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Logging in to LCPtracker
1. Go to Icptracker.net

The supported browsers are Google Chrome and Internet Explorer.
LCPtracker will not work with Mozilla Firefox.

Y I LCPrracker © 2003 - 201 x
/

< C (0 | D nitpsy//prod.icptracker.net

ILCP acker

Sign into LCPtracker

For Electronic Submission and Management of Certified Payroll Reports

Username

SIGN IN

Forgot Password?

2. Enter your username and temporary password in the fields on the screen.

Username

Usermame

SIGN IN

Forgot Password?

3. You must change your password after first login.

Change Password
You must update your temperary password

Password Rules
« Must be at least 3 characters long

« Must contain at least one number.
+ Must contain at least one lowercase and one uppercase letter.

User Name: jdelagerheim@gmail.com
Current Password

New Password Repeat Password

Cancel Save

LCPtracker recommends that you create a password with the following characteristics:
« At least 8 characters long

« Contains at least one lowercase letter, one uppercase letter, one digit (0-9). and one special character like @#3%"&+=
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Create an eSignature
An eSignature is required to upload eDocuments and certify your payroll records
Your eSignature password should not be the same as your login password

1. From the Setup tab, click on Edit/?eset eSignature

COLORADO DOT

| 1. Payroll Records 2. Certification [_Reporls eDocuments EH Daily Reporter LCPcertified |

Setup Main Menu

Fose e
Add/Edit Additional Users

2. You will then enter your eSignature password twice in the fields shown below.
Your user ID is filled in for you.

Edit E-Signature

Use this form to change your existing certification password.

Fringe Benefits Maintenance

Subcontractor Setup

Edit Login Password

Password Rules:™*

- Must be at least 6 characters long

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

User Id

1303-512-4086 |

E-Signature Password Repeat Password
| | |

| Clear Form || Cancel || Save Password

“* A password with the following characteristics is recommended:
- At least 8 characters long
- Contains at least one lower-case letter, one upper-case letter, cne digit (0-9), and cne special character like @#3%"&+=

3. The process to change your eSignature is the exact same
as creating it for the first time.
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Add Employees
Before entering payroll data, you will add the employees to the LCPtracker database.
1. From the Setup tab, click on Add/Edit Employee
Vi

COLORADO DOT

[ 1. Payroll Records } 2. Certification ports eDocuments Eﬂ Daily Reporter LCPcertified

Company Information Add/Edit Craft Name
Copy Employees AddfEdit Work Order
Add/Remove County Match Add/Edit Additional Users

Add/Remove Craft Match

Add/Edit Employee
Fringe Benefits Maintenance
Subcontractor Setup

Edit Login Password

Edit/Reset eSignature Add/Remove Project Match

2. Add any employees who are working on the project, or those you anticipate will work on the
project. All required fields are marked with a red asterisk ( ).

» Add / Edit Employee Information

First Name * Last Name *
JONI DELAGERHEIM
Address 1* Address 2
4201 E. Arkansas Ave Room 150
City * State Zip*
Denver CO - COLORADO ¥ | 80222
M Employee ID *
XXX-XxX-1234 delagerheimj
Exemptions *  Status Ethnicity * Veteran Status
0 |acTIVE v | |caucasian v v
Date Hired * Date Fingerprinted Phone Mumber *
10/19/2016 [Exw [ 303-512-4086
Driver's License State Driver's License Werkers Comp Code Electrician License
| d
B
Gender * Hiring Source |:| L T
|Fema|e v | | v | ) Owner/Operator

[Z) | certify that this employee is 19 verified.

When entering the employee SSN, the format must be xxx-xx-####

3. After adding the information, scroll to the bottom of the page and click save

- | Cancel | | Reset | Save ]
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eDocuments (General)

eDocuments are documents that support the employee’s record in LCPtracker.
The following eDocuments are available for upload:

Apprenticeship Cantrication [ [] S Depantment of Laber - Otfice of Apprenticaship - Cantification

Apprenticeship Suppering Documents N [} Cther decuments relaied 1o apprenticeships - NOT FOR CERTIFICATIONS

| Child Sugpparnt Dacumant [ o Diecumantasian to suppen seduztiens takan bem smabsyess payehack (8. g , courl documentaiion andicr wage shenant lethar)
Contmeter Frings Eanahit Stalemant R ] Staigment of inngs banatis that will bs applied 1o sach ampioee.

|Copy of Payroil Check N [ Scanned copy of payroll check stub to venfy payoll i comect of Ihat Back wages of rRstiution have been paid

[DBE Participation Pian Moddication Request N o Form o request 3 waiver or reduction of DISE particpation (COOT Form 1420)

|| 150 Bsaciup Documentation N ] | Arvy supporting documentation necessary for labor retated issues that occur dunng the proect

Labor Interaew Fomm N |o Ermployes intecview foem (CDOT Foem 200)

Notice of Award v o Document that states that contractor has baen awarded the contract (e q , Notice of Award Letter from CDOT)

OUT Approved Program ] [ Copy of achual approved icashi irg prosy

QT Cuestionnaire N o 0T questionnaire for program participants (COOT Form 200)

Cn the Job Traines Apprentice Record N 3 Cocument requesting approval from RCR( for employes 10 be counted toward OJT gaal (COOT Fom 834)

O the Job Training Progress Report N o Manthly documsnt stating trainee pn by listing completed hours (COGIT Form 832

Program Participart Verification Foem N ] Latter stating empioyee is 3 participant in the appecved appranticeshipfirainng program (e g . LISDOL apprenticeship cerification fom)
[Rocespt of Wage Restinion Document H [ Notarized document that advised thas the employee has been paid wage matitution

[Request for Waiver on Cordract's 4T Training Hours|N [ Document mauersting waiver andor reduction of OJT hours (C0GT Form 1336)

[SF 1444 - Request for Addional Classification N ] Fom to hav a missing classification added to the wage detorminaticn for that project ooty

| Statement and Acknoslodgemant Form (SF1413) [N o Acknowlodgement that contractar i avean of the acts that apply 16 the cortract and that the cortracton will abida by thess acts (Lise fomn SF1443)|

¢ You can download available templates from download eDocuments.

COLORADO DOT

| Projects | 1 Payroil Rrcords | 2 Cortifcation || Reparts | eDocumorts |EESSET || Dty Reporter | | CPenstfied |

WELCOME CDOT TEST CONTRACTOR - DO NOT ASSIGN TO PROJECTS

Deramicad Document Te

Upload Documents

If the document is available for upload but it does not appear in the download template list, there
is not a standard format for this document. Common examples of these are wage garnishments and
child support orders. These documents are uploaded following the same steps as the Contractor

Fringe Benefit Statement shown on the next page.

¢ To view eDocuments you have already uploaded, click View eDocuments.

COLORADOD DOT

| Projects | 1 Payroll Rocords | 7 Cortificaon || Reparts | eDocumorts | RN i| Dty Reporter | LCPeostfied |

WELCOME CDOT TEST CONTRACTOR - DO NOT ASSIGN TO PROJECTS

Uplewd Documarts Deownload Documant Toates

o Enter any relevant information in the filters, and click load data.

Project r 1
= 18999 - C-470 TOLLED EXPRESS LANES SE.__. %
) Include Closed Projects ‘ : ‘

Contractor ‘ CDOT TEST CONTRACTOR - DO NOT ASSIGN TOPROJE.. %X ~ |
Sub To | Contract ID [Pime % |

Document Type

Status ‘ All Statuses = ‘

Document Date Filter Submitted Date Filter Employee Name

Start Date % statDate = [W:

End Date % EndDate =
Load Data ||

0 Any available eDocuments will show in a list below the load data button

DAI220%6

HARDGE, JESSICA

| Apprantics Cartificate

COOT Tramrg Demo| OUT Appeoved Frogram | 07032046 |4 J Genoral Contracting] Pt TEST, CHARLES |01/17/2000

From here you can view the document, view the document details,
or delete the eDocument.
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Contractor Fringe Benefit Statement (CFBS)

CDOT requires that fringes (including cash) are listed at an hourly rate.
CDOT has created the Contractor Fringe Benefit Statement to make gathering and viewing this
information simple. This form is required in order to certify your payrolls.

1. Download the CFBS from the eDocuments tab.

COLORADO DOT

i <

ELS E CDOT TEST CONTRACTOR - DO NOT ASSIGN TO PROJECTS
= > :

==

Blowrload Documon Tomglates

then
2. Fill out the spreadsheet,
and save it to your computer.
CONTRACTOR FRINGE BENEFIT STATEMENT
—— )

During the life of the project, if there are i rates b any of
ol thi

All Empl 5 47/2016
’ Name:

Aatdress
Name:

To: Address.

d
d
i
m: | Address
Faid Hame:
o
d
d

To: | Address
Name
Address

Fringe Benefits

i Name
;| Address:

Lmployee

5475 Hourly Tar

5475 Hourhy

DA HITE,DON HUDDLESTON, ELI PATTEN ADRLANA HELM,CLINT BAUTISTA, EDAWARD DAVENPORT |

3. From the eDocuments tab, click Upload Documents.

COLORADO DOT
s | 1 Pall Ancords. | 3 Corthestion | Fopers |G D] SotUp | Dy Roptsr | LCPearitind |

i Dineimarts.

|->[ J
On the next screen, make sure that you select
Contractor Fringe Benefit Statement

from the document type dropdown.

When asked to select an employee select the
first employee in your list.

Click on Choose File and select the spreadsheet
that you previously saved to your computer.

In the notes, enter
‘form applies to all employees on project.’

4. Click Save to complete the upload..—
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Enter Certified Payroll Records (CPRs)

There are four methods for entering certified payroll records:
¢ Manual Entry

e Copy Previous
e Upload
e Direct interface

Manual Entry

1. From the Payroll Records tab, select Enter Regrds.
COLORAD DoT

Projects 1. Payroll Records 2. Cedificafion | Reporls eDocuients W Set U aily Reporter LCPcertified v

-"_ aroll Records

[ E S — Edit Certified Payroll Records

Copy Previous Payroll Recovery Act Additional Data Entry
Edit Uncertified Payroll Records FHWA 1391 Additional Data Entry
Upload Records HUD Additional Data Entry

2. Enter or select the week end date. Select the project and an employee, then click Add
Classification.

Once a classification has been selected, it will be
associated with the employee from week to week.

]

3. A new window will appear with a list of crafts. Select the craft, then the classification for the
employee.

NOTE: If the project covers more than one county,

the classification for the highest wage among those counties
MUST be selected.

(Continued on next page)
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Manual Entry, continued

4. After selecting the classification, click Add Selected at the bottom of the window.

Add Classifications ]
Craft

CARPENTER v

Select Location Classification Construction Type Notes

Arapahoe County, CO (C010)| 1010 - Carpenter (Excludes Form Work)| Highway

Douglas County, CO (C047) |1279 - Carpenter: Form Work Only | Highway
Douglas County, CO (C047) | 1296 - Carpenter (Excludes Form Work)| Highway

L Jefferson County, CO (C011) | 1010 - Carpenter (Excludes Formm Work)| Highway
Jefferson County, CO (C011) | 1013 - Carpenter: Form Work Only Highway

Add Selected

Repeat steps 2-4 for each classification the employee will have for the project.

%/

5. After adding all classifications, check the box next to the classification for which you will
enter payroll, and click Next.

| Add Classification || Cancel ||| Next |I

1 |CDOT - Federal Wages| Douglas County, CO (C047) |CARPENTER | 1279 - Carpenter: Form Work Only Highway
4 |CDOT - Federal Wages| Arapahoe County, CO (C010)|ELECTRICIAN (1022 - Electrician: Traffic Signalization Electrician | Highway
[ |CDOT - Federal Wages| Jefferson County, CO (C011) [IRONWORKER | 1037 - Ironworker: Structural Highway

NOTE: Depending on the work the employee did, some classifications may not be used each
week.

6. After clicking Next you will be taken to the payroll record entry form.

Emgioy DELAGERHEI. JOM Contract i
I Foreman s OwnerOperaor
Crens Erpioyem P in L Grena Pay A1 Tresse fabs e Hourly rale Sacls {Lsuaity ho Fris ] et o6y Ly of
Fay T Project ?Fmg‘.-‘u: P i Frnges (Casn
Tty b ‘CannFringes)  { Sum of 3 checks Lol
= i, B Cuwime Goene
Sech borm ) Har; oty ety
0.0 00 o 0 [ [ 0000

= e Worked Each Dy i Tres Project Oy

Smuowy  Sedw Moy Tumay  Wedway Thnany o ot Wy
0THAM  WOOE IO NS nooms  1acme

2 o ]
Hoguia Tee n00 000 LY 00 a0 00 000 (1]
S 1l oog 0.00 o 000 o g 0 B
OatieTnd g 0.0 00 00 0 LY 000 ona
“ta oo () (1] e oo oo 00 oo
= Fringes spioye 1 Tha Poniect Doy ¢
pluntary a4 Oues e Enp Pay
Ve /boDom HEEmAWe! Peson  ARCmw  Traneg or 1 Frojecs ‘Some o Al Fringes P Io Emiiayee
0000 0000 0.000 0000 0000 Fason  Medcal olurimy Ceriutors Fehed in Grove e
hre e o [ Catodate Fringes.
= Pagcich - Decctors, Paymerts o hoten (Fr AR Propeces Workes T Wonek )
® GogaPachecs ) gl Payensets
Deauctons
Fout T S Sacurn,  Mudcws Sy T Lot Th S0 O vie S S Tetw Ducenes
0,000 + 0,000 + 0,000 + 0000 + 0000 + 000 + 0o + 00 =
Faymants of ncies in paycheck
TrwSum  Check GeossFay Faycheck Amourt Chack Humber ! Payet Data
0,000 0.000 =
ctes

e Dok ton bk

(Continued on next page)
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Manual Entry, continued
7. From left to right, enter:

e Gross Employee Pay This Project

o Wages Paid in Lieu of Fringes (if any)
e Base Hourly

e Overtime Hourly

e Doubletime Hourly

[}

Rate in Lieu of Fringes (if any)

_

Week End Date:  11/4/2016 Contractor.  CDOT TEST CONTRACTOR - DO NOT ASSIGN TO PROJECTS
Project: 18599 - C-470 TOLLED EXPRESS LANES SEG1  Sub To:
Employee: DELAGERHEIM, JONI Contract [D:
|s Foreman |s Owner/Operator
Gross Employee  Wages Paid in Lieu Gross Pay All These fields are Hourly rate fields (Usually No Fringes) Rate in Lieu of
Pay This Project of Fringes (Total Projects Fringes (Cash
(Usually No Cash Fringes) ( Sum of all checks Fringes)
Fringes) entered on Base Cvertime Doubletime
) Hourly Hourly Hourly
1600.000 320.000 1600.000 40.000 60.000 80.000 8.000

Rates entered into the blue boxes the first time will stay the same for the duration of the
project. If an employee’s rate goes up, enter the new values. These new rates will apply from

that point on.

Enter the hours worked for that week on this project only.

~ Hours Worked Each Day for This Project Only
Saturday Sunday Monday Tuesday Wednesday Thursday Friday Total Hours
10/29/2016 1073002016 1073172016 12016 /22016 132016 1M/4720M16
Regular Time .00 0.00 8.00 8.00 8.00 .00 .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 0.00 0.00 8.00 8.00 8.00 8.00 8.00 40.00

If fringes are paid to a third party (401k, medical/dental plan) enter those weekly
contributions here.

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

Woluntary Contributions

Vac/Hol/Dues Included in Gross Emp. Pay

Vac / Hol / Dues  Health & Welf. Pension All Other Training for all Projects ¥/ Some or Al F”hgeé Paid to Emp.\oyee
0.000 0.000 0.000 0.000 0.000 Pension Medical antributions Included in Gross Emp. Pay
More More 0 )

=8unges )

Only click calculate fringes if hourly f
page.

(Continued on next page)

ringe amounts were entered on the employee info
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Manual Entry, continued

10. Enter all deductions that were not included on the Fringe/Contributions line above

11.Enter the check gross pay, the paycheck amount, the check number, and the payment date. If
you entered any ‘other’ deductions, they must be listed in the ‘other deduction notes.’
Common other deductions are dependent insurance and child support. Click Save when

finished.

* Single Paycheck Multiple Paychecks
Deductions

Fed Tax Social Security  Medicare
100.000 + 50.000 + 50.000

Payments (If included in paycheck)

0.000 1600.000 1390.000

Notes

Other Deduction Motes

| Cancel || Save |

+ Paycheck - Deductions, Payments and Notes (For All Projects Worked This Week)

Trav/Subs Check Gross Pay Paycheck Amount  Check Number *

Local Taxes/SDI - Other Vae/Dues Savings Total Deductions
+ 0.000 + 0.000 + 0.000 + 0.000 = 210.000

Payment Date *

11/04/2016  |[F

12. After you click Save the Payroll Record Saved box will pop up.

<]

submitting.

you are reporting to.

Warning: There is 1 notice

check Motices, then certify the data you are

The "Certification” tab is where you complete
the process to submit your CPR to the Agency

When you are done entering the payroll records,

Enter another record for a different employee?

— i

If there are any notices (problems) with the payroll
record, you will be notified of the number of notices
on this box.

If you click the X in the upper right corner, you will
stay on this page and be able to correct any notices,
and re-save.

If you have issues correcting your notices,
email cdot Icptracker support@state.co.us

If you click either Yes or No, you will be taken back
to the Payroll Records tab.

13.Repeat steps 1-11 for each employee. When you have entered payroll records for all
employees who worked that week on the project, you are read to certify your payroll records.

Please see page 13.
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Copy Previous Payroll

1. From the Payroll Records tab, click on Copy Prelvious Payroll.

2. Select the project from the dropdown list. Select the week you wish you copy, then click

5.

6.

7.

COLORADO DOT

Projects 1. Payroll Records

Payroll Records

2. Certification H Reports || eDocuments H Set Up H Daily Reporter ” LCPcertified }

‘ Copy Previous Payroll

uirect Payroll Subscription

Edit Certified Payroll Records

Recovery Act Additional Data Entry

Edit Uncertified Payroll Records FHWA 1391 Additional Data Entry
Upload Records HUD Additional Data Entry

Next.

Copy Previous Payroll
Review Recurs Copy To

First select a project. Then select a centified payrell week 1o copy from.

Select Project *
18599 . C470 TOLLED EXPHESS LANES SEG 1~

Sedoet] Whoek Frd Faymll No View CER|

O R TR L 1 | Wiew |

Select all of the employees whose payroll you wish you copy, then click Next.

Copy Previous Payroll
Copy From ©) Review Records Copy To

Verify that all the records to be copied are selected.

Enter the new week end date, and click Save.
Cony From (3) Reviw Records

The selected payroll will be copied over to the week selected bel
After saving, you will be redirected to the Payroll Edit page.

Week End Date * 11/11/2016 | [Thw

Click Edit from the next screen.

Edit Uncertified Payroll Records

Project ‘
|~ 18999 - C-470 TOLLED EXPRESS LANES SEG 1 |

Run Match Craft Report

B Week End Date’ Employee Name  Contractor Craft Jurisdiction Classification

11/11/2016 | DELAGERHEIM, JONI CDOT - Federal Wages|ELECTRICIAN( 1022 - Electrician: Traffic Signalization Electrician

(o] oo |

Enter the paycheck number and new Week End date for the copied payroll. Click Save.

Trav/Subs Check Gross Pay Paycheck Amount  Check Mumber * Payment Date *
0.000 1920.000 1710.000 2 11/11/2016 | [Fw

Follow the steps for Certifying a Payroll on Page 13 to complete the process.

CDOT LCPtracker Contractor User Guide
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Upload Payroll Records

LCPtracker has a spreadsheet template that is required to use if you wish to use an upload to enter
your payroll data.

1. To access this template, click on UpIoadBecords from the Payroll Records tab.
COLORA DOT

Projects 1. Payroll Records 2. Certification | Reports eDocument: H Set Up Daily Reporter LCPcertified L

FRTE——
Recovery Acl Additional Data Entry
2. Click on Download Spreadsheet Template.

Upload Records

Select week end date:

i

Edit Uncertified Payroll Records

Upload Records

Select a project:
| — Select Project — v

Select a location:

[+]

[ Caleulate fringes automatically ¥ Use "NOT AVAILABLE" if crafts is unmatched

Select the file to uplead
Choose File | No file chosen

[ILEL I Download spreadsheet template

Click on the Help button to access information regarding accounting / payroll system interfaces.

3. This will save the file to your computer. When you open the file, select the Instructions tab
at the bottom of the spreadsheet.

51 |15. Employer Payments for Vacation, Pension, Training, or Health Plan
152 ep_vac_hol, ep _pension, ep_train, or ep_haw.

i | Sheetl | instructions | Misc | Legend | )

There are thorough directions
to assist with the field mapping
for the upload.

LCPtracker Support is also very knowledgeable about the process, and they can help out if you
encounter any problems.

LCPtracker Support can be reached at 714-669-0052 option 2.
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Payroll Interface with LCPtracker
LCPtracker has created a payroll software interface that works with the following systems:

Paychex

Foundation Software

Viewpoint

Pay-Net

Construction Partner

California Payroll

ComputerEase

Paylocity

Sunburst Software Solutions, Inc.

This list is growing, and some payroll software systems are being beta-tested as well.

For help using this feature, please contact LCPtracker Support at 714-669-0052 option 2.

CDOT LCPtracker Contractor User Guide
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Submit and Certify Records

1. Click on the Certification Tab.
2. Select the project from the dropdown list; select whether work was performed or not; select
the week end date. Enter the payroll number, your name, and your title.

(COLORADO DOT

[ P

Wk parioimisd B dak?
Wk sethity 16 ba tepertad for this widk
o work sty b5 b siportid dor B waoeh
Ko work activity b be mported for mubtiple consacutrve ek

‘Woek End Date e
wiaizowe [y
Payrol Mumber

]

Hame of Person Ceritying
Jomd deLagerheim

Titie
Testar

Cancel || Hext

Click Next when finished.

3. Step 2 of the certification process includes a disclaimer.

In item 4, select whether fringes were paid to benefits
or cash. If there are any exceptions, list them in item
4c.

When you have completed this step, click Save.

4. The next window that appears will show that the certification has been created successfully.

Certification created successfully

The CPR report is displayed in a separate window.

CDOT LCPtracker Contractor User Guide 13



Administrative Messages
Administrative Messages are how information is sent within LCPtracker.

You may receive an administrative message from your Prime Approver to correct errors in your
Certified Payroll Reports.

To view these messages
1. Click on the Notices Tab.
COLORADO DOT

| Projects | 1. Payroll Records

Contractor Notices

Project | All Projects =, |

From Date i ToDate e [ include Closed Admin Notices

| Payroll Notices (0) ‘ Administrator Notices (0) |

Mo payroll notices

2. Click on the Administrator Notices tab within this window

Project | All Projects A |

From Date @ To Date % [ Include Closed Admin Motices

‘ Payroll Notices (0) ‘ Administrator Netices (0)

Mo administrator notices

Any messages that you have received will appear here.
Messages are also sent to the email address on file for your company.

CDOT LCPtracker Contractor User Guide






Civil Rights Business Resource Center

COLORADO

Department of Transportation
™ Office of the Chief Engineer

cdot_Icptracker_support@state.co.us
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