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Presented by: 
City of Cleveland

Last Update: 04/15/14

LCPtracker 
Prime Approver

Training
For Prime or General Contractors

“Project Administrator / Agency”

Projects
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Certifications

User filters to search for specific payrolls

View CPR’s

Delete CPR’s

When PRIME has finished 
checking payroll; they will 
approve for ADMIN review

Reject or give “Permit Edit” 
access

Certifications (cont’d)
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If Prime decides to REJECT; a 
box will pop‐up. Make a note, 
let your Sub know why it was 

rejected

Certifications (cont’d)

Details

Add Notice

Respond to Notices

View Certified Payroll 
Report

Details

CPR Certification Status Details
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‐ View Violations for Payroll Records

View actual Payroll 
Record w/ Violations

View 
Details

Violations / Reports

Contractors payroll record 
form will show Violation

Violations / Reports: View Record
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View ALL Certified Payroll 
Reports

View LATE Certified Payroll Reports

Reports

View a summary of CPR’s 
submitted by Contractors

Certified Payroll Summary Report
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See who is LATE submitting CPR’s
Filter based on Weekend Date & 
Contractors w/ OUT payroll.

Late CPR Summary Report

Access to Contractor’s Employees

Generate Administrator Notices

ADMIN
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Create a notice that will go 
to the Contractor

ADMIN > Edit Administrator Notice

Search for Contractor employees by 
using filters

Click on Load Employees

ADMIN > Edit Administrator Notice



Handout 7 5/24/2019

8

Respond to Notices that 
have been sent to 

Contractors

ADMIN > Admin Notice Processing

Requirement

Upload, View, and Template

eDocuments
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View Document Details

View Document // Delete

eDocuments > View Documents

Templates can be made 
available for Contractor

eDocuments
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Setup/Edit Contractors Accounts

Change your login password

Set Up

Select Project

Select Contractor

Select tier Subcontractor to

Contractor will get a 2nd email with 
Project Assignment

Set Up > Project Assignment

Enter End Date

Enter Contract Amount
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Questions & Answers

Thank You!


