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As most of you are aware, the California DIR’s electronic certified payroll reporting (eCPR) system has
been updated with new requirements in place for public works projects awarded on or after April 1, 2015.
The new requirement involves submitting an XML file and replaces the previous pdf upload. We were
advised that there were no changes when DIR re-implemented the system in August 2016. The following
instructions are based on the MOST CURRENT INFORMATION THAT WE HAVE.

We made the coding changes to Certified Payroll Solution (CPS) to accommodate the DIR xml format last
June — in addition to the existing compatibility for Elation Systems, LCPtracker, MyLCM, PRISM, etc.

MOST of our customers have been able to successfully upload the xml file that we have
created into the eCPR system without issue — SOME have had issues with the system not
finding the job/project even though Project Numbers, Awarding Body ID’s, DIR Project
ID, and Awarding Body Names have all been entered correctly and have to click the link
to load the xml into the Online eCPR form.

We have no idea what the issue is (it could be as simple as the fact that the data is not
linked to their internal system) — so, if you run into a problem try clicking the link to load
the xml into the Online eCPR file and finish the submission process.

Please be aware that as DIR fine tunes this process they WILL NOT notify us of any
changes — therefore, please keep this in mind and contact us when you are made aware of
future changes.

If you are a trial user, a new customer, OR an existing customer who has
updated the software in the last year simply follow the steps below.

e

S

IF you have not updated your software in over a year, go to the Help menu ->
choose About - click the big “login” button and download/install the latest
version of the software and then follow the steps below.
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Step 1: Finding the information, you need about the job to enter into CPS

For each job/project that requires you to create an eCPR, you will need the following information:

Your Contractor License type — this will be CSLB, PL or OTHER
Your PWCR Number — this is a 10 digit number

Project Number

Project Name

Brief Description

Contract ID

Awarding Body ID

DIR Project ID

Awarding Body Name

For the City of San Diego PRISM upload — your PRISM UserName

If you do not have all of this information, you can find it by searching the PWC-100 database at
https://www.dir.ca.gov/pwc100ext/ExternalLookup.aspx using the information that you DO have.

For example, if you do know the Awarding Body Name, you can enter it in the search window.

The same is true if you know the Name of the Project (this is NOT what you call it — but the actual name
of the project from the contract documents).

You can also do a search based on your company name and PWCR number.

In the following example, I’m searching for an Awarding Body of “Test Only City of”
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California Department of

II'Id LIStI'Ia| RE|atIOI'IS Division of Apprenticeship Standard / Division of Labor Standards Enforcement
‘GOV Home Labor Law Cal/OSHA - Safety & Health Workers' Comp Self Insurance Apprenticeship Director's Office Boards
Home : Search PWC-100 v : :
Search the database using information that you DO have.
Public Search Utility - You may search by DIR Project ID or enter at least one search criteria to display projects matching your selections
DIR Project ID
ot Search
OR
Awarding Body Name
Test Only City of
Name of Project
Name of Contractor PWCR Number
Name of Subcontractor PWCR Number
First Advertised Bid Date Contract Amount Project Award Date Estimate Start Date
T | =] | ] I
Estimated Completion Date Classification of Workers:
Physical Address @ Address Location
Address Line 1
Address Line 2
City State Zip Code Mail Stop  County
Sort By
[©_ cer | I [#_ search |

This will produce a list off all projects associated with the Awarding Body name you entered. Find the
project that you are looking for in this listing to obtain the DIR Project ID.
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Industrial Relations Division of Apprenticeship Standard / Division of Labor Standards Enforcement

'Gov Home LaborlLaw Cal/OSHA - Safety & Health Workers' Comp Self Insurance Apprenticeship Director's Office  Boards

Home | Search PWC-100 : Search Results
Select the ID number below to see more information about the project.
SEARCH RESULTS

Click the DIR Project ID to see more information about the project.

ID Awarding Body Project Name Contractor Sub Contractor Site Address  Dates Classification County
Project Number: Test Only City of 123 Name: - Name: - 123 Main Street Advertised: CARPENTERS SACRAMENTO
321 DIR PWCR Number: PWCR Number: Sacramento, CA 02/03/2015 LABORERS
DIR Project Amount: - - 95825 Award: OPERATING
1D: 15501 $1500.00 03/12/2015 ENG
Est. Start:
02/10/2015
Est. Comp:
04/30/2015
Project Number: Test Only City of Butte College Name: - Name: - 125 Butte Advertised: CARPENTERS BUTTE
100-100 DIR Test PWCR Number: PWCR Number: College District  03/01/2015 GLAZIERS
DIR Project - - Road Award:
ID: 16339 Amount: Oroville, CA 03/16/2015
$5000.00 95655 Est. Start:
03/03/2015
Est. Comp:
03/03/2015
Project Number: Test Only City of Test Name: - Name: - 2031 howe Advertised: TEAMSTER SACRAMENTO
Test DIR PWCR Number: PWCR Number: avenue 09/01/2016
DIR Project Amount: $1.00 - - Sacramento, CA Award:
ID: 128107 95825 08/12/2016
Est. Start:
09/01/2016
Est. Comp:
09/01/2016
Project Number: Test Only City of Test Removal of Name: - Name: - 2031 Howe Ave, Advertised: LABORERS SACRAMENTO
211-269 DIR Waste Project PWCR Number: PWCR Number: Suite 100 01/14/2015
DIR Project - - Sacramento, CA Award:
1D: 14214 Amount: 95825 02/25/2015
$100000.00 Est. Start:
02/17/2015
Est. Comp:
05/14/2015

Io—' New Search ]

Right click on the DIR Project ID and choose to open in a new tab or window. Here you will find the
Project Number, Contract ID, Awarding Body ID, DIR Project ID and the FULL name of the Awarding
Body. Make sure you have all of this information so that you can enter it into QuickBooks and the CPS job
record. All of the information that is outlined in red will be utilized. You should either print this page or

keep it open so you can

Sunburst Software Solutions, Inc. is an independent company and is not affiliated with or endorsed by Intuit Inc.
QuickBooks® is a registered trademark and service mark of Intuit Inc. in the United States and other countries. For use with

U.S. versions of QuickBooks only.



California eCPR Update - Revised 8/5/2016 & 9/30/17 Page | 5

California Department of

Industrial Relations Division of Apprenticeship Standard / Division of Labor Standards Enforcement

'Gov Home Labor Law Cal/lOSHA - Safety & Health Workers' Comp Self Insurance Apprenticeship Director's Office Boards

Home | Search PWC-100 | Record

Project Number: 100-100 Contract ID: 3500 Project Award Date: 3/16/2015
Awarding Body ID: 100012482 DIR Project ID: 16339

AWARDING BODY INFORMATION

Name: Test Only City of DIR Primary Contact: Eric Rood
Address: 2031 Howe Avenue, Suite 100 Primary Email: erood@dir.ca.gov
Sacramento,CA 95825 Work Phone: 9169282742
PR
i Project Name: Butte College Test Brief Description: Test PW Project
Contract Amount: $5000.00 Total Project Cost:  $5000.00 Alternative Model: N

Physical Address / Location

Address line 1 Address line 2 City State Zip County
125 Butte College District Oroville CA 95655 BUTTE
Road

Propositions:

Will this project receive (or has it received) any funding from Proposition 84 (The Safe Drinking Water,
Water Quality and Supply, Flood Control, River and Coastal Protection Bond Act of 2006)?
Will this project receive (or has it received) any funding from Proposition 39 (California Clean Energy Jobs

No
Act of 2012)?

No

Compliance and Agreements:

Is language included in the Contract Award to effectuate the requirements of Section 1771, 1774 - 1776, No
1777.5, 1813 and 1815 of the Labor Code?

Will you operate a DIR-Approved Labor Compliance Program (LCP) for this project? No
Is there a Project Labor Agreement (PLA) associated with this project? No

General Contractor 1
PWCR Number NAME Address Email Classification

eroody@yahoo.com

[P New Search ]
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Step 2: Make the following changes in CPS if you are an existing customer — OR —if you are a
new customer/trial user you will add this information during your initial setup.

From the System Setup menu -> choose System Preferences:

On the Addresses tab

In addition to the standard information that you have provided here, the following information is now also
required:

The Address 1 field should contain your Street or P.O. Box mailing address

The Address 2 field should contain your City, CA Zip code

Email address

License Type — this is either CSLB, PL or OTHER

PWCR Number which you may obtain at http://www.dir.ca.gov/Public-Works/PublicWorks.html
this is a 10-digit number. To our knowledge every contractor & subcontractor is

required to have a PWCR #, that is what it states on the website linked to above.

gk wn e

System Preferences

Addresses | W/Clnfo+ | Labels | Settings Data Locations

Address 1 |2378 Dane Hil Road
Address 2 |Wesl Charleston, VT 05872
Address 3 |

Address 4 |

Phone |(888) 348-2877 |

Cell Phone | i |REQUIRED]
Preparer's Name

|Nancy Smyth

|Coa
Owner's Name l

Preparer's Title

Owner's Title

|Chief Coder

Contractor's License #

[License # LicenseType [CSLB. PL or OTHER
Specialty License # [Speciaty # PWCR (CA Upload)  |REQUIRED

@

gk | Cancel |
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On the W/C Info + tab, make sure you have entered:

Self-Insured Certificate #, OR

WI/C (Workers Comp) Policy Number; with both an

Effective date and

Expiration date

PRISM User Name — IF you do work for the City of San Diego

If you must upload to PRISM — check the option so Save Prism Upload as XLSX

(@ spon e Tt

I e

I|  Addesses | W/Clnfo+ | Labels | Settings | DataLocations |
Enter information if it is required on your forms.
Self-Insured Certificate # lSel-Insured Certificate #
W/C Policy Number l'w’owkers Comp Policy #
W/C Effective Date ]m /01/2015 {3.;«3
|_*'-_a
W/C Expiration Date [12/3072015 =
Federal Employer ID # (FEIN) IFEIN
DUNS # IDUNS #
Texas DOT Contractor ID (5 digit #) IU
Unemployement Insurance # ISUI #l
Prism User Name Ip,ism Usefname
[~ Save Prism Upload as XLSX file instead of XLS
Ok Cancel
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On the Data Locations tab:

Make sure that you have created and/or selected an “Electronic Upload Folder”.

Use "My Computer” or "Explorer” to create a folder on your computer or network, where these files will be
saved. You may create this folder anywhere you have permissions to do so. If you are on a network, it is

best to use a mapped network drive. Once you have the folder in place, use the ““Browse for Electronic
Upload Folder” to navigate to and select this folder.

m

Addiesses  W/Clnfo+ | Labels | Settings Data Locations

Data Path Browse for Data Path Folder |

CiUsers\Public\Cps Masters\California
The "Data Path" is the folder that contains the "D ata" folder where all CPS files exist.

Quick Books File Browse for QuickBooks File |

The best way to set your QuickBooks file to the comect 'location’ is to make the box here blank, and then have
QuickBooks open to the comect file and click the ''Test QuickBooks Connection'.

|C:\Users\Public\quaster files\Best for job cost demo\Sunburst & TSheets OBW

Test QuickBooks Connection [ QuickBooks Version is 2004 or older.
Save Reports Folder Browse for Beports Folder I
Electronic Upload Folder Browse for Electronic Upload Folder |
[CAUsers\PubliciCPS Reports-Uploads ®

Ok [ Cancel

If you already have an Electronic Upload Folder specified, CPS will automatically
create a sub-folder called CA-eCPR for you in which to save these files.

No folder location = NO eCPR’s — CPS must have a location to create/save them.
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From the System Setup menu - choose Defaults = Job = Standard Tab

Using the Electronic Upload type drop down menu, select California eCPR XML file —there is also an
option to create electronic uploads for BOTH LCPtracker and the CA eCPR XML file and Prism and CA

eCPR XML file.

Using the Form to Use drop down menu, select the CA diR A-1-131 Form

This sets the defaults for ALL NEW jobs. It may not be the right choice if not all of your jobs

require any sort of certified payroll reports. This can be selected on individual jobs.

|| Standard ‘ Form Dptions

[~ Non-reporting Job

[~ Primary Contractor

" Electronic Upload Type

Form to Use

Awarding Authority

Contractor License

Specialty License

County

[~ Print Employee List for this Job

[T Use Department of Defense Statement of Compliance
[T Use Notarized Federal Statement of Compliance

[” Use California dIR Statement of Compliance (short form)

alifornia eCPR XML file. T"’
| -~

Texas DOT Export file.

NY DOT EBO Export file.

Maryland DLLR Export file.

MyLem/Hill Intemational/TRS (CSY) Export file.
California eCPR XML file.

Prism Compliance Management Export Sp«eadsheetu
LCP Tracker and CA eCPR XML file.

Prism and CA eCPR XML file. E

Preview Report

Edit Authorities

Location I

[~ Print Daily Time Report for this Job

[~ Print Authorized Deduction Report for this Job

Ok Cancel

@)
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When adding New Job — OR - if you need to edit existing jobs - From the Linked
Data menu => choose Jobs

For each EXISTING JOB that you have that is now subject to eCPR requirements, you must edit each job
individually and make the following changes. (For new jobs added to the program in the future, just make
sure that you have the information available to enter).

On the Standard Information tab:
You will need to Select OR Add an Awarding Authority (this is your Awarding Body Name and ID and
must be EXACT!)

Choose an existing Awarding body from the drop-down list.

@ S o Ot

AlA Training Exercise Name |QuickBooks Job Record=Project
il |Jim & Sue Durand
Overhead Standard Information Additional Information Eorm Options
[~ Non-eporting Job
I~ Primary Contractor
Print Name as |QuickBooks Job Record=Project
Federal Project # |Fed
State Project # 3. an
o [State Choose existing
Driginal Bid Amount 185296.95 Awarding body
Sierding Aishorky
Edit Authorities 4 Add a new Awarding Body
Begin Date [ . \‘»;‘.':
-
Est. Complete Date | S,
- .q
Statement of Compliance Optional Fields |
Ok Cancel @
[~ List By "Print Name As"

OR, add a New Awarding Body by clicking the Edit Authorities button. Which will open the following
window, where you will click the ADD button.
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T ——)
| . o [TastGnly Ciy of DIR
Division of Apprenticeship Standard / Division of Labor St| e [
ticeship Derector's OF A |
- |
Project Number: 100-100 Contract 10 3500 Project Award Date: 3/1 1 Slals aip I
| Awarding Body 1D: 100012482 k—n R Project ID: 16339
Fhane ’7
AWARDING BODY INFORMATION Fa
Name: Primary Contact: Eric Rood Email |
i Address: 2031 Howe Avenue, Suite 100 Primary Email: ercod@dir ca gov
f Sacramento CA 95825 Work Phone: 9169282742 Body ID —- [100012482]
i
1 Ok Cancel
PROJECT INFORMATION

e Enter the Awarding Body Name EXACTLY as it is shown into the name field.
e Enter the Awarding Body ID number in the Body ID field.

Click the Ok button, then the Done button, and when prompted to save your changes click Yes.

Now you can select the Awarding Body from the drop-down menu as shown below.

AlA Training Exercise Name
il |Jim & Sue Durand -
Overhead Standard Information

[~ Mon-eporting Job

[~ Primary Contractor

Print Name as
Federal Project #
State Project #
Original Bid Amount
Awarding Authority

Edit Authorities

Additional Information

G o T ==

|QuickBooks Job Record=Project
Form Options

|QuickBooks Job Recard=Project

|Fed

|State

485296.95

Not Applicable

Not Applicable
Test Only City of DIR

Begin Date

Est. Complete Date

%

| e
l—

LR
W
-

Statement of Compliance Optional Fields

Cancel

I~ List By "Print Name As"
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On the Additional Info tab, enter:
1. Contract Agency
2. Project ID - this is DIR Project ID
3. License Type - CSLB, PL or OTHER
4. Contract ID (if needed)
5. If you also have to upload for San Diego job, the Prism Jurisdiction MUST BE
City_of_San_Diego

r - T |
£ Job Main ™ [=le] =
] -

AlA Training Exercise Name |QUiCkBODkS Job Record=Project

Jim & Sue Durand

Overhead Standard Information Additional Information Form Options |
Contractor License |License #
Specially License |Specialty #
Location |
County / LAUSD School |Orleans/Newport
Prism Jurisdiction |City_of_San_Diego

LCP Work Order # I

School Code |

[ Print Daily Time Report for this Job
[~ Print Employee List for this Job
[~ Print Authorized Deduction Report for this Job

Contract Agency (CA eCPR)  [Butte College Test

Project ID (CA eCPR) [15333 — Contract ID [if needed)
License Type [csie {3500

Ok Cancel @

[ List By "Print Name As"
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On the Form Options tab:
Using the Electronic Upload Type drop down menu, select California eCPR XML file.

We’ve also added an option to create BOTH an LCPtracker and DIR eCPR upload at the same time for a
specific job.

€3 Job Maintenance lgég
AlA Training Exercise Name |QuickBooks Job Record=Project
Jim & Sue Durand
Overhead Standard Information Additional Information Form Options

Certified Payroll Report

Form to Use [Los Angeles Schools |

I~ Use Department of Defense Statement of Compliance

[~ Use Notarized Federal Statement of Compliance

[~ Use California Golden State Labor Statement of Compliance
[~ Use California dIR Statement of Compliance (short form)

SSN # Format [Show SSN |

[~ Omit Employee’s address.

Electronic Filing

Electronic Upload Type |m 3
Texas DOT Expot file. -
SSN # Format NY DOT EBO Export file. '

Maryland DLLR Export file.

3 3 MyLcm/Hill Intemnational/ TRS [CSY) Export file. —
[~ Omit Employee’s address B e -5 0 k

Prism Compliance Management Export Spreadshest
LCP Tracker and C& eCPR XML file.
Prism and C&, eCPR XML file. b

Ok Cancel @ ‘

[ List By "Print Name As" |

NOTE: If you do not have all of the required DIR information, CPS will NOT allow you to save this
record. To bypass this— DO NOT select an Electronic Upload type and then come back to enter the
information at a later time by going to the Linked Data menu = Jobs and edit the job.

Adding Employee Notes

Add any employee specific notes by going to the Linked Data menu - Employees - Edit a specific
Employee and enter notes in the eCPR Notes block on the right side of that window.
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Generating Reports & eCPR xml files

Run and PRINT your certified payroll reports as usual. Click the Complete button at the Print window.
From the View menu - choose Electronic Uploads, this will open the folder where the files are saved.
You will see a folder called CA-eCPR, double-click on this folder.

File Edit View Tools Help

Organize v 3 Open Include in library » Share with Burn New folder =~ [l ®
B tiame 25 Dat dificd Tup Sise E
WHomesioup | | CA-eCPR 6/11/20152:08 PM  File folder |
. Uploads 3/16/201511:23 AM  File folder
M Computer
&L os(c) B

Once you are inside the CA-eCPR folder you will see the xml files that you will upload. DO NOT
CHANGE THE FILE NAME.

FILE NAMES EXPLAINED:
e The first 4 digits are the LAST 4 digits of your company EIN
e The middle 6 digits are the DIR Project ID
e And, the last 6 digits of the file name is the payroll week ending date.

File Edit View Tools Help

Organize » Include in library + Share with v Burn New folder

Y

Name Date modified Type

-

H
+ Homegroup .| 6789_123456 020914 kml 6/11/20152:09 PM XML Document

1% Computer 3
& os(c)

[ The last 6 digits of the file name is the payroll weekending date.

-
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How to upload

You will upload your reports using the following url (current as of 2016)
https://www.dir.ca.gov/Public-Works/Certified-Payroll-Reporting.html

Click the button to Submit Payroll in XML file

.
ﬁ State of California

G m Department of Industrial R

/ﬁ\ Labor Law Cal/lOSHA - Safety & Health Workers' Comp Self Insurance Ap

Public Works Certified Payroll Reporting

Certifjlked Payroll Reporting

Contractors and subcontractors on most public works projects are required to
submit certified payroll records (CPRs) to the Labor Commissioner using DIR's
electronic certified payroll reporting system.

A few categories of public works projects are exempt from reporting online

Submit Payroll Records

Enter Payroll Online Submit Payroll in XML File *

1. Use the Browse button to navigate to the folder where the electronic uploads are stored
2. Select the correct file and choose Open
3. Click the Upload button
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State of California

Department of Industrial Relations
/GOV

Home | Labor Law | CallOSHA-Safety & Health | Workers' Comp | Self Insurance | Apprenticeship | Director's Office | Boards

Public Works

© ecPRsystem - XML Upload

Choose your XML files to upload

Selectfile to upload: No file selected. 1

.,
;

@ File Upload

. <« Backup documentation » Electronic Uploads » CA-eCPR

Organize v New folder =~ [

¥¥ Favorites *  Name Date modified Type Size
Bl Desktop .| 5678_11087_013116.xm| 9/2/2016 2:06 PM XML Document 10 KB

&8 Downloads || 5678_16339_011016.xml 6/12/201710:09 AM XML Document 6KB|
@& OneDrive

1. Public
£ Recent Places

& Google Drive
%3 Dropbox

\. gbdcontractors

| Sunburst Software Solutions

\. Toburnon CD

\. 6. Bank -Credit Card Statements

4 Libraries
l Documents
J’ Music
k=) Pictures
B videos

File name: 5678_16339_011016.xml
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If any errors are displayed - click on the LINK that says “load the xml into the
OnLine eCPR form

State of California

Department of Industrial Relations

* This Site e California
GOV

Home | LaborLaw | CallOSHA-Safety & Health | Workers' Comp | SelfInsurance | Apprenticeship | Director's Office | Boards

Public Works
O Electronic Certified Payroll Records

eCPR XML Validation Error

The XML file you have provided contains invalid data.

Please review the following error:

cvc-elt5.2.2.2.1: The value Test Only City of DIR' of element ‘'CPR:awardingBody does not match the fixed {value constraint} value .

You can either fix the problems in the XML file and upload it again.

OR

You may be able to load the xml into the OnLine eCPR form

There you fix your issues and then submit the payroll information.
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Once your data have been imported into the OnLine eCPR form — errors are clearly visible
in RED so you can make the necessary corrections.

Home | LaborLaw | CallOSHA-Safety & Health | Workers' Comp | SelfInsurance | Apprenticeship | Director's Office | Boards

Public Works
€) CPR System - Online Form

By entering information on this page, you understand that you are in position with the authority to act for and on behalf of the business or contractor, certify
under penalty of perjury that the records or copies thereof submitted and consisting of certified payroll records for the week ending are the originals or true,
full, and correct copies of the originals which depict the payroll record(s) of the actual disbursements by way of cash, check, direct deposit of other forms
to the individuals named.

Tip: Hover cursor over the field for more information.

Contractor Information

Contractor FEIN:  [EPEIEHE License Type: CSLB  + License Number: LICENSE #
Contractor Name:  SUNBURST SOFTWARE:SOLUTIONS it Contractor PWWCR 11~ 0123456789

Contractor Address:

Street: 2378 DANE HILL ROAD City: WEST CHARLESTON State: VT |~ Zip: 05872

Insurance Number:  SELF-INSURED CERTIFICATE # Contractor Email: ' YOU@YOURDOMAIN.COM

This contractor does not yet exist in the eCPR Database. You must click the "Add New Contractor” button to add it to the database.

Add New Contractor

Project Information

DIR Project ID: - DIR Project ID Lookup
Project Detail:
Awarding Body: TEST ONLY CITY OF DIR Contract With: BUTTE COLLEGE TEST -

Project Name: BUTTE COLLEGE TEST
Street: 125 BUTTE COLLEGE DISTRICT ROAC City: OROVILLE County: BUTTE State: CA v Zip: 95655
Description:

You have not yet associated the project to the value entered in the "Contract With" field. You must click the "Connect To Project” button
to make this association.

Connect To Project

SSN 0012275521 Name FREDERICK F BACKHOE
Address PO BOX 887 City W. CHARLESTON State CA ~ Zip 05872
Classification GROUP Il OPERATOR Number of Withholding 3
Mon Tue Wed Thu Fri Sat Sun Total Base
01/04 0105 0106 0107 0108 0109 0110  Hours  Hourly Rate
Straight Time 8.00 8.00 8.00 8.00 8.00 0.00 0.00 | 40.00 27.43
Over Time 0.00 0.00 0.00 0.00 0.00 0.00 0.00 | o.oof 0.00
Double Time 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Vacation/ Health/ i Fund/ Travel & o s S o =
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Known errors and issues please verify the following BEFORE you pick up
the phone and call us!

If you encounter errors, verify that all of the information has been entered correctly
before picking up the phone and calling us. Any error that involves the word “null” is a
DIR error and NOT an error from CPS.

dIR manages the payroll numbers — so even if this is payroll #99 in CPS and on a printed
report, dIR is going to number this as “1” — we CAN NOT do anything about this.

We CAN NOT automatically connect your uploaded to report to a project, YOU have to do
this manually by using the “load xml into the eCPR form link”, see page 18 of these
Instructions.

We CAN NOT automatically indicate that this is the FINAL report for a project, YOU have
to manually do this after you import the upload file using the “load xml into the eCPR form
link”

We CAN NOT automatically upload your Preparer’s Name and Preparer’s Title
information, YOU have to do this manually AFTER you import the upload file using the
“load xml into the eCPR form link”.

We CAN NOT automatically upload a “No Work Performed Payroll’ — dIR has NOT
provided any ability to do this with their file format system — YOU MUST do this manually.

Some of our customers have had issues with the system finding the job/project even though Project
Numbers, Awarding Body ID’s, DIR Project ID, and Awarding Body Names have all been entered
correctly and have to click the link to load the xml into the Online eCPR form. We have no idea what
the issue is — if you encounter this issue you will have to click the link to load the xml into the Online
eCPR file and finish the submission process. Most often this occurs when YOU need to manually
““connect to the project” see page 18.

Please be aware that as DIR fine tunes this process they WILL NOT notify us of any changes — therefore,
please keep this in mind and contact us when you are made aware of future changes.

The upload process will result in an error about employees if they don’t have a Street Address, City
State & Zip. The City State and Zip must be the last line of the employee’s address in QuickBooks
and the City & state must be separated by a comma and the State and Zip must be separated by a
space or spaces. No exceptions.

When you upload, and receive an “Awarding Body does not match the fixed value” error message -
click the BLUE the link text that says “load the xml into the Online eCPR form to resolve the issue.
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eCPR XML Validation Error

The XML file you have provided contains invalid data.

cvo-elt.52.2.2.1: The value ' of element 'CPR:awardingBody' does not match the fixed {value constraint) value *. Error message

" You can either fix the problems in the XML file and upload It again,
OR

be d the xml into the OnL CPR form, : = .
R e i Resolve the error by loading the xml into the Online

eCPR form

There you fix your issues and then submit the payroll information,

USUALLY when you open the xml file in the Online eCPR form whatever the problem is has RED text

below it so it’s very visible. Review the errors and make your corrections in CPS as needed. Many times,
itis a “name” issue.
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