, scroll until you find the
craft/classification you need, Copy, Edit or Delete whatever is/not necessary.

You may want to make note of the Jurisdiction, Location, General Decision, and Modification (click on
Edit for the Modification number) ; as well as the Publication, Issue and Expiration Dates so you have
that information for step two.

STEP Two - ENTERING A NEW CRAFT

After clicking on the “Add Classification”, you will select or enter the EXACT same information from the
drop down menus or will fill in the_blank fields.

If you need to add, manually enter in the Craft, Classification & wages (Doubletime, Training and the
Notes section are optional and may not apply). Note- If you are entering an Apprentice, make sure to
put the word “Apprentice” in the Classification field. It is ALSO acceptable to put the word
“Apprentice” in the Craft field but in order for the system to recognize the word “Apprentice”, its best that
it goes in the classification field so the system does not get confused when it gathers data for Apprentice
Reports.

TIP: If you are entering an apprentice for one specific company, you may want to put the company’s
name in the “Notes section” so they know which craft/classification is assigned specifically to them.
When you are finished make sure to click SAVE.

Edit Classification
Wage Decision

Jurisdiction * Location *
[ orecon | [or-Lane

General Decision *

OR_LANE-2015

Publication Date * Issue Date * ExpieDate *

s B vzas  [@fF vvae [ The data highlighted should be the SAME as
what you made note of in step 1.

Add your|CraftClassification This is where the
word Apprentice should be entered

Add in the correct rates (Doubletime and Training

[Apprentios Cement Fagon - 1t Periad - 60%| / are option and may not pertain to your wages),
Basic Rate. Fiinges Total Hourly Rate Total Overtime Rate

19.000 6.700 25.700 35.200

Total Doubletime Rate  Standard Hours Training
0.000 8 0.000

Notes.
| Enter any Notes you would like to

If you need to enter more than one Craft/Classification, then simply click Add Another leaving the top
portion filled in that already has the Project information (the yellow highlighted screenshot
above) then delete what you have already saved and enter the next Craft/Classification and rates.
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Repeat Step 2 until you have added all necessary crafts/classifications along with their wages, making
sure to click Save after each entry. Upon finishing, click Save after your last entry, than select
Finished.

Once you enter the information and
SAVE.

You may continue to Add Another if
you have more to add.

Once you have entered all that you
need to add, click Finished

The record has been saved successfully.

Chss s |

STEP three - CHECKING TO SEE IF THE WAGES WERE ADDED SUCCESSFULLY

Go into your Set Up tab; choose Prevailing Wage Set Up then Add/Edit Project Wage Data (bottom
button). Select the Project and system will automatically populate for you.

Double check to make sure your new Craft/Classifications you entered are visible!

Edit Project Wage Data

Project
BELNAP SPRINGS HWY 126 UPGRADES v ]

Delete Selected Add Classification

General

Total | Overime | Doubletime Standard

W Jurisdiction Location|  Seheral | rype Classification o o I L tandard jssue Date

[1|OREGON &RN'E OR_LANE-2015 | Highway | AIR TRACK OPERATOR | AIR TRACK OPERATOR $32.550($19.550) $52.100 548,825 $65.100(8 010172015 01/01/2100

[1|oREGON |PR© | OR_LANE 2015 Highway | ASPHALT CONCRETE/CRUSHER PLANT-ON SITE s39.520(s22400| $61920)  $59.280 s7a.040(8 010172015 | 01/0172100 m
OR- ) CONCRETE/CRUSHER PLANT-ON SITE ~ .

[1|orREGON |PR. | OR_LANE-2015 | Highway| ASPHALT R e $12500(520000] $32500) 538750 5450008 01/01/2015| 010172100

[]|OREGON (L)ARI;E OR_LANE-2015 Hi} hwa! |ASPHALT R—,USHER & AEEmE $14.500($20.000| $34.500 $41.750 $49.000 (8 01/01/2015| 01/01/2100

[]1|OREGON LOARN-E OR_LANE-2015 | Hi 15.500 [ $20.000| $35.500 $43.250 $51.000(8 01/01/2015| 01/01/2100
o Added 4 ice Levels for the Craft of Cement Masons

[1|oREGON |OR | OR LANE-2015 Hi 050|$19.550| $51600)  $48.075 $64.100(3 01/01/2015| 0110172100 mm
OR- . "

[1|OREGON | | OR_LANE-2015 | HIOEY Ty e [RCRROEFRONT ERD TORDER | s39.620 522400 561.920 $59.280 $79.040(8 01/01/2015| 0110172100

[1|oREGON |9 | OR_LANE-2015 | Highway | CEMENT MASON $19.000| $6.700( $25700|  $35.200 $0.000(8 01/01/2015| 01/01/2100

[1|oREGON |PRe | OR_LANE 2015 Highway| CEMENT MASON Apprentice Cement Mason - 2nd Period - 65% $21.000| $5700| $27.700 $38.200 $0.000(8 010172015 01/01/2100 m m

[1|oREGON |9 | OR_LANE-2015 | Highway | CEMENT MASON ‘ 523000| $6700| 529700 541200 s0.000(8 01/01/2015|01/0172100 m

[]|OREGON LOARI‘;E OR_LANE-2015 | Highway | CEMENT MASON Apprentice Cement Mason - 4th Period - 75% $25.000( $6.700( $31.700 $44.200 $0.000 (8 01/01/2015| 01/01/2100

[] [OREGON fA"R-E OR_LANE-2015 | Highway | CEMENT MASON §39.520($25.000| $64.250 $84.280 $104.040|8 01/01/2015| 01/01/2100
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New Jurisdiction &/or Location Request / Definition Process

Agencies may request a new jurisdiction and/or location (county) for a variety of reasons. The most
common are: A statewide agency defines a new area (often a collection of counties) that will use the
same wage rates; they may do this because of common practice or for the convenience of contractors
entering data; or a prime contractor gets a new contract in a new area and needs both a new
Jurisdiction and Location.

Note: Think of the Jurisdiction as a way to tell the ‘backend’ which rates to look for when checking your
subs payrolls. Some Agencies may have only one Jurisdiction, others may have several. When your
account was created in LCPtracker, the Jurisdiction will be the Agency’s name, and your wages may be
from the DOL (Department of Labor) wages and requirements.

Some Agencies have what are called “Dually Funded” projects, which is where the system must check
against two sets of rules and two sets of wages, the DOL (Department of Labor) state, city or perhaps
even a local living wage requirement.

NEW LOCATION REQUEST

Please use the following format to request a new location to be defined in an LCPtracker account. Be
sure that all information is correctly spelled out and your request then will be entered exactly as you
have noted below.

New Jurisdiction Name:

(Or current if only if new Location is required)

Name of New Location being requested

Accounts to be applied to:

Note: some agencies have more than one account and/or more than one Jurisdiction that may need
the location defined and security access granted; usually it will be within their own account. Please
send a separate request for each jurisdiction &/or location. Use of this procedure will significantly
reduce confusion for LCPtracker Staff when setting up your new information.

Notify Requestor of Completion - When the information is defined and security is set, LCPtracker will
notify whoever submitted the request.

Requestor Assigns Prevailing Wages to Accounts.

Once the new information is defined and can be establish, the new prevailing wage list will then be
assign to the appropriate project. Unless LCPtracker is setting up the original account or is currently
maintaining the prevailing wages under a signed contract which is the responsibly of the administrator.
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Alternative to New Location

If the new location is a composite county that is using the same wage as another county then you may
want to consider assigning that county to the project and make note that work is done in other counties
but will be using the same wages.

Using the Multi-County (location) Feature

Instead of creating, a composite county use the multi-county feature in LCPtracker. This requires the
contractor to enter the county but, gives you the ability to vary the wages by county (location).

Override Wage Data (California accounts option only).

Only those accounts within the State of California that are setup in such a matter have the ability to
define and override the Department of Industrial Relations (DIR) determination within their own
database. This function allows you, the Administrator, to override the California DIR wage rates on a
case-by-case basis. This is rarely used and must be turned on account by account. It is not generally
available to all Administrator. It is reached from the Set Up and is access by clicking the Override Wage
Data option. If you have the need of this function, please contact your Project Manager, they will have
to have turned on and train you on how to effectively us it.

The basic menus is to Create Override and Edit Override.

ADD/EDIT ADMIN LOGINS

Full Administrative roles may set up any role and are the only role that may set up other FULL Admin
roles; whereas the Business Manager r_nay set up all other Administrator User roles, except Full Admin
roles and no other user roles have access. Below you see the types available (at this time) and if the
account is set up as a Prime Approver, you will see as an additional choice.

Enter users email address, their Name, choose the role and depending on that role you may have to
choose departments and/or projects to assign them to. It is not mandatory to use Departments.

Add / Edit Admin Logins IAdd Mode!

User User To set up Admin Users - enter E-mail; Name
| selecta user to edit \ and choose their Role. Save
Prime Approver M E-Mail i . | .
moduls o il el (Logi inform “| Certain roles will require Departments and/or
Prime Approver Projects to be selected (if you are using
[EmE—  Name module turned on Departments).

If your ts is not set as a Prime
Approver account you will not see this as a
choice under Role.

Role
Project Manager
Read-Only User
Limited Admin

Job Coordinator

Business Manager Job Coordinator
t Business Manager

=0
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Administrator User Role Capabilities

The following is a list as of the abilities of each type of Admin Role in LCPtracker (at time of publication).
Please note that at the end of this section is a summary table, some may prefer to go directly too.

Full Admin Users have all capabilities and are the only role that can set up and assign other Full
Admin User Roles; The Business Manager role may also set up Admin Users, however they do not see
or have access to set up Full Admin Users.

We highly recommend you take into consideration what capabilities you wish a user to have when
assigning a user. Using the Set Up tab as an example to show the differences —

Setup eDocs Admin Reports Violations Certifications Daily
Reporte
r
Ful | Total Access Total Total Access Total Access | Total Total Access
| Access Access
_ Full Access with exceptions — No | Upload, Edit Employee and | Total Access | Total Total Access
® | access to Department/ View & Admin Notice Access
s Validation Settings; Add/Edit Delete Processing
g Departments or Client
n Information; Prevailing Wage
& | Setup - Assign Prevailing Wages
£ | & Add/Edit Project Wage Data;
a Add/Edit Admin Logins except Full
Admin User
Add/Edit Projects; Add/Edit Subs; | Upload, Edit Employee; View, View, Change Process View or
Assign Subs to projects/ View & FHWA 1391 Revalidate | Status; Accept Status & delete
= edit/delete assignment; Change Delete Additional Data & delete Delete CPR’s; Change add’l
2L password; Prevailing Wage Setup Entry; Site Visits & final yes/no; In details - users
£ — Assign Prevailing Wages & Admin Notice Above process plus admin
- Add/Edit specific Project Wage Process comments & add notice,
Data; Add/Edit Work Orders All view CPR & individual
payroll records
__ | Change own password, no other Upload, Only access is View, View, Change Process View or
E access View & Admin Notice Revalidate | Status; Accept Status & delete
= Delete Processing Reports | &delete Delete CPR’s; Change add |
o final yes/no; In details - users
g Above process plus admin
g . comments & add notice,
= This can view CPR & individual
% payroll records
a
Change own password, no other View only | No Access be limited View only View only, cannot make No
%‘ access. changes Access
(@]
e .
s if the
14
Add/Edit Contractors; Upload, Edit Employee; View, View, Change Process View or
§ Assign Subs to projects/ View & Admin Notice Revalidate | Status; Accept Status & delete
o edit/delete assignment; Delete Processing & delete Delete CPR’s; Change add ‘Il
2 4 Change password final yes/no; In details - users
E < Above process plus admin
£ comments & add notice,
a view CPR & individual
payroll records
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Change own password, no other Upload, Edit Employees Agency so| NoAccess | No Access No
access. View & Access
Delete
chooses

Job Coordinator

ADD/EDIT DOCUMENT TYPES

To use eDocuments feature under Set Up, select the Add/Edit eDocument Types option, you must first
define the document categories for submission of on-line documents. Example categories, “Fringe
Benefit Statements”, “Cancelled Checks”, “Apprentice Certificates”, etc. You may also upload as an
Administrator any type document where you wish to have an electronic copy (see Restrictions below).

In order to do this, you must:

++Add the New document Name (or choose from the pick list of previously entered names) — specify the
name for the new document that will appear on the document list.

++Choose what group of Projects or Departments that you would like this document to display.

+Select if the document is:

» Required — can be used in reports, applies to all contractors

» Not Required — used when documents are submitted on a request basis

» Required Prior to Certification — if checked, a contractor cannot certify their CPR until a valid
document is submitted. (Contact LCPtracker’s staff first before doing this for assistance with the
transition).

» Set the submission delay in days, default is zero. If you want to require a document at the end of
the month rather than prior to the initial submittal then set the value to 30.

+»Select the Expire Frequency from the drop down menu. NOTE: Expire Frequency will be counted
from date of document when uploaded. Document Date is a system-wide required field.
+»Select if the Expiry Date of the document must be entered at the time of upload.

» If a document expires, it is then listed as a missing required document. If it is required to be
submitted prior to certification, then the contractor cannot certify any CPRs until the valid
document is submitted.

+»Select if the CPR Week End date is required — requires contractor to enter a week end date - use only
when document to be submitted refers to one-week end date (ex: check stub).

«+Select if an Employee is required — requires an employee name to be specified (ex: apprentice
certificate).

+“+Apply uploaded document to all projects — document would apply to all project contractor is on (ex:
insurance certificate having applied to all project would allow contractor to upload once vs ten times
if on ten different projects).

«»Document description — Your explanation of the document.

“*Restrictions — Define the users and access of the document by selecting:

» Allow ADMIN only to see Document Name in UPLOAD, VIEW and REPORT — This would apply to
ADMIN only documents (private documents).

» Allow ADMIN to only UPLOAD but contractor can VIEW or REPORT status — this allows ADMIN to
control what is submitted (ex: approved subcontractor form that Administrator uploads).

» All CONTRACTOR to UPLOAD, VIEW and REPORT - this is the default (also means Admin can
too). When using this option you may also decide who it is Submitted By.
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= Submitted By allows you to choose if it is the Primes, Subcontractors or both that will have the
ability to UPLOAD, VIEW and REPORT (means Admin can too).

Add / Edit eDocument Types \Add Mode|

To add a new eDocument Type, enter information and save. To edit an existing eDocument Type, select it from the list first then edit and save
| vl

New Document Name | New Document - click in field and start

typing New Document Name.

Projects ® Departments O

Select Projects Edit - click the drop down and choose
the document necing o it

Is this a required document?
O Required ® Not Required O Required Prior to Certification

Expire Frequenc Submission Delay in Days

0

Is document expire date required? O Required ® Not Required
Is CPR week end required? ) Required ® Not Required
Is employee required? O Required ® Not Required

Apply uploaded document to all projects? () Yes @ No

Document Description (250 characters max.)

_ Submitted By
O Allow ADMIN only to see Document Name in UPLOAD, VIEW and REPORT O Primes
O Allow ADMIN only to UPLOAD but contractor can VIEW or REPORT status O Subcontractors
® Allow CONTRACTOR to UPLOAD, VIEW and REPORT ® Both

Cancel Save

ADD/EDIT DOCUMENT TEMPLATES

The Add/Edit eDocument Templates function allows you, the administrator, to put (post) documents in
LCPtracker database that contractors can download. These could be common forms to be filled out,
standard instructions to contractors or any document that a contractor might need from you.

To Add/Post a Template:

Go to the Set Up navigation tab.

Choose Add/Edit eDocument Templates — Posting a template makes it available for usage to the
contractor.

Create a New Template Name.

Choose what group of Projects or Departments that you would like this template available to.
Browse for your appropriate file then select the Update button.

To Edit/Delete and existing Template:

Select Template Name from drop down menu.
Choose field you wish to edit (Name, Projects / Departments or file — browse for template needing
to update).

e Select the Update button, or Delete if desired.
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Add/Edit eDocument Templates Add Mode; Add/Edit eDocument Templates Edit Mode;

Current Date Current Date
10/21/2014 10/21/2014

Edit mode - change Template Name /
Projects / Departments or Browse

Select Template Name Select Template Name your computer if you need to upload
| [EMPLOYEE CONSENT FOR waAGE DEDUCTION V| | an updated Template.

L Add - click in New Template

New Template Name / Name field and start typl“g Templaie Name File Name
Employee Consent for Wage Deduction EMPLOYEE CONSENT FOR WAGE DEDUCTION Employee Consent for Wage Deduction pdf
Edit or Delete - select Procts O Departments ©
. roject partmel
Projects () Departments ® document name from drop
down, edit what needs
Select Departments i '\ Select Departments

All Departments

editing and Update;
.

Select Template to Upload to Delete, select document

C:\Users\sdoll\Documents\o1_peLeTe o from drop down and click

Delete. \.
- Cancel Update

Browse...

ADD/EDIT NOTICE TYPE

To create your own or new administrative notice types, go to Set Up navigation tab and choose
Add/Edit Notice Type. Simply enter the name in that field, enter the standard text for the notice, and
add the standard text for an email or letter. (Currently, there are No link exists to send letters.) Once
this Notice Type is created, you can send them to contractors via email.

Add or Edit Notice Type Add Mode

To add a new notice type, enter infermation and save. To edit an existing notice type, select it from the list first.

Select a notice type to edit ... K4
Notice Type

| Enter 2 name for the Notice Type here.

Standard Text for Admin Notice

K2

Standard Text for Letter — future functions

K4

Cancel || Reset || Save

To edit or delete a NOTICE TYPE, select the notice type from the drop down menu. You can now edit
the NOTICE TYPE or you can DELETE it. Any Notices that were created using prior to the Deleting of
NOTICE TYPE will not be deleted and will still be accessible.
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H Reports H Admin H eDocuments

Add or Edit Notice Type Edit Mode

Select a notice type to edit ... ation and save. To edit an existing notice type, select it from the list first.
ADMIN MOTICE

Fringe Benefit Request
pprentice Certification

|F|1'nge Benefit Request

Standard Text for Admin Notice
Please send in your fringe benefit statement - more complex legal language i d

Standard Text for Letter — future functions
Please send in your fringe benefit statement - more complex legal language "

-| Cancel || Reset || Save

System defined notice types are:

= Payroll Notice (Payroll Notice, created automatically on validation of payroll records)
= Rejection Notice (CPR Rejection Notice, created automatically on rejection of CPR

section)
=  Apprentice Rejection Notice (Apprentice Reject Notice, created automatically on rejection

of employee apprentice
= classification)

ADD/EDIT MINIMUM WAGE

You can maintain the minimum wage used here. The jurisdiction of the minimum wage, for all projects
or a specified project; all locations or specified location; as well as the wage and the effective date of the
minimum wage.

eDocuments

Administrative Setup

[ biin sy 1 T

Add or Edit Minimum Wage Information

sl To add anew minimum wage, enter information and save. To edit an existing minimum wage. selact it from the list first

zaea ©

Add/Edit Geographic Areas Add/Edit Departments

Add/Edit Admin Logins Add/Edit Work Order
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You must choose the Jurisdiction, then project and location you may filter down to specified project or
location; or leave as default all. Enter the effective date and minimum hourly wage and Save.

Add Minimum Wage Information 8

Select Jurisdiction of Wage

Select Jurisdiction < Must choose One v
Project

All Projects < May choose one or All ~
Location

All Locations < May choose one or All ~
Select Effective Date

= Select or Enter Date

Enter Minimum Wage

Enter Minimum Wage

s Save

Note that Validation 10 must be set at Yes/Notice/Enforce or Yes/ Warning/Alert in order for the minimum
wage to effectively work. See Validation section of manual.

ADD/EDIT CRAFT LIST AND CRAFT MATCH

The matching function, are used to match the prevailing wage categories with required reporting
categories. For example FHWA and HUD both have reports that require hours worked to be reported
under specific craft / classifications that do not match the prevailing wage classifications. The match
function allows this definition.

Any account that is created in LCPtracker Professional that is a DOT account will have the FHWA Craft
List auto-populated to their account for use. For those that may have not been set up as a DOT, and
then choose to use Departments and have some highway work that requires FHWA reporting, contact
LCPtracker to request that the list be added to your account. The FHWA is done this way because of
their requirement to have the Crafts listed in a specific matter. For those with HUD you may create your
Craft List then add craft /classifications and do the matching function.

Projects || Certifications Violations “ Reports H Admin ” eDocuments Set Up | Dashboards

L /]

ydmin Logins

ocument Tyf 25

iment Ter iplate 5

HUD or other may add their own Craft I

List, then do the Craft Matching. Nofice Type
Y

LAIGIGE I assWOId i Cu oiinimw 1 Wage

Add/Edit Client Information Add/Edit Craft List
Add/Remove Craft Match

FHWA Craft List will be pre-populated in
DOT accounts. You may click on the
Add/Edit Craft List to view.

ZIP Codes Setup
Add/Edit Certification Type

Add/Edit Departments

Add/Edit Certifying Agency

Add/Edit Geographic Areas

Disadvantaged Classifications
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Add/Edit Craft List

First Add/Edit Craft List and create your Craft List name (1); screen refreshes and start entering the

Craft Names (2). Enter, save and repeat until you have all Craft Names in system that you need to Craft
Match.

Add ! Edit Craft List Add Mode Add | Edit Craft List Add Model

To add a new craft list, enter information and save. To add a new craft list, enter information and save.

To edit an existing craft list, select it from the list first. To edit an existing craft list, select it from the list first.
|Select a craft list to edit ... Vl |Select a craft list to edit ... V|
Craft List Craft List
egin typing cratt list name here and click Add Craft | =] |\-(our Cratt List fitle will appear hear, now you can add Craft Names |

Add Craft|| Cancel | Add Craft Cancel

Enter Craft Name
ype Craft Name and click Save | |

Create your Craft List name Save Cancel

Craft Names (Select Craft Name to Delete)

As you enter Craft Names and Save
the Craft Names will appear hear. The

Your screen will refresh and now you
can start entering your Craft Names
and save.

more you have the longer the list.

Cancel

Add / Edit Craft List def Add | Edit Craft List Add Modef
To add a new craft list, enter information and save. To add a new craft list, enter information and save.
To edit an existing craft list, select it from the list first. To edit an existing craft list, select it from the list first.
Select a craft list to edit ... v
Craft List Craft List

|Craft List Name created will appear here! |

Craft List Name created will appear here! ‘
Add Craft|| Cancel Add Craft|| Cancel

Enter Craft Name Enter Craft Name

Equipment Operators %] |[Enter Craft Name and Save. System says saved successfully Craft name/(s) ‘Laborers-Unskilled' saved successfully
Save_][_cance
Craft Names (Select Craft ame to Delete) Craft Names (Select Craft Name to Delete)
"1 Equipment Operators Al
Enter Craft Name and save. Repeat I | [ Mechanics Once you have all Craft
Entering Craft Names and saving until L Truck Drvers Names entered you are now
you have all Crafts that you need. Llironworkers ready to Craft Match.
[ Carpenters
V|
[ Cement Masons

Cancel - Cancel

Add/Remove Craft Match

The matching functions are used to match the prevailing wage categories with required reporting
categories. Now you are ready to go to the Add/Edit Craft Matching function.

You may choose to view all items for any 1391/1392 Project (FHWA) by checking that box (1) and

entering the date range; or you can choose project specific (2) and date range if you are doing matching
for something other than FHWA.
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| Violations ” Reporis H Admin

eDocuments Set Up ‘ Dashboards

Projects ” Certifications

Project Craft Match
Checking the 1391/1392 Projects box and
entering a date range will give you all
Start Date = information for all 13911392 Projects for

End Date = that date range

¥l 1391/1392 Projects

Show only unmatched project crafts [

Project Craft Match

] 13911392 Projects

Project
[ FHWA_KENZIE PASS ROAD UPGRADES v J

By choose a specific project and
entering date range, you only get
that information for that project.

Start Date 01/01/2013 @

End Date 07/21/2014 x @}

Show only unmatched project crafts [

Project Classification Type Craft List Matched Craft

[]1|CEMENT MASON/CONCRETE FINISHER | CEMENT MASON/CONCRETE FINISHER | Highway

You may also choose to view all items (A) or you may choose to “Show only unmatched project crafts”
(B) its all dependent on checking or not checking the box.

¥ 13901392 Prejects ¥ 13911392 Projects.
Choosing to Show Only unmatched
SuaDue ov/01/2000 [ checking the “Show only pat Ose o01/2000 (B project crafts will remove any that are
aiched projects crafts™ gives you all. already matched from your view. Un-
endoon G321/2018 R Here we have 1 match and 4 not matched. i Check and al comes back.
fshow only urmatched project arats ¥

i

= -

= 0

|10 £G 55T PERSON-BLOG SITE MYYMWY [ FIELD ENG INST PERSON-BLOG SITE VY MWY | ghway 1| FIELD ENG PARTY CHEF-8LDG SITE MVYHWY |FIELD ENG PARTY CHEF 8L0G SITE HVYAWY |Migvway
) ” : Hgpowary | L)

o v Y | gy 1| READY. X CONCRETE ORIVER [READY-MOX CONCRETE DRVER [
. Hghway |

Ready to Match. Once you have your list populated, click on one that does not have a Match and
choose your Craft List (here we are using the FHWA) then choose Craft Name and Save. Repeat this
step as many times necessary to match all Crafts.

Add Craft Match

Choose your Craft List
Choose Craft Name and
save

1 Be sure when you choose Craft List, then Craft
Name that you Save.

Proceed and repeat process to Match all.
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Once Subcontractors have completed their certified payroll as well as the FHWA Additional Data Entry
you can run your 1391/1392 reports (see REPORTS section of this manual).

ADD/EDIT REC. ACT EMP. TYPE

The Recovery Act / HUD and other reports may require reporting of hours worked and amount paid for
crafts that are not prevailing wage craft. This information can be input by the contractor against the
employee types specified here. Different organizations will have different types of employees. As an
example, hospitals will have nurses and school districts will have teachers. You define your own list
here.

Projects | Certifications || Violations ” Reports | Admin || eDocuments ‘ Set Up
| i ]

Add/Edit Employee Type Edit Mode!

Select Employee Type

| v
Enter Employee Type
l

Enter Percent of Employee funded by This Project

[ cancel |[ save |[ Reset |

After initial setup of these types are complete, they should not be changed. You may add an employee
type at any time. If you must change something that has been setup contact support to help evaluate
the impact on data already entered.

Projects ]! Certifications V Violations " Reports 1} Admin ” eDocuments | SetUp

Add/Edit Employee Type Edit Mode}
Select Employee Type
[Direct Support (Engineers, PM, Office, Foremen) V|

Enter Employee Type
[Direct Support (Engineers, PM, Office, Foremen) |

Enter Percent of Employee funded by This Project
(10000 |

B oo || update || Reset |

ADD/EDIT DEPARTMENTS

We included the directions for Adding /Editing Departments at the beginning of the Department
Settings section.

eDocuments Set Up | Dashboards |

Administrative Setup

Add/Edit Projects Add/Edit Admin Logins Add/Edit Departments
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Departments cannot be deleted once a project has been assigned. To delete a department, you will
need to edit the Add/Edit Projects section and reassign any project under the department you wish to
delete to another department.

CALIFORNIA STATE PROJECTS

Default Department [ edit ||| Delete
Dual-Funded Projects edit ||| Delete |
HUD (FEDERAL PROJECTS) edit ||| Delete

HWY - ROADS & BRIDGES (ORWA)|| Edit ||| Delete

MINNESOTA - State Projects Edit ||| Delete

WORK ORDERS

The administrator can designate a project as a work order project and define the work orders. Since
the continual entry of new work orders may be operationally awkward, the Prime Contractor is
permitted to enter work orders also.

Designate a Project for Work Orders

For work orders to be available for a project the project must be designated a work order project during
the project setup.

Add/Edit Project

To add a new project enter information and save. To edit an existing project, select it from the list first.

Filter Project Selection

[ HUD_JANUARY STREET HOUSING UPGRADES xv |

"

Project Name
HUD_JANUARY STREET HOUSING UPGRADES

Project Code * Status Federal-aid Project ID Department
01202015_AM [HUD (FEDERAL PROJECTS) M

Project Description / Scope of Work [l Recovery Act Project

p PT—— ; - [J Require DUNS Number . L
g?ari?]%er:sgto Low Cost housing project - interior/All; exterior/roofs, gutters < Reguire o | | Check if Pro]ect is to use Work Orders. I
[[1 1391/1392 Project?

Percentage of funds Narrative Description of Jobs

attributable to ARRA Created or Saved Project Control ID

Budget * % Complete  Revised Contract Amount General Wage Decision MNew Hire Days Forecasted/Projected Hours
500000.00 0.00 0.00 0.00

Work Order Validation Rule

A validation rule exists to ensure uploaded data has work order information.

VAL 27 Validates for Work Order [ID in payroll record when project requires Work Orders. YES NOTICE ENFORCE
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Define a Work Order

Admin or Prime Contractor may define the work orders. Simply go to SETUP | Add / Edit Work Order
to open the form below.

- To create a new Work Order. a) Select a Project. b) Enter at least a Work Order ID and Title. ¢) Click on the Save button
- To edit a Work Order. a) Select a Project and a Work Order from the list. b) Make changes. ¢} Click on the Save button.

Select Project
|HUD_JANUARY STREET HOUSING UPGRADES Vh—
Select Work Order to Edit

Select your Project

v Type in a new work order ID to create a
Wark Order ID { new work order.
[ooo3 T
Title
[Sites 1-25 |
Budget Status
10000 m_l Status choices are Open or Closed '
Address 1
(5728 Main ]
Address 2

|| All fields may be filled out.

City State ZIP At this time only required
[Springfield | [or | [o7a78 ] fields are:
Description Work Order ID
|5mas 1 1o 25, interior demolition & clean out ‘ Status

_l Clear Form || Cancel H Save

Contractor Submittal of Work Order Information

Prime Contractors

Prime contractors can define work orders, instructions to enter are the same as Administrator.

All Contractors

The contractor submittal of work order information is simple. They simply select the work order
appropriate on the payroll entry form. The work order information appears on the Certified Payroll
Report grouped by work order.

Select the Work Order appropriate. System

Week End Date:  7/52014 Contractor | Will not allow saving of payroll record
Project HUD_JANUARY STREET HOUSING UPGRADES ~ SubTo: | Without this selection.
Employee: WEBB. KYLE Contract Id:
[ Is Foreman Is Owner/Operator Work Order. * — Required
0001
Gross Employee ~ Wages PaidinLieu  Gross Pay Al These fields are Ht{_lelds (Usually No Fringes) Rate in Lieu of
Pay This Project of Fringes (Total Projects Doz Fringes (Cash
(Usually No Cash Fringes) Base Overtime Doubletime Fninges)
Fringes) Hourly Hourly Hourly
600.000 0.000 600.000 15.000 22.500 30.000 0.000

Hours Worked Each Day for This Project Only

Fringes / Contributions paid to others (not employee) for This Project Only (Rate Times the # of Hours Worked)

Deductions, Payments and Notes (For All Projects Worked This Week)
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NAME, ADDRESS, 55N, DRIVER'S \FORK
LICENSE, ETHENICITY, GENDER CLASSIFICATION, HOURS WORKED EACH DAY
LOCATION AND TYPE
WEEB, KYLE ASBESTOS REMOVAL
LABORER / ASBESTOS PO I - I
901 RIDGEVIEW ; BEMOVAL AREAB/ 67014 |630014  |TL14 7214 713114 7414
HEALDSBURG, CA 95448 2 | Ty Resdan s|M | T |w |TH|E
xxxn-xx-3938 =
8.00 800 | 800
WO: 0001 S
0 |OF. - DESCHUTES, CROOK. H °
WD: OR_01292015 D
All or Part of Fringes Paid to Employes: NO Vacation. Holidav and Dues in Gross Pav: NO
Voluntary Confributions in Gross Pay: NO
WEEB, KYLE ASBESTOS REMOVAL
LABORER / ASBESTOS . - 217 L 713/ T4
001 RIDGEVIEW % | REMOVAL LARORER sREAB/ 62014 |s3014 [711s [T204 [TEs |Tans
HEALDSBURG, CA 05448 2 | Tpe Residental s | M T w TH F
soorxx-3038 3
8.00 [ 8.00
WO: 0002 S
0 |OF. - DESCHUTES. CROOK. H o
WD: OR_01292015 D
All or Part of Fringes Paid to Employes: NO Vacation. Holidav and Dues in Gross Pav: NO

Vohmtary Contributions in Gross Pay: NO
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PROJECTS TAB

LCPtracker provides Users the ability to view and modify all existing Projects, define Contractors,
assign and un-assign Contractors to and or from Projects, review the labor input for each contractor on
each project, and manage the compliance issues associated with any Project/Contractor. Each step is
described in this manual.

The Projects Tab is strictly informative

1 Admin Notices Sign up for No Charge Web Based Training and displays all Active Projects.

Open Projects
Froject Name Start Date End Date

[Panorama Trail Location

100A44 Webster Location 12/01/2012
1234 Metropolis (CA & Fed Jurisdictions) 10/01/2012
12345 ARRA Test Project

34543534 29574 - DHED HEATING & WEATHERIZATION JOC SBI EHAP - ZONE 2 SOUTH OF 74TH ST.|08/01/2012 | 05/01/2014 | 01/01/2012
345586-RA Airport Reconstruction 10/01/2011 |01/01/2014

7654101C BRIDGE RETROFIT M-15 PROJECT 01/01/2012 |06/01/2014|12/01/2011
AHT06187-LK | TERMINAL D Housing Rebuild 01/01/2014 |03/01/2016

CN-225101 HIGHWAY 101 RESURFACING__FROM LOS ANGELES TO SANTA BARBARA 09/01/2011 |11/30/2013
FB-NCIS-23364 | Fort Bliss Replacement Hospital 01/01/2014

Page 1 2

The first screen to display for the Organization is the Projects screen. The Projects will display only
Active projects, and does not show and Closed or Suspended Projects.

This list will also grow and shrink as the Organizations’ needs change. The list helps the User to see
the overall picture of how many projects they are managing with LCP.

The list of Projects will also be user specific and so the list may be different depending on the user
rights given to each Admin or Prime Approver and what projects they have been assigned to view.

The screen is read only; you cannot add, modify or delete a Project from this screen. Project
management processes are found under the Set Up menu item. To open the Set Up menu, click the
Set Up button from the main menu toolbar.
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CERTIFICATIONS TAB

The CERTIFICATION TAB is where all Certified Payrolls can be viewed. Any user with the appropriate
user rights, can also now change the different status menus from this screen. This is usually the
Process Status, Accept Status and Final Status.

You can also filter the CPRs you are looking at based on these status values.

Depariment [(anDgy B
Froject
[ o cioced

| Fort Bliss Replscement Hospitsl x v
| Accept Status is the main item used to

Contractor |
SunTo |Gunln;n(||]‘. Once filters are changed communicate with Contractors on the status
or date range entered, __oftheirpayroll.
click on Load Data Selecting "Rejected” or "Permit Edit" will
send an email to the Contractor.
Procass Status Accept Status 3
= [eeteett | ¥

There are 47 cestification records found for the above seleciion.

Confract!D  WeekEnd PayroliNo  Performing?  Submitted Process Status Select A

[ Detet= | |aMERICANPAVING  |Fort Biiss Replacement Hospits! PFCL Canstruction 1672016 28 YES 3222018 [u] Details
[ Delete | Fort Biiss Hospital FCL Gonstruction 232018 321 YES 12852018 [Cartified  v] [m} “Eubmiﬂnd V] | Details
[ Delete | |AMERICANPAVING | Fort Biiss Replacement Hospits! FCL Construction 11812018 320 YES 17202018 [Certified _v] O |etmitzd ¥ | Details
Delete Fort Biss Hospits! FCL Construction 01272015 300 YES 01202015 PDF [Certified  v| [m} “m\ | Details
Deleta | AMERICAN PAVING Fort Bliss Replacement Hospital FCL Construction 502016 260 YES 5/8/2015 PDF [} Euhmmgd ~] | No ¥| |Detsis
Delete Fort Bliss Hospitsl FCL Ganstruction 6212015 268 YES 5/52015 PDF [m} 682015 | Details
Deleta | AMERICAN PAVING Fort Bliss Replacement Hospitsl PCL Construction 412015 254 YES 41232015 PDF Certified v O |[accerteD v] 6232015 | Detsils
il ——— — L = = ==y ] I ==

DELETE CPR BUTTON

This button provides the ability to delete a CPR and all associated payroll records. Use with caution.
On certain circumstances, the occasional need to delete CPR is useful. You will be asked to confirm
the deletion prior to it being deleted off the system.

PROCESS STATUS

The Process Status function provides you with the ability to check in and set the status of all certified
payrolls that have been submitted to you. This function can be set correctly by clicking on the drop
down arrow. It is designed to provide the ability to track various review steps that might be involved in
the administrating a prevailing wage program. Process Status values can be:

o CERTIFIED (default on submittal by contractor)

e PENDING- for contractor's response or documents

o RECEIVED- already in database

e VALIDATED-viewed by administrator

o VIOLATION-underpayment, training funds contributions, apprentices registered, etc...
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Process Stafus Accept Status

Al Process Statuses [ Select Al | [ Accagt Selected |
ove selection.

2ct ID Week End Payroll Mo Performing?

Submitted ‘View CPR Process Status §

M 11 You have the ability to filter by Process Status as well. |'| RECETVED |
VALIDATED
MY VIOLATION
The options for what each selection on the Process PENDING
NY . . . . . 3302007 3 YES B182007 PDF Certified
Status means, is subjective in comparison to the “—I |
A Accept Status filter that has set actions. WEEIW | SY e e [Certiied V]
MY 482007 4 2] 1/26/2008 PFDF VALIDATED v

ACCEPT STATUS

The Accept Status was designed to provide a fast way to REJECT or ACCEPT a CPR independent of
the Process Status. For example, there may be a VIOLATION on the submitted CPR and it is
REJECTED.

Accept Status values can be:

o SUBMITTED (default and appears once the payroll has been certified by contractor)

o RESUBMITTED (value auto-assigned by system when contractor resubmits a CPR)

e UPDATED (value auto-assigned by system when a CPR has had a payroll # or Final status
change by contractor but no major payroll changes)

e ACCEPTED (does not send an email to contractor)

e PERMIT EDIT (sends an email to contractor by default)

e REJECTED (sends an email to contractor by default)

You as an administrator can request LCPtracker to send an e-mail when the Accept Status changes.
(Default setting is automatically to send e-mail) You can also specify if a copy of the e-mail goes to the
Prime Contractor. (Default setting is e-mail).

If the Accept Status is set to REJECTED, then an Admin Notice is created and the contractor
automatically emailed by default. The CPR is flagged for the contractor as rejected. A special message
in RED is displayed to the contractor on login that REJECTED CPRs exists.

The Permit Edit Status is used when the time allotted to the contractor to edit a submitted CPR expires.
The PERMIT EDIT setting will allow them to edit and will automatically send the contractor an email
letting them know the action has taken place.

The amount of time in which a contractor is allowed to edit a CPR on their own accord, is set by the
number of days chosen in the Department Settings for your database. After this number of days has
passed, the system will lock the payroll for editing and this PERMIT EDIT status has to be selected in
order to allow the contractor to make any edits.

Once the payroll has been unlocked for editing, the contractor now has the chosen number of days (in
the Department Settings feature) to make their corrections before the system will lock the payroll for
editing again.
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This function allows the administrator to change the FINAL status of a CPR quickly without having to
get the contractor to do it and go through the entire edit re-submittal process. Your internal procedures
as an administrator will determine if this function is useful to you.

It is typically recommended, though, that the changes to the Final status of a payroll be done by the
contractor on their own as they are putting their eSignature to their certified payroll. There are cases
when a contractor cannot be reached to make changes on their own and so this Final Status filter can
then be utilized by the Administrator to make any corrections needed.

VIEW DETAILS

The “View details” link provides a view of the data associated with the CPR, like the entire history of the
payroll from the time it has been initially submitted into the system.

It allows you to enter Administrator Comments, view various versions of the CPR report if it has been
edited and resubmitted more than once, as well as view any associated emails, or Admin Notices that
were sent via the system about the payroll, for example, if it has been Rejected. The Administrator
Comments are not visible to the Contractor.
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Project Code  TE54101C The Process and Accept Status can be
Project Name BRIDGE RETROFITM-15FRO)  changed here as well as on the main
Corifacior B SHMERICAN PAURIC Certifications table.

Confract ID

Sub To PARKER CONTRACTING

Week End Dats View Froject Wage Datssheet

lucezSiahe T LT |2 ¥~ The payroll # and Final status
Accept Status Pedorming  YES / can also be changed here as

Person Submitting  Christina Magel Final well.
Employees Interviewsd This Week i

UPDATIMNG FRINGE INFO
Confracior Notes

Caonfidential Admin Comments

| save || Cancel || Add Notice | [ Hide Closed Motices This section
Administrator Notices Shn‘_ws any Adn_'""

Motice Type | Motice Tide | Motice Date Status Cresated By Action MNotices sent, like

REJECTION | Rejection Motice| 51372015 | MEW | christina:fmiadmin Edit Closs Resend To Case| | payroll Rejections

REJECTION | Rejection Motice| 428/2015 |NEW |cnagel@lcptracker com | Edit Closs Resend To Case| | OF Permit Edits.

Certification Details
Submitted Date | Stafus View CPR

1116/2015 Cartified View

: This section displays an audit
AGEMS  |[Supemeded history of the CPR, giving
51272015 Superseded PDF's of all versions submitted.

Total

FR.E]'W" -1 Employess: 1

Taotal

You can change the Process Status, Accept Status, and Final Status from this screen also.
Administrator Notices are created automatically by LCPtracker when a payroll is REJECTED or an
apprentice is REJECTED.

You as the administrator can create your own administrative notice types. For example, you may want
an administrative notice requesting explanation of OTHER deductions for a specific employee.

VIOLATIONS

Any Notices or Warnings that exist when the Contractor submits the CPR are listed in the Violations
form. Administrators can review these potential violations, take action, or delete as needed.
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Project

| All Projects v |
Contractor

| All Contractors v |
ﬁub To | Contract ID )
| All Assignments v |

[] Hide APPRENTICE NOT FOUND waming messages [ Show only APPRENTICE NOT FOUND waming messages

EES

From Date To Date

Load Data

There are no violations for current selections.

PAYROLL NOTICE PROCESSING OPTIONS

Notices that are active when a Contractor submits a CPR become potential violations for the
administrator. These “violations” are listed in the violation tab. During set-up you have options on how
violations are created from notices to contractors: (See Validation Set-up)

The Violations screen displays the current potential violations from all the Contractors and all the
Projects. These are only potential violations at this stage. Because this list can become very long it is
best to specify the Project and the Contractor then Load Data. As the administrator you can delete the
violation or you can view the violation.
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REPORTS TAB

Many useful reports have been developed by LCPtracker for use by administrators for a variety of
purposes. A thorough review of the reports is recommended for administrators and a standard webinar
class is offered by LCPtracker to educate new and existing users on some of the most-often used
reports. There are many filters that can further modify most reports that administrative users find
useful. Additional reports are being developed on an ongoing basis.

Try the reports to see what is on them in detail. Many of them have filters that allow you to restrict the
report to one Project and/or one Contractor. Other filters on reports may exist as appropriate to the
report.
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ADMIN TAB

The Admin tab provides access to a collection of tools designed to support the Labor Compliance
administrative process.

| Projects Certifications Violations Reports eDocuments SetUp

Project Administration
Edit Employees Log Paper CPR
FHWA 1391 Additional Data Entry

EDIT EMPLOYEES

The Edit Employee function can be performed under ADMIN tab, by clicking on the Edit Employees
button. Administrators can edit employee data to reflect:

e Approve apprentice- The Approve Apprentice part of the Edit Employee screen provides the
ability for the administrator to approve apprentices. The Contractor enters the Apprentice ID,
Apprentice Rate Percentage, and the Apprentice Registration Date. You as the Administrator
can enter the Approved Date, Expiration Date and Registration Date. The system will record
the User ID of the person who approved the apprentice. You can use this feature in
conjunction with the eDocuments feature to upload apprentice certificates.

e Set geographic location- You as the administrator can assign employees to a geographic area
of the city under the Admin tab; scroll down to the bottom of the page. You can select a Ward
or City Council area, a defined community area, or a project area. Project areas may be
overlapping so an employee can be assigned to several areas.

SITE VISITS

Under Admin tab, Site Visits: The on-site interview capability allows you to record details about the on-
site interview. This module can be used in the field with a wireless PDA for direct input to LCPtracker.
Or, it can be used to record the field interview after the fact. Basic checks are made between the field
interview and the CPR report for the week of the interview. The On-Site Interview report flags any
discrepancies between the two sets of data.
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This page can be used for employees already in the data base or for employees new to the site. The
light blue highlighted area is for capturing the name of an employee not in the system. Enter the
employee name and last 4 digits of the SSN. Then enter the rest of the data beginning with the
classification.

ADMIN NOTICE PROCESSING

Under Admin tab, Admin Notice Processing . Select Contractor, Project, Notice Type, From date, to
date, notice status; then click Load Data to process all notices. The check box if selected will only
show active notices in the system.

Send A Notice

You can send a notice to a contractor directly from the database by clicking on the ADMIN/
ADMINISTRATOR NOTICE PROCESSING/Add Admin Notices.

To send a notice:

Select the Contractor

Select the Project.

Select a specific CPR date (optional)

Enter a case number (optional-for your tracking purposes)

Enter a Notice Title

Select the Notice Type from the drop down list

Enter the Notice Message (Optional-we recommend you enter your notations in this field)
Enter an administrator note that is not visible to the contractor

Click SAVE

© o Nk wWDNRE

The NOTICE is then sent to the Contractor and copied to the General Contractor if specified in the set
up.

The Contractor receives the e-mail and the notice appears in the ADMINISTRATOR NOTICE section of
the Contractor’s login.

Track A Notice
To Track Notices, which is located under Admin tab, click on Admin Notice Processing to edit notices.

Administrator actions available are:

o Edit Admin Notice: This allows full edit capabilities of the admin notices such as adding a time
stamped message in edit Notice Message, and to add Confidential Admin Notes. A direct link
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exists to view the associated CPR. After edits were performed, you will need to Re-send the
Notice to contractor.

e Close Admin Notice: Closing an Admin Notice changes its status to close.

e Re-send Admin Notice: System will re-send the Notice via e-mail to contractor in addition to
previous one sent.

e To Case for Admin Notice: Sending an Admin Notice “To Case” opens the edit screen so you
can enter a Case Number and sets the status to “TO CASE”; for tracking purpose.

LOG PAPER CPRS
Under Admin tab, select Log Paper CPR to keep track of manual payroll reports.

Manual Payroll Tracking

A - Select Parameters to " Search for” or "Create™ a Record

1- Select a project
|Annie Olivene Park v|

2- Select a contractor

D Gooede Inc.

3- Select a week end date

@| Reset Form || Search |

B - Create [ Edit Record
Project Week End

Caontractor

Certification Status  Performing week? Record Type (Prime or Admin) Date received Validated by Accept Status
v| [vEs V] | | | | [accerTED v

Motes (125 char. max.)

A 9

[ TR
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