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Generate the Federal WH-347, Illinois Department of Labor, Department of
Transportation and City of Chicago Forms

The new lllinois Department of Labor Certified Payroll Report requires that you report the hourly value of
specific types of fringes benefits and you must denote if the fringe is paid to the Union (or bona fide plan) or if
the fringe is paid to the employee. This causes some complexity in the setup, because we must accommodate
Union contractors paying the full fringe to the Union Hall, a non-union contractor who pays the full fringe to
the employee, and the non-union contractor who pays a portion of the fringe to a bona fide plan and the
balance in cash to the employee.

Because we must deal with these various situation, hourly fringe benefit values MUST be entered into the
Certified Payroll program (we can access the full weekly contribution totals but not the hourly values from your
QuickBooks file). These hourly values can be entered by Employee, by Work Classification, OR by the Payroll
Wage Item that is used in QuickBooks to enter employee time. Please read the System Setup -> Fringe Benefit
and Special Withholdings section for a better understanding of the various options available.

System Setup -> System Preferences -> Address Tab
Use the Contractor’s License Box to hold your IL-DOT Contractor Number.

System Setup -> System Preferences -> W/C Info + Tab

Enter your Federal Employer ID #, your DUNNS #, and your Illinois State Unemployment # for proper inclusion
on various reports. There is also an option for entering Fringe Benefit rates by Employee. For more
information, refer to the Fringe Benefits and Special Withholdings section of this section.
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G Enter Fringe Benefits by EmpID_I,IED
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System Setup -> System Preferences -> Labels Tab

Do not change the wording or the position of the Straight Time and Overtime items shown in the upper portion
of this window. If your window does not have the placement shown, call
Technical Support at 888-348-2877.

i e R =i

Bddiesses | W/ Info+

| settings | Datalecations

‘Wage Rate Lahels cornespond to the lines that are printed for each employves. The ones that
already exist should not be changed, since they correspond to the order shown onyour
Certified Payroll Report. They are also checked in the \Wage Maintenance. However fesl
free to place "Down Time" or "Doukble Time" in an empty slot.

Hours Worked Each Day

N ame Abbreviation
1zt Listed Wane Rate Name Chraight Tire oT P ST
) oT
2nd Listed Wage Rate Mame 0 wertime oT OT
3rd Listed Wage Rate Name i
[ ouble Time oT N
4th Listed Wage Rate Name

WwH-347 CtherWitholding Labels are the 4 descriptions for the Cedified Payrall Repart

Other #1  [Chid Suppor Other #2|Urion Duss

Qther #23  [Medical Other #4  |Gamishments ®

Ok LCancel

The WH-347 Other Withholding Labels provide a breakdown of deductions classified as Other Withholding on
the WH-347, DOT and City of Chicago forms. They may be changed to meet your needs.

System Setup, System Preferences, Settings Tab:
Follow the general instructions for this tab.
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System Setup, System Preferences, Data Locations Tab:

Follow the general instructions for this tab, keeping in mind that if you are required to submit electronic
certified payroll reports using LCPtracker, TRS Consultants/Hill Intl., Elation Systems, Inc., etc., you MUST
create and then select an Electronic Upload Folder.

' o
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bddresses | W/CInfo+ | Labels | Seftings | Datalocations |

Data Path Browsze for D ata Fath Folder |

|C:"-,U38rs"-,r’ubli|:"-,cr’5 ko=stersh/llinois

The "Dala Palh'' i he Tulder thal conlaires the "Dala (ubder vebiere all CPS liles exisl.

Quick Dooks lNile Hrowse tor duickBaoks File

T he best way to get pour QuickBooks file to the comect location' i to make the box here blanlk, and then have
[uickBooks open to the carrect file and click the T et G uickBooks Connection'.

Chllzars\Publicdighb astar filasillinois Comparny. QOBW

Test QuickBooks Connechion [T QuickBooks Y ersion is 2004 or older.

Save Reports Folder B rowsze for Beports Folder

Electronic Upload Folder F vz for Flectranie | pload Fraldee

IHI.IIIJ':: "electrunic” files lur LCPUracker, Elaliuns Swslerns, TRS Cursullants, el

Cancel
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System Setup, Fringe Benefits & Special Withholdings:

Whenever CPS encounters “special items” on a reporting form; be it an employee deduction or a company
contribution, you’ll need to tell the program how you “handle” these items in QuickBooks, so that it can
correctly report them on your final reports.

First, we’ll take a few minutes and review how the Tab is set up, and talk about each of the sections it
contains.

-
L% Fringe Benefit & Special Withholdings Setup = | =]

Penzion Health - welfare Yacation | Training Pension - Employes Hesw' - Employes “acation - Employes @

M ame; |Pension * Highly recommended that jou NOT change thiz name, 4

Faid by Employee or Employer;

{* iThiz finge iz paid by the employes 2

" Thiz iz deducted from the emplovee's paycheck

Caloulatior bMethod,
(™ Thiz amount iz derived from the QuickBooks paycheck.
(* Thiz amount iz calculated by Certified Payroll Solution using the rae entered for each Pagroll W age lkem. 3

(™ Mo calculation

[ Thiz contribution rate iz entered for each *ork Classification. &

Ok Cancel

@

1. The Name box contains the Name of the Special Item that appears on the form, it’s highly
recommended that you NOT change this name. Do NOT change the order of these names. The first 4
tabs (Pension, Health-Welfare, Vacation, & Training) are for reporting the hourly fringe benefits paid
to the Union or to a bona-fide plan, while the next 4 tabs (Pension-Employee, H&W-Employee,
Vacation-Employee, and Training Employee) are for reporting hourly fringe benefits paid in cash to the
employee.

2. Paid by Employee or Employer section, simply gives you a means of telling CPS who pays this item:

a. This fringe is paid by the Employer - if the item is a Union/Bona fide plan contribution that is paid
by the Employer, and is a QuickBooks Company Contribution item type

b. This is deducted from the employee’s paycheck - or, if the item is a deduction from the employees
paycheck, and a QuickBooks Deduction item type

3. Calculation Method section - allows you to tell CPS where to get the “totals” for this item to report on
the final report.

a. This amount is derived from the QuickBooks paycheck; means that you make QuickBooks calculate
this item in payroll, so that you can have it in your job cost reports
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b. This amount is calculated by Certified Payroll Solution using the rate entered for each payroll wage
item; indicates that you do not make QuickBooks calculate this item in payroll, and it is not job
costed into your reports; but, you do need a method to calculate the amounts, and will enter a
rate for this item, when you created the linked record in CPS for the Payroll item.
c. No calculation - do nothing.
The hourly value will be entered by Work Classification

Much complexity is involved due to the fact that the Department of Labor wants the hourly value of each of the
fringe benefits to be reported on the final report and to indicate if the fringe is paid to a Union/bona-fide plan
or is paid to the employee.

If you pay fringes to a Union - you will select “This fringe is paid by the Employer” and you will have a choice
of entering the hourly values for the first 4 tabs by Work classification OR if you have specific payroll wage
items in QuickBooks for each of the different Work Classifications that your employees fall under; you can
choose This amount is calculated by Certified Payroll Solution using the rate entered for each Payroll Wage
Item during your initial Wage Reconciliation.

If you pay the full fringe rate to the employee as part of their gross hourly wage - you will select “This
fringe is paid by the employer” and you will have the choice of entering the hourly values for the last 4 tabs by
payroll item or by work classification.

If you pay a portion of the full fringe rate to a bona-fide plan on behalf of the employee and the balance in
cash - the option to enter Fringes by Employee and do nothing with the tabs here.

System Setup, Statement of Compliance:
The Federal WH-348 Statement of Compliance is used with the IL-DOT Certified Payroll Report, so you may
take advantage of the options; follow the general instruction for the Statement of Compliance.

The Statement of Compliance used with the IL-DOLE form requires that you submit the following information
about your subcontractors on your Statement of Compliance - Contractor Name, Company Address, Company
Contact Person, and Telephone Number. This information will be read from your QuickBooks® data file.
Please see the set up instructions for Subcontractors in the help section of your program, and you will need to
create a time sheet for each subcontractor for the weeks that they perform work on the job, and need to be
reported on the Statement of Compliance.

Other states, and or, companies, are now requesting that subcontractors appear on the final Certified Payroll
Reports. In order for this to happen, you must turn on the option to “Report vendor/subcontractors time on
Certified Payroll Reports” in System Setup->System Preferences-> Settings tab, AND, enter the Subcontractors
hours in the QuickBooks Weekly Timesheets, see Tracking Subcontractors on Jobs.

Once this option has been turned on, CPS will print the Vendors Federal ID or Social Security Number on the
reports, if you have completed the information in the Vendor Record, additionally, if you have entered a
“Vendor type” (electrician, trucking company, etc.), CPS will put the Vendor type in the Work Classification
column on the report - if you leave the “Vendor type” blank, CPS will simply report the Work Classification on
the Certified Payroll Report, as “Subcontractor”.
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Basic Info, Work Classifications:

If you are using the IL-DOT form, each Work Classification that you will be using must be edited, and you must
add the IL-DOT Status in order for this information to be shown correctly on the Certified Payroll Report. Work
Status’s are as follows: Journeyman (J), Apprentice (A), On-the-Job Trainee (T), or Salaried Company Employee

(©).

If you will be printing the City of Chicago form and uploading that data to LCPtracker, complete the LCPtracker
codes for each work classification. You will need to obtain these codes directly from LCPtracker; we have not
been given access to them.

DO NOT change the name or the Federal EEOC Code on existing classifications within this list. You may add
new classifications by following the instructions in the manual.

You can also enter the hourly fringe amounts based on Work Classifications here - BUT these amounts must be
the same for all employees who fall under the classification AND the hourly fringe amounts cannot vary by job.

[rorworkers

Laborer, Semi Skilled OTJT
Laborer. Zemi-Skilled
Laboarer. Unskilled
LabarerApprentice B0%:
LabarerApprentice 80%:
bdechanics

Mewzr Repcr

Officals (Managers)
Fainters

Fipefitter Flumber
Superdisors

Trucl Drivcts

LCP Tracker Code

Texas DOT Job Clas:

Texaz DOT Appr Experience
TrangsML Craft Code
TrangML Labor Code

On the Certified Pavroll R eport

Penzinn I‘E—
Health - Welfare ln— W acation ID—
Training ID— Pension - Employes ID—
Hisw - Empluyes ||_|— “acalion - Enpluyes IU—

Training Employes

f T
G wencmmmene O (i

Carpentars Mamne |Equip. Dpzra.

Cerrent Masons

C|EriI:El| Federal EEOC Code lEqJ|pment Eperatgrg ;1

Deferto Cmployves

Eledricians Apprentice [ Percenl 0

On the Job Traines [
Fareperson IJze This Mame on EEQC Repaorts [~ Owner Operator [
Foreperson appreniice 80% work Status [DOT Form)

|J ouneyman [

Ok Cancel
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Basic Info, Awarding Authorities:
Awarding Authorities are a requirement for the Department of Labor (DOL) form. If you will be using the DOT
form, you will need to create an Awarding Authority named N/A.

Employee Reconciliation:
If you have not already added the DOT Status to your Work Classifications, you may do so now, by selecting the
Edit Work Class Button.

Enter the number of Federal Withholding Allowances for each employee.

If you will be generating the City of Chicago form, you can enter a “Special Address”, and check the Section 3
and Income Options, which are also required on this form.

If you have chosen to enter the hourly fringe benefit rates by employee (System Setup menu -> System
Preferences -> W/C Info + -> Enter Fringe Benefits by Employee option is checked), you can enter the hourly
values here. This will ONLY work if the Employee never changes Work Classification AND if the hourly fringe
values do not change by job.

i B
| |
' Elewen CEmployes Mame |E ght| Employes

Ming & Employes Il

Ten B Empluyee Lacal .
Twelve D Employes |Lab|:|rer5 Lacal 1200 ;‘ Edit Localz |
EEOCWork Class |F3r‘3per5':'n j Edit Work Clazzes
FRace [\white -] Edit Races
Federal allowances |M—2 Cily of Chicaga
SGender | hale 2 I Special Address
[T Section 3
[T Income

Miscellaweous || B

Fension R ate In—
Health - wWelfare R ate iT]_
Wacation B ate I]j_'
Training A ate In—
Pension - Emploves R ate {|:|_—
Hw - Employes Rate [|:|_.
Yacation - Employes Rate In—
Training Emploves R ate {|:|_—

Ck Cancel 9:
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Job Reconciliation:
During Job Reconciliation, you will be required to enter some additional information, as indicated in the screen
below:

Standard Information Tab:

T
iziae—————— WL [07-178

Standard Information | Additional Infarmation | Form Options |

-

[~ Brimary Contractar 2

Print Mame az

Federal Project #

State Project #

DOriginal Bid Amount o b

Awarding Agency [ iz Awarding Authority

Ediduthariies | 8

Statement of Compliance Optional Figlds

Cancel

[~ List By "Print Name Az

1. Non-reporting job - check this box, if you are NOT required to submit a certified payroll report for this
job.

2. Primary Contractor - check this box, if you ARE the Primary (Prime) contractor for this job.

3. Print Name As - if you want to print a different name (other than what is displayed in the NAME field)
to appear on your final reports, enter that name here.

4. Federal Project # - used for the WH-347 Report

5. State Project # - used for the WH-347 Report

6. Original Bid Amount - used for EEOC Reports

7. Awarding Authority - select the Awarding Authority from the drop down list, OR, click on the

8. Edit Authorities button, select Add, and create an Awarding Authority. Awarding Authorities are a

requirement for the Department of Labor (DOL) form. If you will be using the DOT form, you will need
to create an Awarding Authority named N/A.

9. Statement of Compliance Optional Fields button - select this button, if you wish to enter remarks
specific to this job.
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Additional Information Tab:

(22 100 vaimtenance | =i
07176 Mame 07176
15-271
Standard Information | Addiional Infarmation | Form Options |
County [DOT] |County 1
Contract # |Contract # 2

Foute [DOT] |Fh:uute

B St R, [ILDOLH#/DOT Section

Tranzx=ml Contract 1D

Tranz=ml Project (D

Begin Date

Ezt. Complete Date

/'I-_ Frint Daily Time Report for thiz Job

[ Print Emplayes List for this Job Dptl’qnal REF}E“S for this
specific Job

\I_ Frint Authorized Deduction Bepart for thiz Job

Ol | Cancel ®
[~ List By "Print Name Az

1. County (DOT) -enter the county location, for use on the DOT form

2. Contract # - enter the contract number of the job

3. Route (DOT) - enter the Route Name, or Number, for use on the DOT form

4. |IDOL # (Section - DOT) - enter the IDOL Case number for this job here, or the DOT section information

5. Begin Date - enter the date work began on this project, for use on EEOC Reports

6. Est. Complete Date - enter the estimated completion date for work on this project, for use on EEOC
Reports
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Form Options
The Form Options tab allows you to manage & select the form to print for this specific job.

(B e L it

07176 Mame 07176
15-271

Standard Information | Additional [nformation

Cerified Fayroll Report

Form to Use ]IIIinu:uis DOL Faorm 1 bl
|
[~ Usze Department of Defense Statement of Compliance 2 |

SSN # Farmat [Shaw 55N

[T Omit Employes's address. 4

Electronic Filing

Electronic Upload Type ]Nu:une

SSN # Farmat [Shaw 55N

[~ Omit Employee's address. i

[~ List By "Print Name Az

1. Form to Use - from the drop down menu select from the Department of Labor, Federal WH-347,
Department of Transportation, or the City of Chicago form

2. Use Department of Defense Statement of Compliance - by checking this option, you will print the
Department of Defense Statement of Compliance with the Federal WH-347 form (instead of the normal
Federal Statement of Compliance)

3. SSN # Format - this option allows you to choose how Social Security Numbers are displayed on the final
reports. The program comes pre-configured with the current requirements for each form available.
While you may change how Social Security Numbers are displayed, be aware that by deviating from the
requirements, your reports might be rejected.

4. Omit Employee’s address - by checking this option, employee addresses will not be displayed on the
final reports. The program comes pre-configured with the current requirements for each form
available. While you may change how employee addresses are displayed, be aware that by deviating
from the requirements, your reports might be rejected.

5. Electronic Upload Type - if you will be using the City of Chicago form, you will also have to
electronically file that report using LCPtracker, by selecting the LCP Tracker Export file from the drop
down menu, the program will automatically create an electronic file (in the format required by
LCPtracker) which you may then upload from your computer into their system. NOTE: The electronic
filing option WILL NOT appear on this window if you haven’t specified a folder in which to save
electronic files on the Data Locations tab (System Setup menu -> System Preferences -> Data
Locations tab).
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6. SSN # Format - this option allows you to choose how Social Security Numbers are displayed on the
electronic files. The program comes pre-configured with the current requirements for each electronic
format available. While you may change how Social Security Numbers are displayed, be aware that by
deviating from the requirements, your reports might be rejected.

7. Omit Employee’s address - by checking this option, employee addresses will not be displayed on the
electronic reports. The program comes pre-configured with the current requirements for each
electronic format available. While you may change how employee addresses are displayed, be aware
that by deviating from the requirements, your reports might be rejected.

Wage Reconciliation

If you pay the fringe benefits in Cash to your employees as part of wages, you will need to enter the amount of
Cash Benefits associated with this classification for proper reporting on the WH-347 AND then enter the hourly
values for Pension-Employee, H&W-Employee, Vacation-Employee, and Training Employee. The screenshot
below displays the proper setup when the full fringe rate is paid to the employee in cash as part of his/her
gross hourly wage AND in QuickBooks, you have a different named payroll wage item for each Work
Classification.

*& Pawroll tem not specifiec M 472000 Rate

4/2000 0T =me |

B0% Apprentice 2000 Weatk Clazsificatian IFDrEperSDn j Edit W ork Classes I
B0: Apprentice OT 2000

B0% Apprentice 2000 Cash Benefit Rate ]?.25|

B0% Apprentice 0T 2000

Administrative Rate

Foreman OT 2000 - Twpe ofage -

Fareman Rate 20010 * Straight Time i Overtime " Double Tirne " Unuzed
Sglary " Salary " Bonus (™ Commiszion
Sick Hourly Rate .

Sick Salary

YWacation Hourly Rate Fensian Health - Welfare

“Yacation Salary

Yacation Training

1

Fension - Employee 29 H&w - Employees 3.34

“Wacation - Employee Training Employee 07l

—
—
—
—

==

Dk Cancel

If you’re a Union Shop and have your benefits set up individually in QB as Company Contributions, when these
items come over into the Payee/Deduction Reconciliation, you can, either assign them to the appropriate
benefit type, or mark them, as unused. The Illinois Department of Labor form requires that you report the
HOURLY value of each fringe benefit, and you should enter those values here. NOTE: While we can obtain the
total weekly benefit contribution, the Intuit Software Development Kit does not allow us to read the hourly
rate associated with each company contribution item. The screenshot below displays the proper setup when
the full fringe rate is paid to the Union or bona-fide plans AND in QuickBooks, you have a different named
payroll wage item for each Work Classification.
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% Payrall tem not specifiec 422000 Rate

4/2000 OT bais |

50% Apprentice 2000 Vork Clacsification Fu:uref::er:::u:|r| Edit ‘Work Clagzes |
B0 Apprentice OT 2000

80% Apprentice 2000 Cash Benefit Rate ID

Bl Apprentice OT 2000

Administrative Bate

Twpe of'Wage

Forernan OT 2000

Foreman Fate 2000 @ Straight Time o Oxertime  Double Tine T Unused
Sglary " Salary  Bonus (™ Commizsion
Sick Hourky Rate

Sick Salany

Waration Hourly Fate Fension 22 Health -\Welfare 334

“Yacation Salany

“Yacation Training n.71

Fensgion - Employee Ha:\ - Employvee

1

Yacation - Emplovee Training Employvee 0

RS

Ol | Cancel
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Deduction Setup:
Deductions normally classified as Other Withholding on the IL-DOT form, such as: Child Support, Union Dues,
etc., must be further classified for proper reporting on the WH-347 form.

Mame |rv1|:|nthly Dues Deduction

Ann ity

Co-Op Trust

Federal Unemplovment
Federal Withholding
Health & Safety

[” This is really an additional wage ;

~ Type of Deduction/Contribution

Hesalth Fund " Federal Withholding " Fica

IL- Unemployment Campars,  biadicare ~ : -
IL-*Withholding

Ind. Promotion &+ Other Withholding
LegHl Eatices  Union Benefit T Unused

bedicare Company

kedicare Emiluiee

Fension Fund
social Security Company
social Security Emploves
Training Fund

- Type of Other 'WH
Mot Applicable

" Chid Support

" Medical " Gamnizhments

Ok Cancel | ®
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