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Reports Catalog



How To Access
• Training Materials button
• Webinars and Documents



Finding a Specific Report
• Two Ways:

1. You can do a Ctrl + F to search using a key word 
2. Within the table of contents, find the report name and click on the link to take you 

to that report in the document





What button do you 
click to find the 
Reports Catalog?

Watch Now

Training Materials

Live Chat
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How can you search 
for different reports 
in the Reports 
Catalog?

Ctrl+S

Ctrl+F

Clicking on the title of the report
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Sum It Up





Certified Payroll 
Summary 
Report
• Can run this report for 

closed projects
• Various output formats 

available



Certified Payroll 
Summary Report
• See possible reporting 

gaps
• Notes are visible





Payroll 
Details
• Able to pull data for 

closed projects
• Export options:

• True = all information 
will populate on a 
single page

• False = each 
contractor’s 
information will 
populate on individual 
tabs



Payroll 
Details
• Export this report in 

Excel

• Utilize the filters 
feature in Excel

• Sum feature in Excel 
can help you double 
check data

• Pivot tables in Excel 
great option too





The Certified Payroll 
Summary Report 
allows you to easily 
find…

Total wages on a project

Apprentice/Journeymen ratios

Possible reporting gaps
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What types of notes 
can you find on the 
Certified Payroll 
Summary Report?

Remarks from re-certified CPRs

Administrator notes on rejected CPRs

Other deduction notes
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What can you NOT 
find on the Certified 
Payroll Summary 
Report?

Payroll numbers

Final statuses

Gross earnings
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On the Payroll Details 
report, which export 
option will give you all 
of your data on a single 
Excel sheet?

True

False



On the Payroll Details 
report, which export 
option will give you all 
of your data on a single 
Excel sheet?

True

False



Which is the best 
format to pull the 
Payroll Details 
report?

Excel

PDF

Word
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format to pull the 
Payroll Details 
report?

Excel

PDF

Word



Training Track





Apprentice Hours Report by Contractor

• Can be ran for 
closed projects

• Craft detail – 
extended or roll up



Apprentice Hours Report by Contractor

• Shows Journeymen 
and Apprentice 
Hours, Ratio, & Goal 
Info
• (Goals are based on the 

Apprentice % Goal entered 
by the Administrator of 
your database)

• Subtotals by 
Contractor

• Project total





• The cities listed are pulled from the Employee Profiles

Apprentice Hours Report by City



• Total hours and 
city specific hours

• Apprentice and 
journeymen hours

• City specific 
apprentice hours

• Apprentice/ 
journeymen ratio 

Apprentice Hours Report by City



• Subtotals for 
contractors

• Project totals
• Grand totals, if you 

have more than 
one project 
selected

• Percentage of 
Total Hours

Apprentice Hours Report by City





Apprentice/Trainee List Report

• Pulls information that 
includes “Apprentice” or 
“Trainee” in the 
classification description

• Can select all or 
individual employees 
and crafts



Apprentice/Trainee List Report

• Apprentice approval date
• Expiration date of approval
• Week End Date employee was reported





What types of limits 
can you include on the 
Apprentice Hours 
Report by Contractor?

Showing only OT hours

Removing laborer hours

Limiting the report to only display crafts
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What kind of 
information is 
EXCLUDED from the 
Apprentice Hours 
Report by Contractor?

Contractor subtotals

Goal hours

Trainee/apprentice ratios
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On the Apprentice Hours 
Report by Contractor, 
who maintains the 
Apprentice Goal 
percentage?

Administrators of the database

General contractors

Prime contractors
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Where do the cities listed 
in the dropdown for the 
Apprentice Hours Report 
by City pull from?

Project setup

Company information

Employee profiles
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What item is NOT on 
the Apprentice Hours 
Report by City?

Apprentice to JM ratios

City specific hours

Total of apprentice hours
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What totals can you 
find on the Apprentice 
Hours Report by City?

Project wage totals

Total hours worked on a project

Total trainee hours on a project
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Which word needs to be 
included in a classification 
name to show on the 
Apprentice/Trainee List 
Report?

Trainee

Journeymen

Apprentice
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Which dates will 
display on the 
Apprentice/Trainee List 
Report?

Apprentice approval date

Apprentice expiration date

Applicable week end date
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Names of Journeymen 
workers will display on 
the Apprentice/Trainee 
List Report.

They will.

They will not.
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Hit the Goal





Amber Bertasso
Documentation Specialist

Local Workforce Utilization Report

• Zip lists created and maintained by the Administrator



Local Workforce 
Utilization Report

• Employees from 
selected Zip List

• All other 
employees

• Also broken down 
by:
• Ethnicity
• Gender
• Veteran Status
• Disadvantaged

• Total workers

• Total hours

• Total wages





Workforce 
Utilization 
Summary Report

• Week End Date vs 
Calendar Date

Example:
04/09/2023 – 04/15/2023
Contractor A used week 
end date 04/12/2023
Contractor B used week 
end date 04/18/2023



Workforce 
Utilization 
Summary Report
• Each contractor 

broken down by 
craft

• Subtotal for each 
contractor

• Project totals





Who can you contact 
to inquire about the 
Zip Lists available in 
your database?

Project Administrator (Show Info contact)

Subcontractor

Prime Approver
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Can you select 
multiple zip lists for 
the Local Workforce 
Utilization Report?

Yes.

No.
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Which demographic 
will show on the Local 
Workforce Utilization 
Report?

Ethnicity

Gender

Veteran Status

Disadvantaged
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What is the timeframe 
option for running the 
Workforce Utilization 
Summary Report?

Week end date

Calendar date

Birth date
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Which category will 
NOT display on the 
Workforce Utilization 
Summary Report?

Female/male

Craft level

Section 3
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Does the Workforce 
Utilization Summary 
Report have a 
breakdown for 
classifications?

Yes, classifications too.

No, crafts only.
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Informational





Payroll Details with Uncertified Payrolls



Payroll Details with Uncertified Payrolls



Payroll Details with Uncertified Payrolls





Multiple CPR Report

• Only place to pull up CPRs for closed 
projects

• Can pull the files with redacted 
information

• Multiple in one of two ways:
Multiple contractors for a single date
Multiple dates for a single contractor



Multiple CPR Report





Late CPR Summary 
Report

• Include Contractors without Payroll 
Submissions

• Start Date affects this report



Late CPR Summary 
Report

• Due date is a set number of days after the 
week-end date that each CPR must be 
turned in by. This is a pre-determined 
number of days set by each Administrator.
• The number of days allowable can be different 

for Primes and Subcontractors.





Certified Payroll 
Report - Draft



Certified Payroll 
Report - Draft





Do you want to show 
uncertified payroll data 
on the Payroll Details 
with Uncertified 
Payrolls report?

Yes, you do?

No, you do not.
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Yes, you do?

No, you do not.



Which types of 
validations do you want 
to use the Payroll Details 
with Uncertified Payrolls 
report for?

Underpayment.

Hours over a certain amount in a day.

Hours over 40 in a week.
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Focus on this section 
on the Payroll Details 
with Uncertified 
Payrolls…

Project name

ST Mon – ST Sun

Per diem
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How does the 
“multiple” work in the 
Multiple CPR Report?

Multiple contractors/single week end date

Multiple contractors/multiple week end dates

Multiple week end dates/single contractor
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How can you view 
closed project CPRs in 
LCPtracker?

Project Summary Report

Multiple CPR Report

Late CPR Report
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What can the Multiple 
CPR Report do that no 
other can?

Display subcontractors CPRs

Produce individual CPRs

Produce redacted CPRs



What can the Multiple 
CPR Report do that no 
other can?

Display subcontractors CPRs

Produce individual CPRs

Produce redacted CPRs



Where can you find 
the Start Date, that 
affects the Late CPR 
Summary Report?

Client information

Employees records

Subcontractor Assignment
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What color is the 
DRAFT label on the 
Certified Payroll Report 
– Draft?

Orange 

Red 

Yellow 
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Get 
Connected 
With Us

Desirae Goode
Program Manager
LCPtracker
dgoode@lcptracker.com

Amber Bertasso
Documentation Specialist, LCPtracker
abertasso@lcptracker.com

mailto:dgoode@lcptracker.com
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