Pilar Sanchez
County Executive

Supportive Housing Division
(512) 854-3460

Travis County Health and Human Services and AgriLife Extension
5325 Airport Blvd.
P. O.Box 1748
Austin, Texas 78767

Travis County Supportive Housing Division
Guidance for Prime Contractors and Subcontractors Use of LCP Tracker

SET UP CONTRACTORS AND SUB CONTRACTORS IN LCPTRACKER
Each Prime Contractor and Sub Contractor should complete the contractor set-up PDF. This
information will be used to enter all contractor data into LCP Tracker.

Follow these steps to set up a subcontractor (Pages 10-13 in the Prime Approver Guide):

1. Login as Prime Approver (please note, the Prime Approver will have two separate login
credentials, one as "Prime Approver” and one as “Prime Contractor.”

2. Setup > Contractor Setup

3. You have a choice between “Add/Edit Contractors” and “Contractor Assignment.” To add
subcontractors, choose “Add/Edit Contractors.” A subcontractor might already be
registered, and you should always check if they are. If they are, request their User ID, and
complete the steps to add a new contractor, making sure to include their User ID under
the “Contractor License No. or 10-digit Phone Number” so that their accounts can be
linked.

4. Once you set up a contractor, you then must go to “Contractor Assignment,” and assign
them to the project. Next to the name of the project, you should see "Prime + [edit] - ".
Click on the “+" and continue adding the contractor from the menu. Click SAVE. The
contractor will receive an intro email from LCP Tracker to access the system.

MAIN INSTRUCTION TAKEAWAYS / HIGHLIGHTS
e The Prime Approver is responsible for setting up subcontractors in LCPTracker.
e The contractor/subcontractor is responsible for certifying their payroll reports.
e The Prime Approver is responsible for reviewing and approving the Certified Payroll
Reports.
e Once the Prime Approver changes the status of the CPR from “submitted” to “approved”
it will be visible to Travis County staff.
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ADDING WORKER/LABORERS INFORMATION INTO LCP TRACKER
Follow these steps to set up workers/laborers in LCP Tracker (Page 4 of the Contractor Quick
Start Guide)

1. The Sub-Contractor or Prime Contractor will log into LCP Tracker using the Administrator
log-in credentials via the original set-up email from LCP Tracker.

2. Once logged in, go to the “Set Up” tab as shown on page 4 of the Contractor Quick Start
Guide to “Add/Edit Employees”.

3. Payroll staff should ensure all workers/laborers are in the system prior to entry of the first
certified payroll report (CPR).

To add an employee into system or edit someone already in system, click on Set Up and then
Add/Edit Employee.

Add/Edit Employee

e

Add / Edit Employee Information

This section is used to enter Contractor employees and their personal information. Enter the
appropriate employee information in the data fields. Tab key or mouse click to move between
fields. Any RED asterisk field is required by the Agency, and the system will not save unless the
information is entered in the required fields.


https://prod-cdn.lcptracker.net/login/login
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ADDING PAYROLL DATA INTO LCPTRACKER
Adding payroll data into LCP Tracker is a 3-Step Process:
1) Enter Payroll Records; 2) Complete the Notices Tab; and 3) Complete the Certification Tab to

certify the payroll.

There are five (5) methods of payroll entry available to all Contractors. Please see page 5 of the
Contractor Quick Start Guide. You may choose any method desired. Copying Payroll feature in
LCP Tracker may only be used after you've completed one week of payroll. Travis County
suggests Manual Entry.

5. MANUAL ENTRY
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CERTIFIED PAYROLL REPORTS

Roles — There are two (2) roles in the process of certifying payroll records (CPRs):

1. Contractors and Subcontractors — Enter payroll data and certify the reports.

2. Prime Approver (the Prime Contractor) — Review and approve CPRs. The Prime
Contractor must review and approve before Travis County can see the CPRs
submitted in LCP Tracker.

Approving Certified Payroll Reports (Page 5 of the Prime Approver Guide)

e The contractor/subcontractor completes the 3-step process: Enters payroll records,
saves date, confirms there are no notices, then and certifies the payroll data.
Completion of these steps makes the payroll records visible to the Prime Approver
(the Prime Contractor).

o Notices in the Notices Tab must be cleared before the Payroll Report can be
certified.

e The Prime Approver accesses the CPRs in the Certifications Tab of LCP Tracker.

o The Prime Approver (the GC staff member responsible for processing payroll)
reviews and approves CPRs submitted by contractors/subcontractors

o Please note, it is very important to change the status of the CPR from
“submitted” to “approved” in the drop-down menu. This makes the CPRs
visible to Travis County staff.

o Once Travis County staff can see the CPR in the system, staff can download it
and review the payroll and any backup data for wage compliance.

LCP TRACKER HELP - Contact LCP Tracker Support
Visit: https://Icptracker.com/contact/contact-support

Contact the LCPTracker Support team by email at support@Icptracker.com or by phone
at (714) 669-0052, Option 4.

LCPtracker Support hours of operation are Monday through Friday from 5:00 am to
5:30 pm Pacific Time. (7:00 a.m. - 7:30 p.m. CST)


https://lcptracker.com/contact/contact-support
mailto:support@lcptracker.com
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