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Getting Started 

Overview 
The Los Angeles Unified School District (LAUSD) Labor Compliance Department (LCD) is pleased to provide 

you with the LAUSD Contractor’s Certified Payroll Reporting (CPR) System.  The CPR System is a 

web-based application that will allow you to fulfil your statutory and contractual obligation to report certified 

payroll records to the awarding body for LAUSD public works projects.  Please note: all formally-bid 

construction contracts advertised for bid February 1, 2004 or later require contractors and subcontractors of 

all tiers to submit certified payroll records via the LAUSD Contractor’s Certified Payroll Reporting System1

As a web-based application, the CPR System provides you with the ability to enter and store payroll reporting 

data that is accessible from any internet-connected computer or web-enabled device.   As records are kept in 

a centralized database, construction management personnel can verify compliance with contractual 

requirements with greater efficiency, resulting in quicker, more efficient payments to contractors.  Moreover, 

electronic records can dramatically reduce the resources necessary to maintain paper hard-copies of payroll 

reporting forms. 

. 

We are also pleased to introduce the Electronic Signature (E-Signature).  This new feature has been 

developed to simplify submittal of not only your certified payroll records, but also documents required by 

LAUSD contract to be submitted by prime contractors and subcontractors of all tiers, including the JJoobb  SSttaarrtt  

MMeeeettiinngg  CChheecckklliisstt2, the awarding-body copy of DDiivviissiioonn  ooff  AApppprreennttiicceesshhiipp  SSttaannddaarrddss  (DDAASS)  FFoorrmm  1144003, and the 

LLeetttteerr  ooff  AAsssseenntt for contracts subject to the Project Stabilization Agreement (PSA)4

The intent of this User Guide is to help you better understand and utilize the CPR System.  If you find any 

prevailing wage terminology used in this manual unfamiliar, we highly recommend that you avail of the 

resources offered by the Labor Compliance Department—particularly the LLaabboorr  CCoommpplliiaannccee  CCeerrttiiffiiccaattiioonn  

MMaannuuaall—whose link can be found in 

.  In addition, the E-

Signature gives prime contractors the ability to better monitor subcontractors’ compliance to certified payroll 

reporting and submittal of contractually-required documents. 

Appendix D.  Should you have any questions regarding the CPR System 

which fall beyond the scope of this User Guide or the Frequently Asked Questions [see Appendix A] please 

feel free to contact the Labor Compliance Department Technical Support Staff. 

  

                                                      
1
 Section 00700 General Conditions, 6.49.5 Certified Payroll Reporting Forms and Payroll Records. 

2
 Ibid., 2.6.1 Job Start Meeting.; California Labor Code, Section 1771.5. 

3
 Ibid., 6.49.3.2 Apprentices.; California Labor Code, Section 1777.5. 

4
 Ibid., 6.49.8 Project Stabilization Agreement.; Project Stabilization Agreement, Section 2.5 Awarding of Contracts. 
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Registration 

Request for Access to LAUSD Online Tools 

Before you can use the CPR System, you must complete the RReeqquueesstt  ffoorr  AAcccceessss  ttoo  LLAAUUSSDD  OOnnlliinnee  TToooollss.  A 

copy of this form can be found at the Labor Compliance website: 

www.laschools.org/lcp  

Once completed, return the form—along with your company’s FFoorrmm  WW--99 for verification—via fax or email to 

the recipient indicated on the form. 

Electronic Signature Authorization Agreement 

In order to use the new Electronic Signature, an Owner, Partner, or Executive Officer of the company must 

also complete the EE--SSiiggnnaattuurree  AAuutthhoorriizzaattiioonn  AAggrreeeemmeenntt.  A hard-copy of the Agreement containing an 

original wet signature of the qualifying individual must be submitted to the Labor Compliance Department. 

For the purposes of this User Guide, users that have submitted the E-Signature Authorization Agreement will 

be referred to as E-Signature users.  Users who will not be using E-Signature will be referred to as 

Payroll users. 
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New User Registration 

Once you have completed the necessary forms, visit the LAUSD Facilities Services Division (FSD) website: 

www.laschools.org 

 

Scroll over the section Business with FSD and go down to click on vendor portal.   
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Complete the user and vendor registration process with the email address indicated on your forms, and a 

memorable password of your choosing.  This email address will be used to login to the website, as well as for 

contacting you periodically with important announcements or in regard to technical support issues. 

Once the necessary forms have been received and processed, the Labor Compliance Department will send 

you confirmation via fax and/or email that your Request for Access has been granted and that you are now 

ready to login and use LAUSD Online Tools.  Please note: the email address indicated on your forms must be 

registered at the LAUSD FSD website before the Labor Compliance Department can process your forms. 
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Login 
In order to login, go to the Labor Compliance page on the Facilities Services Division website: 

www.laschools.org/lcp  

 

If you are already at the FSD website at www.laschools.org, scroll over Business with FSD and go down to 

click on Labor Compliance.  Click on the Certified Payroll Reporting System.  Enter the email address and 

password you used to complete the New User/Vendor Registration. 
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Home  
This is the starting point for the CPR System. 

 

Before you proceed, please take a look at the Important Announcements.  The Technical Support Staff will 

from time to time post notifications of commonly-experienced issues or upcoming system maintenance. 
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E-Signature Users: upon the first login to the CPR System, you will be prompted to agree to the District’s 

TTeerrmmss  aanndd  CCoonnddiittiioonnss to use the Electronic Signature. 

 

Once you agree, you will be prompted to establish a PPeerrssoonnaall  IIddeennttiiffiiccaattiioonn  NNuummbbeerr (PPIINN), which will be used 

to electronically sign forms. 
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Basic Navigation 

At the top-right corner of the screen are navigation buttons for the major areas of the system: Home—this 

screen, My Account, My Contracts, Inbox [E-Signature users], Employees, and Archive.  When you wish 

to conclude your session, click Logout. 

 

Below the title of the system, the subtitle of the specific application area will appear toward the upper left.  

Below the subtitle, navigation “breadcrumbs” will appear in order to return to the previous screen. 

 

 

If you have read this User Guide and still have questions about the CPR System, or if you have questions 

about general labor compliance issues, click Contact Us at the bottom-left of the screen for information 

regarding how to contact the Labor Compliance Department. 
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Section 1. My Account 

Login Information 
Before you begin, please confirm your login information.  Please make sure you enter a valid email address, as 

you may be contacted periodically with important announcements or regarding technical support issues.   

 

E-Signature users: the name and title indicated on the Electronic Signature Authorization Agreement will be 

used to populate forms electronically signed online. 
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Update Name and Email 

In order to update your user name and the email address used for login, click Update Name and Email. 

Update Password 

Best security practise recommends that you change your password periodically.  To update your password, 

click Update Password. 
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Setup PIN/Update PIN [E-Signature users] 

For first-time E-Signature users, once you have agreed to the District’s Terms and Conditions, you will be 

prompted to establish a Personal Identification Number. 

 
To establish a PIN, click Setup PIN. 

 
To update your PIN, click Update PIN.  
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Contact Information 
Once you have verified your login information, please confirm your company’s contact information.  The 

address and contact numbers entered here will be used to populate the documents you create in the system. 

 

Payroll users: the name and title entered here will be used to populate forms created online.  For that reason, 

the individual whose name and title appear here should have the authority to act for and on behalf of your 

company. 
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Update Contact Information 

In order to update your company’s contact information, click Update Contact Info. 
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Section 2. My Contracts 

Contracts With LAUSD 
The list of LAUSD contracts to which your company is associated will be displayed.  Click any Contract 

Number to view more information about that contract, submit contract documents, or report certified 

payroll. 

 

If you are unsure of the contract number under which your company should report, you may wish to contact 

your general contractor to verify that information. 

Filter by Contract Status 

This screen will initially display the list of current LAUSD contracts.  To display the list of all contracts—

including past contracts—click All Contracts.  To display the list of current contracts, click Current 

Contracts.  To display the list of past contracts, click Archived Contracts. 
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Request to Add Contract 

If there are any contracts on which your company will be performing work—or has performed work—but are 

not listed, click Request to Add Contract.  Enter the Contract Number, the Project Name and Work 

Description, and the Prime Contractor (contracted to the District), and the General Contractor (to whom you 

are directly contracted, if different). 

 

Once the contract has been added, it will be displayed on the list of your LAUSD contracts. 
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At A Glance 
Upon clicking the Contract Number, you will find general information about this contract, including 

pertinent contract milestone dates and related school site(s). 

 

Contract Documents [E-Signature Users] 
This section lists the documents required to be submitted by your company prior to beginning work on this 

contract. 
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Job Start Checklist 

The JJoobb  SSttaarrtt  CChheecckklliisstt is a list of labor law requirements to be reviewed before beginning work that must be 

submitted for each project location/school under this contract on which your company will be performing 

work5

To submit the Job Start Checklist for this contract, click Submit Form.  To view Checklists that have been 

submitted, click View Forms. 

.  On Job Order Contracts (JOC), the prime contractor must submit the Job Start Checklist for the 

master contract, while subcontractors must submit for each JOC Project (Job Order). 

 

Submit Job Start Checklist 

Choose the project location for which you wish to submit the Job Start Checklist. 

 

JOC subcontractors: you must also choose the project number. 

 

Then, click Submit. 

                                                      
5
 California Code of Regulations, Title 8, Section 16421. Composition and Components of Labor Compliance Program. 
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Once you have verified the project information and reviewed the items on the Checklist, enter your PIN and 

click Sign and Submit. 
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DAS Form 140 

The DDiivviissiioonn  ooff  AApppprreennttiicceesshhiipp  SSttaannddaarrddss (DDAASS) FFoorrmm  114400 is contract award information that must be 

submitted for each apprenticeable craft that will be utilized at each project location/school under this 

contract on which your company will be performing work6

Please note: the form submitted via the CPR System is an electronic copy of the information submitted upon 

request to the awarding body.  A hard-copy of the form must be sent to the apprenticeship committee under 

whose standards you are approved to train.  If you are not approved to train, this form must be sent to all 

applicable apprenticeship committees in the area of the site of the public work.  For information about 

programs in your area and trade, please see the DAS Public Works webpage: 

. 

www.dir.ca.gov/das/publicworks.html 

To submit the DAS Form 140 for this contract, click Submit Form.  To view the Forms that have been 

submitted, click View Form. 

 

Submit DAS Form 140 

Choose the project location for which you wish to submit the DAS Form 140.  Job Order Contracts: if your 

company will be performing work under a new JOC project at a project location your company has previously 

performed work, simply choose the same project location again. 

  

                                                      
6
 California Code of Regulations, Title 8, Section 230. Notification of Contract Award Information. 
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Next, select the craft, and then click Submit. 

 

Verify the project information, and enter the Expected or Actual Start Date of Work, Estimated Journeyman 

Hours, Estimated Apprentice Hours, and Approximate Period Apprentices will be Employed. 

 

  



 

 

P
ag

e2
4

 

Next, enter the Name and Address of the Apprenticeship Committee to which you will be sending this form. 

 

Then, select from one of the three options, and click Submit. 

 

Once you have reviewed the completed form, enter your PIN and click Sign and Submit. 
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Letter of Assent [PSA Contracts] 

The LLeetttteerr  ooff  AAsssseenntt is confirmation that the contractor agrees to be party to and bound by the Project 

Stabilization Agreement (PSA) for the covered contract and must be submitted for each project 

location/school on which your company will be performing work7

www.laschools.org/contractor/psa

.  For additional information regarding the 

Project Stabilization Agreement, please see the PSA webpage: 

 

To submit a Letter of Assent for this contract, click Submit Form.  To view the Letters that have been 

submitted, click View Forms. 

 

Submit Letter of Assent 

Choose the school for which you wish to submit the Letter of Assent, and then click Submit. 

 

Once you have reviewed the Letter of Assent, enter your PIN and click Sign and Submit. 

  

                                                      
7
 Project Stabilization Agreement, Attachment A. Letter of Assent. 
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New Payroll Form 
In this section you can begin creating a PPuubblliicc  WWoorrkkss  PPaayyrroollll  RReeppoorrttiinngg  FFoorrmm (PPaayyrroollll  FFoorrmm) for this contract.  

See Section 5. Public Works Payroll Reporting Form. 

 

If you have yet to enter information for your employees that perform work on LAUSD projects, click the 

navigation button for Employees.  See Section 4. Employees. 
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Section 3. Inbox [E-Signature Users] 
This area contains notifications that certain documents are missing or incomplete (pending).  To view a 

notification, click the Message Subject of the notification you wish to view.  Upon clicking the message, you 

will be redirected to the screen where you can resolve that issue. 

 

Subcontractor Inbox [Prime Contractors] 
As a prime contractor, you can monitor your subcontractors’ compliance to the submittal of documents 

required by LAUSD contract.  To view your subcontractors’ inbox, click Show Subcontractors.  Next choose 

the Contract Number.  This will display all subcontractors working on that contract.  Then choose the 

Subcontractor whose inbox you wish to view.  
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Section 4. Employees 
In this area, you can manage the list of your company’s employees working on LAUSD public works projects.  

Employees whose work is covered by prevailing wage—including owners or partners of the company who are 

self-performing the work—must be reported on your company’s certified payroll records8

 

. 

You may also add employees on the job site whose work is administrative, managerial, or supervisory in 

nature.  Since the Department of Industrial Relations (DIR) does not enforce prevailing wage for this “trade-

exempt” work, the wages earned by these personnel are not required to be reported.  Nevertheless, for the 

sake of maintaining records consistent with those kept by other departments—e.g., Inspection, Project 

Management, etc.—the time these employees are on-site at LAUSD public works projects should be reported. 

In addition, you can also add Owner-Operators hired by your company to work on LAUSD public works 

projects.  The owner-operator classification is for individuals outside your company who own and operate 

their own machinery—to whom your company pays a rate for the rental and operation of that machinery.   

 

Please note: Owner-operators should not be confused with owners self-performing the work on the project—

these individuals are considered employees for the purposes of prevailing wage requirements and certified 

payroll reporting.  Owner-operators should also not be confused with employees working under the 

Operating Engineer classification who operate equipment owned by your company. 

  

                                                      
8
 California Labor Code, Sections 1723, 1772. 
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Add Employee 
To begin adding an employee, click Add Employee.  Enter the employee’s First Name, Last Name, contact 

information, and Social Security Number. 

 

Next, choose the Marital Status, and enter the number of Tax Exemptions as reported on the employee’s 

Form W-4.  For the purposes of reporting via the CPR System, if an employee claims “exempt”, enter zero Tax 

Exemptions. 

 

For statistical purposes, we also request that you provide the Ethnicity, Gender, and U.S. Veteran status of the 

employee if that information is available.  Then, choose the Employee Status: if the employee is to be 

reported on certified payroll records, choose Active; otherwise, choose Inactive. 
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Finally, if the employee is a graduate of the We Build pre-apprenticeship training program, enter that 

employee’s graduate We Build Number; otherwise, leave the field empty.  For more information about the 

We Build Program, please see the following website: 

www.laschools.org/contractor/webuild 

 

When you have completed entering the employee’s personal information, click Submit.  Please note: upon 

submitting this screen, the employee’s Name and Social Security Number cannot be modified, so please 

ensure that this information is correct before submitting this screen.  
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Employee Information 

Once you submit the employee’s personal information, you will be brought to the employee’s profile.  If you 

need to make any changes to the employee’s personal information, click Edit.  If the employee profile was 

entered in error, click Delete to remove the employee from the system completely. 

 
Please note: once trade/classification information has been entered and reported on any payroll form, you will 

no longer be able to remove the employee from the system.  If the employee takes a leave of absence or no 

longer works for your company, edit the employee profile and change the Employee Status from Active to 

Inactive in order to remove that employee from your company’s roster of Active employees.  



 

 

P
ag

e3
2 

Add Trade/Classification 

To begin adding work and wage information for the employee, click Add Trade/Classification. 

Trade/Subtrade 

First, choose the Trade from the drop-down menu.  The trades listed in the CPR System are craft 

classifications recognized by the Department of Industrial Relations for public works projects.   

 

If you are unsure of the trade to select, please see the DIR Prevailing Wage Determinations, Scope of Work 

Provisions to determine the craft classification which most closely aligns to the work performed by your 

company: 

www.dir.ca.gov/dlsr/DPreWageDetermination.htm 

If the employee is on-site, but not performing work covered by prevailing wage, choose the “trade” Trade-

Exempt. 

 

Please note: all employees—including those who would otherwise be classified Trade-Exempt—who perform 

any work covered by prevailing wage must be paid/reported at the appropriate wage rate/trade classification 

for the duration that work was performed.  If you are unsure as whether work is subject to prevailing wage, 

please see the DIR Public works coverage determinations: 

www.dir.ca.gov/dlsr/PubWorkDecision.htm 

Once you have selected the Trade, choose the Subtrade if applicable to the work performed by this employee.  

Please note: if you do not report a subtrade when a subtrade is applicable, the prevailing wage rate of the 

highest-paid subclassification under that craft will be enforced, so please ensure that you choose the 

appropriate subtrade if necessary. 
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Work Classification 

Next, choose the Work Classification.  Journeyman is the general classification for workers employed upon 

public works projects.  Please note: an individual classified as Owner who self-performs the work must be paid 

at the appropriate journey-level wage rate for that trade. 

 

The Apprentice classification is for individuals registered in an apprenticeship program approved by the 

Division of Apprenticeship Standards.  To verify whether an employee is registered, please see the DAS 

Apprenticeship certification for public works: 

www.dir.ca.gov/DAS/appcertpw/AppCertSearch.asp 

If you are unsure of which apprentice period corresponds to the wage rate or percentage of the apprentice, 

please see the DAS Public Works apprentice wage sheets: 

www.dir.ca.gov/DAS/PWAppWage/PWAppWageStart.asp 

Hourly Wage/Reported Rates 

Now, enter the hourly rate of pay the employee receives for Standard Time (ST), and (if applicable) Overtime 

(1½x), Double Time (2x), and Triple Time (3x).  If the employee will not be working at a pay rate besides ST, 

simply leave the pay rate at zero. 

 

If the employee receives on her paycheque the total straight-time hourly rate—including fringe benefits—

choose Straight for Reported Rates.  If the employee receives the basic hourly rate and fringe benefits 

contributions are made to an approved plan or trust on her behalf, choose Basic. 
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Fringe Benefit Contributions 

Upon selection of Reported Rates, a popup will appear for you to enter the hourly rate of fringe benefit 

contributions.  For each (non-zero) hourly pay rate entered—ST, 1½x, etc.—you can enter the contribution 

rate.  Depending upon the trade classification and fringe benefit, the contribution rate may be the same for 

each pay rate (automatically filled-in by default), or factored at the applicable overtime multiplier. 

 

Please note: make sure not to leave any field blank; if a field is not applicable, enter zero, otherwise this 

employee Trade/Classification will be marked incomplete and cannot be added to your payroll form. 

For Straight Reported Rates, although fringe benefits may be paid directly to the employee, report Training 

Fund contributions—made at the prevailing hourly rate to the California Apprenticeship Council for 

employees performing work under an apprenticeable craft9

 

. 

  

                                                      
9
 Ibid.. Section 1777.5. 



 

 

P
ag

e3
5 

For Basic Reported Rates, enter the hourly rates for Vacation & Holiday, Health & Welfare, Pension, Training 

Fund, and Other fringe benefit contributions. 

 

If contributions—such as Vacation & Holiday—are made based upon a percentage of the employee’s gross 

wages, calculate from the percentage of the basic wage rate entered previously and report the dollar amount 

of the contribution rate. 

If there are any contributions added to the employee’s pay rate in order to be taxed and then deducted from 

the employee’s paycheque in order to be contributed, check Add to Taxable Wage next to the applicable 

fringe benefit contribution rate.  Upon checking this box, the employee’s taxable hourly wage rate—used to 

calculate the employee’s gross wages—will be increased by the rate for this fringe benefit contribution.  This 

contribution rate will also be used to calculate deductions from the employee’s gross wages for these fringe 

benefits. 

Please note: if the amount for the taxable fringe benefit is already included in the employee’s basic hourly 

wage rate, enter the contribution rate for that fringe benefit here, but do not check Add to Taxable Wage— 

otherwise, the fringe benefit will be counted twice toward the employee’s taxable hourly wage rate.  The 

actual deduction for that fringe benefit should then be reported on the Public Works Payroll Reporting Form 

[cf. Section 5. Public Works Payroll Reporting Form: Deductions and Payments below]. 

Click Update and Close once you have completed entering the fringe benefit contributions and wish to 

return to the employee’s work and wage information screen. 

 

If you need to return to the Fringe Benefit Contributions popup, click Edit.  When you have completed 

entering this employee’s work and wage information, click Submit. 
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Once you have been returned to the employee’s profile, click the name of the Trade if you need to modify 

any aspect of that pay rate.  If the trade/classification/pay rate was entered in error, click Delete. 
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To add another trade/classification—such as is the case when the employee performs work under more than 

one craft/subtrade or at more than one pay rate, e.g., shift differential or midweek rate increase—click 

Add Trade/Classification. 

 
Please note: once the trade/classification has been reported on any payroll form, you will no longer be able to 

remove that pay rate from the system.  If the pay rate is no longer in use, you can simply overwrite the 

previously existing entry with the updated work and wage information. 

Payroll Information 

Below the Trade/Classification Information will be the list of payroll forms on which the employee is 

reported.  Click the Payroll Number to view that payroll form.  If the employee has not been reported on 

any payroll forms it will display “This employee is not reported on any payrolls.” 

 

 

When you are ready to enter another employee, click Add New Employee.  If you wish to return to your 

Employees listing, click the navigation breadcrumb for Employee.  
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Add Owner-Operator 
To begin adding an owner-operator, click Add Owner-Operator.  Enter the operator’s First Name, Last 

Name, contact information, and Social Security Number. 

 

Equipment Description/Hourly Rate 

Then, enter the Description of the Equipment owned and operated by this individual, as well as the 

Equipment License Number and/or Truck Cal-T Number of that machinery. 
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Next, enter the hourly rental rate paid for the owner-operated equipment at ST, and (if applicable) 1½x, 2x 

and 3x. 

 

Please note: the hourly rental rate is for “man and machine”, and as such should include the prevailing wage 

rate for the respective equipment operator classification [cf. Add Trade/Classification above] and the rate for 

the actual rental of the equipment itself.  For California Department of Transportation Equipment Rental 

Rates please see the following webpage: 

www.dot.ca.gov/hq/construc/equipmnt.html 

If the operator is paid the total straight-time hourly rate—including fringe benefits—choose Straight for 

Reported Rates.  If the operator receives the basic hourly rate and fringe benefits contributions are made to 

an approved plan or trust on behalf of the operator, choose Basic. 

 

For statistical purposes, we also request that you provide the Ethnicity, Gender, and U.S. Veteran status of the 

operator if that information is available.  Then, choose the Owner-Operator Status: if the operator will be 

reported on certified payroll records, choose Active; otherwise, choose Inactive. 

 

When you have completed entering the operator’s personal information, click Submit.  Please note: upon 

submitting this screen, the operator’s Name and Social Security Number cannot be modified, so please ensure 

that this is correct before submitting this screen. 
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Owner-Operator Information 

Once you submit the owner-operator’s personal information, you will be brought to the operator’s profile.  If 

you need to make any changes to the operator’s personal information, click Edit.  If the operator profile was 

entered in error, click Delete to the right of the equipment description, and then click Delete next to 

General Information to remove the operator from the system completely. 

 

Please note: once equipment information has been entered and reported on any payroll form, you will no 

longer be able to remove the owner-operator from the system.  If the operator takes a leave of absence or no 

longer works for your company, edit the operator profile and change the Owner-Operator Status from Active 

to Inactive in order to remove that operator from your company’s roster of Active operators. 
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Add Equipment 

To add additional machinery owned and operated by this individual, click Add Equipment.  Just as when 

initially entering this operator, enter the Equipment Description, Equipment License Number and/or 

Truck Cal-T Number, Hourly Rate(s), and Reported Rate for the owner-operated equipment.  When you have 

completed entering the information, click Submit. 

 

Once you have been returned to the owner-operator’s profile, click the name of the Equipment if you need 

to modify any aspect of the equipment description.  If the equipment description was entered in error, click 

Delete. 
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Payroll Information 

Below the Equipment Information will be the list of payroll forms on which the owner-operator is reported.  

Click the Payroll Number to view that payroll form.  If the operator has not been reported on any payroll 

forms the profile will display “This owner-operator is not reported on any payrolls.” 

 

 

When you are ready to enter another operator, click Add New Owner-Operator.  If you wish to return to 

your Owner-Operators listing, click the breadcrumb for Owner-Operators. 
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Lookup Employee/Owner-Operator 
Once you have returned to the Employees page, if you wish to lookup Employees or Owner-Operators, select 

the appropriate option from the drop-down menu, then choose employee status Active, Inactive or All, and 

click Display.  If you wish to search for a specific employee or owner-operator, enter any part of that 

individual’s first or last name, select Employee or Owner-Operator, choose the employee status, and click 

Display. 

 

To perform more advanced searches, you can use SQL wildcard syntax: 

 Enter a percent sign (%) to match any number of characters 

 Enter an underscore (_) to match a single character 

 

To return to the complete roster of your Active employees or owner-operators, clear the name field, choose 

Active, and click Display.  
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Section 5. Public Works Payroll Reporting Form 

Enter Payroll Information 
To begin creating a PPuubblliicc  WWoorrkkss  PPaayyrroollll  RReeppoorrttiinngg  FFoorrmm (PPaayyrroollll  FFoorrmm), go to the My Contracts area and 

select the desired contract from the list of Contracts With LAUSD. 

 

Proceed to the New Payroll Form section and choose the project location/school for which you wish to 

report.  Job Order Contracts: you must also choose a project number.  If you have previously reported payroll 

at this project location under this contract, the Last Payroll Period and Last Payroll No. will appear.  Enter the 

Work Week Start Date and Payroll Number, and click Add New Payroll. 
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The Contract Number, Project Location/School, Project Number (if applicable), Payroll Start Date, and 

Payroll Number you specified on the previous screen will then be displayed.  Your company’s contact 

information will also be displayed. 

 

If you have not yet entered contact information for your company, click Edit to return to the Update Contact 

Information screen.  See Section 1. My Account. 
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Select Type of Form 

You will then be prompted to select the type of form you are creating, which can be one of the following: 

 Regular:  This type of form is for reporting work performed throughout the regular duration of your 

contract work. 

 Non-Performance:  This type is for reporting any week throughout the regular course of your 

contract work during which no work was performed†. 

 Final:  This type is for reporting the last week work was performed by your company during the 

regular course of your contract work††.  

 Final (Non-Performance):  This type is for reporting no work was performed during the last week of 

the regular course of your contract work. 

 Warranty Work/Punch List:  This type is for reporting Warranty Work or Punch List items 

performed after the regular duration of your contract work‡. 

 

† The purpose of this form is to certify that no employees of your company were on-site during that payroll 

period.  If no employees of your company performed work, but work was performed by an owner-operator 

hired by your company, you would choose a Non-Performance–type. 

†† By reporting a Final-type payroll form, you certify that the regular course of contract work is complete for 

your company and any week following will be considered Non-Performance—unless submitting 

Wrty. Work/Punch List.  As such, you will no longer be able to report Regular or Non-Performance payroll 

under that Contract Number and Project Location/School. 

‡ When reporting Wrty. Work/Punch List, it is not necessary to report the weeks in between during which no 

work was performed. 
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Check Employees to Submit for Payroll 

A list of all active employees, their trades/classifications, and corresponding rates of pay will be displayed.  

Choose the employees/pay rates that are applicable to the payroll form you are creating.  If an employee does 

not appear, or trade/classification and/or rate information is not correct, return to the Employees area and 

update the profile of that employee.  See Section 4. Employees. 

 

Check Operators to Submit for Payroll 

A list of all active owner-operators, their equipment, and corresponding rates of pay will be displayed.  

Choose the operators/pay rates that are applicable to the payroll form you are creating.  If an owner-0perator 

does not appear, or equipment and/or rate information is not correct, return to the Employees area and 

update the profile of that owner-operator.  See Section 4. Employees. 

 

 

When you have completed entering payroll form details and selected the employees and the operators 

performing work on that payroll, click Submit. 
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Public Works Payroll Reporting Form 
The Public Works Payroll Reporting Form is based upon the Department of Industrial Relations’ suggested 

format for certified payroll records, Form A-1-131, Public Works Payroll Reporting Form10

 

. 

  

                                                      
10

 Ibid., Section 1776.; California Code of Regulations, Title 8, Section 16401. Reporting of Payroll Requests.  
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Edit Payroll Form 

If you need to modify any of payroll form details, click the Payroll Number on the form.  You can change the 

Payroll Number and Payroll Start Date of the payroll form.  You can also re-assign the payroll form to a 

different Contract Number and/or School/Project.  If you made the wrong selection when initially creating 

the payroll form, you can change the Type of Form. 

 

Once you are satisfied with your changes click Submit; otherwise, click the breadcrumb for Payroll Form to 

return to the form without saving your changes. 
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Payroll Employees 

If you need to add another employee/pay rate to the payroll form that has not already been added, click 

Add Another Employee. 

 

If you need to remove an employee that was erroneously added, click Remove Employee beneath that 

employee’s record. 

 

If you need to make any changes to an employee’s profile after you have already added that employee to the 

payroll form, you must first Remove Employee, and make the necessary changes in the Employees area.  

See Section 4. Employees.  Return to this form, click Add Another Employee, and then choose the employee 

to add back to the form. 
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Edit Payroll Employee 

To begin entering payroll information for an employee, click the name of that Employee.  Before you 

proceed, verify the accuracy of the employee’s profile—including contact information, trade/classification, 

and pay rates. 

 

If you need to make any changes to the profile, click the breadcrumb for Payroll Form to return to the form 

without saving your changes.  See Payroll Employees above in regard to updating an employee’s profile. 
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Hours Worked 

In this portion you will enter the number of hours worked each day at this project†.  Enter the hours worked 

at Standard Time (ST), and (if applicable) Overtime (1½x), Double Time (2x) and Triple Time (3x). 

 

If fields do not appear for you to report hours at the rate for 1½x, 2x, or 3x, the reason is that you did not enter 

that rate when entering this employee’s information.  See Payroll Employees above in regard to updating an 

employee’s profile. 
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Once you have entered the number of hours worked each day at this project, enter the Total Hours worked 

during this payroll period—including hours for other LAUSD and non-LAUSD public works projects, and 

private projects that were paid on the same paycheque or financial instrument.  Should you wish to revert 

back to the Total Hours For This Project, click Reset. 

 

† If this employee worked under more than one trade/classification/pay rate at this project for this week—

including midweek classification change or rate increase—enter just the number of hours worked at one pay 

rate on one screen.  Then, on the following screen for the other pay rate, enter just the number of hours 

worked at the other pay rate. 
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Gross Amount Earned 

Once you have entered the hours worked, in this portion the Gross Amount Earned For This Project will be 

calculated based upon the pay rate entered for this employee.  If fringe benefits were marked Add to Taxable 

Wage in the employee’s profile, the Taxable Hourly Wage is increased by the hourly rate for those fringe 

benefits.  This taxable rate is then used to calculate the Gross Amount Earned For This Project. 

 

If the paycheque for this employee covers more than just the hours worked on this project, enter the total 

Gross Amount Earned For All Projects.  Should you wish to revert back to the calculated Gross Amount 

Earned For This Project, click Reset. 
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Deductions and Payments 

Now that you have entered the Gross Amount, enter the tax withholding amounts applicable to this payroll, 

as well as any payments deducted from the employee’s paycheque, including Dues, Savings—e.g., employee 

elective contributions, including 401(k), IRA, etc.—and Miscellaneous Payments—e.g., alimony, child 

support, wage garnishments. 

 

If any amount for fringe benefits (Vacation/Holiday, Other) are also deducted from the employee’s 

paycheque, enter those in the appropriate field.  Select the option Auto Calculate to calculate the fringe 

benefit deductions based upon those contribution rates marked as Add to Taxable Wage in the employee’s 

profile; otherwise, select Manual. 
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Fringe Benefit Contributions 

In this portion, the fringe benefits your company contributes on your employee’s behalf—to an approved 

plan or trust—are automatically calculated based upon the fringe benefit contribution rates entered in the 

employee’s profile. 

 

If you need to adjust any amounts, simply overwrite the calculated amount.  Should you wish to revert back 

to the calculated amounts, click Reset.  Please note: since contributions entered here are employer payments, 

they will not affect the Net Wages Paid For This Week.  See Deductions and Payments above regarding 

amounts for fringe benefits deducted from the employee’s paycheque. 

Check Information 

If any additional payments were made to the employee for Travel/Subsistence and Other Reimbursements, 

enter these amounts in the respective fields.  The Net Wages Paid For This Week should match the amount 

shown on the employee’s paycheque.  Enter the Check or Direct Deposit No. of that paycheque or financial 

instrument.  If you need to add any additional comments or remarks to this payroll entry, enter these in 

Notes. 
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Worker’s Compensation Class Code [OCIP Contracts] 

For contracts covered by the Owner Controlled Insurance Program (OCIP), you must also select the Worker’s 

Compensation (WC) Class Code applicable to the work performed. 

 

If you are unsure of which Class Code to select, click View Class Code Descriptions.  For more information, 

please see the WCIRB Classification Information webpage: 

wcirbonline.org/wcirb/answer_center/classification_information.html 

 

When you have completed entering the payroll information for this employee, click Submit to save the 

screen. 

Once you are returned to the payroll form, click another employee’s Name to begin entering payroll 

information for that employee.  Continue to do so until the payroll information for all employees has been 

entered. 
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Edit Payroll Employee [Trade-Exempt] 

Hours Worked and WC Class Code are the only data required to be entered for employees with the trade 

classification “Trade-Exempt”.  See Hours Worked above in regard to entering hours. 
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Owner-Operator Listing 
The Owner-Operator Listing portion of the payroll form is based upon the California Department of 

Transportation Form CEM-2505, Owner-Operator Listing11

 

. 

  

                                                      
11
 California Department of Transportation Construction Manual, Section 8-103. Certified Payroll Requirements. 
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Payroll Owner-Operators 

If you need to add another owner-operator/equipment/pay rate to the payroll form that has not already been 

added, click Add Owner-Operator. 

 

If you need to remove an owner-operator that was erroneously added, click Remove Owner-Operator 

beneath that operator’s record. 

 

If you need to make any changes to an owner-operator’s profile after you have already added that operator to 

the payroll form, you must first Remove Owner-Operator, make the necessary changes in the Employees 

area.  See Section 4. Employees.  Return to this form, click Add Owner-Operator, and choose the operator to 

add back to the form. 
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Edit Payroll Owner-Operator 

To begin entering payroll information for an owner-operator, click the name of that Owner-Operator.  

Before you proceed, verify the accuracy of the operator’s profile—including contact information, equipment 

details, and pay rates. 

 

If you need to make any changes to the profile, click the breadcrumb for Payroll Form to return to the form 

without saving your changes.  See Payroll Owner-Operators above in regard to updating an operator’s profile. 
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Hours Worked 

In this section, you will enter the number of hours worked each day operating the above-referenced 

equipment at this project. 

Gross Amount Earned 

Once you have entered the hours worked, the Gross Amount Earned For This Project will be calculated based 

upon the pay rate entered for this owner-operator. 
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Check Information 

Finally, enter the Check No. of the paycheque or whichever form of payment used to cover the work reported. 

 

When you have completed entering the payroll information for this employee, click Submit to save the 

screen. 

Once you are returned to the payroll form, click another owner-operator’s Name to begin entering payroll 

information for that operator.  Continue to do so until the payroll information for all owner-operators has 

been entered. 

 

 

  



 

 

P
ag

e6
4

 

Worker Incident Report [OCIP Contracts] 

For contracts covered by OCIP, you must also complete the OOnn--SSiittee  WWoorrkkeerr  HHoouurrss  IInncciiddeenntt  RReeppoorrtt (IInncciiddeenntt  

RReeppoorrtt) by clicking Edit Incident Report. 

 

The Total Hours Worked will be based upon the hours reported on the payroll form.  Enter the Number of 

First Aid Cases, OSHA Recordable Cases, Lost Work Day Cases, Lost Work Days, Restricted Work Days, and 

Fatalities.  Please note: make sure not to leave any number field blank; if a field is not applicable, enter zero, 

otherwise the report will not be complete.   

 

If you need to make any Comments, enter those in the appropriate field.  Then, click Submit.  If you need to 

make any changes to the incident report, click Edit Incident Report.  
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Submit Payroll Form 

Delete Payroll Form 

If you have created this payroll form in error and would like to start anew, click Delete Form.  All data 

entered on the form will be deleted, and cannot be recovered. 

 

Please note: once a payroll form has been finalized, it can be made editable again, but can no longer be 

deleted.  Please verify the accuracy of your payroll data before submitting your payroll form. 

Finalize Payroll Form 

When you have completed entering the payroll information for all the listed employees and owner-operators 

(if applicable), confirm that the information entered is correct.  Once you are satisfied with the payroll form, 

click Finalize. 

 

Please note: once you click Finalize, you will no longer be able to modify this payroll form, so please verify 

the accuracy of the information before you finalize the form. 

  



 

 

P
ag

e6
6

 

Public Works Payroll Summary Form/Notice to Public Entity 

Prepare Certification Form 

Once the payroll form is finalized, click Prepare Certification to display the PPuubblliicc  WWoorrkkss  SSuummmmaarryy  

FFoorrmm//NNoottiiccee  ttoo  PPuubblliicc  EEnnttiittyy (CCeerrttiiffiiccaattiioonn  FFoorrmm). 

 

Review the Statement of Compliance, select the appropriate checkboxes regarding the payment of fringe 

benefits, and confirm that your company’s contact information is correct.  If you need to update your 

company’s contact information, see Section 1. My Account in regard to updating that information. 

 

Then, click Submit Document. 
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Print Certification Form 

Once the certification form is prepared, click Print Certification.  The completed certification form will be 

displayed.  Print this certification form from your web browser and have the individual whose name appears 

sign the form.  The hard-copy of this certification containing an original wet signature should then be 

submitted to the Labor Compliance Department. 

 

Please note: if you are the Payroll user and there is another E-Signature user for your company, you will not 

be able to generate the hard-copy certification form.  Instead, you will be prompted to notify the E-Signature 

user to login and complete the electronic certification.  See Sign and Submit [E-Signature Users] below. 
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Sign and Submit [E-Signature Users] 

Once the payroll form is finalized, click E-Sign Certification to display the prepared PPuubblliicc  WWoorrkkss  SSuummmmaarryy  

FFoorrmm//NNoottiiccee  ttoo  PPuubblliicc  EEnnttiittyy (CCeerrttiiffiiccaattiioonn  FFoorrmm). 

 

Review the Statement of Compliance, verify that the appropriate checkboxes regarding the payment of fringe 

benefits have been selected, and confirm that your company’s contact information is correct.  If you need to 

update the certification form, click the breadcrumb for Payroll Form and then click Edit Certification.  

See Prepare Certification Form above in regard to completing the certification form. 

 

To complete the electronic certification, enter your PIN and click Sign and Submit. 
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View Certification Form/View Payroll Form 

If you wish to view or print a copy of the Public Works Payroll Summary Form/Notice to Public Entity, click 

View Certification. 

 

If you wish to view or print a copy of the Public Works Payroll Reporting Form for your records or for that of 

your general contractor (if applicable), click View Payroll.  OCIP Contracts: If you wish to view or print a 

copy of the payroll form including the On-Site Worker Hours/Incident Report, click View Payroll (with 

Incident Report). 

Please note: a hard-copy of the Public Works Payroll Reporting Form does not need to be submitted to the 

Labor Compliance Department. 
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Request to Un-finalize Payroll Form 

If you have finalized the payroll form in error, click Request to Un-finalize.  Once your request has been 

processed, return to the Archive and you will find that payroll form with the form status Editable. 

 

Please note: once the requested payroll form is made editable, the revised payroll form must be finalized and 

the certification for the revised payroll form must be re-submitted. 
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Section 6. Archive 
The Archive area lists all payroll forms on the CPR System created by your company.  Click the Payroll 

Number of the payroll form you wish to view or edit. 

 

Filter Archive 

Filter by Contract Status 

The Archive will initially display payroll forms for current contracts.  To display payroll forms for all 

contracts—including past contracts—click All.  To display payroll forms for current contracts, click Current.  

To display payroll forms for past contracts, click Archived. 

Filter by Form Status 

To display payroll forms that have been finalized, click Finalized Forms.  To display forms that have yet to 

be finalized and are still editable, click Editable Forms.  To display all forms, click All Forms. 
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Subcontractor Archives [Prime Contractors] 
As a prime contractor, you can monitor your subcontractors’ compliance to certified payroll reporting by 

clicking Subcontractor Archives. 

 
First, select the Contract No.  Then choose the Subcontractor on that contract, and click Show Archive. 

 
This will then display the payroll forms finalized by this subcontractor on this contract.  Click the Payroll 

Number of the payroll form you wish to view. 

 
To return to your own company’s Archive, click the breadcrumb for Archive.  
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Appendix A. Frequently Asked Questions 
For a list of Frequently Asked Questions, please see the following webpage: 

www.laschools.org/contractor/lc/certified-payroll/faqs 

You can also return to the Home screen and click the link for Frequently Asked Questions. 
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Appendix B. Upload Protocol 
One feature available to contractors is the Upload Protocol.  For contractors using payroll systems that can 

export customised Comma-Separated Value (.csv) files, you can use the Upload Protocol to import your 

employee and payroll data into the CPR System. 

For more information about this feature, please contact the Technical Support Staff. 
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Appendix C. Other Online Tools 
As a contractor working with the LAUSD Facilities Services Division, we are pleased to provide additional 

online tools to manage your LAUSD public works projects.  These online tools are available upon logging in 

at the FSD Labor Compliance page: 

www.laschools.org/lcp  

 

More detailed documentation for each of these applications can be found at the respective web addresses for 

each application. 
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Contractor Invoice Access 

With this application, you can confirm the status of invoices submitted to the LAUSD.  For subcontractors, 

you can verify whether the prime contractor to whom you are contracted has received payment for the billing 

period during which your company performed work.  To access Contractor Invoice Access, click the link in 

the Online Tools menu or go to the following webpage: 

www.laschools.org/contractor/invoice-log 

 

Choose the Contract Number from the drop-down menu of LAUSD contracts to which your company is 

associated, and then click Display Invoices. 
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Click on Invoice Number of the invoice you wish to view.  Payment Information for that invoice will be 

displayed toward the lower portion of the screen. 

 

To return to the list of invoices for that contract, click Return to Invoices. 

For any questions regarding invoices, please contact the Facilities Contracts Invoice Unit (FCIU) Invoice 

Inquiry Hotline at (866) 604-7521. 
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Contract Change Orders 

With this application, you can view contract change orders approved by the LAUSD.  In order to access 

Contract Change Orders, click the link in the Online Tools menu or go to the following webpage: 

www.laschools.org/contractor/change-order 

 

Select the Contract Number from the drop-down menu, and then click Select.  This will display the list of 

approved change orders. 

 

To display the list of change orders for another contract, simply select another contract, and then click 

Select. 
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Pending Case Module 

With this application, you can verify the withhold status of Labor Compliance case investigations pending 

with your company.  For prime contractors, you can also view the withhold status of case investigations 

pending with subcontractors on your contracts.  In order to access the Pending Case Module, click 

Additional Contractor Reports or go to the following webpage: 

www.laschools.org/contractor/reports 

 

The list of case investigations with your company or your subcontractors will be displayed.  To filter for 

specific cases, choose the criterion by which to filter—Case Number, Project Number, Contractor, or 

School—and enter any search string.  Choose the Case Status, and then click Find.  To clear the filter click 

Cancel. 
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Appendix D. Additional Web Resources 

California Department of Industrial Relations (DIR) & Related Divisions 

www.dir.ca.gov 

Division of Apprenticeship Standards (DAS) 

www.dir.ca.gov/das/das.html 

Division of Labor Statistics & Research (DLSR) 

www.dir.ca.gov/dlsr/statistics_research.html 

Division of Labor Standards Enforcement (DLSE) 

www.dir.ca.gov/DLSE/dlse.html 

DIR Laws and Regulations 

www.dir.ca.gov/lawsandregs.html 

California Department of Industrial Relations Public Works Information 

www.calpublicworks.com 

Division of Apprenticeship Standards Public Works 

www.dir.ca.gov/das/publicworks.html 

DAS Apprentice Certification 

www.dir.ca.gov/DAS/appcertpw/AppCertSearch.asp 

DAS Public Works Apprentice Wage Sheets 

www.dir.ca.gov/DAS/PWAppWage/PWAppWageStart.asp 

DIR Prevailing Wage Determinations 

www.dir.ca.gov/dlsr/DPreWageDetermination.htm 

DIR Public Works Coverage Determinations 

www.dir.ca.gov/dlsr/PubWorkDecision.htm 

California Department of Transportation (DOT) Division of Construction 

www.dot.ca.gov/hq/construc 

Department of Transportation Construction Manual 

www.dot.ca.gov/hq/construc/manual2001 

DOT Equipment Rental Rates 

www.dot.ca.gov/hq/construc/equipmnt.html 
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Los Angeles Unified School District (LAUSD) 

www.lausd.net 

LAUSD Facilities Services Division (FSD) 

www.laschools.org 

LAUSD Labor Compliance Department 

www.laschools.org/contractor/lc 

Labor Compliance Certification Manual 

www.laschools.org/contractor/lc/certification-manual 

LAUSD Facilities Contracts 

www.laschools.org/contractor 

Facilities Construction Contracts 

www.laschools.org/contractor/cc 

Project Stabilization Agreement 

www.laschools.org/contractor/psa 

 

Owner Controlled Insurance Program (OCIP) Insurance Manual & Forms 

www.laschools.org/fcs/cc/pq/file-storage/?folder_id=1045824 

WCIRB Classification Information 

wcirbonline.org/wcirb/answer_center/classification_information.html 

 

Small Business Program 

www.laschools.org/contractor/sbop 

We Build Program 

www.laschools.org/contractor/webuild 

 


