
7-8 Contractor Uses OJT Classification Codes to 

Submit Payroll for Trainee (Prime/Subcontractor) 

Details 

Responsible Parties 

● Prime Contractor 

● Subcontractor 

Revision Date of this Document 

April 2025 

Document Owner 

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

Procedural Objective 

This document is intended to assist the Prime Contractor and subcontractor on how to use OJT 

classification codes in LCPtracker when submitting certified payroll for a trainee/apprentice. 

System Procedures 

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

and Opera.     

2. Enter Username and Password, then click  “Next.”  

 

3. In the “1. Payroll Records” tab, enter the necessary information such as the week end date, 

project, location, and employee who will be utilizing the OJT classification code. Click “Add 

Classification” to search for the applicable OJT classification code that was added to the 

project. 

mailto:vanessa.urbina@state.co.us
https://prod.lcptracker.net/WebForms/login.aspx


 

 

4. Select the craft that contains the OJT classification code and scroll down to select the code. 

Click “Add Selected.” 

  

 

Note: Custom OJT classification codes will contain the XX at the beginning of the code. If 

the wrong code that does not contain the XX is used, the certified payroll will need to be 

resubmitted using the proper OJT code. Refusal to use the proper codes will result in the 

Prime Contractor not receiving credit toward the contract OJT goal. Please refer to the 

process guide, 4A-2 or 4A-5 Enter Payroll in LCPtracker for more information about 

submitting payroll. 

 

5. The Prime Contractor and subcontractor has successfully selected the OJT classification code 

to submit certified payroll in LCPtracker for a trainee. 
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