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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. 

  



 

 

P
ag

e4
6

 

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. 

https://wcirbonline.org/wcirb/answer_center/classification_information.html
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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. 

 

  



 

 

P
ag

e6
3 

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. 
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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. 
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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. 

  


