The Los Angeles Unified School District - Labor Compliance Department

CHAPTER G
ONLINE TOOLS

Prime Contractor and Subcontractor Requirements
for Web-based Certified Payroll Reporting

Contractors—in addition to LAUSD contractual requirements—prior to
beginning work on LAUSD public works projects. Be aware of the following
points when considering Prime Contractor requirements:

S ubcontractors must know the terms of the contracts they enter with Prime

e Besides California Labor Code, regulatory and LAUSD contractual requirements,
subcontractors also have contractual obligations to the Prime Contractor.

e Prime Contractors may require submittal of hard copies of Certified Payroll
Records (CPRs) generated via the web-based system.

0 Please note: once enrolled in the Electronic Signature, hard-copies of
CPRs reported online are not required to be submitted to the Labor
Compliance Department.

e Prime Contractors may also require additional documentation.
If a subcontractor has any questions regarding LAUSD contracts, web-based certified

payroll reporting, or CPR preparation in general, they can contact their Prime Contractors
or the LCD technical support staff, at (213) 241-4647.
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LAUSD Requirements for Web-based Certified
Payroll Reporting

Before beginning work on an LAUSD project, contractors and subcontractors must
familiarize themselves with the terms of all LAUSD contracts. Besides LAUSD
contractual terms, contractors and subcontractors must also be knowledgeable of
California Labor Code and regulatory requirements.

As with certified payroll records in the past, contractors must do the following on
LAUSD contracts that require online CPR submission:

e Submit CPRs within 10 working days of the work week ending date.

e Submit one CPR per school, per contract, per week.

o For Job Order Contracts (JOC), contractors must submit one CPR per Job
Order project, per contract per week.

e Report all workers, including owners, partners and superintendents, who were on-
site.

e All contractors must submit CPRs from the start of the project until the time that
they finish their work on the project.

e All contractors must submit a Statement of Non-Performance to certify that no
work was performed by their company for any week of the project they are not
working.

e All contractors must submit a Final CPR for the last week they are working
on-site.

e All contractors must pay every worker by check on a weekly basis.

1) If payment is made via Direct Deposit, contractors must indicate the
transaction numbers.

2) All tradespersons, including owners and superintendents, doing trade work
on-site must be paid by check.

e The Public Works Payroll Summary Form/Notice to Public Entity (Certification
Form) must be electronically signed and submitted for each payroll record entered
by contractors.

o0 A hard-copy of the Electronic Signature Authorization Agreement/Request
to Establish Personal Identification Number must be completed and
signed by a company owner, partner, or executive officer before a
contractor may establish a PIN and electronically sign documents online.
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LAUSD Online Tools Registration and Usage

Request for Access to LAUSD Online Tools

Contractors must register to use the LAUSD Online CPR System. This registration is a
two-part process. To begin with, contractors must submit a Request for Access to
LAUSD Online Tools. Go to www.laschools.org/new-site/labor-compliance/ to obtain
the forms.

About FSD | Board of Education Bond Oversight Site Map | Login | Register

Facilities Services Division
Los Angeles Unified School District

All Youth Achieving

FSD Home | LAUSD.n¢g

About My School Facilities Initiatives Facilities Branches Business With FSD My FSD

Business With FSD | Labor Compliance

Bidding Opportunities Welcome to the Labor Compliance Program Recognitions
Prequalification Program Website!
Facilities Use/Permits o
Small Business Enterprise California Labor Code section 1770 et seq. and Education Sl
Labor Compliance Code section 17424 require that contractors on public
o Certified Payroll Reporting SJ;»- . : s e on the prevailing
o Request for Access <= Request for Access issued by the
o Online Tools \ ion of Labor
o Frequently Asked Questions Statistics and Research. Labor Code sections 1720
o Department of Industrial Relations through 1861 detail the prevailing wage system
(DIR) explaining who the law protects, what contractors must s
o Labor Code Section 1741(c) do to comply with the law, what constitutes the prevailing N# —
1 Los Angeles Unified
Assessments - Public Works wage, how it is determined, and how the prevailing wage o School District
o LCP Certification requirements are enforced é =
o Work Presenvation Group
o Documents and Forms In establishing this Labor Compliance Program, the
o Upcoming Events District adheres to the statutory requirements as defined
o Contact Us in Labor Code section 1771.5(b)
Contractor Resources Further, it is the intent of the Distnct to actively enforce this Labor Compliance Program wherein the Distnct construction
Stop Notices sites are monitored for the payment of prevailing wage rates and, wherein those contractors having workers on District
Project Stabilization Agreement (PSA)]  sites routinely submit Centified Payroll Records demonstrating their compliance with the payment of prevailing wage
rates

Select Request for Access to LCP Online Tools and two (3) forms will appear.
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Form 1: Request for Access to LAUSD Oanline Tools

LOS ANGELES UNIFIED SCHOOL DISTRICT
FACILITIES SERVICES DIVISION
FACILITIES CONTRACT SERVICES

REQUEST FOR ACCESS TO LAUSD ONLINE TOOLS

Company Name:

E-mail Address:

Mailing Address: Contact Information

Phone Number(s): Fax Number(s):

Federal Tax |D> Federal Tax ID Number: Contractor License Number: Contractor L|Cense

(Attach W-9 Form for Verification)

Please select:

O Prime Contractor O Subcontractor

Please specify your request:

O Pre-Bid Certification Module** (to certify knowledge of prevailing wages)
O Online Certified Payroll Reporting System

If you select the Online Certified Payroll Reporting System, please complete and attach the Contract Add Form.
** If you are interested in bidding on LAUSD Construction Projects, and need to obtain a four-digit
Vendor Number, please contact Facilities Construction Contracts: (213) 207-2300

Please send the form(s) via fax to:
Facilities Contract Services/Labor Compliance Department

Fax Number: (213) 241-8356

If you have any questions, please contact Facilities Contract Services/Labor Compliance Department: (213) 241-4647

Office Use Only

Online CPR g d by: Date:

Pre-Bid granted by: Date:

Print and complete the Request for Access to LAUSD Online Tools form and move on
to the Online Certified Payroll Reporting Contract Add Form as shown below.
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Form 2: Oauline Certified Payroll Reporting Contract Add Form

LOS ANGELES UNIFIED SCHOOL DISTRICT
Facilities Services Division, Labor Compliance Department

ONLINE CERTIFIED PAYROLL REPORTING SYSTEM
CONTRACT ADD FORM

COMPANY L
» i or is registeri the A Y i ool =
DDRESaY ered or is registering for the LAUSD Oniine Toold) Qontact Information

FAX
PHONE ) REQUESTOR
EMAIL
e = LEASE LI® I ME AN 3 e
6. | ki e Syt GENERAL CONTRACTOR Wl WioN You | ( PROIECT
: L BIES AR ARE CONTRACTED : :
LAUSD PRIME CONTRACTOR Pri
rime Contractor
! YOUR GENERAL CONTRACTOR (if different)
LAUSD PRIME CONTRACTOR
R
- YOUR GENERAL CONTRACTOR (if different).
LAUSD PRIME CONTRACTOR
3 YOUR GENERAL CONTRACTOR (if different)
LAUSD PRIME CONTRACTOR
4 YOUR GENERAL CONTRACTOR (if different).
LAUSD PRIME CONTRACTOR
: YOUR GENERAL CONTRACTOR (if different).
The Contract Add Form will only be accepted from Contractors who are registering or have registered for the LAUSD Online Tools.
Please return this form via fax to: (213) 241-8356
OFFICE USE ONLY
CORRECTED BY DATE:

LAUSD, Facilities Services Division, Labor Compliance Department, 333 5. Beaudry Avenue, 19® Floor,

Los Angeles, CA 90017 » Mailing Address: P. O. Box 313307, Los Angeles, CA 900511307 = Telephone (213) 241-4663 » Fax (213) 241-8356

Print and complete the Online Certified Payroll Reporting Contract Add Form to
grant you access to a specific contract on our Online CPR System. After completing this
form, move on to the E-Signature Authorization Agreement below.
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Form 3: Electronic Signature Authorization Agreement

Every contractor must have a signed E-Signature Authorization Agreement on file with
the Labor Compliance Department to use the Electronic Signature feature. Print and
complete the following form:

Los Angeles Unified School District s

Facilities Services Division

OFFICE OF THE SUPERINTENDENT FACILITIES SERVICES DIVISION

E-Signature Authorization Agreement and Request to Establish Personal
Identification Number

A hard-copy of this Agreement containing an original wet signature must be first on file with the Los Angeles Unified School
District's (LAUSD) Labor Compliance Department (LCD) before a contractor may establish a PIN and electronically sign
documents onling. It may only be completed by a registered owner, partner, executive officer, or authorized employee
(with proof of authorization) of the contractor submitting this form and must contain an original signature to be
submitted to the LAUSD LCD offices.

Authorization Agreement

| am an owner, partner, executive officer, or duly authorized employee of the contractor listed below submitting this form and have authority to
enter into agreements on behalf of the below contractor. By signing this Electronic Signature Authorization Agreement and Request to Establish
Personal Identification Number (PIN), | authorize the LAUSD to accept, via electronic submission, documents submitted from the below-listed
contractor online as required by the LAUSD's Web-based Certified Payroll Reporting System, which may include, but is not imited to: Certified
Payroll Records and Statements of Compliance; Letters of Assent; Job Start Checklist; and Form DAS 140.

| agree for the below-listed contractor that it will exclusively use LAUSD's Web-based Certified Payroll Reporting System for all LAUSD public
works projects on which the below-listed contractor is required to submit Certified Payroll Reports. | understand that LAUSD may change the
Web-based Certified Payroll Reporting System from time to ime. | agree that the below-listed contractor will electronically sign, by use of an
established PIN, all documents requiring a signature that are submitted to LAUSD via its' Web-based Certified Payroll Reporting System.

My signature on this form certifies that:

| agree that my Personal Identification Number (PIN) which | establish on LAUSD's Web-based Ceriified Payroll Reporting System after
:eoemng a LAUSD- nssued secunty code constitutes my electronic signature. | understand that any information and documents submitted using
my PIN is ically ying my sig | und that | am legally bound, obligated, and responsible by use of my PiN/electronic
signature as much as | would be by my handwtten signature. | agree that | will protect my signature from unauthorized use, and that | will
contact LAUSD immediately upon discovery, if | suspect that my PIN/electronic signature has been lost or stolen, or otherwise compromised. |
certify that my PINfelectronic signature is for my own use, that | will keep it confidential, and that | will not delegate it or share it with any
individual.

This request is effective immediately upon receipt by the LCD and will remain in effect until | choose to cancel this request via written notification
fo the LAUSD. | understand that it is my responsibility to update andfor cancel this request under all ci including my dep or
terminated association with the above named contracior.

Contractor Information

Contractor Name: License No.:
Mailing Address: | Federal Tax ID No.:
Select one:
Email Address: O Prime Contractor
O Subcontractor
Phone No.: Fax No.:
Contractor Signature
Print Name: Print Title:
Signature of Owner/Partner/Executive Officer/Duly Authorized Employee: | Date:
Please send the signed copy of this Agreement to: LAUSD Labor Compliance Department
oL LA L IMp et e pariment

333 S, Beaudry Ave,, 197 Floor
Los Angeles, CA 90017

FOR INTERNAL USE ONLY

Accepted by Authorized LAUSD Officer Date:
Signature:
Doc# 165971
Los Angeles Unified Schoal District - Faciliies Services Division:
333 5. Tieaudry Ave., Znd Floor, Los Angekes. CA 90017
Telephane (213) 2414811 ® Fax (213) 2418154

The E-Signature Authorization Agreement must be completed and signed by a
Company Owner, Partner or Executive Officer (COPE) who is an active associated
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personnel listed on the company’s Contractors State License Board (CSLB) contractor
license.

Once all three forms are completed, fax and then mail the original wet signature
documents along with a copy of your company’s Form W-9 to the Labor Compliance
Department:

e Fax the forms and Form W-9 to (213) 241-8356.

e Mail all documents to the address at the bottom of the E-Signature
Authorization Agreement.
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FSD New User Registration

Once the necessary forms have been completed, the email address indicated on your
forms must be registered on the Facilities Services Division (ESD) website.

About FSD Board of Educaton Bond Oversaght Site Map Logn Rogister

Facilities Services Division Register
Los Angeles Unified School District

All Youth Achieving

About My School FaciSes Mvbatves Facilibes Branches Business VAth FSD MyFSD

Business With FSD | Labor Compliance

Baddng Opportunibes Welcome to the Labor Compliance Program Recognitions
Prequaldic ation Program Website!
Faciltxes Use/Perms

Small Busness Enterprise

Labor Compliance

> Cenifad Payroll Reporting System
5 Request for Access SRS SULSIRIE SNSRIV
on of Labor

the prevadng

nal Relatons, D

> Onlne Tocls

> Frequently Asked Questions rch. Labor Code se

> Department of Industnal Relatons through 1861 detad the prevasing wage /]
(DIR) xplaring who the Law protects. what contractors must a8

> Labor Code Section 1T41(c) Aes the prevashing t -
" Oyl Wkt . . 2 . Los Angeles Unified
Assessments - Pubbc Works wage. how & 15 determned. and how the prevading wage v Schood District

If you have yet to do so, click the link to Register at the top-right corner of the webpage.

About FSD Board of Education Bond Oversight Site Map Login | Register

Facilities Services Division
Los Angeles Unified School District

All Youth Achieving

FSD Home | LAUSD.net

Community About My School Facilities Initiatives Facilities Branches Business With FSD My FSD

Website Registration
Please choose a password

Create Account you can remember. If you LAUSD Employees/Staff
H H . If you are new to this website, and you
¢ deCIde to W”te down yOUI’ have an lausd.net email account:
First Name: paSSWOI’d, make sure to keep Go to Website Login, do not register.
Last Name || itina secure location. Registration Problems?
- Gl | . #» Check your browser settings
nter Email: | J If you are having problems creating an account
Enter Password: | 1 If you forget your password’ please ensure that your browser is configured
) ) it can be reset, with a random to accept cookies and that javascript is
Confirm Password: | /| password sent to your email s

« Send Email: webmaster@laschools.org

Security Question: | In what city were you bom? address. FOI‘ aSSiStance,
- please call (213) 241-4647.

Answer
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Complete the user registration process with the email address indicated on your forms,
and a memorable password of your choosing.

Once the necessary forms have been received and processed, the Labor Compliance
Department will send you confirmation via email that your Request for Access has been
granted and that you are now ready to login and use LAUSD Online Tools.

In order to access the LAUSD Online Tools, proceed to the Online Tools Login at
www laschools.ora/new-site/labor-compliance/online-tools.

About FSD Board of Education Bond Oversight Site Map Login | Register

ED
WWFIED s,
+]

Facilities Services Division
Los Angeles Unified School District

Q"?ao,mp'*‘r All Youth Achieving

FSD Home | LAUSD.net

G
. -~
4om18\®

Community Facilities Initiatives Facilities Branches Business With FSD

Website Login

MNew Users?

Enter email. [user@company com
L @company « Please go to Website Registration

Enter password. |esesess

LAUSD Employees/Staff
¢  Single Sign.On is here!

Email: first last@lausd. net

Password: same as for email
Upon login, you will then have access to the LAUSD Online Tools:

About FSD Board of Education l Bond Oversight m Logged in as LCP Test2 Logout
Facilities Services Division
Los Angeles Unified School District

All Youth Achieving

FSD Home | LAUSD.net

About My School Facilities Initiatives Facilities Branches Business With FSD My FSD

Business With FSD | Labor Compliance

Bidding Opportunities Online Tools
Prequalification
Facilities Use/Permits You must be logged in to access these tools

Small Business Enterprise

Labor Compliance Centified Payroll Reporting System
o Certified Payroll Reporting System
o Request for Access Contractor Change Orders

2 Online Tools

¢ Frequently Asked Questions Contractor Invoice Access
o Department of Industrial Relations
(DIR) CPR system manual

o Labor Code Section 1741(c)
Assessments — Public Works

Pending Case Module
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Labor Compliance Homepage

Contractors may now register online for events listed under Upcoming Events such as
the Labor Compliance Certification Program and the Online Certified Payroll
Reporting System Hands-On Training.

Contractors can also access the Online Certified Payroll Reporting System as well as
the Instruction Manuals for LCP Online Tools from the Labor Compliance homepage.

I T e N

Facilities Services Division
Los Angeles Unified School District

Ql'%wmp All Youth Achieving

FSD Home | LAUSD.net

EETTC

Community About My School Facilities Initiatives Faciliies Branches Business With FSD My FSD

Business With FSD | Labor Compliance

Bidding Opportunities Online Tools

Prequalification Online Certified
Facilities Use/Permits You must be logged in to access these lools /_./’ Payro” Reportlng
Small Business Enterprise =5
Labor Compliance Certified Payroll Reporting System==
o Certified Payroll Reporting System
o Request for Access Contractor Change Orders
o Online Tools
o Frequently Asked Questions Contractor Invoice Access
o Department of Industrial Relations
{DIR) CPR system manual____
o Labor Code Section 1741(c) HH“-——-_______%

Assessments - Public Works Pending Case Module

o LCP Certification
o Work Preservation Group

Instruction Manuals for LCP
Online Tools

Documents and Forms
o Upcoming Events____

o

L '
o Contact Us Mm Upcoming Events

Contractor Resources

Stop Notices
Project Stabilization Agreement (PSA)
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Online Certified Payroll Reporting System

The Online Certified Payroll Reporting (CPR) System is a web-based application that
allows contractors to submit certified payroll records for work performed on Los Angeles
Unified School District (LAUSD) public works projects.

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 the system is based upon the Department of Industrial Relations’
suggested format for certified payroll records, Form A-1-131, Public Works Payroll
Reporting Form this ensures that payroll records are entered in a standardized format.

Since 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.

* Facilities Services Division

Mr. User > Thursday, Jan 21, 2010

Contractor's Certified Payroll Reporting System

Welcome Mr. User:

Welcome to the Important Announcements More Information:
Contractor's Certified

Payroll Reporting Thursday January 21, 2010 Contractor's Certified
System. This system will Payroll Reporting
allow you to report Sunday Feb 01, 2004 System User Guide
certified payroll records Frequently Asked

for LAUSD public works Welcome to the LAUSD Contractor's Certified Payroll Questions

e IS SRR, Labor Compliance
Use the buttons at the Sunday Feb 01" 2004 Home
top-right to access the

; tl Contact Us
areas of the system: i Need help? Please see the updated User Guide. &
§ DIR Prevailing Wage
My Account 7! Determinations

My Contracts 71 All Headlines

Employees [
Archive [l

Click My Account to
update your login and
contact information

Click My Contracts for
your contract information,
and to submit contract
documents and report
certified payroll records
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Hard Copy versus Online CPR Submission

On January 27, 2004, a letter was sent to Prime Contractors and subcontractors informing
that CPR submissions would be done using the Online CPR System. All new contracts
require submittal of Certified Payroll Records using the LAUSD’s Online CPR System.

Contractors are asked to begin submitting Certified Payroll Records using the Online
CPR System if they have not up to this point. Any contractor that does not submit online
CPRs on contracts requiring it will be in violation of its contractual obligations and shall
resubmit those CPRs using the Online CPR System.

Example of a Public Works Payroll Summary Form/Nofice to Public Entity

Los Angeles Unified School District
Facilities Services Division
Facilities Contracts — Labor Compliance Department
Public Works Payroll Summary Form/Notice to Public Entity

Date: 022472010

Prime Contractor: FSD Construction, Corp

Subcontractor: LCP Contractor, Lid

LAUSD Contract No.: 1010000 School Name: PEZ SPED CTR
Payroll No.: 3 Form Reference 1D: 2633573
Payroll Period: 02092010 - 02/15/2010 No. of Workers: 6

I, Ms. Executive, as CEQ with the authority 1o act for and behalf of LCP Contractor, Lid., cerufy under penalty of perjury
hat the following is true and accurate:
1) That the certified payroll records (Form Reference ID: 2633573), finalized and submitted using the LAUSD's Online
Cerified Payroll Reporting System for week ending 02/15/2010, are accurate and definitive depictions of the actual
disbursements made to emplovees that worked on the above-referenced project during the above specified payroll peniod,
2) That | pay or supervise the pavment of persons reported on the certified payroll record submitted (Form Reference 1D:
2633573) and that persons working on said project have been paid the full sums eamed, and that no deductions have been
made either directly from the full sums carned by any person, other than permissible deductions. Verification of deductions
shall be furnished to the public entity upon request
3) That the electronic records and information hereby submitted in the certified pavroll records (Form Reference 1D:
2633573) are correct and complete and the wage rate for the workers contained therein 15 not less than the applicable
prevailing wage rate for the relevant classification; and that the classifications set forth therein for each worker conform with
the work he or she performed in the above-referenced project;
4) (If applicable) That any apprentices emploved in the above period are duly registered in a bona fide apprenticeship
program reg d with a State app ship agency, and
5) That (Check the follmwing that apply):
Where Fringe Benefits are paid to approved plans, funds or programs
In addition to the basic hourly wage rates paid to each worker listed in the above-referenced certified payroll records,
payments of fringe benefits have been or will be made to the appropriate programs for the benefit of such employees,
except as noted below
Where Fringe Benefits are paid in cash
Each worker listed in the above-reference corresponding certified payroll records has been paid as indicated on the
payroll record an amount not less than the sum of the applicable hourly wage rate plus the amount of the required
fringe benefits as listed in the applicable wage determination, except as noted below
Exemptions
| The employees that worked on the above-referenced project are trade exempt. Verification of exemption shall be
furnished to the public entity upon reguess

I declare under penalty of perjury, under the laws of the State of California, that the
foregoing is true and correct.

Regular

CEO
Title Signature/Date

333 South Daughtry Lane, Los Santos, CA 90017 (213) 241-1212/(213) 241-5555

‘ompany Address Contact Ph. No./ Fax No.

Chapter 6 — Online Tools 78



The Los Angeles Unified School District - Labor Compliance Department

Electronic Signature Feature:

As a response to feedback and support from LAUSD’s contractor community, the Labor
Compliance Department officially instituted the Electronic Signature Feature on February
8, 2010. This new feature allows contractors and subcontractors to certify and submit
Letters of Assent, DAS 140 Forms, Job Start Checklists and Certified Payroll Records.
By utilizing the Electronic Signature feature, contractors may save time and resources by
submitting essential documents to Labor Compliance online without the need to provide a
wet-signed hard copy.

Flease enter PIN below to sign

LS ANGELES UNIFIED SCHOOL DISTRICT
FACILITIES SERVICES DIVISION
Facilities Contracts

LABOR COMPLIANCE DEPARTMENT

CHECKLIST OF LABOR LAW REQUIREMENTS TO REVIEW AT
JOB START MEETING

{Pursuant to Title 8, Section 16421 of the California Code of Regulations)

—" M5 Exefutivg ey M 22, 2010
COMPAKY LEP Comtractor. Ltd PHONE 215-281-84994
aponess b Public Huy, Hew Ciny, CA 90000 pax ¢ T13-D41-F900
CONTRACT 1010000

SCHOOL EXIETING FACILITIES - FACILITIES PROJECTS

T —

| acknowledge that | have been informed and am aware of the foregoing
réquirements, and that | am authorized 1o make this centification on behalf of the
CONMFAcor referenced below.

In accordandce with federal and state laws and the conLact documents, the
undersigned Contractor hereby certifies that it understands and will comply with the
above-referenced labor law requirements, and that the Tailure 16 comply with the
above requirements may subject it to penalties as provided above.

Furthermore, Contractor agrees 1o download from LAUSD'S Intermael Site

(hutp: | fwww laschools.org/contractor e/ b all mandated material(s), such as the latest
Prevailing Wage Determination, and agrees to post a copy of the Prevailing Wage
Determination (and other mandated material) at the job-site for all workers to view,

For the Contractor: (300

Signature
M5 Execucive LCP Contractor, Lid
Print Nama Sub Contractor Mame
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Once you have received confirmation that the E-Signature Authorization Agreement has
been approved, upon login to the CPR System, you will be prompted to agree to the
District’s Terms and Conditions to use the Electronic Signature.

+ Faciliti s ryice - '

Ms, Executive " Thursday , jan 2

Contractor's Certified Payroll Reporting System

Welcome Ms. Executive:

Welcome to the Inbox More Information:
Contractor's Certified

Payroll Reporting System . Contractor's Certified
This system will allow you Click here to check your Inbox.

Payroll Reporting
to report certified payroll System User Guide
records for LAUSD public

Works projects ot M - Freque!llly Asked
http://www.laschools.org/ Questions
Use the button Labor Compliance
top-right to ac
areas %f the syl| Aftention: As an Owner/Partner/Executive for your company you s
must agree to the Los Angeles Unified School District’s Labor Contact Us
Compliance Department terms and conditions before you may 1 -
My Account | : : - DIR Prevailing Wage
My Contracts submit forms with Electronic Signature. Determinations
Inbox 7]
Employees ?}j
Archive [

Click My Account 1o
update your login and
contact information.

All Headlines

If you agree, you will be prompted to establish a Personal Identification Number (PIN),
which will be used to electronically sign forms.

Famhtr dﬁ'ﬂrv asﬂw ian

Ms. Executive ;- Thursday , fan £

Contractor's Certified Payroll Reporting System

Account Profile for Ms. Executive

Home : Account P

hitp://www,laschools.org/
Login Informat

First Name Attention: Company Owner/Partner/Executive must set up a
Personal Identification Number (PIN) to electronically sign

Last Name documents

Title

Email

Vendor

Update Name and Email Update Password  Setup PIN
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To establish a PIN, click Setup PIN.

S e e N o TN ICEON I I R

Ms. Executive =~ Thurs

Contractor's Certified Payroll Reporting System

Set PIN for Ms. Executive

Hoime . My Account . Create PIN

New PIN: sessns

Confirm: —

Update ]

To update your PIN, click Update PIN.

SR o W o | v [ e | e ] oo |

Ms. Executive - Thursday , fam 21

Contractor's Certified Payroll Reporting S'fstem

Update PIN for Ms. Executive

Home = My Account | Update PIN

Current PIN:  ssssss
MNew PIMN: [T

Confirm: ——

Upon successful set up of your Personal Identification Number, you will be able to begin
submitting important contract documents online such as the Job Start Check List, DAS
140 and Letter of Assent.

Contract Documents

The contract documents listed below should be completed prior 10 begining work on an LAUSD praject

Contract Documents Required for Submission Signed Submit Form
Job Start Check List Yes No Submit Form
Das 140 Yag No Submit Form
Letter of Assent Mo Mo MN/A
Alosss Haoseroll E.osas
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Submitting Job Start Checklists:

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

Contract Document: Job Start Checklist

e

|
School | EXISTING FACIL PRO] w|

- \J Proiect Locétion

School EXISTING FACIL PROJ |
g:.’lf;:” EXISTING FACIL PROJ 23.07791 (School: EXISTING FACIL PROJ 0638) vl JOC Project No.

(For Job Order
\ Contracts)

!

N

Once you click “Submit,” the Job Start Checklist form will appear on your screen. Fill
out the applicable information in the fields listed.

Please enter PIN below to sign

LO5 ANGELES UNIFIED SCHOOL DISTRICT
FACILITIES SERVICES DIVISION
Facilities Contracts

LABOR COMPLIANCE DEPARTMENT

CHECKLIST OF LABOR LAW REQUIREMENTS TO REVIEW AT
JOB START MEETING

(Pursuant to Title &, Section 16421 of the California Code of Regulations)

Ms. Executive Jan 22, 2010

NAME DATE
company LCP Contractor. Ltd. pHONE 213-241-9999
ADDREss 1 Public Hwy, New City, CA 90000 cax e 213-241-9900
CoNTRacT 1010000

SCHOOL EXISTING FACILITIES - FACILITIES PROJECTS

Chapter 6 — Online Tools 82



The Los Angeles Unified School District - Labor Compliance Department

| acknowledge that | have been informed and am aware of the foregoing
requirements, and that | am authorized to make this certification on behalf of the
contractor referenced below.

In accordance with federal and state laws and the contract documents, the
undersigned Contractor hereby certifies that it understands and will comply with the
above-referenced labor law requirements, and that the failure to comply with the
above requirements may subject it to penalties as provided above.

Furthermore, Contractor agrees to download from LAUSD's Internet Site

(http:/ /www.laschools.org/contractor/Ic/) all mandated material{s), such as the latest
Prevailing Wage Determination, and agrees to post a copy of the Prevailing Wage
Determination (and other mandated material) at the job-site for all workers to view.

For the Contractor: (5)0C)

Signature
M5, Executive LCP Enntracmr, Led.
Print Name Sub Contractor Name

Sign and Submit

Once the information is inputted and you have reviewed the terms and conditions of the
document, enter your PIN to electronically submit the document.

For information on submitting other types of contract documents and greater detail on the
Certified Payroll Reporting system, refer to the Certified Payroll User Guide located at:

http://www.laschools.org/contractor/lc/documents/download/certified-payroll/index
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Hands on Training for the Online CPR System

Contractors may also request hands-on training for the LAUSD Online Certified

Payroll Reporting System. To register for hands-on training, select Register for Hands-
On Training located under the Upcoming Events section of the LCD website,
http://laschools.org/contractor/Ic/

The Online Certified Payroll Reporting System Hands-On Training will consist of:

» Accessing the System

* Login and Registration

» Entering Employees & Owner-Operators

» Creating and Finalizing Certified Payroll Records

» Utilizing the Electronic Signature Feature to Certify Payroll Records

e Submitting Letters of Assent, DAS 140 Forms, and Job Start Checklists
* Account Maintenance & Technical Assistance

* Avoiding Common Mistakes
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Common Mistakes using the Online CPR System

Most Common Mistakes

e Not reporting work done for each school on a separate CPR, even schools with
the same contract number — do not combine work from multiple sites onto one
CPR.

e Failure to report each trade, shift, and/or wage rate separately for employees who
work in different trades/shifts/wage rates on any one project. Be sure to report the
Gross Amount Earned for all projects if employee was paid on one check.

e Not confirming contract numbers and school names before submission of
Certified Payroll Records— submitting CPRs under the wrong contract number
will delay processing.

e Not checking for any CPRs that are showing “Past Due” in the system.

e Failure to report all workers on site—including Partners, Owners, Superintendents
and Owner-Operators.

For any concerns regarding the Online CPR System, please contact the technical support
staff at (213) 241-4647.
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Past Due Certified Payroll Records

Log on to the Online CPR system by going to https://www.laschools.org/contractor.

After login, select Online Certified Payroll Reporting System to bring up the Welcome
screen as shown below. Once there, select Archive to view all “Past Due” payroll forms.

* Facilitigs Services Division [ .
&} Eurrans:rgt e!icarnrng ommunity My Contracts} ArChlve * Archive

raursday, Jan 21, 2010

Contractor's Certified Payroll Reporting System

Welcome Mr. User:

Welcome to the Important Announcements More Information:
Contractor's Certified
Payroll Reporting Thursday January 21, 2010 Contractor's Certified
System. This system will Payroll Reporting
allow you to report Sunday Feb 01, 2004 System User Guide
certified payroll records Frequently Asked
for LAUSD public works Welcome to the LAUSD Contractor's Certified Payroll Questions
projects. Reporting System. .

Labor Compliance
Use the buttons at the Sunday Feb 01, 2004 Home
top-right to access the Contact Us
areas of the system: Need help? Please see the updated User Guide.

DIR Prevailing Wage
| Determinations
My Account 7 All Headlines

My Contracts [7]

Employees !

Archive 7]

Click My Account to
update your login and
contact information.

Click My Contracts for
your contract information,
and to submit contract
documents and report
certified payroll records.
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The Archive will display all payroll forms created by your company, including those
marked at Past Due and Editable.

28p Focilitigs ferxicas Divisien, ..,

Mr. User :: Thursday, Feb 25, 2010

Contractor's Certified Payroll Reporting System

Forms Archive: LCP Contractor, Ltd.

Home : Archive

Form Count: 3

Contract Status [ Current | Archived | All] Form Status [ Editable | Finalized | All] I Sub Contractor Archives I
; Online Hard Copy ]
Payroll Period Payroll No Form ID Form Status Received Last Modified

Contract No 1010011 -- WESTCHESTER SH (8943) B .
01/25/2010 - 01/31/2010 0 2142099 Finalized Past Due < Past Due ]25!2010 05:56 PM by Mr. User
02/01/2010 - 02/07/2010 1 — 2142104  Finalized Past Due La 1172010 05:47 PM by Mr. User

02/08/2010 - 02/14/2010 2 | Edltable \.\pt'—dll'a.ble Not Received Last modified on 01/29/2010 01:05 PM by Mr. User

Editable refers to payroll forms that can still be altered.

Finalized refers to payroll forms that cannot be altered.
To alter a finalized payroll form, return to the payroll
form and click Request to Un-Finalize.

Past Due refers to payroll forms for which the LCD
has not received the “Public Works Payroll Summary
Form/Notice to Public Entity” in order to be
considered a certified payroll record.

\/

To clear a Past Due, select a payroll number, for example, Payroll No. 1.
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Finalize Payroll Form

When the entering the payroll information for all the listed employees and owner-
operators (if applicable) is complete, confirm that the information entered is correct.
Once satisfied that the payroll information is correct, click Finalize.

,:?‘ Facilitigs Services Division
Finalize

Contractor's Certified Payrol

Public Works Payroll Reporting Form

Home : Archive : Payroll Form

Please note: once Finalize has been clicked, the payroll form will no longer be editable
so please verify the accuracy of the information before the form is finalized.

Prepare Certification & E-Sign Certification

Once the form is finalized, click Prepare Certification to display the Public Works
Summary Form/Notice to Public Entity (Certification Form).

26} Facilitigs Seryices Divisian | |
Prepare Certification
Co

View Payroll (with Incident Report) I View Payroll | Prepare Certification

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. Then, click Submit Document.

Where Fringe Benefits are paid to approved plans, funds or programs
In addition to the basic hourly wage rates paid to each worker listed in the above-referenced certified payroll records, payments of
fringe benefits have been or will be made to the appropriate programs for the benefit of such employees, except as noted below.

Where Fringe Benefits are paid in cash
Each worker listed in the above-reference corresponding certified payroll records has been paid as indicated on the payroll record
an amount not less than the sum of the applicable hourly wage rate plus the amount of the required fringe benefits as listed in the

applicable wage determination, except as noted below.

Exemptions
The employees that worked on the above-referenced project are trade exempt. Verification of shall be fi

[  pubiic entity upon request.

o the

| declare under penalty of perjury, under the laws of the State of California, that the foregoing is true and correct.

‘" Regular

To Be Determined To Be Determined

MName Title Signature /Date

LCP Contractor, Ltd., 1 Public Hwy, New City, CA 90000 213-241-9999 / 213-241-9900
Contact Ph. No./ Fax No.

Submit Document '

ompany Address
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The prepared certification form will be displayed. Once you have confirmed the form
was prepared correctly, enter your PIN and click Sign and Submit to complete the
electronic certification.

| declare under penalty of perjury, under the laws of the State of California, that the foregoing is true and correct.
| Regular I
s. Executive C-EO

Name Title Signature/Date

CP Contractor, Ltd., 1 Public Hwy, New City ,CA 50000 213-241-4647 [ 213-241-8356
ompany Address Contact Ph. No./ Fax No.

Sign and Submit

The Archive will then display the date the CPR is electronically certified. The hard-copy
certification form no longer needs to be submitted to the Labor Compliance Department.

Online Hard Copy

Form Status  Received Last Modified

Payroll Period Payroll No Form ID

Contract No 1010011 -- WESTCHESTER SH (8943)

01/25/2010 - 01/31/2010 0 2142099 finalized  02/08/20104._ Electronically Signed Date
02/01/2010 - 02/07/2010 1 2142100 Finalized | 02/08/2010 M

02/08/2010 - 02/14/2010 2 2142101 Editable Not Received Last modified on 01/29/2010 01:05 PM by Mr. User
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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
www.laschools.org/contractor/invoice-log.

Invoice Access Contractor | Certified Invoices Change
Main Payroll Orders

Contractor Main | Invoice History FAQ |

You are logged in as Mr. User :: Log Out

LCP Contractor, Ltd. :: Invoice History

‘ Select Contract | 1010001 - LCP Contractor, Ltd. [v]

A

{_D\isplay Invoices

| Los Angeles Unified School District - Facilities Services Division

Choose the Contract Number from the drop-down menu of LAUSD contracts to which
your company is associated, and then click Display lavoices.

LCP Contractor, Ltd. :: Invoice History

‘ Select Contract [ 0910352 - Fake Construction Company, Inc. :]

Contract No. 0910352 : CONSTRUCTION AWARD; 17406; SOUTH REGION ES#6; ...

Vendor District County
’I":"::;:_ Invoice Vendor Name Contrack Invoice Received Release D::::.::ipalt}:ge Status
| Date | Date Date b,
91035202 10/08/09 | FAKE CONSTRUCTION CO INC | 0910352 $564,315.30 10/08/09 10/23/09 | 10/29/09 Closed
91035201 03/09 | FAKE CONSTRUCTION CO INC | 0910352 $769,837.50 | 09/03/05 | 10/20/09 | 10/26/09 | Closed
= o o 1,334,152.80
© View Invoice Details |‘ ’ 1

= Marked as Paid (No Warrant Information Available)

Click on Invoice Number of the invoice you wish to view.
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Invoice Details

Payment Information for that invoice will be displayed toward the lower portion of the

screen.

LCP Contractor, Ltd. :: Invoice Details

Return to Invoices

Vendor Invoice No. 91035201

Contract Invoice Invoice Vendor Billing District Approved
MEnGoEiane Numb Numt A t Invoice Date Period Received Date Amount Status
|

FAKE CONSTRUCTION 07/24/09 -
6 The 0910352 91035201 $769,837.50 |  09/03/09 | g7/54700 09/03/09 $769,837.50 | Closed |
Payment Information
# | A/P Invoice Number A/P Invoice Amount | Date Sent to A/P | Date Sent to County Warrant Info

T 1
1 | 91035201 $769,837.50 10/12/09 10/15/09 $769,837.50 00017427 10/20/09 10/26/09 |

To return to the hist of invoices for that contract, click Return to Tnvoices.

For any questions regarding invoices, please contact the Facilities Procurement and
Payment Services (FPPS) 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
www.laschools.org/contractor/change-order.

fied hange
Contract Change Orders el | et m A
- - |

i Contractor Main | CFnange Drd_erSearch |

You are logged in as Test User :: Log Out

LCP Vendor :: Change Orders

| Select Contract (381005 - Fictcious Corporation Inc v]

N

Select Contract

[ Los Angeles Unified School District - Facilities Service division

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

o“\rlE Se, ifi range

You are logged in as Test User :: Log Out

Prime: Ficticious Corporation Inc Updated: Jan 27, 10 05:10 AM

Contract: 981009 : LIGHTING HAZARD MITIGATION

Project Orig CO ' Aqaimonal Days Approved
CO Log Id Niim Date CO Description = . i 30 | e Date
44.00005-516 | 44.00005 | Jan 05,00 | B o> 2 RM 153 FURNISH & INSTALLATION | ¢7 086.48 | $.00 0 3an 17,00
44.00005-515 | 44.00005 | Jan 05,00 |G MUK 05-2-RM 151 FURNISH & INSTALLATION | ¢5 674,03 | $.00 0 Jan 17,00
44.00005-517 | 44.00005  |32n 05,00 | gt Gg0ke oo tot FURNISH&UINSTAUATION| ¢4.261.58 | .00 0 Jan 17,00

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 www . laschools.org/contractor/reports.

Labor Compliance Pending Case Module

Main

Welcome Test User :: Log Out

Labor Compliance Cases

Search for Cases by: | Case Number v| Case Status: O open O Closed ® all [ Find_ i Cancel
FSD Construction Co., INC. records Found:s
Case Contract Project School Prime Sub Date State Reason Checks Disbursements WH
Closed Withhold Balance
1. 03-119 0310014 45008725 KENNEDY FSD 11/17/2004 LC 1775 Claim
SH Construction Penalties
Co., Inc Total
2. 03-259 0210271 97.00945 KENTER FSD 02/01/2004 LC 1776 Claim £0.00
CANYON EL Construction Penalties $3,400.00
o Ine Total $3,400.00
3. 03-315 0210271 97.00945 KENTER FSD LCD 11/17/2003 LC 1775 Claim
CANYON EL Construction Industries, Penalties
Co., Inc Inc. Total

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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