
4A-7, 4A-8, and 4A-9 Review, Reject, and 

Approve a Payroll 

(Prime Approver Role) 

Details 

Responsible Parties  

● Prime Contractor (prime approver role)

Revision Date of this Document 

June 2025 

Document Owner 

Vanessa Urbina, vanessa.urbina@state.co.us, 303-512-4144 

Procedure Objective  

This document is intended to assist the prime approver role of the Prime Contractor on how to 

review certified payrolls in LCPtracker to ultimately approve or reject the payroll. The Prime 

Contractor must ensure projects are set up in LCPtracker (see process guide 4A-1 Confirm Set Up in 

LCPtracker) before certified payrolls can be submitted and ultimately reviewed. 

System Procedures  

Jump to process guide step 4A-7 “Review Payroll” (click the link & select “bookmark”) 

Jump to process flow step 4A-8 “Reject Payroll” (click the link & select “bookmark”) 

Jump to process flow step 4A-9 “Approve Payroll” (click the link & select “bookmark”) 

Process Guide 4A-7 “Review Payroll” 

1. The Prime Contractor is responsible for the compliance of all certified payrolls on the

contract (to include the Prime Contractor and all subcontractor payrolls). See the CDOT

website regarding resources for payroll compliance -

https://www.codot.gov/business/civilrights/compliance/construction/payroll

2. Go to lcptracker.net. The supported browsers are Mozilla, Google Chrome, Microsoft Edge,

and Opera.

3. Enter Username and Password then click “Next.”

mailto:vanessa.urbina@state.co.us
https://www.codot.gov/business/civilrights/compliance/construction/payroll
https://prod.lcptracker.net/WebForms/login.aspx


 

4. There are several components of eDocuments within LCPtracker that need to be reviewed. 

a) The prime approver shall check eDocuments to ensure the Contractor Fringe Benefit 

Statement (CFBS) is present and complete for the first payroll submitted for all 

contractors.  

i) If fringe benefits are used to meet prevailing wage, the prime approver shall 

also upload the company’s fringe benefit declaration worksheet (either using 

the CDOT template or the company’s worksheet that shows the calculation of 

an hourly fringe rate) in eDocuments.  

ii) If the contractor is using an unfunded fringe benefit plan to meet prevailing 

wage, an approval letter of the unfunded plan from DOL is required to be 

uploaded in eDocuments. If a DOL approval letter is not provided, the certified 

payroll shall be rejected. 

b) Included on the payroll, all other deductions shall be detailed by type and amount 

within the “Other Deduction Notes.” Review the Guidance on Deductions for 

Construction Projects Requiring Certified Payrolls to identify allowable DOL 

deductions and any required supporting documentation to be uploaded in 

eDocuments. The prime approver shall review all required supporting documentation 

in eDocuments to ensure that they are present, if appropriate, and match the 

deduction being taken.  

i) A US DOL approval letter is required for any type of deduction that does not 

fall under the payroll deductions that are listed as permissible (29 CFR § 3.5). 

The DOL approval letter will need to be dated prior to deduction being taken. 

If the letter is not present, the payroll shall be rejected. 

5. To view documents uploaded in eDocuments, click on the “eDocuments” tab. Click “View 

Documents.” 

 

6. Use the drop-down boxes to populate the information to view the documents, then click 

“Load Data.” 

https://www.codot.gov/business/civilrights/compliance/assets/cdot-payroll-deduction-memo-06-21.pdf
https://www.codot.gov/business/civilrights/compliance/assets/cdot-payroll-deduction-memo-06-21.pdf


 

7. Under the “View Document” column, click “View Document.” 

 

8. The following is an example of the Contractor Fringe Benefit Statement (CFBS). 

 

9. If box 9b. is marked “yes” on the CFBS and company fringe benefits are reported on the 

certified payroll, review the company’s fringe benefit declaration worksheet in eDocuments.  



 

Note: The contractor can use the company fringe benefit declaration worksheet template 

located in eDocuments within LCPtracker (as shown above) or another worksheet provided 

by the company that demonstrates how the company fringe benefits are calculated to an 

hourly rate. 

10. To review the certified payroll, click on the “Certifications” tab. 

 
11. Use the drop-down boxes to populate the information necessary to view the applicable 

certified payroll, and then click “Load Data.” 

 

12. A list of payrolls will populate. 

  

 
13. To view the applicable payroll, click “PDF” under “View CPR.”  

 
14. The following is an example of a payroll record:  



 

15. Once opened, compare the information submitted within the payroll record to the 

submittals located in eDocuments such as: CFBS, Contractor Fringe Benefit Declaration 

Worksheet (if applicable), DOL approval letters (for deductions or unfunded fringe benefits), 

and all supporting documentation for other deductions.  

16. Steps 17-21 demonstrate how to REJECT a payroll within LCPtracker. 

Steps 22-23 demonstrates how to APPROVE a payroll within LCPtracker. 

Process Guide Step 4A-8 - Reject Payroll 

17. Using the pictures below as examples, review the information. At initial glance, the 

information contained in Picture A may look acceptable. However, when Picture B and 

Picture C are compared, there is an issue with the manner in which the contractor has filled 

out the Contractor Fringe Benefit Statement (CFBS). Picture B (on the payroll) displays a 

fringe benefit being credited to reach prevailing wage; however, the details are not spelled 

out within the CFBS document to determine compliance -- specifically, the contractor does 

not acknowledge how they are reaching prevailing wage. More information is required to be 

included on the CFBS in order to allow the fringe benefit credit to be taken. Also, if the 

contractor is using an unfunded fringe benefit plan to meet prevailing wage (most common: 

vacation/holiday/sick leave), a DOL approval letter for the unfunded plan is required to be 

uploaded in eDocuments. If a DOL approval letter is not provided, the unfunded fringe 

benefit is not allowed to be taken as credit toward meeting prevailing wage and restitution 

will be owed. 

If any components of the certified payroll are out of compliance, the payroll shall be 

rejected.   

Inconsistencies between the payroll and the CFBS and/or the eDocuments are common issues 

that result in the rejection of a payroll.   

Example: Reject a payroll– Picture A: the complete payroll record 



 

 Example: Reject a Payroll– Picture B: zoomed in payroll record showing fringe benefits. 

 

  

 

 

 

 

 

 

 

 

 

Example: Reject a Payroll - Picture C: CFBS 

 

 
 
 
Picture C: Contractor Fringe Benefit Statement 



 

 

Steps 18- demonstrate how to reject a payroll within LCPtracker. 

18. To reject a payroll, the process will be completed within the “Certifications” tab. The first 

step is to change the prime approver role to the blank option. The prime approver will be 

required to review and approve the payroll after the payroll has been resubmitted. The 

second step is (under the “Accept Status” column) to use the drop-down to select 

“REJECTED.” When the status of “REJECTED” is selected, a window will pop up asking if you 

are sure you want to change the accept status. Click “Yes.” 

Note: The prime approver will only use the “Accept Status” column to report a rejected 

payroll. The prime approver shall not select any other option other than “Rejected” in this 

drop-down menu. 



 

 

 

 

19. Once the certified payroll is rejected, the system will have a prompt to enter a reason for 

the rejection. Because of system limitations, for the admin notice (the rejection of the 

payroll), it is important to include the following information:  

a. the initials of the person rejecting payroll 

b. the date that the rejection was made 

c. the week end date of the rejected payroll 

d. the specific violation(s) 

e. the requirement of the subcontractor to respond to the admin notice (when resolved) 

if the rejection is due to documents to be uploaded only and not the requirement to 

recertify the payroll record and 

f. the date that the corrections are due (seven days from the date that it was rejected). 

Click “OK.” 



 

20. A window will pop up with results that the contractor has been emailed. Click “OK.” 

 

21. When the prime approver rejects the payroll please consider the following items:  

a. If rejection results in resubmission of payroll: 

If there is a problem with the actual payroll (for example: insufficient wages, 

incorrect classification, or lack of delineation by type or amount for “Other 

Deductions”, etc.), the admin notice for the rejection shall accompany the 

requirements outlined in step 19 of this process guide. Once the payroll is 

re-submitted, the prime approver will need to again complete their checking 

procedures in the Process Guide 4A.7. It is up to the person that rejects the payroll to 

ensure the re-submission of payroll occurs. 

b. If rejection does NOT result in resubmission of payroll:   

If the payroll is rejected because of a lack of documentation (through e-Documents), 

the admin notice for the rejection shall accompany the requirements outlined in step 

19 of this process guide.  It is essential that you also outline that the contractor reply 

directly to the rejected payroll admin notice once the requested 

documents/information is uploaded in e-Documents. Click OK. Once the prime 

approver receives the admin notice reply from the subcontractor, s/he can then 



review the requested documents and follow the process for 4A7 to review the payroll.   

22. When the payroll has been resubmitted after rejection:  

Once the contractor has edited and resubmitted the payroll, the prime approver will again 

review the payroll. The “Accept Status” will automatically be changed to “Resubmitted” 

when the contractor has edited and recertified their payroll. Next steps depend on the 

status of the resubmitted payroll. 

a) Noncompliant. If the contractor’s CPR is still noncompliant after resubmission, the prime 

approver will select “REJECTED” in the “Accept Status” again and enter a new admin notice 

with the criteria requirements outlined in step 19 of this process guide. 

b) Payroll not resubmitted. If the contractor does not resubmit the CPR after the seven (7) 

day due date, the prime approver will enter a new admin notice outlining the unresolved 

issues with a new seven day due date for correction. The prime approver shall also follow up 

with an email to the contractor that is out of compliance. 

c) Compliant. If the payroll is corrected and all supporting documentation has been 

reviewed to determine compliance, under “Prime Approval,” select “Approved.” The prime 

approver will not change anything in the “Accept Status” at this point- it should remain as 

“Resubmitted.” 

d) Payroll Lacking Supporting Documentation ONLY. If the issue with the rejected payroll is 

solely a problem with supporting documentation (and not with the actual payroll), the 

contractor shall not be required to resubmit the certified payroll once they have uploaded 

the requested supporting documentation in eDocuments. The contractor shall respond to the 

admin notice so that the prime approver knows when the issue has been resolved, and they 

can then go into the payroll to review it again. If the supporting documentation is not 

sufficient or acceptable, then the prime approver should create another admin notice with 

the deadline of seven (7) days outlining expectations as previously detailed. If the 

supporting documentation is sufficient, then the prime approver should notify the person 

approving payrolls (PE role) so that said person can review the payroll and change the accept 

status from “rejected” to “accepted.”  

The contractor submitting the corrected payroll shall include a comment in the “Remarks” 

field on the payroll indicating details of the appropriate documentation that was attached in 

edocs. 

The prime approver and subcontractor will continue to follow these steps until all payrolls 

are complete and approved.   

Note: Long term issues with noncompliant payrolls are grounds for withholding progress 

estimates. Please ensure that problematic payrolls are quickly resolved by all parties. 

23. The prime approver has successfully completed the payroll rejection process. 

Process Guide Step 4A-9 - Approve Payroll 

24. Using the pictures below as examples, review the information. In reviewing Picture A and 

Picture B, one can see that a fringe benefit has been credited toward prevailing wage for 

health and wellness. Picture C shows that the CFBS includes details regarding the bona fide 

fringe benefit. There is also a copy of the Contractor Fringe Benefit Declaration Worksheet 

that reflects the hourly fringe benefit amount reported on the certified payroll. If all other 



payroll criteria from the LCPtracker Review Payroll Checklist is acceptable, including that 

the payroll and supporting documentation match, the next step would be to approve the 

payroll. 

 

Example: Approve a Payroll 

 

Picture A: the complete payroll record 

 

 

 

Picture B: zoomed in payroll record showing fringe benefits. 

 

Picture C: CFBS and Fringe Benefit Declaration Worksheet 

 



 



 

25. In the “Certifications” tab under the prime approval column, use the drop-down to select 

“Approved.” A window will pop up asking, “Are sure you want to change the accept status?” 

Select “Yes.” 

 

 

26. The prime approver has successfully reviewed, accepted, and rejected a payroll. 
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