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Revised December 2020 with a new Statement of Compliance/2nd page – instructions 
for this new requirement begin on page 12 of this document. 

Illinois Department of Labor Electronic Upload 
Beginning September 1, 2020 Illinois contractors must report all certified payrolls for Public Works 
Projects in Illinois with the Department of Labor’s new online system – paper reports will no longer 
be accepted. 

We have been in close contact with the folks developing this system since June.  We were provided 
“final specs” for the electronic upload on August 13, 2020 and have an account where we have 
been successfully uploading test data. 

There are 96 fields in the electronic upload file – which is a .CSV file.  However, many are 
currently not required.   

How you enter information is critical in order to upload the electronic file successfully, 
without errors. 

This document will provide you with step-by-step instructions of things you need to be aware of.  
Follow it carefully.   

Step #1 – Download & install the software update 
This will need to be done on each computer where CPS is installed. 

Go to the Help menu  choose About  click the BIG “Login” button.   

This opens your web browser and automatically takes you to your account on our Web Service 
Center. 
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Step #2 – Make sure the following information in QuickBooks is set up correctly 
QuickBooks Customer & Job Records: 

Both the Bill To and Ship To Address blocks must be properly formatted and be a 
legitimate/verifiable address with Name, Street Address, City, State and ZIP.  See screen shot 
below. 

If the addresses are NOT properly formatted and a legitimate/verifiable addresses, you will 
receive an error when you attempt to upload – but that error contains no information as to what is 
wrong – ONLY that it is wrong. 
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QuickBooks Employee Records 

Each employee MUST have a properly formatted and a legitimate/verifiable address AND their 
primary phone number must be entered in the MAIN PHONE field. 

 

 

Step #3 - Certified Payroll Solution Required Setup/Changes 
 CPS Step 1 - There are several areas of CPS where you will need to enter additional information 
for the electronic upload. 

System Setup  System Preferences  Data Locations tab 

If you have not previously had to create Electronic Uploads (electronic certified payroll files that 
had to be uploaded into perhaps LCPtracker, for example), then you need to do so now. 

Create a folder anywhere on your computer, then in CPS, go to the System Setup menu  System 
Preferences  Data Locations and use the Browse for Electronic Upload Folder option to 
navigate to and select the folder you just created.  Note:  DO NOT choose the same folder that 
you save Excel versions of your certified payroll reports in – it will only cause confusion and you 
could end up trying to upload the wrong file. 
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CPS Step 2: System Setup menu  System Preferences  Addresses tab 

There are some new fields and there are new requirements for HOW the information must be 
entered. 

 Address 1 holds your STREET address 
 Address 2 holds City (comma) IL (space) ZIP (entered exactly as shown Chicago, IL 55512) 
 Phone is now a required field 
 Email is now a required field 
 Preparer’s Name MUST be either First and Last – OR – First Middle Last with EACH word 

separated by a space. 
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CPS Step 3 - System Setup menu  System Preferences  W/C Info+ tab 

Enter your 9-digit Federal Employer ID # (FEIN) 

 

 

CPS Step 4 - Linked Data menu  Jobs 

You will need to Edit each Linked Job record and add or select the following information. 

On the Standard Information tab, the State Project # is the project number that is included in 
the electronic upload. 

EACH Awarding Agency must be Edited (OR you can access them from the Basic Info menu  
Awarding Authorities).  All Awarding Authorities must have the following fields completed: 

 Name 
 Contact Person – both a First and a Last name separated by a space 
 Address 
 City  
 State 
 Zip Code 
 Phone # 
 Email address 
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On the Additional Information tab, make sure that the County that the job is in has been 
entered.  There is also the ability here to indicate (CHECK) if this is a Rebuild Illinois job/project. 
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On the Form Options tab in the Electronic Filing section, click the drop-down arrow and choose 
the Illinois DOL Export file   

 

CPS Step 5 - Getting HOURLY Fringe Benefit Rates to Appear on the Paper Report & the Electronic 
Upload. 

Updated December 2020 
It’s come to our attention that many of you have never used the IL DOL paper report and never set 
up CPS to display the Hourly fringe Benefit Rates.  Even though these set-up instructions are 
provided in the main manual – I’ll include them in this Help Document – to save us both a phone 
call. 

We CANNOT reliably pull the hourly fringe benefit rates from QuickBooks – largely due to many 
people not even tracking fringes as part of payroll. 

Hourly Fringe Benefit Rate can be entered into CPS by Work Classification, by Payroll Wage Item 
OR by Employee.  It depends on HOW YOU pay the fringes.  I’ll explain each method. 

If you are a Union Shop and the Employees are paid the SAME rate of pay/fringe 
benefit amounts ON EVERY JOB THAT THEY WORK ON – enter fringe benefits by 
Work Classification as follows: 
Start by going to System Setup  Fringe Benefits & Special Withholdings.  For each of the 
Fringe Benefits paid by the company (Pension, Heath-Welfare, Vacation, Training).  Select: 

1. This fringe is paid by the employer 
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2. This amount is calculated by Certified Payroll Solution using the rate entered for each 
Payroll Wage Item 

3. And check the option for “This contribution rate is entered for each Work Classification” 

 

Click OK when you’ve finished. 

NEXT, go to Basic Info  Work Classifications.  Edit EACH Work Classification that your 
employees fall under, click the Benefits tab, and enter the hourly fringe benefit amount for each 
type of fringe.  DO NOT ENTER THESE RATES ANYWHERE ELSE OR THEY WILL DOUBLE ON YOUR 
PRINTED REPORTS AND ELECTRONIC UPLOADS. 
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If you are a Union Shop and the Employees are paid DIFFERENT rates of pay/fringe 
benefit amounts DEPENDING ON WHAT JOB THAT THEY WORK ON – enter fringe 
benefits by payroll wage item as follows: 
Start by going to System Setup  Fringe Benefits & Special Withholdings.  For each of the 
Fringe Benefits paid by the company (Pension, Heath-Welfare, Vacation, Training).  Select: 

1. This fringe is paid by the employer 
2. This amount is calculated by Certified Payroll Solution using the rate entered for each 

Payroll Wage Item.  (Important – as this suggests you MUST have a different payroll 
wage item in QuickBooks representing the different wage rates for different jobs.) 

 

Click Ok when you’re finished. 

Now, go to Linked Data  Wages.  Edit each Payroll Wage Item from QuickBooks and enter the 
correct hourly fringe rates for EACH wage.   
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If you are a Non-Union Shop and you pay the FULL Fringe Benefit Rate in CASH to the 
Employee as part of their total hourly rate of pay (and/or employees are paid 
DIFFERENT rate of pay/fringe benefit amounts DEPENDING ON WHAT JOB THAT 
THEY WORK ON) – enter the total cash fringe rate by payroll wage item as follows: 
Go to Linked Data  Wages.  Edit each Payroll Wage Item and enter the Total Hourly FRINGE 
Rate that is paid in Cash in the Cash Benefit Rate field. 

 

If you are a Non-Union Shop and you pay a PORTION OF THE Fringe Benefit Rate in 
CASH to the Employee as part of their total hourly rate of pay AND you take credit 
for company contributions to bona-fide plants (and/or employees are paid DIFFERENT 
rate of pay/fringe benefit amounts DEPENDING ON WHAT JOB THAT THEY WORK 
ON) – enter the total cash fringe rate by payroll wage item as follows: 
FIRST, go to System Set-up  Fringe Benefits & Special Withholdings.  For fringes that you 
are taking credit for: 

1. Choose This fringe is paid by the employer 
2. This amount is calculated by Certified Payroll Solution using the rate entered for each 

Payroll Wage Item 

 

Click Ok. 
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Next, go to System Setup  System Preferences  W/C Info + tab.  Check the option for 
Enter Fringe Benefits by Employee. 

 

Click Ok. 

Now, for the last piece.  Go to Linked Data  Employees.  Edit EACH employee, click the 
Benefits tab and enter the hourly credit for each fringe that the company pays.  DO NOT ENTER 
THESE RATES ANYWHERE ELSE OR THEY WILL DOUBLE on your reports and uploads! 
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CPS Step 6 - Affidavit/Weekly Statement of Compliance 

NEW – DECEMBER, 2020 
At some point (and don’t ask when – because WE DON’T KNOW, IL DOL DIDN’T NOTIFY US) 
between 9/1/20 and 11/20/20 when we found out – IL DOL created a NEW Affidavit/Weekly 
Statement of Compliance that REPLACES the Fringe Benefit Affidavit that’s been around for years.   

This new Affidavit/Weekly Statement of Compliance requires that you include information about 
Specific Fringes that you pay, your Subcontractors, and requires a digital signature. 

For Fringes you are required to submit: 

 Fund Name 
 Fund Address 
 Fund Sponsor 
 Fund Admin 

For Heath, Pension, 401 (k), and Vacation. 

For Subcontractors, they require: 

 Company Name 
 Contact Person 
 Company Address 
 Company Telephone 

It also indicates that you are to “Attach explanations of Monies paid, copy of contract of 
billing, or other pertinent information.”  We have NO IDEA what this means, so you will 
need to contact IL DOL for further clarification. 

To setup Fringe Information 

Go to System Setup  Statement of Compliance  Illinois DOL Tab 
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Here you’ll find the 4 Benefit types that IL DOL wants information about.   

For each Benefit (Health Fund, Pension Fund, 401 (k) Fund, and Vacation Fund), enter: 

 Fund Name 
 Fund Address (complete address – including City, State and Zip) 
 Fund Sponsor 
 Fund Admin 

We found NO information about what they REALLY wanted here or who this applied to.  So we have 
no idea if they want information about the Union Local you belong to or the 3rd party plan you’re 
contributing to if you’re non-union and taking credits.  Contact IL DOL and ask them! We can 
only ASSUME that this is for non-union contractors taking fringe credits – and we stand a 100% 
chance of being wrong! 

To set up Subcontractor Information 

You can create a Master Database of Subcontractors in CPS.  Once a Subcontractor is in the CPS 
database they can be selected/assigned to multiple jobs. 

From Basic Info  Subcontractors  click the Add button.  

Complete the following information for EACH Subcontractor: 

 Company Name 
 Contact Person 
 Company Address 
 Company Telephone 
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Assigning Subcontractors to Jobs 

Go to Linked Data  Jobs  Edit each job that requires the IL DOL Upload.   

On the Standard Information tab there is now a new option, Select Subcontractors.  Click 
the Select Subcontractors button (opens a new window), then click the drop down menu to 
select up to 4 subcontractors working on this project. 
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NOTE:  You can also add Subcontractors from here. 

 

Adding a digital signature 

The new IL DOL electronic Affidavit/Weekly Statement of Compliance is the ONLY entity that is 
allowing a digital signature.  All other Statements of Compliance will still require you to sign them 
with a wet signature. 

If you need help creating a digital signature image file, follow these instructions – you will need a 
scanner or the camera on your phone: 

1. Write your signature on a piece of paper. 
2. Scan the page OR take a picture of it with the camera on your phone.  Save it on your 

computer in a common file format: .bmp, .gif, .jpg, or .png 
3. Start Microsoft Word and create a blank document 
4. Click the Insert menu  choose pictures  select your signature picture 
5. To crop the image, click it to open the Picture Tools Format tab, click Crop, and then 

crop the image by moving the little “handles”.  The final image size should be NO 
LARGER than Height = 1” and Width = 2.9” 

6. Right-click the image, and then click Save as Picture to save the picture as a separate 
file in a location you will remember with an easily identifiable name. 

7. Image files can be saved as .jpg or .png 

Once you have the image of your signature, go to System Setup  System Preferences  Data 
Locations.  You’ll now see an Electronic Signature “block”.  Click the Browse for Electronic 
Signature button, navigate to where you saved the image file in Step 6 above and select it.  Click 
Ok.   
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Step #4: You MUST print paper versions of the report 
In order for the electronic upload files to be created, you MUST print the paper reports – this will 
allow you to verify that all of the information is correct BEFORE you upload the files into the DOL 
system. 

Step #5: Uploading your electronic reports 
Each week, CPS will create & save (in the Electronic upload folder that you specified) 2 files for 
each job.   

 The electronic certified payroll file, which is a .csv file.  (You don’t need to do anything) 
 And an Affidavit/Weekly Statement of Compliance, which is a Word document 

Instructions and Screen Shots as of 8/20/20 (System may be different as of 9/1/20 but 
this gives you an idea of the process): 

Log into the Illinois Department of Labor Prevailing Wage portal with your “account” information. 

FIND the blue button that says Create Payroll Form & click it. 

1. Click on Import Process and it will expand to show you other options 
2. Click the Browse button, navigate to the Electronic Upload folder you created 
3. Select the file called IL DOT Payroll YYYY-MM-DD Job Name (where YYYY-MM-DD is equal to 

the Work Week Ending Date) 
4. Select Open 

 

 

 

 

 

 

 



Sunburst Software Solutions, Inc.  Certified Payroll Solution - Illinois Update Notification 8/18/20 

Page 17 
 

Now click the Blue Upload button: 

 

If you receive errors – See Step 5:  Troubleshooting your electronic uploads BEFORE you 
contact us. 

This is what a successful import looks like in the system. 

 

NEXT you need to Upload the Fringe Benefit Documents (which is the Fringe Benefit Affidavit Word 
document).  Look for the Heading “Fringe Benefit Documents” 

 Click the Browse button 
 Navigate to your Electronic Uploads Folder 
 Select the Word document called SOC-JOB NAME-YYYY-MM-DD (where YYYY-MM-DD stands 

for Work Week Ending Year-Month-Day) 
 Click Open 
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 Then Click Upload 

 

If the Fringe Benefit document is successfully uploaded 

1. A message indicating that you Successfully Uploaded a document will appear at the top of 
the screen 

2. You will see the name of the file that you uploaded  
3. Now click Save & Continue 
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You can now review your certified payroll data in the online form and “sign” it.  Then click Certify. 
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Once you sign and click the Certify button you are taken to a confirmation window that provides 
you with a case number for this submission.  I would highly suggest that you print or save 
this confirmation for your records. 

 

Step #6:  Troubleshooting your electronic uploads 
If you experience trouble uploading the electronic file OR receive error messages during the upload 
process before you call us make sure you have entered all the required information outlined in 
this document correctly!   

We created this upload file based on Illinois DOL specifications and they are very specific as to how 
information is entered, so you must be to.  We have an account where we have successfully 
uploaded test data. 

IF you call us, the first thing that we will do, is insist that you go back through this help document 
and verify that you entered all the information correctly. 

If you insist that we remotely log into your computer to fix this, you will be charged a minimum of 
$125.00 if you did not enter the information as documented in this help file. 

The DOL system appears to have decent error reporting – BUT ERRORS are reported one 
at a time and you cannot continue the upload process until each error has been 
corrected.  You will then have to correct the information, rerun the CPS report, and try 
the upload again. 

Below is an example of an error message indicating that the Primary Phone Number for a specific 
employee is (missing) required. 
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The error message below indicates that an Address has not been entered correctly.  NOTE:  It does 
not tell you which address is correct.  You need to figure that one out by determining WHERE you 
used the address shown in the message.  Review your printed paper report. 

 

 


