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CHAPTER 6 
ONLINE TOOLS 

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

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

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

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

o 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. 

 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. 

S
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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: 
 

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

 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. 

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

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

 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. 

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

 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. 

 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. 

o 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.  
 

 
 
Select Request for Access to LCP Online Tools and two (3) forms will appear. 

Request for Access 
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Form 1:  Request for Access to LAUSD Online Tools 

 
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. 
  

Contact Information 

Contractor License Federal Tax ID 
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Form 2:  Online Certified Payroll Reporting Contract Add Form 

 
 
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. 

Prime Contractor 

Contact Information 
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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: 

 
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: 
 

 Fax the forms and Form W-9 to (213) 241-8356. 
 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 (FSD) website. 

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

 

Please choose a password 
you can remember.  If you 
decide to write down your 
password, make sure to keep 
it in a secure location. 
 
If you forget your password, 
it can be reset, with a random 
password sent to your email 
address.  For assistance, 
please call (213) 241-4647. 

Register 
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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.org/new-site/labor-compliance/online-tools. 

 
Upon login, you will then have access to the LAUSD Online Tools: 
 

 



The  Los  Ange les  Un i f i ed  Schoo l  D is t r i c t  –  Labor  Compl i ance  Depar tment  
 

 

Chapter 6 – Online Tools    76

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.  
 

 

Online Certified 
Payroll Reporting 

Instruction Manuals for LCP 
Online Tools 

Upcoming Events 
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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.   
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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/Notice to Public Entity 
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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. 
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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. 
 

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

 
 
To update your PIN, click Update PIN. 
 

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

 
 

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

 

Project Location

JOC Project No.  
(For Job Order 
Contracts) 
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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/lc/ 
 
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 
• 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 
 

 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. 

 
 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. 

 
 Not confirming contract numbers and school names before submission of 

Certified Payroll Records– submitting CPRs under the wrong contract number 
will delay processing. 

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

 
 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. 
 

 

Archive 
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The Archive will display all payroll forms created by your company, including those 
marked at Past Due and Editable. 

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

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. 

  Past Due 

Editable 
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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. 

 
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). 

 
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. 

 
  

Prepare Certification 

Finalize 
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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. 

 
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. 

 

       Electronically Signed Date 
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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. 
 

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

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

Display Invoices 

View Invoice Details 
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Invoice Details 
 
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 Procurement and 
Payment Services (FPPS) Invoice Inquiry Hotline at (866) 604-7521. 

Return to Invoices 
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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. 
 

 
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. 

Select Contract 

Select Another Contract 
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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. 

 
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. 


