How to:

Submit an Electronic Letter of Assent

For contractors who are new to using the LAUSD Online Certified Payroll Reporting System they will
need to submit the Request for Access form available on the Labor Compliance web page,

http://www.laschools.org/new-site/labor-compliance/.

After approval from the Labor Compliance Department contractors may then log into the Certified
Payroll Reporting System from this web page, http://www.laschools.org/contractor/Ic/certified-payroll.

How to submit an electronic letter of assent:

Step 1: Log into the Facilities Services Division web page.
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Step 2: Access the Certified Payroll Reporting System.
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Step 3: Click on the My Account tab.
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Step 4: Update your company contact information.

Contact Information
Omnce 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.

Contact information will be uzad in Motica to Fublic Entity Torm

Contact Information

Title CEQ Address L Pulblic Hwy
First Name Ms.

Last Mame Execumve city Meaw City
Phone 213-241-9999 State ca

Fax 213-241-95900 Zip Code 93000
Email AW I OO DAy Com

Update Contact Info

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.
Step 5: Create a Personal Identification Number (PIN).

Setup PIN/Update PIN [E-Signature usersj

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.

Account Profile for Ms. Executive

Home : Account
LD woiwnw . lasc Nools.orgs
Login InTormal
Attention: Compary Owner/FPatner’Executive must s up a
First Name Personal ldentification Mumber (FIN) to electronically sign

Mz, Al Update Fassword

Company Ow

First Name

M5 Executive CECQ LCP Contractor, Ltd. | Setup PIN

To establish a PIN, click Setup PIN.
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Step 6: Click on the My Contracts tab.
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Step 7: Click on the contract number that you wish to electronically submit a letter of assent for.

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.
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Contractor's Certified Payroll Reporting System

Open Contracts with LAUSD
Home My Contracts
Contract List:(3)

Conract Status [ Current Contracis Archived Contracts | ANl Coniracts |

Contract No School Name Latest Payroll Date Association
0910352 SOUTH RECION EL 6 None Submrted 2 — SUDCONTractor
\ 09 30000 warkous Nona Submitied 2 — SuUbCONractor
\‘ 1O L0001 COLDMWATER CYIN EL None Submitted Primme Coniractor
1010011 WESTCHESTER SH None Submitted 3 - Subcomractor

Request to Add Contract

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

your general contractor to werify 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.

Contract List:(3)

Contract Status [ Current Conmracts | Archived Contracts | All Contracts |




Step 8: Click on the Submit Form link for Letter of Assent. Choose the School/Location you are
submitting a letter of assent for and click submit. Review the letter of assent document, enter your PIN,

and click Sign and Submit.

Letter of Assent [PSA Coniracis]

The Letter of Assent 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 worl”. For additional information regarding the
Project Stabilization Agreement, please see the PSA webpage:

www.laschools.org/contractor/psa
To submit a Letter of Assent for this contract, click Submit Form. To view the Letrers that have been
submitted, click View Forms.

Contract Documents Requirad for Submission Signed Submit Form
Job 5tart Check List Yes Mo Submit Form / View Forms
Yes Mo Submit Form [/ View Forms

DAS 140
Yag MO submit Form [/ View FOrms

Letter of Assent

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

Contract Document: Letter of Assent

School | EXISTING FACIL PRO) [»]

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

Sincerehy,

Mz, Executive
CED
LCF Cantractor, Lid

|_sign anc suern |




