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ADMINISTRATOR USER MANUAL

Here at LCPtracker (Labor Compliance Program Tracker), we are aware that using a prevailing
wage software may be a new undertaking for many Awarding Bodies/Agencies as well as Prime
Contractors and Subcontractors. We have designed this guide to explain what LCPtracker is
used for, how to setup your database, and how to start using the software. The setup within
LCPtracker is typically handled by an Awarding Body/Agency or a Prime Contractor.
Throughout this guide we will reference the “Admin” as the entity that works with LCPtracker to
configure the database settings and manages the database going forward after initial setup. (It
is understood that a Prime Contractor may also be an “Admin”.)

LCPtracker has been in business since 2001, and we are constantly changing to better suit your
labor compliance needs. LCPtracker is used by over 500 clients, including Government
Agencies and Prime Contractors.

LCPtracker is an online, cloud-based software company that provides users with the proper
tools to easily ensure that each contractor is meeting prevailing wage guidelines as well as to
easily create the detailed reports that can be required by agencies like the United States Army
Corp of Engineers (USACE) or the Federal Highway Administration (FHWA).

Whether it is Davis-Bacon laws that are set by the United States Department of Labor (USDOL),
California prevailing wages set by the Department of Industrial Relations (DIR), or any other
labor laws set by a specific state or local government agency, LCPtracker makes it easy to
guarantee that every Contractor is compliant.

HOW DOES LCPTRACKER WORK?

The LCPtracker service is a paperless, online system of entering Certified Payroll Reports
(CPRs). Payroll data may be entered directly into the system or uploaded from major
construction accounting systems or payroll programs. This service eliminates the need for
Contractors to submit paper documents and forms while providing an online database that
stores all CPRs.

All contract-specific wage rates, fringe rates and worker crafts/classifications are online within
the system, and Contractors may then select craft/classifications from a drop-down menu.
Potential errors in wage rates or work classification entries are flagged to Contractors
preemptively, allowing them to correct data prior to submittal. (This is contingent on how you as
the Agency/Admin set up your database specific validations.) Once the Contractor submits their
CPR, an electronic version will be available, and you as the Admin will have access to a
multitude of Workforce reports using the data submitted by the Contractor/Subcontractor.
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Once you have purchased the LCPtracker software, an Implementation Project Manager or
Account Manager will work with your team to assist you with setting up the database to handle
your specific requirements. This guide is designed to provide both an instruction manual and a
reference manual for the use of the LCPtracker database system.

TABLE OF CONTENTS

For ease of use, below is an available table of contents for navigation through this document.
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LOGIN PROCESS

Access to LCPtracker will be granted to the main contact provided when purchasing the
software. This user will be sent an email letting them know they can now access LCPtracker
with their username and temporary password provided in the email. The Agency/Admin will
then be able to add additional users and the appropriate roles for database access. The
following URL: www.lcptracker.net is how the Agency/Admin, as well as Contractors, will access
LCPtracker once access is granted.

When accessing LCPtracker, the preferred web This is the list of LCPtracker's supported
browsers for best results are Microsoft® Edge, Google

browsers:
Chrome, Firefox, or Opera e G e O

Microsoft® Internet Explorer is no longer a supported internet
browser.

Adobe® PDF reader should also be installed on your computer. Depending on your settings,
pop-ups may be blocked. Itis our recommendation to add https://prod.lcptracker.net/ to
your safe/exceptions list.

After logging in to www.Icptracker.net, T

enter your User ID and Password, then L@tracker
click “Sign In”. Please ensure that you do
not share your password with anyone o DGO EGEREEHET.
including LCPtracker when accessing our -
support team.

Note: if you should forget your password,
the system gives you five (5) attempts
before you are locked out for thirty
minutes. Please click “Forgot Password?”
BEFORE the 5th login attempt.

FORGOT PASSWORD

If you have forgotten what your password is, you can reset your password very quickly. On the
login screen, click on “Forgot Password?”. You will need to enter your User ID and email
address and then click “Submit”.

Once you have submitted this form, you will —rm 21y
receive a system generated email. Within | 1 Ciams
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the email, you can click on the link to direct you to the reset password page, or you may
copy/paste the link into your browser.

After you have clicked on the link you will be asked to type in your new password twice and then
save password.

Password Rules: Must be at least six (6) characters long and contain at least one lowercase
letter and one uppercase letter.

It is our recommendation that you extend your password length to at least eight (8) characters
long and include the above requirement as well as a number and one special character.

Now that you have reset your password, you can go back to the LCPtracker login screen and
log in with your new password.

ANNOUNCEMENT PAGE

An announcement page may appear e
once you have logged into LCPtracker. ey

Thl s | s use d t o no tl fy Sy S t em U sers o f Our Support Department will be closed on Tuesday, January 1st in observance of tie New Year
scheduled maintenance or to announce
a new feature within the system.

We will resume our normal business hours on Wednesday, January 2, 2019 at 5:00 am PST.
Wishing you and your families a joyous holiday season!
Sincerely,

LCPtracker

Once you have read the notice, click Ok =

and proceed to your CPR entry.

CONTRACT COMPLIANCE HYPERLINK

For those that are LCPtracker and B2GNow users, the CONTRACT COMPLIANCE hyperlink will
automatically take you to the B2GNow login, as long as such has been defined.

Only if applicable, some users will see this hyperlink at the top of their LCPtracker screen, upon
logging in.

Contract Compliance 71 User Portal Training Matenals Support Live Chat
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CONTACTING LCPTRACKER SUPPORT

Once you have logged into LCPtracker, the navigation menu bar at the top of the screen will
assist you with contacting our support team.

. User Portal Training Materials Live Chat ‘

There are three (3) ways to contact the LCPtracker Support team, Monday through Friday, from
5:00 am PST until 5:30pm PST:

1. Phone: 714-669-0052 option 4; or
2. Email: Support@LCPtracker.com; or
3. Live Chat

The Co-Browse button is a feature that can be activated by you and a Support team member
with a code to allow our team to see your screen. During a Co-Browse session, our team will
only be able to see the LCPtracker Webpage and are unable to see personally identifiable
information (PIl) contained within LCPtracker.

If you prefer to call in, instead of waiting on hold, you are now able to leave your number and
one of our Support team members will call you back.

When sending an email or chat, we ask that you include the following information to allow us to
better assist you.

e Your Company Name

e Your User ID

e Your Name and Phone Number

e What the Issue is — please be a specific as possible so we can re-create the issue

TRAINING MATERIALS / TRAINING CLASSES

Complete and full training support is offered directly to Administrators and Contractors by
LCPtracker for any technical questions on the use of the software.

Users may access the various options for training after receiving a User ID and password.
Training documents are available within our “Training Materials” button on the home page or
additional trainings can be accessed through the “Projects” tab by clicking on “Watch Now”.

. User Portal Training Materials Live Chat
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Projects Certifications Violations Reports Admin eDocuments Set Up

0 Admin Notices Need training? Check out our on-demand training_videos! BN Oo (R L (41

When clicking on the “Watch Now” button, select the Administrator “Watch Now” button. You will

then click on the “Watch Now” button and can do the On-Demand Training which are available
Anytime, Anywhere!

An Admin has multiple trainings resources they can access. These On-Demand trainings
include; Admin Overview Training, Admin Reports Training, Admin Wage Data Training, and the
Prime Approver Training, should you have this module turned on and require this training.

ll_@t -— Admin Overview Training
rac|

This class offers a condensed look into the Administrator
LCPtracker Training Classes role in LCPtracker. We'll go over project setup, contractor

setup, departmentfvalidation settings, eDocument setup

Administrator and review, violations, and CPR review.

Watch Now Watch Now
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The “Set Up” navigation tab provides access to the various account setup functions that are
available. Depending on the assigned Admin User Role you have, this will define the
capabilities and security rights available to you. For more information on the various Admin user
roles, see Administrator Logins under Training Materials.

Navigate to the “Set Up” tab.

Projects ‘ Ceriifications ‘ Violations Reports Admin eDocuments | Set Up I

Each of the following activities will be explained in the proceeding pages.

a
%
§

Add/Edit Projects Add/Edit eDocument Types Add/Edit Certification Type

Contractor Setup Add/Edit eDocument Templates Add/Edit Certifying Agency

Department Settings Add/Edit Notice Type Reports Setup

Validation Settings Add/Edit Minimum Wage Demographic Setup

Change Password Add/Edit Craft List Project Groups

Client Information Add/Remove Craft Match Project Types

Prevailing Wage Setup Add/Edit Rec. Act Emp. Type Project PLA Types

Geographic Area Types Add/Edit Departiments Set Project Goal Amounts

Add/Edit Geographic Areas Add/Edit Work Order

Add/Edit Admin Logins ZIP Codes Setup

Note: depending on the access provided by the database Administrator, you may not have all
the above listed buttons available to you.

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).

ADD/EDIT PROJECTS

When adding a new project, the fields flagged with a red asterisk are required before the entry
can be saved. All other fields are optional. Once you have completed your entry, click “Save”.
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To edit your project information, choose the project from the drop-down menu, edit the
information, and click “Save”. After the initial project setup, you will not be able to change the
“‘Budget” amount. To do so, email support@lcptracker.com and they will be able to assist you
with your written request.

If you are using B2GNow to sync your projects over to LCPtracker, please reference the B2G
Sync Instructions guide under training materials which explains the steps you need to take.

I View B2G Sync Instructions How to sync your B2G and LCPtracker accounts [01/2021] Document I

Note: when syncing over from B2Gnow, it is imperative that after you have synced over your
project, the Project Code field should NEVER get modified.

Tips:

e Double click the center of any blue section to expand all sections.
e Double click again to collapse all sections.
e Single click to open/close each section separately.

HUD Section

®  [Estimated Completion Date imated Start Date

iige 1o Proceed Date Pre Censtruction Date Pre Jéb Date Award Date
[ G—*r‘-l

Section 3 Goals

Misc Settings

= Pmoject Contact
Double click the center of the first

Laber Compliance | Prevailing Wage expandable section and all will expand.
Administrator Phone Number *

Repeat to close all sections OR you may
Email Address * e click individual sections to expand and/or

close them individually.

The Agency/Admin would complete the project setup by navigating through the required fields
below highlighted in yellow.

The GIEBA highlighted field is a requirement for projects located within the state of California
ONLY and requires checks against CA state prevailing wages.
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lmp User Portal [IRICIT TS Support Live Chat

LG-LCPTRACKER DEMO DATABASE chanac account

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

| selecta project to edit v |
Project Name *
Project Code * Status Federal-aid Project ID D ® Group Name Type Name
|Select Department V| [Select a Group V| [Select a Type V|
Project Description / Scope of Work [ Recovery Act Project
[[J Require DUNS Number
[[J Require Work Orders DIR ProjectiD/Local Registration # State of NV PWP #
[J 139111392 Project?
Percentage of funds Narrative Description of Jobs
attributable to ARRA Created or Saved Project Control ID NV State Construction Type
v
Budget * % Complete Revised Contract Amount General Wage Decision New Hire Days Forecasted/Projected Hours
0.00 o 0 0.00
Address 1 Address 2
City State Zip Code
NE - NEBRASKA v
Jurisdictions * Locations *
Select Jurisdictions = Select Locations
HUD Section
Funding Sources
‘ ~ Dates
Prevailing Wage Lock-in Date *  Estimated Completion Date - Estimated Start Date

Pre Bid Date Notice to Proceed Date Pre Construction Date Pre Job Date Award Date

Section 3 Goals

Misc Settings

‘ + Project Contact

Labor Compliance / Prevailing Wage
Administrator * Phone Number *

Email Address * Fax Number

Goal Assignment

Goal Report

EEO Report

Project Labor Summary Report

7 Assign Prevailing Wage

The following information will explain the required fields highlighted above.

e Project Name — This field identifies the project that is being entered. You may choose to
repeat the project code in front of the project name if your contractors identify the project
more by the code.

e Project Code — This field should be a unique identified code for each project. The project
list will sort by the project code. Please note when using B2Gnow that the project code
cannot be modified after the project sync.
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Department — This is a feature that can be used if you have various types of projects.
The LCPtracker Implementation Project Manager or Account Manager will help explain
the benefit to utilizing different departments.
Budget — The awarded contract amount should be entered in this budget field. If you
made a mistake during your entry, you would need to reach out to
support@|cptracker.com and include the following:
o Project Name
o Current dollar amount listed in Budget field for the above noted project
o The new dollar amount requested for the above noted project
o Reason for this requested change
Jurisdiction — The jurisdiction is typically setup to be equivalent to the type of funding for
your project. If you have a new type of project with different funding, i.e., state prevailing
vs federal prevailing, you will need to fill out the Jurisdiction/Location Request Form
located within the Training Materials to have a new one entered.
o Jurisdiction: Dual/Multiple Funded Projects
Selecting two or more Jurisdictions will prompt the "Default Jurisdiction to Show
First on CPRs" box. You can choose which jurisdiction craft/classification is listed
first on your certified payroll reports.

Jurisgictions * Locations * Default Jurisdiction to Show First on CPRs
3 of 4 selected *  Select Locations ~ | Select Default Jurisdiction  «

» HUD Section |

-1
Select Default Jurisdiction

Section 3 Funding Type California
) HUD Project v| Federal - AE LCPtracker

Federal Identification Program Name State - AE LCPtracker gram Code

Location — The location will typically be the county where the work will be performed. For
California projects, the locations will already be pre-loaded. Any other locations will need
to be requested by filling out the Jurisdiction/Location Request Form located within the
Training Materials.

Prevailing Wage Lock-in Date — This date is sometimes referred to as the Bid
Advertisement Date or the Bid Opening Date. The date entered here is what date locked
the wages into your particular project.

Bid Advertisement Date — Some accounts located within the state of California may
require this field be entered and other date fields.

Project Contact section — This section requires name, phone number and email address
of the Labor Compliance/Prevailing Wage Administrator. It may also be the Prime
Approver if using that functionality. The information entered here will be visible to the
Contractor on their landing page.

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

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.

After you have saved your project, depending on your contract terms, you may see that your
project status is set to “Suspended”. To activate your project, go to the projects tab and click on
“Pay Now” to initiate the invoice. Once you have clicked on the box for your project you want to
activate, you should be able to create the invoice then click the x button to take you back to your
projects page. Your project should now show active. If you have problems, please reach out to
support@Ilcptracker.com for assistance.

CONTRACTOR / SUBCONTRACTOR SETUP

The contractor/subcontractor setup process has two steps.

e The first step is to setup the contractor if they do not already exist.***
e The second step is to assign the contractor to the project(s).

Add/Edit Contractors

Step 1: Contractor Setup > Add/Edit Subcontractors

The Add/Edit Contractor screen allows the Agency/Admin to enter a contractor that will be
working on their project(s) and submitting certified payroll records (CPRs) for review.

‘ Projects H Certifications H Violations H Reports H Admin H eDocuments ‘ Set Up

Contractor Sefup

Add/Edit Contractors 4——-@
Contractor Assignment

*** Before adding your contractor, ask if they are a current user.

e If so, ask them for their exact User ID that they currently use to log into the LCPtracker
system. This is to prevent them from having to use multiple user IDs for different
accounts.
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e If not, continue with entering their contractor license, or ten-digit phone number.

You will still move forward with setting up this company as a “new” account under the database
you are working in. Enter their current User ID in the “Contractor License No. or 10-digit
Phone Number” field. The system will then automatically link their accounts for them.

Note: the field labeled “Contractor License No. or 10-digit Phone Number” becomes the end
users User ID.

Add or Edit Contractor Information IAdd 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 -- hd |

| Select a contractor to edit ... v |

Company Name (Contractor) *

Federal Tax ID Number D-U-N-S Number PWCR Number

Contractor License No. or 10-digit Phone Number *  Contractor License Expiring Date
or Current User ID ;

Contractor License (To Display on Certified Payroll) *

To add a contractor, enter the name, and all the relevant information as required during the
database setup. The fields marked with a red asterisk will be required before saving a
contractor entry.

To edit a contractor, select the Contractor name from the drop down. Generally, the
administrator only enters the prime contractor information, and the prime contractor enters their
subcontractors, and the subcontractors enter their lower tiered subs, etc.

We have highlighted the minimal fields to save the contractor setup although additional fields
can be set as a requirement. An LCPtracker Implementation Project Manager or Account
Manager goes through a series of questions to set these requirements when a new database is
created for a client.
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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

[-- Al Departments —- ~| We have highlighted what the system requires in
order to save the contractor setup. You may fill

Select a contractor to edit .. v in additional fields if you wish.

Company Name (Contractor) Your account may have further requirements
based on the Account Setup meeting with your

Federal Tax ID Number D-U-N-S Number Prnject Manager @ LCPtracker.

Contractor License No. or 10-digit Phone Number *  Contractor Liceny ‘Once all required fields are entered, Save.

Contractor License (To Display on Certified Payroll)
Insurance Certificate Number  Specialty License Number Local Business (City) License

Motor Carrier Permit Number  Worker's Compensation Policy Number

Union Status Contractor License No. or 10-digit Phone Number

[ section 3 Business

[J Non-Construction Contractor field vs.
[C] centractors 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 add number on the CPRs.

Address 1 * Address 2

City * State = ZIP Code *

The Contact E-mail field information should be the contractor’s main user of LCPtracker. It is
important that this entry is correct, prior to saving, as LCPtracker is designed to communicate
with system users through this email address. This should be the person responsible for
handling certified payrolls for that contractor.

The following fields that have the red asterisk R
are already fulfilled with the entry made and do
not need to be changed unless the specific Phone Number * Contact Fax
situation requires an override. Please contact
your LCPtracker Implementation Project Contact E-Mail * (Login information will be sent to this email address)
Manager or Account Manager before making
changes.

The Standard Hours per Day field provides
. Standard Hours Per Day *  Standard Work Week Hours *
an override value for that contractor only to 0.000 40.000

the hours set in the prevailing wage table. For
example, the prevailing wage table says that 8 hours per day is the standard workday, but a
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contractor has been approved 10 hours per day /agreement. The “Standard Hours per Day”
field could be set to 10.

Notice enforcement is a setting that only
Administrators can make that overrides the
settings made in the Set UP under Validation
settings. Please contact your LCPtracker
Implementation Project Manager or Account
Manager before changing this setting as this will

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

Pay dateis 7  calendar days after week end date.

Motice enforcement *

have an effect on how the system runs the validations.

Administrator Settings for Owner/Operator

Contractor Status [] Use Overtime Round Factor for Payroll Validation Click here to obtain a free D-U-N-5 number
[] Owner Operator s S LU LU e s hitp:/fedgov.dnb.com/webform/displayHomePage.do

User ID

Owner operators are treated in various ways in LCPtracker —

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

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

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

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

They are required to report as subcontractors but report only payroll dollars for project;
They are treated as special employees but report only payroll dollars for project;

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

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

They are treated as special employees but submit a blank payroll record.

Administrators can set which combination of reporting above they want to do. The
Agency/Admin will set their requirement at the department settings page.

The business certfiations

section is a way to collect if the | Certfication* Certifying Agency * Issued Date _ Expiration Date
contractor has a business =
certification such as DBE, LBE,
WBE, MWBE, etc., as well as a
the certifying agency where the
contractor acquired the

|Select Certification V| |Se|ect Certifying Agency V|

Notes

Add Certification

| Cancel || Reset Form || Save |

certificate.
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The drop-down list available for certifications and certifying agencies is configurable by the

database Admin under Setup.

Cerification * Certifying Agency * Issued Date Expiration Date

If business certifications are set as a required [setect Certiication ] Select Certifying Agency '
field, even if the contractor does NOT have a =
business certification, you will still be required to

select None and Not Available and click “Add B T
Certification”.

[ Cancel | [ Reset rorm | [5ave |

This information entered will be displayed on the Contractor Report.

P
Once you have completed your entry, click Save. | cancel || Reset Form((| save

You will receive a pop-up telling you “Contractor has been sent an Results a8
email notifying them. Don’t forget to assign this Contractor to Conttactor has b t —
ontractor has been sent an emaill noutying

project”. You will now move to step 2 of the contractor setup. ihom: Boriftometl assin S conlincior g
project.

LCPtracker will automatically email the subcontractor their User ID and
Temporary Password.

Step 2: Contractor Setup > Contractor Assignment

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

| Projects H Certifications H Violations H Reporis H Admin H eDocuments

Contractor Setup

Add/Edit Contractors

Contractor Assignment Step 2

The next step after you have setup your contractors/subcontractors in the system is to assign
them to the project(s).

Contractor Assignment Setup

Y Filters

Department Project Contractor

All Departments T ‘ ‘ Select Project T ‘ ‘ Select Contractor

Help

- Select a department, project, and contractor to load assignments.
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You will start by assigning your prime contractor to the project. To do this, first select the
department and project. Once you have entered that, you will see the project in the lower left
side of your screen.

Contractor Assignment Setup

Y Filters

Department Project Contractor

Default Department. v ‘ ‘ Emergecy Wall Repairs x> | ‘ All Contractors

@ Expand All & Collapse All Help

Emergecy Wall Repairs +

Hover over the project and you will see a green + sign. Click the + and a new entry page will
appear to the right.

Department: Default Department

Select the Contractor you wish to Project: Emergecy Wall Rapairs
Date Assigned: 03/23/2020
assign as the Prime. The
Contract ID field will be a Contractor * ‘/
mandatory field to complete. . :
ContractID Responsibility Code Contract Amount
" . $
You may see additional fields that
Start Date * End Date
have a red asterisk. These fields & &
will be required to complete Notes
before you can save your entry.
You may choose to enter
information in the fields even if
they are not required. [ cancer [ save |

Once you have completed your entry, click on Save.

After you have completed your entry, you will now see the Prime listed under your project.

Department: Default Depariment
Project: Emergecy Wall Repairs
Date Assigned: 03/23/2020

Contractor *

Mormont Builders x o

Contract ID * Responsibility Code Contract Amount

2020-001 $

Start Date * End Date

04/01/2020 =] ]

® Expand All B Collapse All

Notes

w Emergecy Wall Repairs

| Mormont Builders | 2020-001 Prime

Save

20

Phone: 714-669-0052 Email: info@lcptracker.com Web: lcptracker.com Address: 117 E. Chapman Ave. Orange, CA 92866




:ﬁ:LCPtracker

Repeat this step for all the subcontractors and lower tiered subcontractors that will be working
on the project.

@ Expand All & Collapse All

w Emergecy Wall Repairs

| Mommont Builders | 2020-001  Prime IDIB’ b 4

Select a department — Select the department that is assigned to the project.

Select a project — You need to choose the project that you are assigning your
Contractor/Subcontractor to.

Assign Contractor using + or x - Click on the + to add a subcontractor or x to delete an
assignment.

Contractor to be assigned — Choose the Subcontractor you need to assign to the project as your
subcontractor. This is usually the subcontractor you just set up in the system. Some, however,
are already in the system and you just need to assign them to the project as your subcontractor.

Contract ID — The Contract ID is the contract number between you and the subcontractor. This
field will help the subcontractor identify the contract to enter payrolls for if that contractor has
multiple accounts under one project. If you do not have a Contract ID or numbering system, you
will still need to assign a contract ID for each subcontractor. The number does not need to be
unique unless the same subcontractor has two or more contracts within the same project.

Responsibility Code — Optional field, some Admins will require this information. Typically used
with an USACE project.

Contract Amount — Optional field, some Admins may want this information. This is the amount of
the contract between you and your subcontractor.

Start Date — The date that your subcontractor is starting work on the project. This field can be
changed after the initial save has been done. The Late CPR Summary report utilizes this field
for later CPR reporting.

End Date — Optional field, some Admins may want this information.

Notes — Optional field, some Admins may want this information, or you may choose to add your
own notes.
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After you have entered all required information, be sure to click Save. Your subcontractor will
now be sent a second email informing them they have been assigned to a project.

NoReply8 @ Lois Goeser
LCPtracker — New project assignment.

You have received this e-mail because your company LCP TEST SUB has been assigned to project Test for LCP 2 by either your prime contractor or by the Labor Compliance Program administrator for CITY OF ROCHESTER, NY.
You will see the project Test for LCP 2 listed on the Projects form the next time you logon to LCPtracker.

Set your browser to allow pop-ups from “Icptracker.net”.

User 1D: 121212

Best regards,

LCPtracker Support Team

You will see the saved contractor assignment listed in the Contractor Assignment Setup screen.

Contractor Assignment Setup

Y Filters

Department Project Contractor

Default Department M | ‘ Emergecy Wall Repairs x v | | All Contractors

@B Expand All E Collapse All Help

~ Emergecy Wall Repairs

~ || Morment Builders | 2020-001 Prime

[ Umber Masonary | 1

DEPARTMENT SETTINGS

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 Implementation Project Manager or Account Manager with LCPtracker would be able to
explain this more during the original database configuration meeting when the account was
originally set up. For those that are new or 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) under the Set Up navigation tab and click the Add/Edit
Departments.
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‘- Projects ‘ Certifications H Violations ‘ Reporis H Admin H eDocuments .

Add/Edit Projects

Add/Edit eDocument Types Add/Edit Certification Type

Contractor Setup Add/Edit eDocument Templates Add/Edit Certifying Agency

Department Settings Add/Edit Notice Type Reports Setup

validation Settings Add/Edit Minimum Wage Demographic Setup

Change Password Add/Edit Craft List Project Groups

Client Information Add/Remove Craft Maich Project Types

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

Add/Edit Deparimenis

Add/Edit Work Order

Project PLA Types

Geographic Area Types Set Project Goal Amounts

Add/Edit Geographic Areas

Add/Edit Admin Logins ZIP Codes Setup

You will see the Default Department that is in the system. You should NEVER 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.

Add/Edit Departments
Department Edit Delete Clone
Default Department | Edit ||[ pelate ||| clone |

When creating Departments, the name (what you want

to name your department), contact name and email pame -

address are required fields to save and create a Fonkict -

department. kel

If you have already setup your default department or A(_’dmz

another department name for a previous type of project, ™

it is recommended to use the “Clone” button to copy =

over the settings which will save you time with your prene -
Email *

setup.
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Department Settings
Department settings can be set differently per department.
These settings where carefully considered when you originally /
set up the database account. We will walk through the setup Department Edit  Dekte  Clone
information, but it is our recommendation to first consult with Defoull Beparment L edt | [ oetete |[ clone |

. . State Prevailing Wage Projects|| Edit ||| petete ||| clone |
LCPtracker before making any changes to your settings.

[ Projects ‘ Certifications H Violations ‘ RE[JDITS ” Admin H eDocuments
C o seny |

When first setting up a database, the following default settings will show. An LCPtracker
Implementation Project Manager or Account Manager will go through a series of questions to
determine the changes that will be made to your Department Settings based on your needs.

Note: the following screen shots are the default settings and should ALWAYS be updated for
each individual department.
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Top Section

Bottom Section

Department Settings
Department
uploa

g
o ACCEPTED

ledgement

re for Contractors (When using this setting, LCP recommends using the "Default” Fringe Display Format for CPRs below)

ge Look Ups?
O Use Wage Look Up (Change only if recommended)
ata List (Change only if recommended. Changing without consultation with LCPracker could disable your access to wage rates data.)

Standard Hours Per Day  12.00

Performing CPR Form Type

CPR Defaults

Show Name
Show Address

() Show Phone Number on CPRs?

Show Driver's License Number

Show Driver's License State

Show Ethnicity

Show Gender

Show Employee ID

() Show Employee Date of Hire

) Show if Employee is Section 3

[ Show Contracter Federal Tax ID#

() Show Coniract ID on CPR

() Show Contracter Status (Prime or Subcontractor)
Show Owner/Operator Status

() Show Business Ouner Status

() Show Hours Worked on All Projects

() Show YTD Accumulated Sick Pay Hours
() Total Resident Hours On CPRs?

() Show 3 Digits Decimal On CPR?

[ Show DIR ProjectiD/Local Registration #
() Show State of NV PWP #

Show Employee SSN | Show full SSN A

50 Type
Non-P::wm SOC Type /%\ Fringes Display Format
CPR Edit Time 365 Cpr Title Override

Ovmer Operator Setings [ ]

Health Percent 20

Emp Std Hrs .00

When accessing Department Settings, the default Department will show “Default Settings®. It is
important to ALWAYS change this selection to an actual department name before making any
changes even if you decide to only use “Default Department”.

Department Settings
ENENELE -- Default Settings —
Default Department
State Prevailing Wage Projects

The “Select the logo to upload” section is only visible to an LCPtracker Implementation Project
Manager or Account Manager. If needed, this allows you to add a different logo that you want
displayed on the certified payroll reports (CPRs). You may create a separate database for a

joint venture and want to use the logo that is different than the logo uploaded to the database.

INELEL gt - Default Settings -
Default Department

Select the logo to upload:

Browse...

Following is an explanation for each of the items listed within the Top Section of the Department
Settings.

If the box is Checked = Yes/On and un-checked = No/Off.

E-mail Certification Rejection Notices? — Do you want the system to send an email to
subcontractors when you reject CPRs?

Enforce eDocument Requirements? — 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.

25

Phone: 714-669-0052 Email: info@lcptracker.com Web: lcptracker.com Address: 117 E. Chapman Ave. Orange, CA 92866




:ﬁ:LCPtracker

Send Primes E-Mail Notices? — If you want your Primes to receive system generated emails
when rejecting a subcontractor’s CPRs.

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 subcontractor
when submitting Additional Data Entry.

Require Start Dates on Contractor Assignments? — Adds a red asterisk (required field) to the
contractor/subcontractor start date field when assigning them to a project. This field is used with
the Late CPR Summary report to help identify late CPRs.

Require Responsibility Code on Contractor Assignments — 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.

Require Contract ID on Contractor Assignments — The Contract ID is the contract number
between you and the subcontractor. This helps the contractor identify which contract to enter
payrolls for when there are multiple contracts on the same project.

Require Contract Amount on Contractor Assignments — Ability to collect the contract amount for
each contractor/subcontractor assigned to the project. Checking the box will make this a
required entry.

Require Payroll Payment Date — If checked, contractors will be required to enter the payroll
payment date for the CPR they are saving and certifying.

Do not allow CPR Export until Prime Approver accepts CPR — This feature is only available if
the Prime Approver module is turned on. This is typically used only in California. Having this
checked will require the Prime Approver to approve the CPR before the contractor can export
the data for their upload requirement to the DIR (if applicable).

Do not allow CPR Export until Administrator accepts CPR — This feature is typically used in
California. Having this checked will require the Admin/Agency to accept the CPR before the
contractor can export the data for their upload requirement to the DIR (if applicable).

Prevailing Wage Lock-In (do not allow project wage data changes) — This setting is not shown in
all databases. Only available if the Admin wants to turn on the functionality to lock wages after
assigning them to the project. This will prevent anyone other than a full admin from making
changes.

Do not allow CPR edit after status changed to ACCEPTED — Once a CPR has been certified
and the Agency/Admin has changed the status to “Accepted”, the contractor no longer has the
ability to make any changes. They will need to reach out to the Agency/Admin and request to
have the CPR status changed to “Permit Edit” to allow changes.
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Enable Subcontractor Certification Acknowledgement — This turns on an additional step for all
lower tiered subcontractors (not required of prime contractors). They will be asked “Did your
company employ Subcontractors on the project this week?” Yes or No. This information will
then be available to the Agency/Admin using the Subcontractor Acknowledgement Report.

Subcontractor Acknowledgement Report
LG-LCPTRACKER DEMO DATABASE

l chtracher

Date Range: 1/1/2018 - 5/26/2019

Report Date: 5/24/2019

|F'rojecl Name |Contrﬂctor |Phone Number Week End Date | Payroll Number |2nd Tier Subs |Additiona| Notes

Certified By Date

Choice Ohio Housing | K5 Construction 7184605809
162019 1

11372019 2
site

Report Filtered By Week End Date

92/2018 1 Lois G
Lois Goeser
I had ABC Landscaping on | Lois Goeser

12/4/2018
211272019
5(24/2019

Page 1 of 1

Disable the Payroll Calculate Fringes Feature for Contractors (When using this setting, LCP
recommends using the “Default” Fringe Display Format for CPRs below) — This feature is not
widely used. Please speak with an LCPtracker Implementation Project Manager or Account
Manager before turning on. Typically, only used when not all fringe boxes are able to be

counted towards meeting the total prevailing wage rate.

Use Issue Dates for Prevailing Wage Look Ups? — Will force the system to look at the most
recent issue date PRIOR to the week-end date of the CPR. It is recommended to ALWAYS have

this box checked to be turned on.

Use Expiration Dates in Prevailing Wage Look Up (Change only if recommended) — This may
not show in your database as it is not turned on for all databases. If available, this looks at the
expiration date for prevailing wages and does not allow a contractor to select Do you want the

system to send an email to subcontractors when you reject CPRs?

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) — Created specifically
for accounts that have wages maintained at the master level typically by the LCPtracker wage
team. DO NOT MAKE CHANGES TO THIS SETTING WITHOUT CONSULTING WITH YOUR

LCPTRACKER IMPLEMENTATION PROJECT

Standard Hours Per Day 12.00

MANAGER OR ACCOUNT MANAGER FIRST.

Performing CPR Form Type | -- Default Setting --

v

S0C Type | Default

v

The following are settings regarding standard hours Non-Perform SOC Type | Default

. . CPR Edit Time 365
for your funding type, the Statement of Compliance Ouner peratr Stings. |
required, Owner Operator settings and the number Health Percent 20

Emp StdH .
of days you allow a contractor to make changes to e e

their CPR.

Standard Hours Per Day — This is the hours an employee can work in a day before double-time

kicks in. If you do not have this rule, then 24 = null. See Validation 12b
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Performing CPR Form Type — This selection will only appear if a custom CPR form type has
been added to your database.

SOC Type — The standard Statement of Compliance (SOC) setting for this is “Fringe Payment
Check Boxes” which is the standard WH347 SOC requiring that the contractor check either the
4a or 4b checkbox for how fringes were paid before the system will allow them to certify their
payroll. Leaving this as Default will not allow the contractor to select. If your project requires a
custom SOC, please contact your LCPtracker Implementation Project Manager or Account
Manager.

Non-Perform SOC Type — The standard setting for this is “Fringe Payment Check Boxes” which
is the standard WH347 SOC allowing the contractor to check either the 4a or 4b checkbox for
how fringes were paid. For non-performing SOCs, the contractor can certify without checking
one of the two checkboxes.

Does not allow for the contractor to select. et
(a) WHERE FRINGE BENEFITS ARE PAID TO APPROVED PLANS, FUNDS OR PROGRAMS
1 X - in addition to the basic hourly wage rates paid to each laborer or mechanic listed in the above referenced payroll,
BOth bOXeS a re a Uto m atl Ca I Iy Se | eCted : -payments of fringe benefits as listed in the contract have been or will be made to appropriate programs for the benefit
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 has been paid, as indicated on the payroll, an
So C Type | DEfa UIt amount not less than the sum of the applicable basic hourly wage rate plus the amount of the required fringe benefits
as listed in the contract, except as noted in Section 4(c) below.
Non-Perform SOC Type |Defau|t

(4) That:

(a) WHERE FRINGE BENEFITS ARE PAID TO APPROVED PLANS, FUNDS OR PROGRAMS
Allows for the contractor to select.

..l ~in addition to the basic hourly wage rates paid to each laborer or mechanic listed in the above rd

T T except as noted in section 4(c) below.
SOC Type |Fringe Payment Check Boxes
Non-Perform SOC Type | Fringe Payment Check Boxes (b) WHERE FRINGE BENEFITS ARE PAID IN CASH
] - Each laberer or mechanic listed in the above referenced payroll has been paid, as indicated on

except as noted in Section 4(c) below.

CPR Edit Time — This is the amount of time
you will allow the contractors to edit their CPRs if

. Owmer Operator Settings
needed. If you are using the above feature, “Do Y_HOURS-N_DOLLARS
not allow CPR edit after status changed to E—:gﬂgg::—ggﬁﬂﬁg
ACCEPTED”, the amount of time entered here N_HOURS-N_DOLLARS
may not apply once the Agency/Admin accepts T
the payroll.

Owner Operator Settings — The Agency/Admin can set this to what they require to be collected
for an owner operator trucking company. The options are:

Health Percent — This was specifically created for one Agency. While the default number states
20; this is only ON if validation 28 is turned on. Please contact LCPtracker if you want more
information.

Emp Std Hrs — This is the hours an employee can work in a day before overtime kicks in. If you
do not have this rule, then 24 = null. See Validation 11b
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Emp Week Hrs — This is the hours an employee can work in a week before overtime kicks in.
Default is set to 40.

The following information will go through the Bottom Section of the Department settings.

This will be the information that appears on the CPRs when your subcontractors view/print.
While you may collect specific information regarding the employees on the project, you can
choose to only show some of that information on the CPR when they view/print. For example,
you may require the full SSN be collected but only choose to show the last 4 digits on the CPR.

If you do not have the system set to require the pertinent information, then it will only show if the
subcontractor happens to enter it. It is our recommendation to configure your database to collect
more information than not enough in the event that you need to report on specific information at

a later time.
CPR Default Settings Response
Show employee name Yes No
Show employee address Yes No
Show employee phone number Yes No
Show employee driver's license number Yes No
Show employee driver's license state Yes No
Show employee ethnicity Yes No
Show employee gender Yes No
Show employee 1D Yes No
Show employee date of hire Yes No
Show if employee is Section 3 Yes No
Show contractor federal tax ID# Yes No
Show contract ID on CPR Yes No
Show contractor status (prime or subcontractor) Yes No
Show Owner/Operator status Yes No
Show Business Owner status Yes No
Show hours worked on all projects **see below Yes No
Show YTD accumulated sick pay hours **see below Yes No
Show resident hours on CPR **see below Yes No
Show 3 digits decimal on CPR Yes No
Show DIR Project ID/Local Registration # Yes No
Show State of NV PWP # Yes No
Yes No
Show employee SSN Full Last Four
Fringe benefit display **see below Default Minimal Extended

** see below will give you more information regarding this setting.
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The above section will NOT set the requirement but only be where you select what you want to
show on the CPR.

Show hours worked on all projects — If an Agency/Admin requires the contractor to show hours
worked all projects, this will be a manual entry by the contractor for hours worked all projects.

+ Hours Worked Each Day for This Project Only
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total Hours
10/21/2019  10/22/2019 10/23/2019 10/24/2019 10/25/2019 10/26/2019 10/27/2019
Regular Time 2.00 2.00 2.00 2.00 2.00 0.00 0.00 10.00
Overtime at1.5  0.00 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 0.00
Total 2.00 2.00 2.00 2.00 2.00 0.00 0.00 10.00
Total Hours All 10.00
Projects Worked

Show YTD accumulated sick pay hours — If the project is a Davis Bacon Act (DBA) project and
has the requirement to adhere to Executive Order 13706, Paid Sick Leave, the Agency/Admin
may turn on the following functionality. They would also need validation 66 turned on. This
value would then show on the CPR as well as the Paid Sick Leave Accrual Report.

~ Hours Worked Each Day for This Project Only
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total Hours
10/29/2018  10/30/2018  10/31/2018  11/1/2018 11/2/2018 11/3/2018 11/4/2018
Regular Time  8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
Overtime at 1.5 0.00 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 0.00
Total 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
YTD 1.00
Accumulated
Sick Pay Hrs
| Removed Info R [ - — :{%‘.}
Show resident hours on CPR — If the Agency/Admin has one ||.... A - - -
city they want to show city residence hours for, that city I
would get entered under Set Up >> Client Information >>
enter the specified city. Once this feature is turned on, the ,,,.,%‘ == T
CPR will show the hours for city and non-city residence e I i
based on the city entered for the employee address and the o R
city entered within the client information page. =
Removed Info = S o |snomn ven | o
Frp— ; oDl e T M - ulr [v]m ]rx7 s | s w::
Note: this city cannot be changed by project. The city - o= e
entered would be for the whole database. TR e
Resident City is pulled from the City name listed | |
TOTAL STANDARD HOURS 1200 under Set Up == Client Information == City
Clty Resigent Totals for: Cloveland entered |
m:y,:::::: r:., Shows hours for city and non-city resident based

on employee's address and the City listed above
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Fringe Benefit Display examples are as follows:

Default

Project Name: Project Nocs
‘Project Code | Contrast #/ FIN: A10050
Al 24,2019

Pams 1of3
l chtracker WEEKLY CERTIFIED PAYROLL REPORTING FORM

'NAME OF CONTRACTOR -5 Comatruction . nos e
Prime ‘FEONE: TI:S03808 Elko Conmty ! 410090 / Project Naca
EMALL: Igoosarilpirackes com
Prime
I FOR WEEK ENDING: (4072019 SELFANSURED CERTIFICATE No. WACE DECTSION: NVI70077T
PAYROLLYa. T i 'WORKERS COMP FOLICY <
[ NAME. ADDRESS, S5 DEIVERS TOTAL | BASE GROSS AMOUNT
LICENSE, ETHNICTTY, GRNDER. ESOURS WORKED EACH DAY BOURS | HOURLY EARNED DEDUCTION . CONTRIBUTION AND BAYMENTS
RATE
ToU, s, e
el e o o e e ok Tox | Secwd | Mt | SeeE | LoiToa | O Sizgs
10200 Alder T = e RATE 1500
T ™ | F | s | s | mamer | oFm
14 200.00 2000]__soncal el isane I sonnnl P
Aloacparue, M 711 - o " = )
XX s ' - Teer Beth | Pemm | tewim | Tmne | Ao
we| . i || el Helder
CAUCASIAN = p— a a0
Mo - [ 0ol mm 200 1600 (] a0
e e
AT ex Part of Fringss Paidto Exopicry kg 7o piry
Date of Hire: 312019 1250
[T [ oo an
OTHER DEDUCTHON NOTES: Child Suppest
| TOTAL STANDARD HOURS © 40 i TOTAL 2007 HOURS: L GRAND TOTAL HOURS: 400
Project Name: 1403 lmprovasmsas
‘Project Code / Contract #/ FIN: 1036-13210
& Seprambaz 07, 2018
2
tracker WEEKLY CERTIFIED PAYROLL REPORTING FORM
YAME OF CONTRACTOR Joms' Gane Comraceing CONTRACTORS LICENGE Ne. TIR2527556 PROTECT LOCATION/ CODE /NAME
Sub To: K5 Comsiruction SPECIALTY LICENSE No. 5/ 1036-L03210 1405 Inprovecmets
FEDERAL TAX ID%:
Subcontractor to K5 Construction
FOR WEEK ENDING: 0012017 MOTOR CARKIER PERMIT No UNION  SELF-DNSURED CERTIFICATE No.
PAYROLL ¥o. 1 s o Vaica
SUBMITTED ON: Septacsbs 0 WORKERS' COMP. POLICY
MAME ADDRESS, 55N, DRIVER'S WORE tora | mas GROSS AMOUNT
. CLASSIFICATION. HOURS WORKED EACK DAY souRs | HOURLY EamNED
LOCATION ANT TYPE ate
KINNISGHTZKE. EMILY ELECTRICIAN /500D An1 e | e
o [T s fwasnr prons [samar poonr snny (e | movms | ROURSC | ppg au Pt T | S| Metewe | STe bt S et ek
16995 014 Pusblo R g bl e mROECT | pRoCTS Secusin Dot o
1 w Fols | s | meomer w .
Fomtain, CO 80817 & M1 ™ 10.00 1000 500 500 0.00 000 3000 | DD
a2 2 - s | voof 100 200 —
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_— Vacation, Hobiday aud Daes ia Grose Pay: NO
Wi ncibusion: a Gross Fay: MO olo
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PAYROLL NG 1 SUBMITTED ON: Felrwary 07, 2018 Uien,
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Validations are the mathematical and logical data checks that are performed on all the payroll
data entered in LCPtracker system. Many checks are made on the payroll data when entered to
ensure accurate data is captured correctly. The Validation Settings feature provides a way for
the Administrator to control exactly what checks are made on payroll data, how this information
is presented to the contractors, and how the Certification/Submittal process is controlled.

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 > Validation Settings. For any questions prior to making
changes to your validations, please contact your LCPtracker Implementation Project Manager or
Account Manager.

Validation settings may be set by Department and/or Jurisdiction. The Department feature is a
way you can group by Organizational Department, Funding Source, Project Managers, etc. 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:

- When benéefits are calculated as a percent of wages paid and overtime is worked;

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

- When overtime rate is not 1.5 times base rate of when double time rate is not 2.0 times base
rate and overtime is worked.

Any other unusual or unique rules for calculating benefits and/or overtime may or may not be
adequately checked by LCPtracker. If you have such unusual rules, please check with
LCPtracker Staff to confirm LCPtracker’ s ability to check the rules.
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Validation Controls

The Administrator can control four aspects of each validation. An explanation of how these
controls work is presented below. Note: if a control setting is changed, then a payroll record that
had an existing NOTICE or WARNING must be edited and saved so the new settings can be
applied to the payroll record.

Dopariment TS N

ion |- Default Settings -- V|
Date d
Code Perform Validation? Motice / Waming Enforce at Certification? Display Order &/ Allow Jurisdiction/Dep Overrides? ed
VAL_1a [NoTicE v|  [ENFORCE V| 1 1102014 t
Only the "Default Settings" screen has the ability to choose to allow Jurisdiction .
[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 Cenrtification? Display Order |
VAL_la [NOTICE ~| [ENFORCE v| 1
|
cancel | N |
[E=u)

Perform Validation

YES/NO — controls if validation is done.

Notice / Warning

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

A WARNING and ALERT 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 is 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

Enforce — Enforce will force notices to be cleared before certification.

Alert — Alert will only warn of the existence of notices when certifying and will be displayed to
the admin user under the Violations Tab.

33

Phone: 714-669-0052 Email: info@lcptracker.com Web: lcptracker.com Address: 117 E. Chapman Ave. Orange, CA 92866




:ﬁ:LCPtracker

Hide — Hide will hide the warning or notice from the contractor and will not notify them when
they enter/certify their payroll, but it will be displayed in administrator violations navigation tab;
now the administrator is the first person to see the notice/warning generated.

Discard — Discard will only warn of the existence of notices/warnings when certifying and will
NOT be displayed to the administrator under their Violations navigation tab. This option is very
seldom used.

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

Validation Overrides/Exceptions

If you wish to allow a contractor, with special circumstances, to have a different setting on a
certain validation check, you may create what is called a validation override.

To create overrides, click the ‘Add’ button in the top right. You will get a pop-up window to enter
your information. Make the appropriate choices. First, start with the validation code you want to
make the exception for. You will then continue with what change you want to make to the
current setting for your specific contractor. To perform the validation, select Yes and to turn off
the validation completely, select No. The Notice or Warning selection is the type of enforcement
to run at time of Certification. Next, the Applicable For? is the contractor this override will be
applicable to. Lastly, you can enter the display order to either show up top or move this to the
bottom by selecting a high number. If you are using Departments, you will need to decide if you
will Allow Jurisdiction/Departments to override.

Validation
Code

1 VAL_1a

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

Validation Description

fChecks that basic hourly rate has a value (blue field)

Perform
Validation Warmning Certification

YES

Notice/  Enforceat  Applicable
To

NOTICE ENFORCE

2 VAL_1b

Checks that the value of the stated basic hourly rate is at least the
prevailing wage hourly rate.

YES

3 VAL_2a

Checks that the overtime hourly rate has a value if overtime hours exist
(blue field)

YES

NOTICE ENFORCE

4 VAL_2b

Checks that the stated value of the overtime hourly rate is at least the
prevailing wage overtime hourly rate.

YES

| Add |
NOTICE  |ENFORCE ‘
[ et |

noj The 'Add' button allows you to specify Validation -‘

4 VAL_2c

Checks that the value of the hourly overtime rate is the same or higher
than the amount posted for the total overtime rate entered into the
prevailing wage table.

YES

Rule setting by contractor.
NOY You will get a pop up screen where you can create

5 VAL 3a

Checks that the double time hourly rate has a value if double time hours

YES

an override for specific contractor.

Perform Notice / Enforce at 3 Display i} Allow Jurisdiction/Department
Code Validation? Warning Certification? Applicable For? Order Qverrides? =
hotee v [Eworcey] | <
1 VAL_8 m&gml;wm amount has a value (note a value of zero s |ye g NOTICE ENFORCE
—

34

Phone: 714-669-0052 Email: info@lcptracker.com Web: lcptracker.com Address: 117 E. Chapman Ave. Orange, CA 92866




:ﬁ:LCPtracker

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.

Prime Approver Validation Settings

If you have chosen to use the Prime Approver module for your database, you will see an
additional column in your validation settings. A Full Admin can hide validations from a Prime
Approver by selecting yes on the desired validation. Please note this is not a commonly used
feature.

Validation Settings

Department[ - Default Settings — be \

Jurisdiction l — Default Seftings — ¥

Display  Validation
‘Orde a

-

Validation Description i "f";’:‘ S| Notice:

5 @

€ AL_1b Checks that the value of the stated basichol . Perform Validation? Notice /Warning ~Enforcs at Certification? Display Order ¥ Allow Jurisdiction/Department Overrides? = o)
3 VAL_2a Checks that the overtime hourly rate hasav  ya|_1a NOTICE V| |ENFORCE Vv 1 ¥ Allow Prime Approver to view Notices? NO Edit
4 vallon | SibdE s e R E R e e e YES. Edit

. Cancel | Update
ok rt e vao ot hnry cvaims [ concel | upcate | _
5 ke total overtime rate entered into the prevailing . . . . . » NO

Validation Explanations

For a detailed explanation regarding each validation within LCPtracker, please reference the
“Validation Settings” document under Training Materials >> Administrator Support Documents
>> Validation Settings.

| Training Materials | [ET S ae: Live Chat

‘ Administrator Support Documents

View Validation Settings
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The client information is typically the Main LG-LCPTRACKER DEMO DATABASE cruomrcuus

Administrator or Contact for the account/agency.
This should be updated if you have an internal
change. This data is used on standard reports such LG LCPTRACKER DEMO DATABASE

as the HUD 60002 in the system. Some of the Lot Gosser

information will be entered when the database has o serGicptrackarcom

been created. It is our recommendation to ensure phone 5 Fax

the full address is entered as the City is used with B

the Show resident hours on CPR functionality. The Address 2

Org./Client Name entered will be what is showing as oy

the database name. Once you have entered your ST m

organization data, click Save.

PREVAILING WAGE SETUP

LCPtracker has been designed two different ways as it pertains to prevailing wages loaded in
the system. The first way is strictly for the State of California prevailing wages, which are
maintained by LCPtracker. The second way are for all other databases with local, state, and/or
federal prevailing wages that are not using the State of California wage rates.

When a new database is created in LCPtracker, your Implementation Project Manager or
Account Manager will setup your Jurisdiction, Location (County), and Construction Type based
on the prevailing wages that will be assigned to your project. The client will need to submit a
copy of the General Wage Decision, which modification number applicable and the
issue/publication dates for the wages that will need to be entered. With the purchase of your
database, typically the first four hours of wage entry by our Wage Data Team will be free of
charge. If the wage determination is larger and requires more time than what is allocated in
your contract, your LCPtracker Implementation Project Manager or Account Manager will
discuss the options available to you.

While some Agencies may choose to pay LCPtracker for continued data entry of new or
additional information, most Administrators take over the procedure. It is our recommendation if
your project has state prevailing wages that update regularly, to speak with your account

manager regarding a yearly cost proposal for wage WASHINGTON DEMO DATABASE chance sccount
malntenance. | Projects H Certifications ’ Violations H Reporis
Note: think of a Jurisdiction as the funding type and a way to Jurisdictions

FHWA

tell the ‘backend’ what rates to look at when checking your
subcontractors’ payrolls. If an Agency has both federal and
state prevailing projects, you should then have two -

State - Washington DD |NO
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Jurisdictions created. The typical naming convention would be; State Prevailing Wages —
Database Name and Federal Prevailing Wages — Database Name.

Some clients may have what are called “Dually Funded” projects. For these types of projects,
the system must check against two sets of rules and two sets of wages, such as a USDOL

(United States Department of Labor) wage determination and a State, City or Local wage
determination. In these instances, both sets of wage determinations will need to be entered in

LCPtracker.

The project would have two jurisdictions assigned and would
require the Agency/Admin to pick which Jurisdiction to show first on

the CPRs.

Jurisdictions *

|2 of 8 selected

Filter: .~ Checkall 3 Uncheck all

Locations *

Default Jurisdiction to Show First on CPRs *

SAN DIEGO COUNTY - | california

v

Federal Wages - LG Database

Once the project is setup with the dual jurisdictions, the contractor would be required to pick a

craft/classification from both jurisdictions.

LG-LCPTRACKER DEMO DATABASE |l i
| Projects | 1. Payroll Records ‘ 2. Notice: California '
Federal Wages - LG Database A
e —
| BRICKLAYER
Week End Date *
w0 [
O SAN DIEGO COUNTY Apprentice Bricklayer 1
Project "
e [1 |sANDIEGO COUNTY  |Apprentice Brickiayer 2
\ 1-405 Improvements | K5 Construction
E O SAN DIEGO COUNTY Apprentice Bricklayer 3
zw/// | SAN DIEGO COUNTY Apprentice Bricklayer 4
| ABBEY, JOHN oF / O SAN DIEGO COUNTY Apprentice Bricklayer 5
[] SAN DIEGO COUNTY Apprentice Bricklayer 6
Add Classificati G | Next
[ assification || Cancel || Next | [ |SANDIEGO COUNTY  |Apprentice Bricklayer 7
[] SAN DIEGO COUNTY BRICKLAYER
O SAN DIEGO COUNTY MASON FINISHER

Jurisdiction and Location are LCPtracker settings only. After your initial database setup, if you
need an additional Jurisdiction and/or Location, please fill out the request form that is located
under Training Materials >> Administrator Support Documents >> Jurisdiction/Location Request

Form and send to support@lcptracker.com.

Creating a New Master

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

be entered.

The first step is to check the Master that is in the system. To do this, go to Reports >> Special
Reports >> run the Master Wage Data Report. You can compare what is in the system to what
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you need for a new wage decision or modification, etc., and note what needs to be updated
when you create your new Master.

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

Master Wage Data Report

Jurisdiction Federal Wages - LG Database v] Location Elko County v}
Construction Type |Highway v] Wage Deacision |NV180001 v}
i i 0 V] Issue Date 01-01-2018, 01-01-2018 Vw

Export @ 7rue OFalse

WA [ Jors b b [ V[ e B @ &

Jurisdiction Location Type Craft Classification Wage Issue Expire Publication Modificati Basic Fringes Total Overtime Doubletime Training Standard
Decision Date Date Date on Rate Rate Rate Rate Rate Day

Federal Elke County Highway ASBESTO  Heat & Frost Insulator NW180001 14142018 1102100 1M/2018 0 46 960 23100 70.080 53.540 117.020 0.000 3

‘Wages - LG S

Database WORKER

Federal Elko County Highway BRICKLAY Bricklayer NW180001 1142018 1MUZ100  1M2018 0 27.740 8180 35.930 49.800 63.670 0.000 8

‘Wages - LG ER

Database

Federal Elke County Highway BRICKLAY Tile Finisher NW180001 1A42018  1Mi2100  1M/2018 o 20520 8.050 28570 38.830 47050 0.000 3

‘Wages - LG ER

Database

Federal Elko County Highway BRICKLAY Tile Setter NW180001 1142018 1MUZ100  1M2018 0 27.430 6.050 33.480 47.185 60.910 0.000 8

Wages - LG ER

Database

Federal Elko County | Highway CARPENTE Includes Acoustical Celing  NW180001 1A/2018 1772100 1M/2018 0 27.880 13.280 41.260 55.250 68.240 0.000 8

‘Wages - LG R Installation, Drywall Hanging,

Database & Metal stud Installation

Federal Elko County Highway ELECTRICI Electrician NW180001 1142018 1MUZ100  1M2018 0 38.500 16.820 55.320 74570 93.820 0.000 8

Wages - LG AN

Dalabase

Copying Master to Master

To create a new wage data master, we have built a time saver method for this process. Please
refer to the Wage Data Entry Guide located under Training Materials >> Administrator Support
Documents >> Wage Data Entry Guide for step-by-step instructions.

Add/Edit/Copy/Delete Master Wage Data

Now, that you have copied from one master to another, you can go back and Add, Edit, Copy or
Delete 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.

Jurisdiction * Location *
| orReGON v | | orR-LANE xv Highway xv

[General Decision * Modification *
| oR_LaNE-2015 xv| [0 xv

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

Basic Rate Fringes Total Rate ‘Overtime Total Doubletime Total ‘stam...= i~ Issue Date| Expire Date |

[J |OR_LANE-2015 | Highway | AIR TRACK OPERATOR AIR TRACK OPERATOR $32550 |$19.550($52.100 |$48.825 $65.100 8
[ [OR_LANE-2015 |Highway | ASPHALT CONCRETE/CRUSHER PLANT-ON SITE$39.520  |$22400($61.920  |$59.280 $79.040 8
[J|OR_LANE-2015 | Highway | ASPHALT RAKER ASPHALT RAKER $32050 |$19.550($51.600 |$48.075 $64.100 8
[] [OR_LANE-2015 | Highway | BACKHOE/FRONT-END LOADER | BACKHOE/FRONT-END LOADER $39.520 |$22.400($61.920 |$59.280 $79.040 8

You can 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.
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Note: if you use expiration dates in your database and you are adding a new craft/classification
with a new expiration date, it is very important to NOT modify the craft and classification name.

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 record. If you are done, click “Finished”. If not, click “Add
Another”. Repeat these steps as many times as necessary until you are finished.

When deleting craft / classifications, you
may choose to delete individual lines, or
you can select All by clicking the top blue
checkbox for that column.

For more information on Prevailing Wage Setup, please refer to the Wage Data Entry Guide
located under Training Materials >> Administrator Support Documents >> \Wage Data Entry
Guide for step-by-step instructions.

A Full Admin has the ability to “lock”
wages after they have been assignedtoa | =.
project. This prevents anyone other than
a Full Admin from making changes to -
even the project wage data. o

ltems Per Page

| e e e

= T T
L

— |

ssssssssssssssss

Project Wage Data

aaaaaaa

Each project entered into LCPtracker 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 USDOL, 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.

When adding Apprentice craft/classifications, you should ALWAYS add to the Project Wage Data
screen and NOT the Master Wage Data screen.

Assigning Wages to a Project

Once the correct Master Wage Data has been added to system, either by LCPtracker or by you
the Agency/Admin, the wages can now 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.

1. The firstis in the Add/Edit Project screen. You o= Pl by R
will see this button available once you have Tis e atthe bortom o the Add/Ed r"‘*“""""
created and saved your project: oo 0‘07} T
Notes

2. The second place is under the Prevailing Wage
Setup section:

| Save || Assign Prevailing Wage H Cancel ‘

Prevailing Wage Setup

To do this you will click on Set Up >> Prevailing Wage Setup
>> Assign Prevailing Wage button

Both places will take you
to the same screen
where you will assign the
wages to the project.

You will enter the project
and source information
regarding your project

wages, click “Select All” e =
and then Assign Wages o e
to save.

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.
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Projects || Certifications || Violations || Reports || Admin H eDocumen'.I

Administrative Setup

Add/Edit P~ _jccts Add/Edit Admin Logins Add/Edit Departments

" ;.. iling Wage Setup .
 onfractor Setup
|

A ] :
Department Settings Add/Edit Master Wage Data Construction Type

Validation Settings

Copy Master to Master

1. Go to the Set Up navigation tab

A o
Change Password 2. Choose Prevailing Wage Setup
] 3 3. Then Add/Edit Project Wage Data

AQd/Edit Client Informati B Ry

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 specific project. Here you may click “Add Classification”, but it is
also a good practice to add a classification by copying a previous classification.

If you are going to use the “Add Classification” button, 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. If you use the “Copy” button, all this information will populate based on the entry you
are copying.

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. Manually enter in the Craft,
Classification & wages (Doubletime, Training and the Notes section are optional and may not
apply). If you are copying from an existing craft/classification, the box will have all the
information already filled in. Change the information to match what you are entering for your new
craft/classification and click save.

Note: if you are entering an Apprentice, make sure to put the word “Apprentice” in the
Classification field. It is acceptable to put the word “Apprentice” in the Craft field but in order for
the system to recognize the word “Apprentice”, for approval and reporting purposes, its required
that it goes in the classification field, so the system does not get confused when it gathers data
for Apprentice Reports.

Classification s 5 ﬁ Ovrzt;rlne Mit;.m ML":S"’ Issue Date %ﬁ
Highway | ELECTRICIAN Electrician $38.500|$16.820| §55320|  §74.570 593.820|8.00 06/09/2017 |01/0172100
Highway | ELEGTRICIAN Elemd@ﬁwf@ §19250|516.820| 536070  $45695 $55.320(8.00 06/09/2017 | 01/01/2100
Highway | ELECTRICIAN Electrician Apprentice 90% $34650|516.820| §51470|  $68.795 586.120|8.00 06/09/2017 |01/0172100
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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 A
Jurisdiction * Location * ion Type *
[ Federal Wages -LG..._+ | | Eko County « | [ ighway )
General Decision * Modification * |Ensure youare
NV170077 2 entering this
information
Publication Date * Issue Date * Expire Date * according to
6/9/2017  [Ew  e/or017  [FR w2100 [F |vourwage
| determination.
Tl
oins Bothue — Craft/ Classi Details
00 V] %
Craft *
'Add Classification Wages Unlocked ELECTRICIAN
Classification *
4 Records Electrician Apprentice 50%
age 1
i Add your Craft/Classification |- | L Expire
Jurisdiction ation = e Craft \ - ad make sare the mord Total Houre lssueDate P E
Federal Wages -LG |Elko . " Apprentice” is in the
0| Federal W Cany [ Nvi7007 Highway| ASBESTOS WORK !Z'aun:ard Hours Day apprentice” b $117.020|8.00 06/09/2017 0140172100 m Delete
Copy | Edit
Basic Rate Fiinges Tolal Hourly Rate  Training
]| Federat Wages =16 (E:I.f:my NVA70077 Highway| BRICKLAYER 10.250 16.820 36.070 0.000 526570)  $36830 547.090|8.00 06/09/2017|01/01/2100 m Delete
Federal Wages - LG |Elko -
[ |poclerat Goonty | NVI70077 Highway | BRICKLAYER Total Overtime Rate §33480| 47195 560.910(8.00 06/09/2017 0140172100 m
- 45.695
[0 |Federal Wages -LG (E:':I“’"w NV170077 Highway| CARPENTER 541260 855250 $69.240(8.00 0610912017 |01/0172100 E3
Fedoral Wages - LG |Elko |General - Total Doubletime Rate
[ |pecieral Coonty | oo List | Highway| CARPENTER. Lot Do ! s27270)  $34265 $41.260|8.00 owonz015 | owotrz100 | IEET IETH IEEESS
)| Federal Wages -LG (E:I::my NV170077 Highway| ELECTRIGIAN §56320) 74570 593.820|8.00 06/09/2017 0140172100 m
Notes
Fedoral Wages LG _|Elko . oo | =it |
V170077 Highway| ELECTRICIAN 070 635 320(8.00 06092017 | 0110112100
U patabase County L] Enter any notes you would like here o e o Copy e
[ |Federal Wages -LG | Elko NV170077 Highway | ELECTRICIAN §51470|  $68795 $86.120(8.00 06/09/2017 0110112100 m [
Database County 9
T
[ |Federal Wages - LG E':I“’w NV170077 Highway| ELECTRICIAN | Remember to Save ’“ s43430|  857.880 $72.300(8.00 0610912017 | 01/01/2100 m
Fedoral Wages -LG _|Elko -
o[ Goonty  [MVTTOOT7 Highway| ELEVATOR MECH 596831  §130.551 $162271|8.00 06/09/2017 0140112100 E3
0 E‘ﬁ:;'ew’g“'m E‘I“’ o [Nvi7007T Highway | ELEVATOR MECHw j(wess wian o munuisy | ousssvjesrous) §95025|  $126745 $156.4658.00 061092017 |01/012100 | SV BETS BEEED

Once you click save, you will be asked if you want to Add Another
classification or if you are Finished. 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. Type the
information for your next Craft/Classification and rates and save.
Repeat as many times as needed and click Finished.

Step three - Checking to See if the Wages Were Added Successfully

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

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

] e o ‘Highway CARPENTER Includes Acoustical Celing Installation, Drywall Hanging, & Metal stud Installation $27980(513280| $41260|  $55250 569.240(3.00 0610912017 | 0110122100 E3
e (E:I:I?my Added two () Apprentice Levels for Z‘;’;’Sﬁ  coustical Coling Instalation, Drywal Hanging, & Metl stud installaion $13.900($13280| $27.270|  §34265 $41260(8.00 010122015 01/01/2100 m
O Feter g1 a0 e Electrician $38.500(516.820| 955320  §74570 593.820(8.00 0610912017 | 0170112100
0| fofera ages LGBk | |wviroon Highway |ELECTRICIAN Electrician Apprentice 5% $19.250(516.620| $36.070|  $45.695 $55.320(8.00 0610912017 | 0170122100
| Federal Wages -LG EI::.W NV170077 Highway | ELECTRICIAN Electrician Apprentice 0% $34650(516.620| $51.470|  $68.795 $86.1208.00 06/09/2017{01/0172100
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New Jurisdiction &/or Location Request / Definition Process

Agency/Admins may request a new jurisdiction and/or location (county). This would occur when
an Agency or prime contractor gets a new contract in a new area and needs a new Location
created and potentially a new Jurisdiction if it has different funding.

Note: think of a Jurisdiction as the funding type and a way to tell the ‘backend’ what rates to
look at when checking your subcontractors’ payrolls. If an Agency has both federal and state
prevailing projects, you will then have two Jurisdictions
created. The typical naming convention would be; State
Prevailing Wages — Database Name and Federal Prevailing
Wages — Database Name.

WASHINGTON DEMO DATABASE chance account

‘ Projects H Certifications ’ Violations H Reports ‘

Jurisdictions

FHWA

Some clients may have what are called “Dually Funded” State - Washington DD |NO
projects. For these types of projects, the system must check

against two sets of rules and two sets of wages, such as a -
USDOL (United States Department of Labor) wage determination and a State, City or Local
wage determination. In these instances, both sets of wage determinations will need to be
entered in LCPtracker.

The project would have two jurisdictions assigned and would require the Agency/Admin to pick
which Jurisdiction to show first on the CPRs.

Jurisdictions *
|‘2 of 8 selected -

Filter: « Checkall % Uncheck all Locations * Default Jurisdiction to Show First on CPRs *
r . SAN DIEGO COUNTY v ‘ California v
|‘ /! california ‘ . - s

Federal Wages - LG Database

Once the project is setup with the dual T
jurisdictions, the contractor would be Isptracker
. i L i LG-LCPTRACKER DEMO DATABASE
required to pick a craft/classification from
both jurisdictions.

User Portal Training Materials Support

Add Classifications

California
Federal Wages - LG Database
S ———— e —

Payroll Record Entry Craft

| BRICKLAYER

| Projects ‘ 1. Payroll Records ‘ 2. Notices

Week End Date *

Jurisdiction and Location are LCPtracker coooroezs 1B

Select Location Classification

settings only. After your initial database
setup, if you need an additional Jurisdiction
and/or Location, please fill out the request
form that is located under Training
Materials >> Administrator Support
Documents >> Jurisdiction/Location

Request Form and send to support@lcptracker.com. When filling out the request form, be sure

Project *
L 1-405 Improvements | K5 Construction

7 7/

[ Add Classification ” Cancel ][ Next ]

O

SAN DIEGO COUNTY

Apprentice Bricklayer 1

SAN DIEGO COUNTY

Apprentice Bricklayer 2

SAN DIEGO COUNTY

Apprentice Bricklayer 3

SAN DIEGO COUNTY

Apprentice Bricklayer 4

SAN DIEGO COUNTY

Apprentice Bricklayer 5

SAN DIEGO COUNTY

Apprentice Bricklayer 6

SAN DIEGO COUNTY

Apprentice Bricklayer 7

SAN DIEGO COUNTY

BRICKLAYER

Oolgojo|joigio|g

SAN DIEGO COUNTY

MASON FINISHER

that all information is correctly spelled out, as your request will be entered in system as you

have noted.
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Some Agencies have more than one account and/or more than one jurisdiction that may need
the location defined and the security access granted. Usually, it will only be their own account.
Please have a separate request for each jurisdiction and/or location. Use of this procedure will
significantly reduce confusion by the person setting up the new information.

Requestor Assigns Prevailing Wages to Accounts.

Once the new information is defined and can be establish, the new prevailing wage list can then
be created and assigned to the appropriate project. Assigning wages to the project is the
responsibility of the database administrator.

ADD/EDIT GEOGRAPHIC TYPES & AREAS

As the Administrating Agency it is possible to track your subcontractor’'s employees by Ward,
Community Area, Congressional District or State Senate District. The steps to set this up and
track this manually will be explained below.

If you choose not to track this information, you can skip this section within your Set Up page.
Note: if you are not utilizing this, you can request to have the GIS section not visible on the
employee page. Please contact your Implementation Project Manager or Account Manager to
make this change.

Auto Geo Assignment using KML Map

We also have the functionality to auto assign the Geographic assignment by using a KML
(Keystone Markup Language) map file. If you would like more information on this functionality,
please contact your Implementation Project Manager or Account Manager.

Add/Edit Geographic Areas

The Geographic Areas designation is independent of other boundaries and assigned in a
separate process. After a Geographic Area Type is created, it is then important to enter the
Geographic Areas that will be selected by your Contractor when entering their employee
information. This is a manual process (if KML Maps as mentioned above are NOT used)

The Agency/Admin would need to create the list that will be made available to the Contractor to
make their selection. To make this entry required, the Agency/Admin would need to ensure that
Val_50 is turned to Yes/Notice/Enforce to require the manual entry to be made before
proceeding. Note: if the Agency/Admin has made the decision to purchase the Auto-Geo
Assignment, the setup is slightly different and will require your PM to work with you.

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.
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Projects H Certifications H Violations H Reports ” Admin H eDocuments ‘ [X{'Y) || Add/ Edit Geographic Areas

Add ! Edit Geographic Areas

To Add your Geographic Areas, go to

Cancel 'Add Geographic Area
. . HI-North Shore | Community Area || Edit ||| Delete |
the Set Up >> Add/Edit Geographic — O P P——— [y
[+ N -
. Window pops up: Geographic Area Type Ward
Areas >> Click Add >> enter the name || o e o e : —
of your Geographic Area >> choose o Gaoraahic Type o i
. . . and Save. 'Hare Community Area
the Geographic Area Type to assign it iing P [commniy area [ can ][ oslte |
Logan Square | Community Area edit ||| Delete |
to and Save. Enter as many as Congossionai Dl
The more you add the larger the list Congressional District
n eeded . becomes. Congressional District
You may edit a name if needed as — =
WE" as delete I' yUI.I WiSh. 23 State Senate District Edit Delete ‘
e 24 State Senate District ﬂ Delete

Note: if you wish to require your Contractor / Subcontractors designate their employees to a
specific Geographic Area & Type, once you have completed the above steps, you will need to
turn on Validation 50 to Yes/Notice/Enforce and ensure that the GIS area is not hidden on the
add/edit employee screen.

~ Geographic Area Assignment

Ward * Geographic Area * Congressional District * State Senate District *
[Select ward V| [Select Geographic Area V| [Select Congressional District V| [Select State Senate District v

Socially Disadvantaged Area
‘Select Socially Disadvantaged V‘

ADD/EDIT ADMIN LOGINS

When a database is first created, the main contact will be setup with a Full Admin role. A Full
Admin role may set up any role and is the only role that may set up other Full Admin roles;
whereas the Business Manager may set up all other Admin User roles, except Full Admin roles.

Currently, at time of publication, there are nine (9) different Administrator roles available within
LCPtracker. The list of roles is in order from highest to lowest regarding the capabilities available
within the system. If the database has turned on the Prime Approver functionality, you will see
that additional role as a selection.

Full Administrator
Business Manager
Limited Administrator
Project Manager
Read-Only User

Job Coordinator

Limited Read-Only
Limited Job Coordinator
Demographic Coordinator
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To enter an Admin user, you will go

h dd / Edit Admin Logins ddMod

to Set Up >> Add/Edit Admin eer User To set up Admin Users - enter E-mail; Name
Logins S>> Enter the users email Select a user to edit M and choose their Role. Save

. Prime Approver bl E-Mail (Login inform | Certain roles will require Departments and/or
addreSS, name, and Choose thelr module off Prime Approver Projects to be selected (if you are using

role and save. For any other roles === - mocleumeden Departments).

than Full Admin, you can assign a o

If your accounts is not set as a Prime
Approver account you will not see this as a

user to either all projects or you Project Manager choice under Role.
. . . Limited Admin m
can Ilmlt thelr access dOWn to a Job Coordinator

Business Manager Job Coordinator
I Business Manager

particular department or project(s).

For a detailed explanation regarding each Admin role within LCPtracker, please reference the
“‘Administrator Logins” document under Training Materials >> Administrator Support Documents
>> Administrator Logins.

Below you will find a helpful chart to show the access the various roles have within LCPtracker.

Administrator User Role Capabilities

i o ) Limited _ Limited Demagraphic
Set-U p Tab AEUII_ Business | Limited | Project | Read- Job Read Prime Job Coordinator
min | Manager | Admin | Manager | Only | Coordinator Only Approver | coordinator
Setup and assign Full Admin user X
roles
Setup and assign other user roles X X
Access to depariment settings X
Access to validation setings X
Add/edit departments X
Change own password X X X X X X X X X X
Add/edit client information X
Add/edit projects X X X
Contractor setupleditiassignment X x x x
Prevailing wage setup - add'edit X
master wage data
Prevailing wage setup - copy X
master to master
Freva_illing wage setup - assign X
prevailing wage
Frelvailing wage setup - addfedit X
project wage data
Frevailing wage setup — add/edit X
construction type
Add/edit geographic areas X X
X

Addfedit admin logins X rEflkngnF‘:;

role
Addledit eDoc types X x
Add/edit eDoc templates X x
Addledit notice type X x
Add/edit minimum wage X X
Add/edit craft list X X
Add/remowe craft match X x
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Ful | Busi Limited | Project | Read- | Jop | Lmited | py Limited | o
N u usiness imites rojec ead- o rime: Job oordinator
Set-Up Tab (Cont.) Admin | Manager | Admin | Manager [ Only | Coordinator %?1?: Approver | coordinator
Addfedit employee type X X
Addfedit work order X X X
Zip codes setup X X
Add/edit certification type X X
Add/edit certifying agency X X
Reports setup X X
Addfedit demographic
classifications X X
Project groups X X X
Project types X X X
- - : Limited - Limited | Demographic
Certifications Tab FuII_ Business leltt_ed Project | Read- Job Read Prime Job Coordinator
Admin | Manager | Admin | Manager | Only | Coordinator Only Approver | oo sinator
) X
View CPR X X X X X After GFR has X
been accepted
View DIR XML X X X X X X X
X
Update process status X X X X cannot acoept,
only reject or
permit edit
Update accept status X X X X X
X with
Delete CPR X X X X imiations
listed above
Mark CFR as final (only reflected
on Late CPR Report; does not X X X X X
change on actual CFR)
View CPR details X X X X X X X
Audit records in CPRs X X X X X
View CPR individual X X X X X X X
Add admin comments X X X X X
Add Notice to send cusiomized
Admin Notices X X X X X
. o . mi . imi Demographic
Violations Tab Full Business | Limited | Project | Read- Job Ll'qn;';?jd Prime L'T;Led Coordinator
Admin | Manager | Admin | Manager | Only | Coordinator T Approver | o - rinator
X with
Delete X X X X fmitations
listed above
View X X X X X X
Revalidate payroll records X X X X X
. o . imi . imi Demographic
Re ports Tab Full Business | Limited | Project | Read- Job Lﬁ";';zd Prime L'T;Led Coordinator
Admin | Manager | Admin | Manager | Only | Coordinator Only Approver | o - rinator
X X
BUT X X X BUT X Mane b X X X
Run all reports colmied | BUTcanbe | BUTcsnbe | BUTcanbe | ceimied | BUT canbe defaut, Eut BUT can be BUT can be BUT can be
by full limited by full limited by | imited by full by full fmited by full | canbegiven | limited by full limited by full limited by full
admin admin full admin admin admin admin by full admin admin admin admin
o Limited Demographic
Admin Tab Full Business | Limited | Project | Read- Job Lﬁ";';zd Prime Job Coordinator
Admin | Manager | Admin | Manager | Only | Coordinator Only Approver | coordinator
. X with X with limitations | X with limitations
Edit employees {appreniice approval) X X X X fimitations Fisted ahove isted above
listed above
Admin notice processing (edit,
resend, close) X X X X X
Documents/letters X
FHWA 1391 additional data enfry X X
Site visits X X X
Log paper CPR X
o Limited Demographic
. - ) Limited - i
Full Business | Limited | Project | Read- Job Prime Job Coordinator
eDocuments Tab Admin | Manager | Admin | Manager | Only | Coordinator %?1?: Approver | coordinator
Upload X X X X X X X
View X X X X X X X aher'heding X X
Delete X X X X X X X
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ADD/EDIT EDOCUMENT TYPES

The eDocument Types allow for you as the Agency/Admin to collect pertinent documentation
from your contractors and organize those documents within an electronic filing cabinet. An
eDocument type must first be set up before the contractor can select the category for upload.

You must first define the documents you want to collect. Your Implementation Project Manager
or Account Manager will work with you when first setting up your database to provide you with
ideas of eDocuments other Agency/Admins have previously used. Some examples may include
but are not limited to Fringe Benefit Statement, Apprentice Certification, Apprentice Program
Documentation, Employee Consent for Wage Deductions, and Restitution Documentation. You
may upload, as an Administrator, any type of documents where you wish to have an electronic
copy (see Restrictions below).

Steps to Set up an eDocument Type

To set up the eDocument type go to Set Up >> Add/Edit eDocument Types. You will be able to

view any previous eDocument
Types you have already setup

or if you are just beginning, —

click on Add eDocument Type. cae

eDocument Types

Add eDocument Type

Document Name * Select By

O Departments © Projects

Projects * Expire Frequency Submit Delay in Days
Select Projects - Never Expires v 0
Is this a required document? Is document expire date required? Is CPR week end required?
O Required © NotRequired © Required Prior to Certification O Required © Not Required © Required © Not Required
Is employee required? Apply uploaded document to all projects?
© Required © Not Required O Yes ®No
Document Description (250 characters max.)
Restrictions Submitted By Submitted By Union Status
© Allow ADMIN only to see Document Name in UPLOAD, VIEW O Primes Union
and REPORT
© Subcontractors Non-Union

© Allow ADMIN only (Except Prime Approver) to see Document

Name in UPLOAD,VIEW and REPORT ® Both Mixed

© Allow ADMIN only to UPLOAD but contractor can VIEW or
REPORT status

© Allow CONTRACTOR to UPLOAD, VIEW and REPORT

Now you will begin the setup and name your eDocument as well as selecting the parameters for
each eDocument to be setup.
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Document Name — Enter the name of the document you want to show within the Contractor’s
drop-down selection.

Select By — You can set an eDocument to be available by Departments or Projects. Depending
on your selection, you can set an eDocument to be only available for a specific project(s) or
department(s) or for all projects/departments that are added to the database. This will be
demonstrated in the next step under Projects/Departments.

Projects — Depending on your previous selection, this will either be listed as Projects or
Departments. Here are the various ways you can assign an eDocument type.

e Ability to select single specific projects or departments. Click on individual projects or
departments that you want this eDocument available for.

?rojects - ) Departments *
‘ 1-405 Improvements " |2 of 11 selected v|
Filter: + Checkall % Uncheck all ‘ Filter: ~Checkall 3 Uncheck all
[J84117MBRW0B0" Milling of Streels (DOT) A [[] cA State-Funded Projects o
["] cnoice Onio Housing [ befautt Department
4D Convention Center Expansion ) ["] pual Funded Projects
‘J 1-405 Improvements | % @ Federal Funded Projects
14T Hockey Center | i Housing
[J Monroe County Test Project v [JLG Demo v
Projects =
e If you want an eDocument to be added to all [ rofecs ’)
. ilter: eck al ncheck al
projects added to your database or all departments, | 5., o= EEEE AEEEE
84117MBRWOB0- Millng of Streets (DOT) A~
you can click “Check all” and every time a new 24
. . . . . [V convention center Expansion
project or department is added, it will automatically R
have this eDocument available. T ke et
[ Monroe County Test Project v

Expire Frequency — If the eDocument has an expiration frequency, 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.

Submit Delay in Days — The default is set to 0. If you want to require a document at the end of
the month rather than prior to the initial CPR submittal, this can then be set with a value of 30.

Is this a required document? — An Agency/Admin can set this requirement three different ways:

e Required (Y) — request that all contractors/subcontractors submit this eDocument but
does not stop them if they do not submit prior to certification.

e Not Required (N) — for those documents that you want to collect for specific situations
but may not be required for all users. An example may be an Apprentice Certification. It
is required if a contractor has an Apprentice but not all contractors may have an
Apprentice.
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e Required Prior to Certification (R) — this setting will require that EVERY contractor /
subcontractor submit this eDocument before they can certify their first CPR. If they have
not submitted the eDocument, they will have a hard stop when then go to certify their
payroll. Note: when using this function, please ensure that EVERY contractor must
comply before they can move forward. You would not want to use this setting for
documents such as an Apprentice Certification as not every contractor may have an
apprentice working on the project.

nts Set Up Daily Reporter LCPcertified

eDocuments Main Menu
Upload Documents Download Document Templates

WELCOME Mormont it Builders

Project| Select Project M

*Req'd: N ="No", Y ="Yes", R = "Required before CPR can be submitted". ** Access: U = "Upload", V = "View"

Document Types For Upload

Expire |

Document Name Req'd*' Freq Document Description

(month)
Certificate Appointing Officer to Supervise Payroll| Y 0 Certificate Appointing Officer to supervise payroll

Payroll Deduction Authorization R 0 Payroll Deduction Authorization form required prior to certification

Subcontractor Daily Logs N 0

Is document expire date required? — Select this if a document has an expiration date that you
want entered at 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.

Is CPR week-end date required? — When requiring this, a contractor must enter a weekend date
when uploading the eDocument. You would only want to use this when the document being
submitted refers to a specific W/E date e.g., check stub.

Is employee required — For documents that are specific to an employee, it is highly
recommended to require this field e.g., Apprentice Certification or OSHA card. We have
developed an Employee eDocument report that can be used to determine which employees
have submitted or not submitted the particular eDocument as long as this is turned to required.

Apply uploaded document to all projects? — If this is turned to yes, the eDocument would apply
to all projects the contractor works on within your database. If you require a new eDocument
per project, this should then be set to no which means the contractor would need to submit the
eDocument each time they are on a new project.

Document Description — Set the expectations for your contractor for this eDocument or provide
your explanation of the eDocument created.
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Restrictions — This functionality will allow the Agency/Admin
to define the users that will be uploading this eDocument and
access of the document by making one of the following
selections. The default is set to Allow CONTRACTOR to

Upload, View, and Report.

Restrictions

O Allow ADMIN only to see Document Name in UPLOAD, VIEW
and REPORT

O Allow ADMIN only (Except Prime Approver) to see Document
Name in UPLOAD,VIEW and REPORT

O Allow ADMIN only to UPLOAD but contractor can VIEW or
REPORT status

@® Allow CONTRACTOR to UPLOAD, VIEW and REPORT

« Allow ADMIN only to see Document Name in Upload, View, and Report. This would
apply to ADMIN only documents that are private and should not be seen by Contractors.

e Allow ADMIN only (Except Prime Approver) to see Document Name in Upload, View,
and Report. This is the same as above but would restrict the Prime Approver from seeing

as well.

o Allow ADMIN only to UPLOAD but contractor can View and Report status. This
allows the ADMIN to control what is submitted e.g., Approved Subcontractor Form that

Admin uploads.

« Allow CONTRACTOR to Upload, View, and Report. This is the default setting although
an Admin can also upload in addition to the Contractor.

Submitted By — When allowing a Contractor to Upload, View, and
Report, you have the ability to allow only Primes, Subcontractors, or
Both the ability to upload. The default is Both.

Submitted By Union Status — You can set an eDocument to only be

Submitted By

O Primes
 Subcontractors

® Both

required based on their Union Status. For those documents only required for Union or Non-

Union, this will allow you to set the eDocument to be seen based on the selection made when the
Contractor was setup in LCPtracker. Note: You will only see this option if you have turned on the
requirement to collect union status. This is a setting that can only be turned on by an LCPtracker
Implementation Project Manager or Account Manager.

Add/Edit Contractors Page

Union Status *

Union
Non-Union
Mixed

Editing or Deleting an eDocument Type

Submitted By Union Status

¥l Union

¥I Non-Union

VI Mixed

Once you have set up an eDocument, you can Edit or Delete your entry.

Expire Frequency Required | Employee Required | Submitted By

Document Name # | {month) s 4 $ & | Restrictions ¢

Authorization for Payroll Deductions Never Expires No No Both Allow CONTRACTOR to UPLOAD, VIEW and REPORT @ Delete
Certified Payroll Authorized Signature Never Expires No No Both Allow CONTRACTOR to UPLOAD, VIEW and REPORT @ Delete
Letter

Child Support Order Never Expires Yes No Both Allow ADMIN only (Except Prime Approver) to see Document Name in UPLOAD, VIEW @ Delete

and REPORT
Fringe Benefit Statement Never Expires Yes No Both Allow CONTRACTOR to UPLOAD, VIEW and REPORT @ Delete
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ADD/EDIT EDOCUMENT TEMPLATES

The Add/Edit eDocument Template’s function allows an Agency/Admin to load documents in their
LCPtracker database that contractors can download, fill out and upload back to an eDocument
type. These could be common forms to be filled out, standard instructions to contractors or any
document that you require to be used by the contractor/subcontractor.

To Add/Create an eDocument Template:
e Set Up >> Add/Edit eDocument Templates Gurent Dae
e Enter a New Template Name et
elect Template Name
e Choose what group of Projects or A
Departments you would like this template S DLE L

Autharization for Payroll Deductions

available to (able to select a single project /
department or click “Check All” to make

Projects @ Departments O

Select Projects

available to all projects/departments.
e Browse for your appropriate file on your Select Template o Upload
C:\Users\lgoeser\OneDrive - LCPtracker, Inc\Project Manager Foi Browse...
computer ! e

e Select the Update button to create

To Edit/Delete an Existing Template: Curent Dete

e Set Up >>Add/Edit eDocument Templates e oo S
e Select Template Name from drop down menu BT
e Choose field you wish to edit (Name, Projects / |roee © osamens ©

Departments, or file — browse for template

needing to update)

. )

e Select the Update button or Delete if desired B o ||

ADD/EDIT NOTICE TYPE

Admin Notices are a function to allow an Admin/Agency to create a custom email template within
LCPtracker to send communications to the Contractor through LCPtracker. An Admin Notice
allows the Agency/Admin to store notices sent and allows for all Admins working in LCPtracker to
be able to see repeat offenders that might have multiple notices sent. The Admin Notice
functionality also allows for a contractor to respond back to the Agency/Admin regarding the
notice generated.
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To create a custom Admin notice type, go

to Set Up >> Add/Edit Notice Type. Simply

enter the name in the Notice Type f|e|d To add a new notice type, enter information and save. To edit an existing notice type, select it from the list first.
and enter the standard text you want [Select a notice type to edit .. V]
Created fOf th |S n otlce tem plate . ‘ Enter the Name you want to use for this particular Admin Notice Type. ”

Standard Text for Admin Notice

Enter the standard text you want generated for this Admin Notice. When sending the “‘?
notice ta the contractor, you can add/edit your verbiage at that time for a particular entry

Currently, the Standard Text for Letter is
not currently functioning.

Standard Text for Letter — future functions

Once the Admin Notice Type is created, 4
you can use this template to communicate
with Contractors via email. Note: you can

make edits to the template at the time you R T T JA’

generate the Admin Notice to send to the

Contractor.

To edit or delete a Notice Type, select the To add a new natice type, enter information and save. To adit an existing nofice type, select it from the st first
notice type from the drop-down menu. You \NA‘:T;t that Your Certified PayrollIs Late ]

can now edlt the Notlce Type or Delete |t |f ‘AdvisememthatYourCemﬁed Payroll Is Late ‘
. Standard Text for Admin Notice
required.

You are receiving this notice because your payroll is more than 14 days late “{p
Please note that late certified payroll can be viewed as a violation of your
contract documents and may cause a hold on your progress payment.

Note: any Notices that were created using
the Admin Notice prior to the deleting of the | standard Textfor Letter —future functions
Notice Type, will NOT be deleted and will K
still be accessible.

Once you have created a Notice Type, you | B[ cancel |[ Reset |[ save
can access these Admin Notice templates
under the Admin tab >> Admin Notice Processing.

LCPtracker has system defined notice types that are automatically created and available within
the system. These will also show under the Admin Notice Processing button.
e Payroll Notice — payroll notice, created automatically on validation of payroll records
¢ Rejection Notice — CPR Rejection Notice, created automatically when a CPR is rejected
e Permit Edit Notice — when a request by the contractor is made to allow edits to a CPR,
this notice is created automatically and will show under the Admin Notice Processing tab.
e eDocument Notice — if an Agency/Admin has rejected an eDocument, an Admin Notice
will automatically be generated.
e Apprentice Rejection Notice — an Apprentice Rejection Notice is created automatically
upon rejection of employee Apprentice.
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An Agency/Admin may choose to enter the minimum wage amount to ensure that workers are
not getting paid less than the posted minimum wage amount. Note: if the minimum wage
amount changes each year, you will need to enter the new rate for the next posted year.

If you are working on a direct Federal

project, you may have the To add a new minimum wage, enter information and save.

requirement to adhere to Executive oo |

Order (EO) 13658: Minimum Wage Jurisdiction Project | Location Effective Date Rate

for Contractors. For those contracts, [ | california Al Projects |All Locations |01/01/2002  |$675

please ensure you are entering the [ | california All Projects | All Locations|01/01/2007  |$7.50

yearly update each year. [ | california All Projects | All Locations |01/01/2008 | $8.00
[ |Federal All Projects | All Locations |07/24/2009 | $7.25

When entering a minimum wage, go [ |Federal All Projects | All Locations | 07/24/2008 | $6.55

to Set Up >> Add/Edit Minimum [ |Federal All Projects | All Locations | 07/24/2007  {$5.85

Wage. You must choose the [ | Federal Wages - LG Database |All Projects | All Locations |01/01/2019 | $10.60

jurisdiction, but the project and [ |Federal Wages - LG Databasa |All Projects | All Locations [01/01/2020 | $10.80

location can be entered for one
project/location or can be left at All.

Ll Select the Effective Date and the Minimum Wage amount and
et mustchooseone | | CliCK Save.

T T T T When utilizing this functionality, you will need to also ensure that
T < Way choose owe or ANl > Val_10 is turned on to a Yes/Notice/Enforce or Yes/Warning/Alert

Select Effective Date

in order for the minimum wage to work effectively.

Select or Enter Date I

Enter Minimum Wage Enitos Minimum Hage
s Save

Cancel Save

ADD/EDIT CRAFT LIST AND CRAFT MATCH

Using the matching functions in LCPtracker, allows prevailing wage craft categories to be
matched with the set FHWA reporting craft categories. FHWA provides a standardized list of 11
trades that all craft/classifications on certified payrolls must be matched to. FHWA does not
allow for edits or additions of other trades other than the 11 provided crafts.

Craft Matching needs to be completed for the FHWA reports to pull correctly. There are two parts
to Craft Matching. Part 1 is reviewing that the standard FHWA Craft List is loaded into your
account and Part 2 is matching submitted crafts to a broad craft from the preloaded FHWA Craft
List.

54

Phone: 714-669-0052 Email: info@lcptracker.com Web: lcptracker.com Address: 117 E. Chapman Ave. Orange, CA 92866




:ﬁ:LCPtracker

The matching functions 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 that is a DOT account should ensure that the
1391/1392 Project Checkbox gets checked when setting up the project. There is also a box on
the jurisdiction setup that needs to be checked by your LCPtracker Implementation Project
Manager or Account Manager. This will then 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.

Administrative Setup

Add/Edit Projects
Contractor Setup
Department Settings

Add/Edit eDocument "ypes
Add/Edit eDocument Templz tes

Add/Edit No'ice Type

Add/Edit Minimum Wag¢ e

Add/Edit Craft List

Set Project Goal Amounts

Add/Edit Craft List

The FHWA Craft List will be pre-
populated in DOT accounts that have the
jurisdiction set to yes for FHWA.

You may click on the Add/Edit Craft List
to view.

You can then move to the Add/Remove
Craft match to complete the required craft
matching for the reports to work correctly.

From the ‘Set Up’ tab, click ‘Add/Edit Craft List’ then click ‘Add Craft List/Craft’ to create a new

Craft List name.

1. Enter the new Craft List Name.

2. Enter the new Craft Name

3. Save and repeat until you have all Craft Names in system that you need to Craft Match

Projects Certifications ” Violations

Edit Craft List | Add Craft List/Craft

Craft List

Reports. ‘ Admin eDocuments
Add/Edit Craft List

SetUp

Support Admin

Add Craft List/Craft

~

Craft List Name * Required 1

Craft Name * Required

3
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For FHWA reporting, using the matching functions in LCPtracker allows prevailing wage craft
categories to be matched with the predetermined FHWA reporting craft categories. The FHWA
provides a standardized list of eleven trades that all craft/classifications on certified payroll
reports (CPRs) must be matched to.

The only craft names that will be recognized by the FHWA are:

FHWA Painters

FHWA Pipefitter/Plumbers

10. Pipefitter/Plumbers

1. Carpenters
2. Cement Masons Craft List
FHWA v
3. Electricians
e
4. Equipment Operators 0 Frwa Garpenters
O FHWA Cement Masons
5. Ironworkers
O FHWA Electricians
6. Laborers-Semiskilled 0 FHwA Equipment Operators
) (m] FHWA Ironworkers
7. Laborers-Unskilled
[} FHWA Laborers-Semi Skilled
8' Mechanics 0 FHWA Laborers-Unskilled
O FHWA Mechanics
9. Painters -
O
O

FHWA Truck Drivers

11. Truck Drivers

These EXACT craft names must be utilized; this includes spelling, capitalization and spacing.
FHWA does not allow for edits or additions of other trades other than the eleven provided crafts.

There are four non-prevailing wage categories that data may be entered separately by
contractors under the “FHWA Additional Data Entry” page. “Craft Matching” needs to be
completed for the FHWA Reports to pull correctly. There are two parts to Craft Matching. Part 1
is reviewing that the standard FHWA Craft List is loaded into your account, and Part 2 is
matching submitted crafts on CPRs to a craft from the pre-loaded FHWA Craft List.

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.

Project Craft Match

[ 1391/1392 Projects
Project
| Select an Option -

Show only unmatched project crafts [
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You may choose to view all items for any 1391/1392 Project (FHWA) by checking the box and
selecting a specific project.

Once you have your list populated, click on one that does not have a Match and choose your
Craft List then choose Craft Name and Save.

The system will list all available classifications on a project so administrators can preemptively
handle the craft matching process. It is important to note, if a new classification is added to the
project, the administrator will need to go back to this list to complete the craft match for that
newly added classification.

The following images show where you click to match a craft from a CPR to the FHWA default
Craft List.

Project Craft Maich

139111392 Projects

Project
| Federal LevEl Center x v |

Show only unmatched project crafts [

Type CraftList  Matched Craft

|
[ | Asbesios and Lead Abatement Warker| Asbestos and Lead Abatement Worker Buiding |[FHWWA. | Laborers-Semi skiled | (ST
[ | BRICK MASON BRICK MASON Building | FHWA Cement Masons
[0 |BRICK TENDER Apprentice BRICK TENDER Building
?WENDER brick tender Building FHWA Cement Masons
Add Craft Match a
A drop-down appears to select a default FHWA Craft. ot —
You can always un-match and match again should you need to \DQ‘;ﬁ:;ZﬁQM
make any corrections. I a]
[camertes B
Cement Masons
Once the project has been setup as 1391/1392, and Craft Matching Electicans
Eguipment Operators
is completed, the 1391/1392 reports may be run. ironveriers
Laborers-Semi Skilled
Laborers-Unskilled
Remember that the FHWA 1392 Report is a “roll up” of all the 1391 Mecharics
. . . Painters
reports and is what should be submitted to the Federal Highway PrpefterPlubers -
Administration (FHWA).
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Repeat this step as many times necessary to match all Crafts. Once Subcontractors have

completed their certified payroll as well as the FHWA Additional Data Entry, you can run your
1391/1392 reports.

Project Craft Match

139111392 Projects

Project
| Federal LevE! Center x v

‘Show only unmatched project crafis 0

Type [Cramtlist’  Watched Craft
[ | Asbestos and Lead Abatement Worker| Asbestos and Lead Abatement Worker Building |FHWA | Laborers-Semi Skiled

[ |BRICK MASON BRICK MASON
—

[ |BRICK TENDER Apprentice BRICK TENDER Building[FHWA | Cement Masons

[ [BRICK TENDER brick tender Building|FHWA | Cement Masons.

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.

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.

As an example, hospitals will have nurses and school districts will have teachers. You define
your own list here.

eDocuments

' Add/Edit Employee Type £ dit Mode|

Select Emy Type
v
Enter Employee Type
\ |
Enter Percent of Employee funded by This Project
100

Edit Mode

Select Emy T
Direct Support (Engineers, PM, Office, Foremen) ¥|

Enter Employee Type
[Direcl Support (Engineers, PM, Office, Foremen) ‘

Enter Percent of Employee funded by This Project

I | conce || update || Reset |

[ cancel |[ save || Reset |
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We included the directions for Adding /Editing Departments at the beginning of the Department
Settings section.

‘ Projects H Ceriifications ‘ Violations. ‘ Reports | Admin || eDocuments ‘ SetUp

Administrative Setup

Add/Edit Admin Logins ZIP Codes Setup

Departments cannot be deleted once a project has
been assigned. To delete a department, you will
need .to edit the Add/Edlt Projects section and
reassign any project under the department you — S

wish to delete to another department. Default Department [edit ||[ Delete ||| clone |

ADD/EDIT 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.

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 X |

Project Name *
HUD_JANUARY STREET HOUSING UPGRADES

Project Code ~* Status Federal-aid Project 1D Department
01252015_AM [HUD (FEDERAL PROIECTS) ]
Project Description / Scope of Work E RSEOYEW Act Project
Upgrades to Low Cost housing project - interior/all; exterior/roofs, gutters Require DUNS Number R . .
& painting. ] Require Work Orders Check if Project is to use Work Orders.
[ 1391/1392 Project?

Percentage of funds Marrative Description of Jobs

attributable to ARRA Created or Saved Project Control ID
Budget * % Complete Revised Contract Amount General YWage Decision New Hire Days Forecasted/Projected Hours
S00000.00 0.00 0.00 0.00
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Designate a Project for Work Orders

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

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

Define a Work Order
Admin or Prime Contractor may

Projects || Certifications || “iolations H Reports || Admin || eDocuments

define a work order. To setup a ,
- 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. c) Click on the Save button.
new work order, go to Set Up >> oot Project -
. HUD_JANUARY STREET HOUSING UPGRADES Vh— = your rnject
Add / Edit Work Order to open the :sm Work Order to Edit | Iype in & news work order ID to create
form beIOW lu[\].r;;;o,der D . '4 " new work order.
Title
Note: The information entered in e — l
i . 10000 | [open \4,._| Status choices are Open or Closed l
the Work Order ID field will be what e |
5729 Main
displays to the contractor and listed | pases2 [ A etas may b itea ot
on the CPR. o | e . || Atghis time only required
Description Work Order ID
. . . Sites 1 to 25, interior demolition & clean out Stat
If the information entered is lengthy, | | -
some of the detail may bet cut off | S [ cicar Form | cancel |[_save ]

on the CPR form.

Contractor Submittal of Work Order Information

Prime Contractors

Prime contractors can define work orders. Click Set Up >> Add/Edit Work Order to input the
information. The setup of the work order is the same as the Admin.

- av .,
ZZZZ FR-2049 ONLY

Projects 1. Payroll Records 2. Notices 3. Certification Reports eDocuments

Setup Main Menu

Add/Edit Employee Company Information Add/Edit Craft Name
Fringe Benefits Maintenance Copy Employees ’ Add/Edit Wgﬁ( Order ]

Daily Reporter LCPcertified

All Contractors

The contractor submittal of work order information is simple. They simply select the work order
appropriate on the payroll entry form.
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m 1. Payroll Records 2_ Notices 3. Certification Reports eDocuments Daily Reporter LCPcertified
Week End Date:  7/11/2020 Contractor: Work Order - Subcontractor
Project: Lois G Apartment Complex Upgrades (W.0.) Sub To. Work Order Prime Contractor
Employee: WURSTER, JAMES E Contract ID:
O Is Foreman Is Owner/Operator Work Order: * v | Required

Gross Employee  Wages Paid in Lieu These fields are Hourly rate fields ( Invoice 10-2233 - 4500 Main Street Building 1
Pay This Project of Fringes (Total 1 10-2244 - 7800 Main Street Buildi >
(Usually No Cash Fringes) Base Overtime DVOLCER Uy - Bl SIS (TG

Fringes) Hourly Hourly Hourly
415.680 414.480 17.320 0.000 0.000 0.000

~ Classifications

OR - Port of Portland | OR-Multnomah County | SHEET METAL WORKER | Sheet Metal Worker - Journeyman | ALL

Project Code / Contract # / FIN: 08232018
/\ August23, 2018
}/‘ - Page 1 0f2
NAME OF CONTRACTOR :Work Order Prime Contractor CONTRACTOR'S LICENSE No. 082320189 ADDRESS : 5729 Main Street, PMB 249 , Springfield, OR 97478 PROJECT LOCATION/ CODE / NAME
Prime SPECIALTY LICENSE No. PHONE: 714-669-0052 OR-Multnomah County / 08232018 / Lois G Apartment Complex Upgrades
EMAIL: sdoll@leptracker.com wo)
FOR WEEK ENDING: 05/06/2018 MOTOR CARRIER PERMIT No. UNION SELF-INSURED CERTIFICATE No.
PAYROLL No. 1 SUBMITTED ON: August 23, 2018 Non-Union  WORKERS' COMP. POLICY :
NAME, ADDRESS, SSN, DRIVER'S WORK TOTAL BASE GROSS AMOUNT
LICENSE, ETENICITY, GENDER. CLASSIFICATION. HOURS WORKED EACH DAY HOURS | HOURLY EARNED DEDUCTION . CONTRIBUTION AND PAYMENTS
LOCATION AND TYPE RATE
GOESER, 0G CARPENTERS / JOURNEYMAN — BASE
o, |cARPENTER Type an lisons buws |s2as |sane fvane [ssas [sene mours | HOURLY s Az Fedar T | Socdl | Masea | SmeTsx | LocuiTass | Omar Saviags Toul Chact:
10200 Alder Dr = TS RATE | pROJECT | PROECTS Seamty sp1 Deduction No.
2 M| T w | | F s s PROECT | OFPAY
Albuquerque, NM 87114 ] w00 100 100 1.00 1.00 1.00 0.00 0.00 500 |DD
1.00 200
WO: Invoice 10-2233 - 4300M I S| L0 VecDuss o Hearn Pemson | Vecmm | Tmmasz | ANO®Er | TomlFringes etpaa
° 000 10000 S| & Weltae Hobday Puidio 311 Week
0 | OR-Multnomah County
WD: BOLI Prevailing WapeRa | D 0.00 000 0.00 30.00 0.00 000 250 0.00 3250 95.00)
TmmDm | TowlBhe | TmEs | Tmm | Gmsy | @w Peion sl Tombs | AUmer | ToulFroge Dol
Al or Part of Fringes Paid to Employee: . offfinzes | ofFmges | Rum<Fnmgss | Pemion | Memical e o~ e Raw R toeoas | Pommom
NO Vacation. Holidav and Dues in Gross Pav: NO -
Voluntary Contributions in Gross Pay: NO 000 000 66.25 000 000 15.00 000 0.00 125 0.00 1625
‘ TOTAL STANDARD HOURS : 200 TOTAL 1.5 OT HOURS: 0.00 TOTAL 2.0 OT HOURS: 0.00 GRAND TOTAL HOURS: 2.00 |

It is important that you enter all of the employee’s time for the full week under the various work
orders BEFORE certifying the full week’s payroll. The work order information appears on the
Certified Payroll Report grouped by work order.

[NAME ADDRESS. SSN. DRIVER'S WORK

I ICENSE. ETHNICITY, GENDER. CLASSIFICATION, HOURS WORKED EACH DAY
LOCATION AND TYPE

[WEBB, KYLE ASBESTOS REMOVAL

LABORER / ASBESTOS
REMOVAL LABORER AREA B
Type: Residential N M T w TH F

52914 |asons [71as 7204 [3ne |7ans

Joo1 RIDGEVIEW

[HHEAT DSBURG. CA 95448
ooxxx-3938

LdWAXA

800 | 800 | 8.00

WO: 0001
0 | OR - DESCHUTES. CROOK. H °
WD: OR_01293015 D
All or Part of Fringes Paid to Employee: NO ‘Vacation. Holidav and Dues in Gross Pav: NO

Veluntary Centributions in Gross Pay: NO

[WEBB, KYLE ASBESTOS EEMOVAL
52014 |asons |manse |m20s [mna frans

loo1 RIDGEVIEW T |=emovariasossramsas
[EEEAT DSBURG. CA 95448 2 | Twe Resaemea s M T w TH E
=
e xx3938 = o oo S 200 | =00
0 |OR - DESCHUTES. CROOK. H | 2
WD: OR_01292015 D
All or Part of Fringes Paid to Employee: NO Vacation, Holiday and Dues in Gross Pay: NO

Veluntary Contributions in Gross Pay: NO
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Once information has been submitted for a work order, the certification tab for the Admin will
display the work orders to select from as a filter.

Department | Al Departments v \

Project
[ include Closed

\ Lois G Apartment Complex Upgrades (W.O.) x v \

Contractor | Al Contractors v

Sub To | Contract ID | All Assignments -

[Invoice 10-2233 - 4500 Main Street Building 1 V|

From Date To Date Process Status Accept Status

[z All Process Statuses All' Accept Statuses [ select All | [ Accept Selected |

There are 1 certification records found for the above selection.

Contractor Project Sub To Contract|D Week End Payroll No Performing? Submitted View CPR Process Status Select Accept Status A

Work Order Prime Contractor | Lois G Apartment Complex Upgrades (W.0.) 5/6/2018 1 YES  |812312018 [Certified ]| [ |[Submitted |
| | |

Note: when using work orders, you will not be able to assign different wage determinations by
work order. The wages assigned to the project will be utilized for all work orders setup and
utilized.

ZIP CODE SETUP

This feature is used for workforce reporting to track employees who reside in specified zip
codes.

Upload ZIP Code List

Here you have the option to upload a list of zip codes all at once from an excel file, instead of
entering them one at a time in the system. You will simply enter the zip codes you would like to
upload in the first column of your excel file.

Add/Edit ZIP Code List

This option allows you to manually adjust the zip code lists you have in the system. You can
add, edit, or delete the information.

ZIP List Category Setup
When creating a category, you will need to provide a name as well as a description.

The category was designed if you want to create targeted areas. A good example of an account
that has multiple categories setup might be a college that reports information at various levels.
One client of LCPtracker has three levels for their reporting: Primary (College), Secondary
(District) and Local (Local-County)
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Assign ZIP List to Project

Once the category has been set up, next you will need to assign the zip list to your project.
Click on Assign ZIP List to Project >> Add Assignment >> select your project >> choose the zip
list to be assigned >> select the category to be assigned and click Save. Note: you can only
have one zip list per category assigned.

[sarimsssmmen
Projects [ Certifications ‘ Violations Reports Admin [ eDocuments Set Up Select a department o~
[-- All Departments -- 4

ZIP Codes Setup Menu Select a project

[ Select a project v ]

Sl st a0 ZIP List to be assigned
( select a zIP list v
Add/Edit ZIP Code List
Category to be assigned
Assign ZIP List To Project
v
ZIP List Category Setup

Cancel Save

Once you have completed this step, you will be able to see all of the assignments created.

ADD/EDIT CERTIFICATION TYPE

In this area, you have the ability to add additional Business Certification Types you may want to
assign to your contractors. An Admin will first need to setup the Business Certification before it
will show in the drop down for the Business Certification section under Contractor Setup.

Certification Certifying Agency Issued Date Expiration Date
[Select Certification V| [Select Certifying Agency V| :

Notes

Add Certification

By default, your options include:
Select Certification Type to Edit
e Disadvantaged Business Enterprise (DBE) "n e
e Disabled Veteran Business Enterprise |DBE_
(DVBE) LB 1
e Local Business Enterprise (LBE) ‘mffe
e Minority Business Enterprise (MBE) fVBBEE I Cisar Form || Cancel |[ save
e Small Business Enterprise (SBE)
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e Women Business Enterprise (WBE) Setoct Corfcaton Type 0 £41

e None
Certification Type

You can edit and add to this list of choices at Description
any time. | |
To add a new option, simply enter the IR | Cicar Form |[ cancel |[ save |

Certification Type and Description. Then click
Save. If you have multiple certifications to add, after you have saved your entry, click Clear
Form to add another entry.

To edit or delete an existing type, select it from the drop down and click Delete.

ADD/EDIT CERTIFYING AGENCY

Projects Certifications Violations Reports ‘ Admin ‘ eDocuments
. . ) Select Agency Nime to Edit
Here you can add names of the certifying agencies. By posreyene |
default, Not Available is listed and shown to the — |
contractor. You can add additional Agencies here to make : e = | |
available in the drop down on the contractor setup page. poe , ot ‘
EEEEN | clear Form || Cancel || save |

REPORTS SETUP

In this section, you can adjust how the reports are listed in your Reports tab.

Add/Edit Report Categories

. . ancel dd
Here you can add different categories that your reports can be '
. . . . . Report Category Edit Delete
organized and filtered into. You can edit and delete the categories | |ampentcereports

Edit ||| Delete

. . . Compliance Reports Edit ||| Delete |

here as well. Only a Full Admin or Business Manager role will Ep— oot [ooee]
have the ability to make changes to the categories. List Ropors [Delete |
Management Reports Delete

Special Reports ‘ Delete ‘

Specialty Reports, ARRA, HUD, Transit ‘ Delete ‘

Workforce Reports Edit ‘ Delete ‘
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Edit Reports

On this screen, you can edit information regarding

the reports location and who has the security to see | [rariosais =

the reports. You can edit the category where the e .

report is located as well as assign the reports by oy ko ® by Usor

Role OR by User. This is a one or the other. Itis Roles

recommended to assign reports by Role but can be "

changed by User if required. Do e ‘
(D Limited Read Only

A report is only available to the roles that are g;':m“j:;:if“c“_j:fn‘;'m F

checked. Make your selections accordingly and (T prme Agprove

then remember to save your entry.

As a reminder, Reports not assigned to a category are not displayed to the user to utilize.

DEMOGRAPHIC SETUP

Add/Edit Demographic Types

Demographic types can be established to gather various additional data that is not already set
up to be collected in the LCPtracker software. The

Demographic Type is typically referred to as the

question.
Here you can add different types that the employees

on your project can be categorized under. You can edit | |Fniety-ILDOL List

or delete the types here as well. Sl st
. . Veteran Status Edit

The Demographic type can be set to be required for all -

employees on all projects or it can be set to only be required for specific projects. We will
discuss this more under the Project Demographic Requirements section.

Add/Edit Demographic Classifications

Demographic classifications allow you to filter the demographic types even further with
subcategories for each type. The Demographic Classification is typically referred to as the
answer to the above question.
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To add the classifications, first select the type and then the classification will be what is available
to the contractor in the drop down. You can add a description and require a start and end date if

n eed ed " Demographic Classifications
Type Classification Description Require Start/ End Dates Enabled

Ethnicity-IL DOL List N - Not Hispanic/Latino NO

Ethnicity-IL DOL List | Y - Hispanic/Latino NO

OSHA 10 Certified |No NO

OSHA 10 Certified |Yes Please upload copy of OSHA certificate to eDocs NO
Veteran Status Not a Veteran NO

Veteran Status Service Disabled Veteran NO

Veteran Status Veteran NO

Project Demographic Requirements

When utilizing demographic classifications, an Admin can make a specific demographic required

for a particular project instead of being required for all projects. This can be done by utilizing the
project demographic requirements functionality.

If using the Add Department button, the demographic classification will be assigned to all
projects that currently are assigned to a department. Once this has been setup, any projects
added and assigned to the specific department will NOT automatically be assigned and will
need to be setup separately by utilizing the Add Projects button.

Y Filters
Demographic Type Department Project
Enter DemographicType Enter Depariment Enter Project
Carc o procs

3 Records

Ethnicity-IL DOL List State Prevailing Projects 1-94 Building Removal
OSHA 10 Certified Dual-Funded West Coast Dual Transportation
Veteran Status State Prevailing Projects 1-94 Building Removal
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PROJECT GROUPS

Project Groups is a way to add a filter
to the project page to group particular Project Groups
projects by this group. The naming

for project groups can be whatever

the Admin wants to setup.

Group Name Description
These can be setup with the officers _ ]
. . 01 Office of the Mayor
names responsible for the project, the
specific department the project falls 03 Office of Inspector General

under or by any other grouping that
the Admin wants to utilize.

PROJECT TYPES

Project Types is additional way to add a filter to the projects page. The Admin may utilize both
the groups and types to meet their specific needs.

Filter Project Selection

\ Select a project to edit

Project Name *

Project Code * Status Federal-aid Project ID Department * Group Name Type Name
‘ Select Department V‘ ‘ Select a Group V‘ | Select a Type V‘

PROJECT PLATYPES

When utilizing PLA’s, a Full Admin will have the option to “Add PLA Types” or Edit existing items.
Users will only be able to delete items if they have not been assigned to projects that have
CPRs submitted.

Project PLA Types

10 ~ Previous . Next sancel | Add PLA Type
2 Records
) = I

PLAType A Descripton of PLA Acan be acded here

PLAType B PLA Type B Descripton (Optional)
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On the Add/Edit Project page, any Admin user with rights to add or edit projects will be able to
view and select from a new PLA Type drop-down menu. Only one option can be selected per
project.

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

Show Pending List |
Select a project to edit
Project Name *

Project Code * Federal-aid Project ID Department *

|Select Department ™

Group Name Type Name  # PLAType
Select a Group V| | Select a Typé' Select a PLA Type v
Project Description / Scope of Wark Select a PLA Type 8 ’ Recovery Act Project
‘ | Require DUNS Number

| Require Work Orcders  DIR ProjectiDiLocal Registratid

PLA Type A L F 1 113911392 Project?
Percentage of funds Narrative Ogscription
attributable to ARRA Created or Sqved Project Control ID NV State Caonstri
mPATYpe8 - 20— 1716 1
Budget * % Complete  Revisagd Confract Amount eneral Wage Decision New Hire Days Forecasted/Projected H

SET PROJECT GOAL AMOUNTS

Users with a full administrator role can now establish goal amounts by department under Set Up
> Set Project Goal Amounts. The goals that can be established are:

e Goal Report:

o Apprentice % Goal

o Minority % Goal

o Women % Goal
e EEO Report:

o Minority Journeyperson % Goal
Minority Apprentice % Goal
Minority Laborer % Goal
Female Journeyperson % Goal
Female Apprentice % Goal
Female Laborer % Goal
City Residency Goal %

New Hiring Goal %

Economic Disadvantaged Goal
Veteran Goal

Pre-Apprentice Goal

OJT Goals %

Disincentive $

Diversity Goal %

0O 0 0O O o 0o oo O o O o o
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Currently, if a database has the B2Gnow sync turned on, the project goals will need to be setup
manually under the Add/Edit project as this will not flow over to projects that are synced over.

OTHER DEDUCTIONS

LCPtracker has developed an “Other Deductions Detail” feature which will help increase your
ability to track specific details for what a contractor is entering in the other deductions field. An
Admin may want to enhance the collection of Other Deduction details by turning on this new
other deduction details functionality. This new “Other Deductions” setting, once enabled, will be
database-wide and is a setting your Implementation Project Manager or Account Manager will
need to assist in turning on and implementing. (We highly recommend you develop a role out
plan if you are an existing user.)

Once this is turned on, there will be an additional button called “Other Deductions” on the setup
page. You will want to ensure that validations 30, 30a, and 30b are all turned on when using this
functionality.

Other Deduction Categories

Each database will have a default category of DOL which can L
be used, or you can create specific categories if needed. This xw )
allows you to group types of Other Deductions under a s
specific category. L

[ child Support Fee
[ IRs Fee

||xx |cmh1 SuppoﬂlUﬂ"m*!d |swovooo

Other Deduction Types

Other deduction types will be what the [Cocorrames wames loeewens ||
contractor selects when withholding B g
deductions from an employee’s paycheck. e wiiom B
The details are setup by the Database Admin W g
and can be done manually or by using an FP— oo T on |
upload spreadsheet. s s [ oxce | e |
Once a type has been added in the system Ervero s e e [ oo | cat |
and used on a payroll, you will NOT have the |*™ et EE

ability to delete the other deduction type anymore. You can disable it but not delete it.
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Upload Other Deduction

LCPtracker has a spreadsheet available for upload which ~ |ctegory [Type I

. . . . DoL 3rd Part Garnishment
is an internal sample USDOL list. You can override, add, [paL 401(k)
or delete the data in the spreadsheet as needed prior to DOL 401{k) Loan
. sy DoL Alimony
uploading within your database. oL Child Support
. « . ” DOL Child Support Fee
To start, click on “Upload Other Deductions”, download DOL Dental Insurance
the template, and enter the relevant data, save to your DOL Disability Insurance
. . . DOL El I Ad
desktop, and then click on browse. Find the Excel file TP OVEE JVanee
i DOL Employee Loan
created and then click on “Upload”. DOL Government Garnishment
DOL Health Insurance
Once your entry has been uploaded, a pop-up box will DOL USDOL Approved Tool Deduction
appear showing how many records have been uploaded. |P°* USDOL Approved Uniform Deduction
DOL Vision Insurance

SICK PAY TRACKING

For work on DBA projects, Executive Order 13706 requires federal contractors to allow their
employees to earn and use up to 7 days paid sick leave each year. It requires covered
contractors to allow employees to accrue 1 hour of paid sick leave for every 30 hours worked on
or in connection with a covered contract, up to 56 hours (7 days) per year and to use accrued
leave as covered in 29 CFR 13.2 and 13.3(a)(2).

| +* Hours Worked Each Day for This Project Only
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total Hours
10/28/2018 10/30/2018  10/31/2018  11/1/2018 11/2/2018 11/3/2018 11/4/2018
Regular Time 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
Overtime at15 0.00 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 0.00
Total 8.00 8.00 8.00 8.00 8.00 0.00 0.00 40.00
YTD 1.00
Accumulated
Sick Pay Hrs If required, LCPtracker can turn on this function for the

contractor to enter the trackina of the YTD sick pav hours.
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If the OnSite module has been purchased to perform employee interviews that sync with the
submitted CPR submittals within LCPtracker, the Admin will see an additional tab called OnSite
Status.

Projects ‘ Certifications Violations ‘ Reporis ‘ Admin eDocuments ‘ Set Up OnSite Status

This tab is where the Admin will see the status of the submitted interview forms once the
contractor has submitted a CPR. The options the Admin will see are Submitted, Manual
Override Pass or Auto-Validation Fail.

Demo Interview Form Project Neon (A100590) Elko County K5 Construction PAN, PETER 06/06/2019 06/06/2019 Lois Goeser Auto-Validation Fail ®
Demo Interview Form Project Neon (A100590) Elko County K5 Construction TEST, ALECIA 04/25/2019 04/25/2019 Lois Goeser -

Manual Override Pass @
Demo Interview Form Project Neon (A100590) Elko County K5 Construction TEST, ALECIA 04/24/2019 04/24/2019 Lois Goeser .

Manual Override Pass @
Demo Interview Form Project Neon (A100590) Elko County Dave's Landscaping COMBS, BECKY 01/22/2019 01/22/2019 Lois Goeser Submitted O

For more information regarding OnSite, you can find the following guides under Training
Materials.

‘ -OnSite Documents ‘

Action Title Caption Type
View ©Onsite Client Implementation Guide [9/2019] Document
View OnSite FAQ Guide [3/2020] Document

Showing 1 to 2 of 2 entries
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PROJECTS TAB

LCPtracker provides Administrators the ability to view and modify all existing Projects, define
Contractors, assign and un-assign Contractors to and/or from Projects, review the certified

payroll 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 first screen to display
when logging into LCPtracker
as an Admin, is the Projects
screen. The Projects tab will
display only Active projects
and does not show any Closed
or Suspended Projects.

The Projects tab is strictly
informative. The list helps the
User to see the overall picture
of how many projects they are
managing within LCPtracker.

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

assigned to view.

The screen is read only; you cannot add, modify, or delete a Project from this screen. Project

Certifications Violations Reports Admin eDocuments SetUp Ons

1 Admin Notices

1036-103210

Need training? Check out our on-demand training videos! VR s il 10

Open Projects

Project Name

1-405 Improvements

Start Date End Date Bid Ad Date

09/01/2018

08/15/2020

03/01/2017

255958

Convention Center Expansion

8675309

JT Hockey Center

08/15/2017

12/31/2020

A100590

Project Neon

09/01/2018

09/15/2020

CT123456789

84117TMBRWOG0: Milling of Streets (DOT)

09/11/2017

09/10/2019

CT18412018555555

QED 1002 Trunk & Dist Wtrmain

Monroe County

Monroe County Test Project

OH1975-LG

Choice Ohio Housing

10/01/2018

10/01/2021

Page 1

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.

72

Phone: 714-669-0052 Email: info@lcptracker.com Web: lcptracker.com Address: 117 E. Chapman Ave. Orange, CA 92866




:ﬁ:LCPtracker

CERTIFICATIONS TAB

The CERTIFICATIONS tab is where all Certified Payrolls can be viewed. There are multiple
filters to view the CPR information you need to review and accept. This table will look slightly
different if the Agency/Admin has turned on the Prime Approver functionality.

Any users with the appropriate roles assigned, can change the different status menus from this
screen. This includes the Process Status and the Accept Status. If Prime Approver is turned on,
there will be an additional column for the Prime Approver status as well. You can also filter the
CPRs you are looking at based on these status values.

tracker
LG-LCPTRACKER DEMO DATABASE crange ccount

Violations || Reports || Admin | eDocuments ‘Support Admin

Department | All Departments ]
Project -

Al Projects v
7 ekt cosea )
Contractor -

Sub To | Contract ID

Show Only Flagged CPRs? (]
Once filters are changed or data
ranges entered, click on Load Data

| AllAs:

There are 320 certfication records found for the above selection.

From Date To Date Process Status Accept Status

=
Match Range © Match Contains O ‘\\\ By accepting the payroll, you can utilize this to filter
Payroll No. From PayrollNo. To down to only view new payrolls. We also have a report

that will show who accepted the payroll and when.

K5 Construction Project Neon 1112345 52412020 102 YES 812012020 [m] 81202020 Details NO
K5 Construction Project Neon 112345 611412020 105 YES 81202020 Certified v T [Resubmitted v Details NO
K5 Construction Project Neon 1112345 6/21/2020 106 YES 712912020 O |[rReECTED v Details NO
K5 Construction Project Neon 11-12345 6772020 104 YES 711472020 (m] Details. NO
Rivera Trucking ProjectNeon | K5 Construction 1 31812020 2 YES 71212020 [m] Details NO
Dave's Landscaping ProjectNeon | K5 Construction 10172017 9 NO 62212020 (m] Details. NO
Dave's Landscaping ProjectNeon | K5 Construction 10082017 10 NO 612222020 Certified v, O |[Submitted v Details NO
Dave's Landscaping ProjectNeon | K5 Construction 10152017 1 NO 612212020 Certified v [ |[submitted v Details NO
Dave's Landscaping ProjectNeon | K5 Construction 1072212017 12 NO 612222020 Certified v, O |[Submitted v Details NO
Dave's Landscaping ProjectNeon | K5 Construction 1072972017 13 NO 612212020 Certified v [ |[submitted v Details NO
Page 12345678910 1 12 13 14 15 16 17 18 19 20 21 22 23 24 25 > >
With Prime Approver turned on.

Certifications

Department [ At Departments |

oy SRR >

Contractor [_All Contractors v

Sub To | Contract ID | All Assignments. v

Show Only Flagged CPRs? ()

From Date To Date Process Status Accept Status

=
Match Range @ Match Contains O
Payroll No_ From Payroll No. To

There are 18 certification records found for the above selection

pt Status

Accepted

w Details

CPR Flagged?

Dave's Landscaping | Project Neon K5 Construction 8/6/2017 1 YES 1212017 Approved v 3112018 |[Certified v [ |[accerted v] 13012019 Detais NO
Dave's Landscaping | Project Neon K5 Construction 81312017 2 NO 11212017 Approved v 30112018 |[VIOLATION v | [ |[Permit Edit v Details NO
Dave's Landscaping | Project Neon K5 Construction 812002017 3 NO 112172017 Approved v 312018 |[VIGLATION v O |[resecteD v Details NO
Dave's Landscaping | Project Neon K5 Construction 812712017 4 NO 11212017 Approved v 7182019 |[Certified v [ |[ueoaTED v Details NO
Dave's Landscaping | Project Neon K5 Construction 91312017 5 YES 112112017 Approved v 1302019 |[Certified v O |[Resubmitted v Details NO
K5 Construction Project Neon 112345 (9372017 5 YES 1272017 Approved v 2212019 |[RECEIVED v [ |[acceeTen v 6192020 Detais NO
K5 Construction Project Neon 11235 [11/52017 1 YES | 141202018 Approved v 3172018 |[Certified v (O |[acceeTep v|  |3/12018 Detais YES
K5 Construction Project Neon 112345 1712018 22 YES 212172018 Approved v 3112018 |[Certified v O |[Reviewed v Details NO
K5 Construction Project Neon 112345 (1282018 2 YES  |22612018 Approved v 312018 |[Certified_v] [m] v] Details NO
Jayceks Contracting | JT Hockey Center 112812018 4 YES 492018 Approved v |409/2018  |[Certified _v] [ |[submitted v Detais NO
Page
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This button provides the ability to delete a CPR and all associated payroll records. Use with
caution. Typically, the only two occasions where the delete button should be used is: 1) when a
Contractor has selected the wrong week-end date, or 2) when a Contractor has selected the
wrong project.

Any other reasons should be rejected back to the Contractor or utilize the Permit Edit button for
changes to be made. When clicking the delete button, you will be asked to confirm the deletion
prior to it being deleted out of the system. Please ensure you want to delete the payroll prior to
the confirmation. When utilizing the Prime Approver module, the Agency can hide the delete
button from the Prime Approver only allowing this function to be done by the Agency.

Contract Week
0] End

Delete Contractor Project Sub To

K5
Construction

PROCESS STATUS

The Process Status function provides you with the ability to check in and set the status of the
certified payrolls that have been submitted to you. This function can be set as desired 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 of a prevailing wage program.

t Dave's
S Landscaping

Del Project Neon 8/6/2017

Process Status values can be:

e CERTIFIED (default on submitted CPRs by contractors) Process Status

e PENDING- for contractor's response or documents |
e RECEIVED- already in database RECEIVED

e VALIDATED-viewed by administrator | VIOLATTON

e VIOLATION-underpayment, training funds contributions, PENDING

apprentices registered, etc....

Process status selections can be used differently by various Admins. It is up to the
Admin/Agency to decide how/if they want to utilize this function.
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If used, an Admin/Agency can filter the
certified payroll reports (CPRs) based on the b B N, poces s .
Process Status. Mach Range ® aich Contains O

Payroll No. From Payroll No. To

There are 18 certification records found for the above selection

Check the box that you want to filter by and ‘ o \

. « ’ . Dave's K5 B RreCEIVED
click “Load Data” to only see those with the ‘
Selecte d rocess StatUS E:r‘::sscaping ProjectNeon €3 ion BvioLaToN
P : D g [Pt [
[ Dave's = i K5

ACCEPT STATUS

The Accept Status was designed to provide a fast way to ACCEPT multiple CPRs as well as
track who accepted the CPR and when it was accepted.

From Date To Date Process Status Accept Status

@ All Process Statuses All Accept Statuses Select All Accept Selected

Match Range @ Match Centains O
Payroll No. From Payroll No. To

There are 18 certification records found for the above selection

Contractor Project fg‘"‘ﬁ i"&" Performing? Submitted Yiw ggmfm Approved Process Status  Select Accept Status  Accepted Final  Viow ‘F:I';';qe .
o Sl ProjectNeon (K5 8612017 | 1 YES | 1112112017 PDF | | Approved v |3/112018 |[Certified w]| O |[ACCEPTED v| |1/302019 |[No v||Detsils | NO
. ProjectNeon (KO 8132017 | 2 NO  |112112017 Approved v (3112018 |[VioLaTioN v]| (O |[Permit Edit v Details | NO
ool ProjectNeon  |KS o 820/2017| 3 NO | 111212017 PDF | | approved v |3122018 |[vioLaTioN v]| O |[REJECTED v No v||Detais | NO
. ProjectNeon  |K 872017 | 4 NO  |112112017 Approved v ||7/1812019 |[Certified ] [ACCEPTED v| |12/21/2020 Details | NO
Do ing|ProectNeon K5 o 9207 | 5 YES  |112112017|[ PDF | | Approved v |1/30/2019 |[Certified ] [ACCEPTED v| |12/21/2020|[No v]|Details | No

Accept Status values can be:

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

e RESUBMITTED (value auto-assigned by system when contractor re-submits 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 involving eSignature)

e ACCEPTED (does not send an email to contractor)

e PERMIT EDIT (stores status under the Admin processing tab)

e REJECTED (sends an email to contractor by default)

e REVIEWED (depending on setup, contractor is sent an email letting them know the CPR
was reviewed)

You as an administrator, you can request LCPtracker to send an e-mail to the contractor when
the Accept Status changes. Note: when requesting this setting, the contractor will receive
MULTIPLE emails. You can also specify if a copy of the e-mail goes to the Prime Contractor.
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If the Accept Status is set to REJECTED, an Admin =
Notice is created, and the contractor automatically — e
receives an email by default. QAT | VES | ACCEPTED |Approved
0812712017 YES | ACCEPTED
. . 0812012017 YES | Resubmitted
The CPR is flagged for the contractor as rejected. A —
special message in RED is displayed to the 08062017 | YES

contractor on login that REJECTED CPRs exist.

| Certified Payrolls |

6 Rejected CPRs, 49 Admin Notices

Project Assignments.
Project Code Project Name Sub To Contract ID Assignment Start Date Bid Ad Date

Project Neon 11-12345  |07/01/2017

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 show the status under the
certifications tab as well as under the Admin Notice Processing button.

The amount of time in which a contractor can 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 must be
selected to allow the contractor to make any edits.

Results

Sorry, the selected certification cannot be edited
because its permitted days to edit exceeded.
Please go to the Projects tab and click on the
'Show Info' for contact information to obtain the
permit edit status.

Once the payroll has been unlocked for

editing, the contractor now has the chosen S5 L) Fringe Payment Check Boxes

number of CPR Edit Time days (under the Non-Perform SOC Type Fringe Payment Check Boxes
CPR Edit Time —p 30

Department Settings) to make their Owner Operator Settings | N_HOURS-N_DOLLARS |

corrections before the system will lock the
payroll for editing again.
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PRIME APPROVER

When an Agency has turned on the Prime Approver functionality, each project will require that a
Prime Approver be assigned, and all payrolls to first be reviewed and approved by the assigned
Prime Approver before going to the Agency for acceptance. The Prime Approver can filter on
the Approved / Not Approved Prime Approval status.

An Agency does have the ability to approve the Prime Contractor’s payrolls and only require that

a Prime Approver conduct the approval function on

lower-tier subcontractors.

Your LCPtracker
Implementation Project
Manager or Account Manager
will go through the various

Sub To | Contract ID (LAl Assignments

Show Only Flagged CPRs? (]

settings available when e
g From Date To Date ‘Accept Status. Prime Approval Status
. = =
helping setup your database. o g © haen o ©
Payroll No. From Payroll No_ To /
. Shove oecion
. Jelet Sub To 2 v Accepted  Final Details CPR Flagged?
Refer to the Prime Approver Cocite | [c5Co tass [sseor | 1 | ves |mioan | por ) Rercre - o v |pstas ves
Delete e aping | Project Neon [K5 Construction 8/6/2017 1 YES 11121/2017 (| PDF | Approved v| [3/1/2018 |[ACCEPTED v| |1/3012019 | Details. NO
G u id e u nder Tra i n i n Delete | |Dave's Landscaping |Project Neon |KS Construction 8132017 2 NO 111212017 || PDF Approved v| |31/2018  |[permit Edit v No v| [Details NO
g Delete | |Dave's Landscaping. | Project Neon |K5 Construction w0207 | 3 No  |11212017 |[PDF | | Approved v |3/112018 [Detais NO
| Delete | |Dave's Landscaping |Project Neon |K5 Construction 812712017 4 NO 111212017 | PDF | |[Approved v| |7/1812019 ([ACCEPTED v| [12121/2020 |[No v | |Details NO

Materials for more
information.

When assigning a Prime Approver, you can assign based on

Assigning Prime Approver by PROJECT (Best Practice):

Departments or Projects.

e Prime Approver will only have access to those projects that are selected and assigned
e Department must be left as “None Selected”
[ )

“Assign to All Projects”

Add / Edit Admin Logins

Edit Mode)

User

Travis Rogers (mil y@gmail.com) X

E-Mail

milliondollargravy @gmail.com
Name

Travis Rogers

User ID
milliondollargravy@gmail.com

Role
Prime Approver ~

Onsite User

) Assign to All Projects

Assigned Departments.

None Selected

Assigned Projects

[ ot Jostoremes

Hilliard Hwy Improvements. 11212022 Delete

‘ i H 1/12/2022 H Delete |
[ select a project to assign - |

Assig ect

[ Reset Password | [JBEIBEEN | Cancel || Reset Form |[ save |

If Prime Approver should have access to all projects within your database, then select the box that says

7

Phone: 714-669-0052 Email: info@lcptracker.com Web: lcptracker.com Address: 117 E. Chapman Ave. Orange, CA 92866




:ﬁ:l-cptracker

Assigning Prime Approver by DEPARTMENT (Not typically used):

e Prime Approver will have access to all projects that have that Department assigned
e Assigning by Department will override any per project assignments

e Using this will assign the Prime Approver to view and have access to ALL projects that are associated with
the Department(s) selected

‘Add / Edit Admin Logins Edit Mode!

User

[ Travis Rogers (milliondoliargravy@gmail.com) * ~ |

E-Mail
milliondollargravy @gmail.com

Name
Travis Rogers

User ID
milliondollargravy @gmail.com

Role
| Prime Approver ~]

©Onsite User

[ Assign to All Projects

[ select a project to assign -

roject

Assign Projec
[ Reset Passwora | |IEEIEEEN | cancel |[ Reset Form |[ save

FINAL

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 and 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.
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It allows you to enter Administrator

Comments, view various versions of Project Gode  7854101C The Process and Accept Status can be
FrojectName  BRIDGE RETROFITM-15FRO!  changed here as well as on the main

the CPR report if it has been edited Conroctr AMERICAN PAVING Cortifications table.

Confract ID

and resubmitted more than once, as | aer.  rarer contracrng
well as view any associated emails, o View Project Wepe Dstasheet

or Admin Notices that were sentvia | === rereitumtsr %2~ The payroll # and Final status
. [Resubmitted V] — can also be changed here as
the system regarding the payroll, for | resonsuwmiig crstnansger  Fina e well,

example, if it has been Rejected. s e TR 2
The Administrator Comments are
not visible to the Contractor.

UPDATING FRINGE INFO
Confractor Notes

Confidential Admin Comments ‘

[ save |[ cancel |[ Add Motice | [ Hide Closed Motices This section
You can change the Process Status, - shows any Admin
Accept Status, and Final Status from | R S e T E TP : Notices sent, like
. L. REJECTION | Rejection Notice| 511372015 |NEW | christina:friadmin Edit Close Resend To Case| | payroll Rejections
this screen also. Administrator REJEGTION| Rejeciion Nofios| 4126/2015_| NEW | cnagel @loptracker com| Edit Close Ressnd ToGaze| | OF Peermit Edits.
Certification Details

Notices are created automatically by

LCPtracker when a payroll is , o ,
This section displays an audit
REJECTED. 11162015 |Superseded history of the CPR, giving

51212015 |Superseded PDF's of all versions submitted.
You as the Administrator can create woe0ts s
your own admin notice types. For
example, you may want an admin

111872015

notice requesting explanation of - :
OTHER deductions for a specific
employee.

VIOLATIONS

Any hidden Notices or Warnings that exist when the Contractor submits the CPR are listed
under the Violations tab. Administrators can review these potential violations, act, or delete as
needed.
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The Violations screen displays the current potential violations from all the Contractors and all
the Projects if not set as a hard stop for the Contractor.

When viewing violations, it is

beneficial to use the filters to |F’jﬁage”‘e”t :

| partments v ‘
only view the violations by Pt |

. | All Projects v |

Department, Project and the Contractor \
Contractor then click Load Data. | /e N

SUDTO Contract ID .
As the administrator you can (auassignments _ » |
delete the violation. or vou can [J Hide APPRENTICE NOT FOUND warning messages [ Show only APPRENTICE NOT FOUND warning messages

. . . ’ y From Date To Date

view the violation and choose to 4 EE
resolve it if applicable.

There are no violations for current selections

Once an Agency/Admin loads the violations for a particular department, project, or contractor,
you will see the number of violations displayed and then can view the specific violations for each
line. The chart will display the last viewed date.

Displaying 15 Violations

Project Contractor SubTo Contractld 'Week End Date Employee Number of Notices ' Last Viewed

Project Neon |K5 Construction |Prime [11-12345 [10/08/2017 KINNISCHTZKE, JOSH 1 01/28/2021

Project Neon | K5 Construction | Prime | 11-12345 | 10/15/2017 PAN, PETER 1
Project Neon |K5 Construction |Prime [11-12345  [10/22/2017 PAN, PETER 1 10/01/2019

FLAGGED CPRS

LCPtracker has developed an additional APP setting that will display a yes on the certification
tab if triggered violations are present on the certified payroll.

lete Contractor Project SubTo ContractID Week End Payroll No Performing? Submitted Process Status Select il View Details CPR Flagged?
K5 Construction | Project Neon 1112345 6/712020 108 YES 71412020 [certified ]| O |[submitted v| Details N\ NO
K5 Construction | Project Neon 11-12345 1011512017 1 YES 51912020 [Certified ~] [ |[Resubmitted v | Details YES
Ks Construction | Project Neon 11-12345 712812019 86 YES 51212020 Certified v O |[Resubmitted v Details NO
K8 Construction | Project Neon 1112345 12112019 103 YES 47712020 Certified v [ |[submitted v No v| |Detais NO
K5 Construction Project Neon 1112345 11712019 101a YES 2/1212020 FDF [certified ]| [ |[upDATED v Details NO
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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 standard reports is recommended for Administrators. We
also offer a standard webinar class 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.

Many of the reports 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.

LCPtracker has also developed a Reports Catalog to help showcase the various standard
reports available to our Full Admins. This catalog is located under our Training Materials >>
Manuals/Quick Start Guides. Feel free to use this as a resource when searching for a particular
report to use for your workforce reporting needs.

Only a Full Admin Administrator role will see all the standard reports available within LCPtracker.
A Full Admin can add roles to each standard report should this be needed. Refer to the Set Up
section within this guide for instructions on how to perform this step.
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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 Set Up \

| Project Administration

EDIT EMPLOYEES

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

e Apprentice Approvals - The Approve Apprentice portion of the Edit Employee screen
provides the ability for the Administrator to approve Apprentices. The Contractor enters
the Apprentice ID, Apprentice Rate Percentage, Period/Level/Step, and the Apprentice
Registration Date. An Administrator or a Prime Approver, if given the ability, can approve
the Apprentice by selecting “Approved” under the Apprentice Approval dropdown.

~ Apprentice Information

Apprentice ID Apprentice Rate Percentage Apprentice Period/Level/Step Apprentice
Approval
N
Apprentice Registration Date ~ Apprentice Approved Date  Approval Expire Date  Apprentice Approved By Approved
= = = Rejected

Apprentice/Training Program

‘ e ‘
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Once this is selected, the system will record the User ID of the person who approved the
Apprentice and the Approved Date for the day the Apprentice was approved. The
Expiration Date will need to be entered before the record can be saved. You can use this
feature in conjunction with the eDocuments feature to upload apprentice certificates.

If the Admin chooses to
reject the Apprentice, -+ Apprntce fomtn
an additional box will
be shown allowing the
Administrator to send a
message to the
Contractor that will be
sent via email.

Apprentice
Approval

Apprentice ID Apprentice Rate Percentage Apprentice Period/Level/Step

Message to Send to Contractor *

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.

~ Geographic Area Assignment

Ward * Geographic Area * Congressional District * State Senate District *
‘Select Ward v| |Select Geographic Ar~| | Select Congressional v| |Select State Senate |+

Socially Disadvantaged Area
\Select Socially Disad‘V\

SITE VISITS

This section has been replaced with the OnSite module, which is available for purchase.

ADMIN NOTICE PROCESSING

Once an Admin Notice template has been setup (refer to the Set up tab above), an Admin or
Prime Approver can send email messages to the contractors and subcontractors.

Under Admin > Admin Notice Processing, you can load the notices you want to view. Using the
filters will allow you to narrow your search down accordingly. You also have the ability to use
the “Hide Closed” checkbox to manage your Admin Notices dashboard and show only active
notices in the system.
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Contractor

| All Contractors

-

Project

Admin Notice Processing

| All Projects

Sub To | Contract ID

| All Assignments

v

Notice Type

Notice Status

| All Notice Types

> | | All Notice Statuses ¥

From Date

To Date

Hide Closed

Add New Notice Load Notices

Once you have made your selections, click Load Data to view all active notices.

Send A Notice

You can send a notice to a contractor directly from the database by clicking on Admin >> Admin

Notice Processing >> Add New Notice.
To send a notice:

Select the Contractor

Select the project

Select a specific CPR date (optional)

Enter a case number (optional)

Enter a Notice Title (Subject line of email)

Select the Notice Type

Enter the Notice Message (pre-populated

from template but can be modified)

8. Enter an Administrator note (not visible to
the Contractor)

9. Enter today’s date in the Notice Date Field

10. Click Save

No Ok ON =

(e ————— ——

Contractor * Project *
% v | | Project Neon x v |

| K5 Construction

CPR Date
| | selectcPRDate v |

Sub To | Contract ID *

Case Number
| Prime | 11-12345 %~

Notice Title * Admin Notice Type *
This is the email subject line ‘ Advisement that Your Certified Payroll Is Late

Notice Date *

% v | 0209200 [

Notice Message (1025 Characters Max)
You are receiving this notice because your payroll is more than 14 days late. Please note that late certified payroll can be

viewed as a violation of your contract documents and may cause a hold on your progress payment.

4
Notes (1025 Characters Max)
4

Cancel Save

The notice is then sent to the Contractor and copied to the Prime if specified in the set up.

The main contact for the Contractor receives an email and the notice appears in the 2. Notices
>> Administrator Notices section of the Contractor’s login.
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Project | project Neon x )
From Date F% ToDate f% OlInclude Closed Admin Notices
Project Sub To 'Contract ID Notice Type Notice Date ' Week End Date Status Last Response Date

Project Neon Non-Compliance Notice 4/4/2019 2/24/2019 resent 8/22/2020
Project Neon Non-Compliance Notice 2/5/2019 12/9/2018 contractor response | 8/20/2020
Project Neon 11-12345 REJECTION 11/19/2019 | 10/13/2019 | certified 11/19/2019
Project Neon 11-12345 Apprentice Ratio 2/21/2019 contractor response | 2/21/2019
Project Neon 11-12345 Advisement that Your Certified Payroll Is Late | 9/1/2017 contractor response | 12/3/2018

Track a Notice
To track and edit notices, click on Admin >> Admin Notice Processing.

Administrator actions available are:

e 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.
After edits are performed, you will need to resend the Notice to contractor.

e Resend Admin Notice: System will resend the Notice via e-mail to contractor in addition
to previous notice sent.

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

LOG PAPER CPRS

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

ecommenden practcs Wit
recommended practice within A - Select Parameters to “Search for” or "Create” a Record

1- Select a project
*
LCPtracker. S e—

D Goode Inc. v

3- Select a week end date

This process will not feed hours, P [ et Form ] L search

-
wages, and/or demographics to the Weok nd

‘ X )
standard LCPtracker reports for oncs |

Certification Status  Performing week? Record Type (Prime or Admin)  Date received Validated by Accept Status

workforce reporting. [ O | | faccepreo v

Notes (125 char. max.)
5
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EDOCUMENTS

The eDocuments feature has three basic functions:

1. Administrators can provide useful document templates to Contractor users.
2. How Agency/Admins and/or Prime Approvers receive documents from Contractors.

3. Viewing previously uploaded documents. Admins can Accept/Reject submitted
documents using this tool.

The eDocument section is referred to as an electronic filing cabinet. This is a way for files, other
than the certified payrolls that are generated, to be stored in an electronic filing system. Use of
this feature may vary from agency to agency. Please keep in mind the below examples are just
examples and are not necessarily what you will see in your account.

EDOCUMENT TYPES FOR UPLOAD

The Administrator or Agency specifies what documents are allowed/required to be uploaded.
The list of documents will show in the Document Types for Upload table. Each document will
have one of the following requirements set by the Admin/Agency:

.:. N — N Ot Req u i red ; m ea n i n g th at Projects 1. Payroll Records 2. Notices 3. Certification Reports Set Up Daily Reporter LCPcertified
WELCOME Mormont Builders
they are sent on request from the eDocuments Wain Menu
Agency/Administrator and/or Prime me Downioad Document Templtes
Approver.
% Y — Yes; meaning that that they are
required T —
Q:Q R —_ Req u i red ; m ea n i n g th at th ey *Req'd: N ="No", Y ="Yes", R = "Required before CPR can be submitted". ** Access: U = "Upload", V = "View"
are required by every ]
contractor/subcontractor before e DUCUONT DUSCITDOON
Certificate Appointing Officer to Supervise Payroll| Y 0 Certificate Appointing Officer to supervise payroll
yo u Ca n S u b m it C P R,S . Payroll Deduction Authorization R 0 Payroll Deduction Authorization form required prior to certification
Subcontractor Daily Logs N 0

Expire Frequency controls how often a document

must be submitted. For example, a quarterly HB_:szE;;fﬂﬁ . Submission Delay i Days
report would expire every three months.

Submission Delay in Days allows a delay in submittal of “Required Prior to Certification”. This,
for example would allow end of month reports. A delay of 30 days would allow submittal of

CPRs for 30 days and then require the document to be submitted before additional CPRs can
be submitted.
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The eDocument template functionality allows the Administrator / Agency to post documents,
forms, instructions, or other material in an editable Word or PDR format for the contractors to
download. This will allow the Contractor to save to their computer, fill in the proper fields, re-
save and then upload the completed document under Upload Documents.

To define an eDocument Template, go to Set Up >> Add/Edit eDocument Templates.

To access templates that have been loaded, click on Download Document Templates. The
following are examples. Only templates loaded by the Agency/Admin will be available to select.

Simply click on the underlined link and your browser will start the viewing/download process.

E-Documents Templates

Projects ‘ Certifications Violations ‘ Reports ‘ Admin eDocuments

| Templates Available For Download

Authorization for Payroll Deductions
Upload Documents | Download Document Templates I Cemi Pyl A el SR e e
Child Support Order
Chld S Order

Contractor Setup Form Template
SF-1444

UPLOAD DOCUMENTS

The Upload Documents feature allows your contractors as well as an Admin to upload
documents that the Administrator/ Agency requests. The Upload Documents button provides the
ability to upload documents directly from your computer into the Administrator’s database. To
upload a document, you will need to have the document available on your computer. The
document can be almost any type that can be viewed by internet browser: txt, pdf, xIs, doc, tif,
etc.

On the following page, you can find a short description of each field. Unless specified by a red
asterisk, these fields are optional.

Project Name - you will need to choose the project

the document is for (Some documents may be for all Projects || 1.Payroll Records || 2. Nofices | 3. Ceification || Reports |ERSssluGLe

projects based on Admin set)
Sub To - this will filter by who you are a sub to on a contactor

specific project (this may have options to select if 7 ’

multiple assignments have been enabled by the \Fiofﬁt;;fm = <]

Adm inistrator) Sub To | Contract ID *

Document Type - you will choose the document Socument Type -

name from the drop down based on the titles the = Sellect Document Type - |
Admin/Agency has defined.
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Document Date - this is always a required field. Document Date* _

You may use the calendar icon to choose your =

date, or type it in MM/DD/YYYY format Expiration Date * s

Expiration Date - some Admins/Agencies may Description

require that this be filled in; again, use calendar B

icon or type in date.

Description - some Contractors may choose to use this field for their own notes (this is still viewable by
your Administrator)

Select employee the document relates to if appropriate

Select employee the document relates to if I~ Select Employee — <]
appropriate — Employee specific forms may have
this set as a requirement by the Admin/Agency.

Week end date the document relates to if appropriate *

Week-end date the document relates to if appropriate — Link the document to an appropriate week-
end date.

Comments - some Contractors may use for their own notes and comments. This section is viewable by
the Contractors and Administrator.

Comments

Confidential Comments — allows the Admin or Prime Approver to enter comments not visible to the
Contractor.

Confidential Comments

Select the file to upload - browse your computer to find the Select the file to upload
document you want to upload. No file chosen

Click Save once everything is completed and ready for upload.

VIEW DOCUMENTS

Administrators utilize this function to view documents that have been uploaded by Contractors
and Subcontractors. Only Administrators can delete eDocuments that have been uploaded.
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When you click on the View Documents button, you can select filters from the drop-down lists to
only show the documents you are looking for. The following list can be filtered on:

e Project

e Contractors

e Sub To/ Contract ID

e Document type

e Status of the document

e Dates — Document date or
Submittal date.

e Employee Name —
Available if you are filtered
to a specific Contractor.

Project

(] Include Closed Projects

Contractor
Sub To | Contract ID
Document Type

Status

Document Date Filter

Start Date

End Date

Lcad Data

)

[ Al Projects

i |

|' All Contractors

| AllAssignments ¥

v]

| -- All Types --

Al Statuses

% |

Submitted Date Filter

% startDate
@ End Date

Employee Name

% | All Employees v
E

Once filters have been selected, click on Load Data to view the documents that have been

uploaded.

Displaying 9 uploaded documents

West Coast Dual

DocumentType Document Date

PR

09/04/2020

Contractor

LCP General Contracting

Sub To | Contract ID

Prime | 1-2000

Submitted
09/05/2020

Certificate for Bill Johnson

JOHNSON, BILL

1-94 Building Removal

Apprenticeship Certification

09/01/2020

LCP General Contracting

Prime | 11-1234

09/01/2020

Description Field

Accepted | JOHNSON, BILL

— All Projects —

Fringe Benefit Statement

08/19/2020

LCP General Contracting

Prime | 1-2000

08/19/2020

Some fields are editable when clicking on
Details.

Within the details tab, the Administrator and/or
Prime Approver can accept or reject the
uploaded eDocument.

The Contractor Notes section will show
contractor’'s comments, time stamped.

The Administrator Notices section will show
Administrator comments, time stamped, which
contractors can view.

A Confidential Admin Note can be added and
will not be available for the Contractor to view.

Record Review — All data on this form is for this project only

Project
1-94 Building Removal
Contractor

LCP General Contracting

Week End Date
3/24/2026

Contractor Id
1ACADEMY

Document Type
Apprenticeship Certification

Uploaded
9/1/2020

Employee Name
JOHNSON, BILL

Accept / Reject

Descriplion (200 characters max)
Description Field
A

Contractor Notes

Document Date
9/1/2020

Expire Date

&=

Case Number

‘Administrator Notices

Add Admin Notice

Confidential Administrator

|

Add Confidential Admin Note

Clicking on View will bring up the actual document that was uploaded.

West Coast Dual Tr

Document Type  Document Date

-

09/04/2020

Contractor

LCP General Contracting

Displaying 9 uploaded documents

Sub To | Contract ID

Prime | 1-2000

Submitted Description

09/05/2020 | Certificate for Bill Johnson JOHNSON, BILL

1-94 Building Removal

Apprenticeship Certification

09/01/2020

LCP General Contracting

Prime | 11-1234

09/01/2020 | Description Field Accepted | JOHNSON, BILL | 03/24/2026

= e |

— All Projects —

Fringe Benefit Statement

08/19/2020

LCP General Contracting

Prime | 1-2000

08/19/2020
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Admin/Agency View
Department [l Departments )
Project r -
O Include Closed Projects ezt J
Contractor [ contractors
Sub To | Contract ID [Auassignmenis  + ]
Document Type [-- All Types — v
Status [ statuses v
Document Date Filter Submitted Date Filter Employee Name
Start Date F® StartDate BB [Arcmpoyees ]
End Date f® EndDate =
Load Data
Displaying 1 uploaded documents
. Document SubTo | - S Employee Week End View View
Project Document Type D Contractor Contract ID Submitted 'Description Status Name Date Details Daement Delete
Project Apprentice Program K5 Prime | 11-
Neor o — 0111812021 |0 4 ot 01/18/2021 Details
Page 1

Contractor/Subcontractor View

eDocuments |l H Daily Reporter H LCPeertified

Project ( 1
[ Incluge Closed Projects | hllfiiects i ‘
Contractor | All Contractors v ‘
Sub To | Contract 1D | All Assignments v ‘
Document Type [-- Al Types v]
Status | Al statuses v
Document Date Filter Submitted Date Filter Employee Name
Start Date I statDae @ | AnEmployees .
End Date @ Endpae &=
Load Data
Displaying 1 uploaded documents
Document Date  Contractor 'Sub To | ContractID Submitted Description Status | Employee Name Employee Linked Notice Linked View Details 'View Document
Project Neon | Apprentice Program Documentation 01/18/2021 K5 Construction| Prime | 11-12345 | 01/18/2021 Accepted NO NO @
Page 1

CONTRACTOR EDOCUMENT FUNCTION

Contractors can:

¢ View/download Document Templates
e Upload Document for themselves
e View their own documents and those of their subcontractors.

This function is often used by Administrators to receive required documents rather than hard
copy.

This concludes the Administrator Guide.
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CONTACTING LCPTRACKER SUPPORT

Should you need additional assistance please contact our LCPtracker support team:

° Call 714-669-0052 option 4,
° Live Chat, or
° Email Support@LCPtracker.com
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