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Introduction

1.1.

Purpose of EPRS

The Electronic Project Records System (EPRS) is an application that provides contractors and subcontractors
with a web-based mechanism to satisfy reporting requirements necessary to do business with Texas
Department of Transportation (TXDOT). The reporting requirements met by the EPRS website are for
Contractor Payrolls, ARRA employment data, and subcontractor payments by prime contractors (SCP).

e Contractor Payrolls
Contractors required to report weekly payrolls may:

Submit payroll information directly, without creating a file.
Create, edit, save, and upload payroll files.

View and print payroll and employment reports.
Generate the required reporting.

¢ ARRA (American Recovery and Reinvestment Act of 2009)
Contractors required to report ARRA data may:

Submit ARRA employment information directly to a webpage.
Review ARRA employment information previously submitted.

e Subcontractor Payments (SCP)
Prime contractors required to report payments to subcontractors may:

Input, review and report payments to subcontractors.
Generate the required reporting.

Subcontractors receiving payments from Prime contractors may:

1.2.

Acknowledge, unacknowledge, or dispute payments made by the prime contractor.

Who Can Use EPRS?

Contractors and subcontractors working on TXxDOT-governed construction projects may request an EPRS login
ID from TxDOT. This login ID will allow authorized personnel within each company to submit weekly payrolls for
TxDOT projects the company is working on.

1.3.

Summary of Revisions

This is version 2.32 of the EPRS Contractor User Guide.



1.4, System Requirements

Any javascript-enabled browser should work with EPRS. The following browsers have been tested with EPRS
and are supported:

e Internet Explorer 7.0 or greater.
o Firefox 3.5 or greater.

1.5. Definitions

Contractor — a person or firm that contracts to supply materials or labor in the furtherance of TxDOT
construction projects.

Subcontractor — a person or company that enters into a subcontract to complete part of TXDOT construction
project.

Vendor — a contractor or subcontractor.

CCSJ, CSJ, Contract — A contract identifier consisting of nine numeric digits (example: 094901015) associated
with a legal contract entered into between TxDOT and a contractor. In this document these terms are
synonymous.

1.6. Notes on Examples in this Document

Some of the examples in this document refer to actual vendor names, but in all cases the employee
information, login ID’s, and report data is fictitious.

. The TxDOT Login ID

2.1. Obtaining a Login ID from TxDOT

Contractor login ID’s are issued to persons within contractor organizations who typically sign legally binding
paper documents and wish to legally sign and submit digital versions of EPRS payrolls. To obtain a TXDOT login
ID, complete and submit form 2451, found here:

http://www.txdot.gov/business/resources/doing-business/prequalification.html

This form must be signed by the person requesting the login ID and a person authorized to grant the requestor
authority to sign documents on behalf of the contracting company.

2.2. Making Changes to a Login ID

Once the ID has been created and activated the user may make changes to the ID such as email address,
name, phone number, security questions, and password using self-service utilities without contacting TxDOT.

Sometimes it will be necessary for the ID to be de-activated or to have its access changed. For example an
individual may have left the company or may have been given different responsibilities within the contracting
organization. For these types of changes complete and submit form 2452, found here:
http://www.txdot.gov/business/resources/doing-business/prequalification.html



http://www.txdot.gov/business/resources/doing-business/prequalification.html
http://www.txdot.gov/business/resources/doing-business/prequalification.html

2.3. EPRS User Types

There are several EPRS user types available to contractor users: “Upload Payroll”, “Reports”, and “Sub
Payments”. Users who will be submitting contractor payrolls should request “Upload Payroll” and “Reports”.
Users who will also be submitting subcontractor payments should request “Sub Payments” as well. Users who
will view reports only, and not submit payrolls or subcontractor payments, should request only the “Reports”
user type.

2.4. Required Information
Be prepared to supply the following information when requesting a login ID:

e First Name and Last Name — the name of individual using the ID.

e Email address — must be a working email address of the individual using the ID.
e Phone Number — this may be a shared phone number.

o |dentifying number — Typically the driver’'s license number or employee number of the individual who will be
using the login ID.

2.5. What happens after the TxDOT Login ID has been created?

Before you can use your new TxDOT account you must change the temporary password and set up your
account’s challenge response answers, as described below:

2.5.1. Confirmation Email with Instructions

TxDOT will create a unique login ID for you. After this login ID has been created, you will receive an email
containing instructions and a link to the self-service utilities that will allow you to activate the ID. Follow the link
provided in the email to complete setting up the account. The email will be similar to this:

Your TxDOT account has been created.

Please proceed to https://txdot-server order to finalize your account setup.

You must change your password and answer the five challenge response questions before you can use this account.
You must complete the steps above within three days or this account will automatically be deleted.
Your temporary login information is below.

TxDOT User Name: JCASH001
Password: d#Z7x!TZ

2.5.2. Setting up your Account

To activate your TXDOT EPRS login ID you must log into the TXDOT Password Self-Service System, create a
new password, and set up your challenge questions, as described below.



2.5.3. Logging into the TxDOT Password Self-Service System

Clicking the link provided in the confirmation email described above will take you to the login page for the
TxDOT Password Self-Service System. Here, enter your username and password from the email into the
textboxes and click the “Login” button. (It is usually easier to copy and paste the password from the email
instead of typing it.)

Please Log In

TxDOT Password Self-Service

Username

[icashoo1

Ccurrent Password

Login I Clear Cancel

2.5.4. Changing the Password

After logging into the Password Self-Service screen you will be taken to the Change Password screen, shown
below. Here you will enter your new password into both textboxes. Note the password requirements as
described on the page.

Change Password

TxDOT Password Self-Service

Your password has expired. You must set a new password now.

Please change your password. Keep your new password secure. After you type your new password, click the
Change Password button. If you must write it down, be sure to keep it in a safe place. Your new password
must meet the fallowing requirements:

Password is case sensitive.

lMust be atleast 8 characters long.

lMust be no more than 28 characters long.

Mustinclude at least 1 number.

Must have atleast 1 lowercase letter.

lMust have atleast 1 uppercase letter.

Must notinclude any of the following values: password test.

lust notinclude part of your name or username.

lust notinclude a common word or commenly used sequence of characters.
Mew password may not have been used previously.

Flease type your new password
New Password

Confirm Password

Change Password Clear Show Passwords




2.5.5. Rejected Passwords

If your new password is rejected on the Change Password screen, the “Change Password” button will be
disabled and the reason will be displayed in the yellow band as shown below. Correct the error and try again.

Mew passwaord does not have enough upper case letters

New Password

Strength: Weak
I.ilt..llo..-ln ol

Confirm Password

I

Change Password Clear Show Passwords

2.5.6. Accepting and Confirming the New Password

Once you have entered a password that meets requirements, an acceptance message will be displayed in a
grey band as shown below. Here, click the “Change Password” button.

Mew password accepted, please click change password

New Password

Strength: Good
I““““ [

Confirm Password

Ioooooooo &

Change Password Clear Show Passwords

Next the system will update your password and display a confirmation as shown below. Here, click the
“Continue” button.

Success

TxDOT Password Self-Service

Your password has been changed.

Continue |




2.5.7. Setting up the Challenge Response Answers

After successfully resetting your password you will next need to set up your challenge response answers to five
standard questions. These questions will used to help identify you in the event that you forget your password.

2.5.7.1. Entering the Challenge Response Answers
Answer the five questions displayed on the Setup Password Responses screen, shown below. The answers you
provide are not case-sensitive.

Setup Password Responses

TxDOT Password Self-Service

In the event that you farget your passwaord, you can recover your password by answering questions known
to you.

Fleaze choose your questions and answers that can be used to verify your identity in case yvou forget yvour

password. Because the answers to these questions can be used to access your account, be sure to supp)
answers that are not easy for others to guess or discover.

Flease type your security responses

Your administrator requires that you supply responses to these questions. If you should forget your passw)
you will need to supply answers to all of these questions to reset your password.

What is your favorite food?

B I

What is your favorite cartoon?

B I

Your administrator requires that you supply responses to these questions. If yvou should forget your passw)
you will need to supply answers to at least 2 of these questions to reset your password.

What is the nickname of your favorite sports team?

B I

What is your fathers middle name?

B I

What is your favorite movie?

B I

Save Responses Clear Show Responses Cancel

10



As you enter the Challenge Response Answers the grey message box located above the response questions

will change to show the validation status of your answers. If the response answers do not pass validation tests

then an appropriate warning message will be displayed and the “Save Responses” button will to be disabled.

The response for question “What is your favorite food?" is too short

Your administrator requires that you supply responses to these questions. If you should forget your passwaord,
you will need to supply answers to all of these questions to reset your password.

What is your favorite food?

B

The response for question “What is your favorite cartoon?” can not be the same as another response

Your administrator requires that you supply responses to these questions. If you should forget your password,
you will need to supply answers to all of these questions to reset your passwaord.

What is your favorite food?

peanuts
B

What is your favorite cartoon?

peanuts

11



2.5.7.2. Saving and Viewing the Challenge Response Answers

After providing answers to the five Challenge Response Questions, the grey band will display an informational
message and ask you to save the information, as shown below. Initially your answers will be masked off.
Clicking the “Show Responses” button will remove the masking so you can review them. If you are satisfied with
the answers, click the “Save Responses” button. You also have the option of clicking the “Clear” button and re-
entering all the answers.

Setup Password Responses

TxDOT Password Self-Service

In the event that you farget yvour passwaord, you can recover your password by answering questions known anly
o you.

Flease choose your questions and answers that can be used to verify your identity in case you forget your
password. Because the answers to these questions can be used to access your account, be sure to supply
answers that are naot easy for others to guess or discover.

Your responses meet the requirements. Click Save Responses when ready.

Your administrator requires that you supply responses to these questions. If you should forget your passward,
you will need to supply answers to all of these questions to reset your passwaord.

What is your favorite food?

= IOOOOOGG

What is your favorite cartoon?

= IOGOOOGOOOGOGO

Your administrator requires that you supply responses to these questions. If you should forget your passward,
you will need to supply answers to at least 2 of these questions to reset your passward.

What is the nickname of your favorite sports team?

= IOOOOOOOO.

What is your fathers middle name?

-3 I.......

What is your favorite movie?

-3 I.......

Save Responses Clear Show Fesponses Cancel

12



2.5.7.3. Confirming the Challenge Response Answers

Once you are satisfied with your responses to the Challenge Questions, click the “Save Responses” button. You

will next be asked to confirm these responses. Once you have done so, click the “Confirm Responses” button.

Confirm Password Responses

TxDOT Password Self-Service

Be sure your answers and questions are correct. Check the spelling and punctuation. In the event you farget
your password, you will need to type in the exact answers to the questions below.

What is your favorite food?

= Hamburgers

What is your favorite cartoon?

= Family Circus

What is the nickname of your favorite sports team?
= Langhorns

What is your fathers middle name?

= Stanley

What is your favorite movie?

= Titanic

« Go Back « |

Confirm Responses | Cancel |

Once your responses have been accepted, the following confirmation page will be displayed. Here, click the
“Continue” button.

Success

TxDOT Password Self-Service

Your secret questions and answers have been successfully saved. If you ever forget your passwaord, yau can
use the answers to these questions to reset your passwaord.

Continue |

13



Next you will be taken to the main Password self-Service screen. Here, click the “EPRS” link to go to the EPRS
website.

TxDOT Password Self-Service

T=DOT Password Self-Service

Fassword self-service main menu. From here you can change your current password, reset a forgotten
passwaord, or perform other related password activities.

Change Password

Change your current password.

Forgotten Password

Recover your forgotten passwaord. If you have previously configured your forgotten password responses you
will be able to recover a forgotten passwaord.

Setup Responses

Setup your forgotten password responses. These secret questions will allow you to recover your password if
you forget it.

History

Password event history

EFPRS

Electronic Project Records System

2.6. Forgotten Passwords

If you have forgotten your password then on the main login screen click the “Eorgot your password? Click
here” link found just below the “Login” button. This link will take you to the Forgotten Password Self-Service
utility. Here, input your TxDOT login ID and click the “Search” button, as shown here:

Forgotten Password

TxDOT Password Self-Service

If you have forgotten your password, follow the prompts to reset your passwaord. [f you have not setup your
password responses previously, you will not be able to complete this process.

To start, please enter your username.

Username

|icashoo1]

Search I Clear Cancel

14



After locating your TXxDOT login ID, the Forgotten Password Self-Service utility will ask you to answer the

Challenge Questions set up previously. Type your answers into the textboxes and click the “Check Responses”

button.

Forgotten Password

T=DOT Password Self-Service

Please answer the following questions. If you answer these questions correctly, you will then be able to reset
your passward.

What is your favorite food?

Hamburgers

What is your favorite cartoon?

Family Circus

What is the nickname of your favorite sports team?

Longhorns

What is your favorite movie?

Titanic

Check Responses Clear Hide Responses Cancel

If the challenge questions have been answered incorrectly you will be prompted to try again:

Cne or more responses are not correct. Please try again.

You will be allowed ten (10) attempts to answer the challenge questions. If you exceed this number a message

will be displayed as shown below and you will not be able to run the Forgotten Password utility. You may try

again later or you may contact the CST and request that the password be reset.

Maximum login attempts for your userlD have been exceeded. Try again later.
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If the challenge questions have been answered correctly the screen will prompt you to enter a new password,
twice, as shown below. Here, type in the new password and click the “Change Password” button.

Change Password

TxDOT Password Self-Service

Your password has expired. You must set a new password now.

FPlease change your password. Keep your new password secure. After you type your new password, click the
Change Password button. If you must write it down, be sure to keep itin a safe place. Your new password
must meet the following requirements:

Fasswaord is case sensitive.

Must be at least 8 characters long.

Must be no more than 28 characters long.

Mustinclude at least 1 number.

Must have at least 1 lowercase letter.

Must have at least 1 uppercase |etter.

Must not include any of the following values: passwaord test.

Must notinclude part of your name or username.

Must notinclude a common word or commonly used sequence of characters.
Mew password may not have been used previously.

Mew password accepted, please click change password

MNew Password

I."".". Strength: Good
I
Confirm Password

II'I'I'I-I'I'I'I'I' -

Change Password Clear Show Passwords
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2.7. Expired Passwords

Passwords will automatically expire after 90 elapsed days. If your password has expired then you will see a
“Password has expired” message when attempting to login to the EPRS website:

User ID:
[jcashﬂﬂ‘l
Password:

Passworg

Login |

1 I
11

as expired.

Contractors

Open an account? Click here.
Forgot your password? Click here.

Forgot your username? Click here.
Password expired/Change Password? Click here.
Questions? Problems? Check the FAQ.

TxDOT
Open an account?
Contact your District/Division Security Administrator

When this occurs, click the “Password expired? Click here” link located below the “Login” button. This link will
initiate the Password Self-Service utility where you will need to input your current login ID and password.

Please Log In

TxDOT Password Self-Service

Username

licashoo1

Current Password

Login | Clear | Cancel

After inputting your login ID and current password you will be taken to the Change Password screen where you
will create and confirm a new password (see section: Forgotten Passwords).
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2.8. Forgotten User Names

If you have forgotten your username then on the main login screen click the “Forgot your username? Click
here” link found just below the “Login” button. This link will take you to the Forgotten Username page. Here,
input the email address for your ID and click the “Find Me” button, as shown:

;;""@ Texas Department of Transportation

EPRS

Electronic Project Records System

Home Enter your email address: [

Help

FAQ

TxDOT

External Partnering

Login

® Copyright 2011, TxDOT All Rights Reserved

3. Logging into EPRS Web Site

The EPRS login page is found here: https://apps.dot.state.tx.us/apps/eprs . Open this page in your internet browser
and type your TxDOT user ID and password into the textboxes provided. Click the “Login” button to be taken to the
EPRS home page.

User ID:
licashoo1
Password:

|'llll..'l

Login |

Contractors

Open an account? Click here.

Forgot your password? Click here.
Forgot your username? Click here.
Password expired/Change Password? Click here.
Questions? Problems? Check the FAG.

TxDOT

Open an account?
Contact your District/Division Security Administrator
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4. EPRS Home Page

After successfully logging in you will be taken to the EPRS home page, as shown below. Your login ID and name
will be displayed on the bottom right portion of the screen and links will be displayed in a navigation panel on the
left and in the main body of the page. The available links will vary depending upon the user types that were granted
to your login ID (see section above: EPRS User Types ).

,éﬂ@ Texas Department of Transportation

EPRS

Electronic Project Records System

Home Subcontractor payments
Reports Payments

Upload Payroll View, Report or Approve(T«poT Persennel) subcontractor payments.

Subcontractor Trucking Credit Worksheet
Payments View or Report Trucking Credit Worksheets (Form 2371) payments.

Account Info Acknowledge/Dispute Payment from Prime

Subcontractor acknowledge or dispute payments from prime.

Contractor Info

Help Reports and Documents
FAQ View/Print subcontractor payment reports and related documents.
TxDOT

External Partnering

Logout

® Copyright 2013, TxDOT All Rights Reserved Login: PVENDOROO1. Name: Prime Vendor

5. Reports Page

From the EPRS Home page, click the “Reports” link to go to the main EPRS reporting page. This page is shown
below:

‘ET'W Texas Department of Transportation

EPRS

Electronic Project Records System

Home Contractor Section - Select a link to begin
Reports Unpaid Installed Quantity Summary

Upload Payroll Choose this option to view your company's Unpaid Installed Quantity Summary.

Subcontractor
Payments

Paid Work Item History Summary
Choose this option to view your company's Paid Work Item History Summary.
Account Info

View Submitted Payrolls

Contracter Info Choose this option to view your company's submitted payrolls or your subcontractors' submitted payrolls.

Hel

i Submit monthly ARRA (1589) employment reports
FAQ Choose this option to report employment data required by the American Recovery and Reinvestment Act of 2009,
TxDOT Each prime contractor is required to complete this form every month for each ARRA project.

External Partnering

Logout

E-Payroll Activity Report
View payroll activity, including any gaps in submissions or insufficient wages paid.

Wage Schedule Report
View, sort and save wage schedules as local Excel files by contract, county or wark zone.

Subcontractor Payment Reports
Go to the Subcontractor Payment reports section.

© Copyright 2013, TxDOT All Rights Reserved

Login: FVENDORO01, Name: Prime Vendor
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There are links to several main reports (“Unpaid Installed Quantity Summary”, “Paid Work Item History
Summary”, “View Submitted Payrolls”, “Submit monthly ARRA (1589) employment reports”, “E-Payroll
Activity Report”, “Wage Schedule Report”, and “Subcontractor Payment Reports”). When accessing the
reporting pages each user will be only able to see information belonging to the contractors, subcontractors, and
contracts the user ID is authorized to view.

5.1. Notes on Report Displays

There are several different types of report displays used within EPRS.

Reports may be displayed with toolbars having printing and export tools, displayed automatically in an Excel
format or with a command button to create Excel output, or displayed as a web page within your internet
browser.

e Reports with an Export Toolbar

Some of the EPRS reports are generated using a reporting tool that displays a toolbar across the top. These
reports may also display a navigation panel (Document Map) on the left, with the report content displayed on
the right, similar to the layout as shown below.

14 4 |1 otz bl & | 755 = | Find | Mext ISeI::t: farmat ¥ | Export
Document Map X
B Group 1

B Group 1.1 - description
Group 1.1.1 Description
E Group 1.1.2 Description
Group 1.1.2 Detail

Report Content
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o Saving and Printing Reports with an Export Toolbar

For some users, this display format may result in a too-small viewing area and, when printing hardcopies using
the browser’s print feature, output that is not of an appropriate size. An alternative to using the default format for
viewing and printing is to first export the report to a .PDF format, and then use the .PDF viewer’s features to
print the report.

To do this, first locate the toolbar across the top of the report. It should look similar to this:

I J|:_e11p 4 (= | Fid | Mt |;e|:j=r:m=tjiv::-:

On this toolbar, find the Export tool. It looks like this:

Select 2 format ;l Sopmm et

| Smjmct & format
Booml

Here, choose the ‘Acrobat (PDF) file’ format from the ‘Select a format’ dropdown list and then click ‘Export’.
The export link will prompt you to either view the file or to save it, as shown here:

x|

Do you want to open or save this file?
ﬁ MName: WH347.pdf
i Type: Adobe Acrobat Document
From: tedot-webdew

Open Save

l--"k While files from the Intemet can be useful, some files can potertially
harm your computer. If you do not trust the source, do not open or
k.
B save this file. What's the risk?

Clicking the “Open” button will display the report on your computer in the format selected. Clicking the “Save”
button will open a standard windows file navigation screen that will allow you to name and save the file to your
computer.
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Once the report is displayed in the .PDF browser (see sample below), you will be able to use the .PDF viewer's
printing and viewing features.

L it AR LR

"

|

W i s ] e ko ey

[ Report Title

E— e

e T o
LT E]

R

Tiao T EeloeT Eale™ T Eeben T Ealen T el Dol T e Dol T e Celoe T Dalan T Dbt T DT Ebow T Calln™T
Tiaor T EeloeT Eale™ T b a T Dl T el Dol T e Dol T e Celoe T Dalan T Dbt T DT Ebow T Calln™T
Tiaor T EeloeT Eale™ T b a T Dl T el Dol T e Dol T e R Celoe T Dalan T Dbt T Dl T Ebow T Calln™T
Tl e Eelen T Eebe T Eallas T Eebn T Dol T DT Dol T DR Eeloe T Delan T Dbt T Dl T DT Dl T
Tl e Eelan T e Eallas T Eebn T Dol T T Dol T e Eeloe T Dallan T Dbt T Dl T DT Dl T
Tl e Eelan T Eebe T Eallas T Eebn T Dol T DT Dol T DR Celoe T Dellan T Dbt T Dl T DT Dl T
Tl e Eelen T Eebe T Eallas T Eebn T Dol T DT Dol T DR Eeloe T Delan T Dbt T Dl T DT Dl T
Tl e Eelan T e Eallas T Eebn T Dol T T Dol T e Eeloe T Dallan T Dbt T Dl T DT Dl T
Tl e Eelan T Eebe T Eallas T Eebn T Dol T DT Dol T DR Celoe T Dellan T Dbt T Dl T DT Dl T
Tl e Eelen T Eebe T Eallas T Eebn T Dol T DT Dol T DR Eeloe T Delan T Dbt T Dl T DT Dl T
Tl e Eelan T e Eallas T Eebn T Dol T T Dol T e Eeloe T Dallan T Dbt T Dl T DT Dl T
Tl e Eelet T b T Eallas T Eebn T Dol T el DT Dl Celoe T Dl T Dbt T Dl T DT Dl T
Tl e Ealan T e Eallas T Eabn T Collan T T Dol T DR Eeloe T Delan T Eebtn T Dl T DT Dl T

e Reports generated in Excel format or that include an Excel button

Some reports will be generated in an Excel format by default or will include a button to initiate a dialog for

viewing or saving the report as an Excel file, like this:

x|

Do you want to open or save this file?

=]

MName: LowPayRoll33882.xls
Type: Microsoft Excel 97-2003 Worksheet, 1.96KB
From: tedot-webdev

Open Save

While files from the Intemet can be useful, some files can potentially
L harm your computer. f you do not trust the source, do not open or
save this file. What's the risk?
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Clicking the “Open” button will display the report on your computer in an Excel format. Clicking the “Save” button
will open a standard windows file navigation screen that will allow you to name and save the Excel file to your
computer.

e Microsoft Office and “Protected View”

Note: Some Microsoft Office 2010 users may notice a dialog similar to the sample below when an Excel formatted
report is opened.

Hl H JANCRA PAIDSUMMARY 1314545 [Protected View] - Microsoft Excel o [E &2

Home  Inset  Pagelayout  Formulas  Data  Review  View v 9 o &

o Protected View  This file was opened from a potentially unsafe location, Click for more details, | Enable Editing X
Il |

If this occurs then the report was opened in “protected mode”, which can prevent formulas from executing properly.
Select "Enable Editing" after the report is displayed to properly display formula results.

e Reports generated as Web Pages

Some reports are displayed inside your internet browser with no additional navigation or export tools, with a
toolbar similar to this:

i
ﬁFaum’tes {5
fi v B - - page Safety- Tods @+ NI NI )

For these reports you may use the browser’s print tool to obtain a hard copy of the report.
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5.2. Unpaid Installed Quantity Summary Report

The “Unpaid Installed Quantity Summary” report (also known as the “Installed Work Report”) displays the
amounts for all items installed in a contract from both unauthorized and authorized Daily Work Reports that are
not included on an Estimate. To run this report click the “Unpaid Installed Quantity Summary” link on the main
reports page. Once the unpaid installed quantity page is displayed, click the “Select a Vendor” drop down list
and select a contractor as shown below:

e ® .
7 Texas Department of Transportation
Electronic Project Records System
Home Get Unpaid Installed Quantity Summary
Reports |GILVIN-TERRILL, LTD. -l
Upload Payroll Select a vendor

[GILVIN-TERRILL LTD
Account Info

The report will pop up after clicking button.™

Contractor Info
* If the report does not display, hold the CTRL key down while clicking the 'Get Report’ button. Continue holding the CTRL key down unfil the report displays.

Help

FAQ Mote: Microsoft Office 2010 may open the report in protected mode, which can prevent formulas from executing properly. Select 'Enable Editing " after the report is
displayed to propery display formula results

TxDOT

External Partnering

Logout

@ Copyright 2012, TxDOT All Rights Reserved Login: JCASHOO01, Name: Johnny Cash

Next click the “Get Report” button. The resulting report is an Excel spreadsheet. Follow the prompts to either
open the spreadsheet for viewing or to save it to your local computer as an Excel file.

x

Do you want to open or save this file?

@ Mame: UIQSUMMARY _13145.xls
[H] Type: Microsoft Excel Warksheet, 72,558

From: localhost

Cpen | Cancel |

harm your computer. f you do not trust the source, do not open or

l--"g)H While files from the Intemet can be useful, some files can potertialy
b save this file. What's the risk?

Note: On computers running Windows 7 and Internet Explorer 9, the dialogue shown below may be displayed.
If this occurs, either click the “Save” option to save as a file, or the “Open” option to view the spreadsheet. Other
browsers may display a different dialog box or may simply display the report with no additional prompts.

Do you want to open or save UIQSUMMARY_13145.xls (79.5 KB) from tsd-swillil-3? Open Save b Cancel
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The resulting report will display as an Excel spreadsheet, similar to the sample below. Refer to the section
above “Microsoft Office “Protected View” if your report does not appear to be performing calculations
properly.

|'._—'.|' H |= UIQSUMMARY_13145.xls [Compatibility Mode] - Microsoft Excel (=N

3
Home Insert Page Layout Formulas Data Review Wiew b @ = B &
pvend_1 - JFe | 13145 ~
A B c D E F G H J K L M N 0 =
1 |Unpaid Installed Quantity Summary-By Vendor ID Report Date:
2 Contractor's Name: GILVIN-TERRILL, LTD.
3
3 |siteManager VendorID: <& I13145_|
4 Total Unauthorized Amount: $42,788.00 .
5 Total Authorized Amount: $3,600.00
6 Total not on an estimate.: $46,388.00
Contract ID| Fed! State | Contract Original Suboridnate | Line DWR Auth Item
(csJg) Praject Nbr Mbr HWY District County C;l:::::cl Project Nbr | No. Date (Y] DWR Gy Code 5P Item Description 1]
7 - - - - - - - - - - - - ~| [+ «| =
8 | 0043-04-076  |WH 2071[956] 003113223 | U5 287 | CHILDRESS  [HARDERAN 4.490,385.52 | 0043-04-076 0375] 030820z 0.750) DE28-2201 OM[ELC SRV T A 2400430 060 (NS EFS
9 | 2635-04-026 |STP 202139) | 012113023|LF 335 | AMARILLD  |FOTTER 4,193,780.23| 2635-04-025 0z10] o3m0mzoE| M 23.340| 0420-2041 002| CL £ CONC (ABUT)HPC) ch
10 zess-04-025 [5TF 2012139) MEN3023|LP 335 | AMARILLD  [FOTTER 4,193,780.23] 2635-04-025 0210 o3f0v20IZ| M 17.430) 0420-204 002| CL C CONC [AEUTIHFC) Ch
11 zass-n025 [STP 2012(139) M2N3023|LP 335 | AMARILLD  [POTTER 4.193.780.23] 2635-04-025 0210 03A3f2012| M 9.870) 0420-2041 002| CL C CONC [ABUTIHFC) [
12 | 2e35-04-005 |sTR 2012(139) Q1213023 LF 336 | AMARILLD  [FOTTER 4,193,780.23] 2636-04-026 06| 0E0T2012| R 19.340) 04:20-2042 002| CL C CONC [BEMTIHFC) '
13 |2gss-04-005 |STR 2012(139) M2N3023|LP 336 | AMARILLD  [POTTER 4,193,780.23] 2635-04-025 0BEG[  O3MH2M2( N 20.000] B234-2001 000| PORTABLE CHANGEAELE ME] D¢
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29 hal
4 4 » M| Unpaid Installed Qty-Vendor ID .~ ¥ Ma_m__ | »
Ready | | BB B 100% (=) {J (+)

5.3. Paid Work Item History Summary Report

The “Paid Work Item History” report displays the list of contract work items included for payment with an
Estimate. This report is the inverse of the "Unpaid Installed Quantity Summary" report. Paid item quantities,
installation dates, and installation locations are examples of some of the information included with this report.
Unlike the "Unpaid Installed Quantity Summary" report which surveys all projects for a contractor, this report is
project specific. To run this report click the “Paid Work Item History Summary” link on the main reports page.
Once the Paid Work Item History page is displayed, make a selection for both the contractor and the contract as
shown in the examples below:
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Get Paid Work item History Summary

I Selecta vendor j I Select a Contract j
Selecta vendor

GILVIN-TERRILL, LTD.

The report will pop up after clicking button.™

* If the report does not display, hoid the CTRL key down while clicking the 'Get Report’ button. Continue holding the CTRL key down until the
report displays.

Mote: Microsoft Office 2010 may open the report in protected mode, which can prevent formulas from executing properly. Select "Enable Editing”
after the report is displayed lo properly display formula resuils.

After a vendor has been selected, the “Select a Contract” drop down list will be enabled and populated with
contracts relevant to the selected vendor. Here, select a contract.

Get Paid Work item History Summary

| GILVIN-TERRILL, LTD. =] |oo3003023 =l

Selecta contract -
GetReport |

The report will pop up after clicking button. * 003009037
* [fthe report does not display, hold the CTRL key dowrn while clic ggﬁggﬁg@; ICTRL key down until the
report displays. 004206065

004304076

Mote: Microsoft Office 2010 may open the report in protected mod

after the report is displayed to properly display formula resuits. 006604067
006702067

005003054
013301042
027501145
035502027
035601092 —
041701028
042502029
054101026
075302020
094501015 hd

erly. Select "Enable Editing"

After a contract has been selected, the “Get Report” button will be enabled. Click this button to generate the
report.

Note: as with the “Unpaid Installed Quantity Summary” report described in the preceding section, your browser
may display additional prompts before allowing you to view the report. Complete any generated prompts to
either open the spreadsheet for viewing or to save it to your local computer as an Excel file.
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The resulting report will display as an Excel spreadsheet, similar to the sample below. Refer to the section
above “Microsoft Office “Protected View” if your report does not appear to be performing calculations

properly.

Insert Page Layout Formulas Data Review View

|= PAIDSUMMARY_13145xls [Compatibility Mode] - Microsoft Excel

Al - fe | Paid Installed Quantity Summary-By Contract
A B C D E F G H J L M 0

1 |Paid Install.kd Quantity Summary-By Contract Report Da

2 Contractor's Name: GILVIN-TERRILL, LTD.
r

3 SiteManager Vendor ID: 13145

4 Total Unauthorized Amount: 30.00

5 Total Autherized Amount: 31,784 18547

G Total not on an estimate.: §1,764,185.47

Contract ID| Fed! State | Contract Original Suboridnate | Line DWRH Item
(CS) Project Nbr Nbr HWY District County Cgl:it;:ct Project Nbr | No. Date DWR Gy Code Item Description

7 - - - - - - - - - - - -

8 o030-03-023  |STP 201209)E] MO10Z004[US82  |AMARILLD  |OCHILTREE £, 966,82 2.01[ 0030-03-023 O0EG|  0gf0giaon) Y E1E00] 010-2001 EXCAVATION [ROADWAY]
9 003003023 |STP 20209E] MOI03004[US 83 | AMARILLD |OCHILTREE 5,956,82 3.01] 0030-03-023 O0EG|  08f30/2011) Y 1838000 0110-2001 EXCAVATION [ROADW A5
10 003003023 |STF Z01209)E{ 00103004[{US 83 | AMARILLD |OCHILTREE 6,366,823.81] 0030-03-023 O0EG|  08f30/2011) Y 1,689.000| 0110-2001 EXCAVATION [ROADWAY)
11 ooz0-03-023  |STF Z01209)E{ 00103004[{US 83 | AMARILLD |OCHILTREE 6,366,823.81] 0030-03-023 O0EG|  08f30/2011) Y 3,006.000| 0110-2001 EXCAVATION [ROADWAY)
12 oo3o-03-023  |STP 201[209)E{ m0103004[{US 83 | AMARILLD |OCHILTREE 5,956,823.81] 0030-03-023 O065|  08f30f20i) Y 1,650.000| 0110-2001 EXCAVATION [ROADWAY)
13 ooao-03-023  |STP 201[209)E{ m0103004[{US 83 | AMARILLD |OCHILTREE 5,956,823.81] 0030-03-023 O065|  08f30f20i) Y E5.000] 010-2001 EXCAVATION [ROADWAY)
14 oozo-0s-023  |STP 201[209)E{ m0103004[{US 83 | AMARILLD |OCHILTREE 5,956,823.81] 0030-03-023 0065 107442011 348,000 0110-2001 0| EXCAVATION [ROADWAY)
15 ooao-03-023  |STP 201[209)E{ m0103004[{US 83 | AMARILLD |OCHILTREE 5,956,823.81] 0030-03-023 0070|  02fasiaon) vy 44.000] 0112-2002 SIEGRADE WIDEMING [DEI
16 onao-03-023  |STP 201[209)E{ m0103004[{US 83 | AMARILLD |OCHILTREE 5,956,823.81] 0030-03-023 o070f  03d3ta0n) Y H2.750| 02-2002 SIEGRADE WIDEMING [DEI
17 ooao-03-023  |STP 201[209)E{ 00103004(US 83 | AMARILLO |OCHILTREE 5,956,823.81( 0030-03-023 0070|  0sf30f201) Y 22.000| 02-2002 SIEGRADE WIDEMING [DEI
18 ooao-0s-023  |STP 201[209)E{ 00103004(US 83 | AMARILLO |OCHILTREE 5,956,823.81( 0030-03-023 ] 1043201 ¥ §5.000| 0122002 SIEGRADE WIDEMING [DEI
19 ooao-03-023  |STP 201[209)E{ 00103004(US 83 | AMARILLO |OCHILTREE 5,956,823.81( 0030-03-023 ] 1043201 ¥ 35.510) 0122002 SIEGRADE WIDEMING [DEI
20 onz003023  |STP 2012090 E{ m0103004(US 83 | AMARILLO |OCHILTREE 5,956,823.81( 0030-03-023 0080|  04/25/2011) 29.200| 0134-2004 BACKFILL [T A OR E]
21 onz003023  |STP 2012090 E{ m0103004(US 83 | AMARILLO |OCHILTREE 5,956,823.81( 0030-03-023 0080|  04/25/2011) Y 14.750| 0134-2004 BACKFILL [T A OR E]
22 |0030-03-023 | STP 201[209)E] M0103004|US 83 |AMARILLO |OCHILTREE 5,955,823.81| 003003023 onao|  osrzarzon|y 43.000| 0134-2004 BACKFILL [T A DR E)
23 |0030-03-023 | STP 201[209)E] M0103004|US 83 |AMARILLO  |OCHILTREE 5,955,823.81| 003003023 onaof  osevzon|y 152.310| 0134-2004 BACKFILL [T A DR E)
24 0030-03-023 | STP 201(209)E] M0103004|US 83 |AMARILLO |OCHILTREE 5,955,823.81| 003003023 06| o3|y 18,308.000| 0247-2339 FLBS [CMP INPLC)[TY & C
25 |0030-03-023 | STP 201(209)E] M0103004|US 83 |AMARILLO  |OCHILTREE 5,955,823.81| 003003023 o126|  odezgreon |y 2,131,000 | 0247-2339 FLBS [CMP INPLC)[TY & C

-

L= YR RN [ PV PP Py p— & azs ann ] anan_na nan aaarl  avianiaanls 10 17 nnnl Aniz annn .
M 4> M| Paid Installed Qty by Contract 5 [[4

Ready | ||EEIE & 1008 (= [}
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5.4. View Submitted Payrolls Report

The “View Submitted Payrolls” report displays a list of all payrolls for contractors and subcontractors that the
logged in ID is authorized to view. From the displayed list you may select a particular payroll to view detailed
content.

To run this report, click the “View Submitted Payrolls” link from the main reports page. From the displayed
dropdown lists, select a vendor (contractor) or subcontractor, and a CSJ, as shown in the example below.

5*° Texas Department of Transportation

EPRS

Electronic Project Records System

Home View Payroll Submit History
” " This page displays payrolls that have been submitted based on a chosen Vendor and CSJ.
eports

Upload Payrall Select a Vendor: Selecta Subvendor:

Account Info [GILVINTERRILL, LTD. =i [select a Sub =l

Help
Selecta C5J: Selecta C5J:

FaQ

TxDOT ISeIect a CS.J LI ISeIect a CSJ LI
Select a CS.J

Logout e

00 [
003003025 (payrolls
003009037 (payrolls:

2 Copyright 2011, TxDOT All Rights Rese{ 003009043 (payrolls:

Login: JOHMD, Mame: John Dos

004204037 (payrolls:
004206065 (payrolls:
004304076 (payrolls:
006604067 (payrolls-
006702067 (payrolls:
009003054 (payrolls:
013301042 (payrolls:
027501145 (payrolls:
035502027 (payrolls:
035601092 (payrolls:
041701028 (payrolls:
042502029 (payrolls:
054101026 (payrolls:
075302020 (payrolls: 0}
094901015 (payrolls:
095710012 (payrolls:
097003019 (payrolls:
221801020 (payrolls:
243701017 (payrolls:
263504014 (payrolls:

Once a selection has been made using the dropdown lists, the available payrolls will be displayed in a table as

shown below.

‘%*@ Texas Depariment of Transportation

EPRS

Electronic Project Records System

Home View Payroll Submit History
R N This page displays payrolis that have been submitted based on a chosen Vendor and CSJ.

eports
Upload Payrall Select a Vendor: Select a Subvendor:
Account Info [GILVIN-TERRILL, LTD. = [Select a Sub =l
Help

Selecta CSJ: Selecta CSJ:

FAQ
TXDOT [003003023 (payrolls: 2) = [Select a CcsJ =l
Logout

GILVIN-TERRILL, LTD. - 003003023

Week Ending  gypMITTER Submitted Date pIsTRICT counTy Pavroll EREISTSERs TRANSACTIONID
Date Status Wage

10/26/2011 07:41:05 1AA1CE33-5DAE-4F66-AGED-
10/15/2011 1OHND L 4 Ochiltree Insufficient Wage |LAA1CE33-90A

11/15/2011 07:33:30 72B75167-D5D8-4D7F-AG4B-
11/12/2011 maxinec (L 4 Ochiltree|NWP sl

® Copyright 2011, TxDOT All Rights Reserved

Login: JOHND, Name: John Doe
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The following is an explanation for each of the columns found on the View Submitted Payrolls table:

e Week Ending Date: The last day of the payroll period for that payroll.

e SUBMITTER: The user id of the person who submitted that payroll.

e Submitted Date: The date and time that the payroll was submitted. This field is also a link and clicking it

will cause the detailed payroll report to be generated.
e Payroll Status: Indicates the type of payroll. An empty field indicates a regular payroll. Other types include:
NWP (No work performed) and F (final payroll for that contractor on that CSJ).
o Insufficient Wage: If this column is not empty, it indicates a potential problem with the payroll. Some things

that can cause this column to not be empty are:

o0 An employee whose hourly wage is less than the required minimum for his job class and region.

0 An employee with an invalid job class code.

0 An overtime rate paid to an employee that is less than 1.5 times that employee’s standard rate.

0 An employee whose regular hours worked are greater than 40.

e TRANSACTIONID: An identifying number for the payroll. Note that more than one payroll can have the

same transaction id. Multiple payrolls sharing the same transaction id indicates that they were submitted
together as a batch.

To view the payroll detail, click the “Submitted Date” link field:

Electronic Project Records System
Cusrently Selected Payroll | GILVIN-TERRILL, LTD. - 4/9/2011 j
Wage Summary Information
GILVIN-TERRILL, LTD. Wesk Ending: 4192011 Project Name: @ RED MUD CREEK
ID: 13143 Payroll Number: Project CCST: 094201013
POBOX 2027 Project Address: PO BOX 9027
AMARILLO, TX 791050000 AMARTLLO, TX 791050000
Back Download Print
Employee: # Exempt Cashin |Gross Deduction |Deduction |Check Number
Name - Hours— Lienof |Ameunts |Description |Amount
Address Work Class W Total |Houtly |Benefits |Earned
Employes ID Su Mo TE‘ e Th Fr Sa Hours |Rate Net Chk
‘etce Level 34 5 6 7 8 Total Total
Gender, Ethnicity | - Perenee Leve
Jones ,
Jimmy 2 000 000 0.00 0.00000 0.00000 000 $1688 S000 FICA 530.00
227043 ste Fini i y 5 43 ad W, 5
7843 124 - Conerete Finisher (Paving) 0.00 10.00 10.00 10.00 0.00 10.00 0.00 4000 51125 S0.00  $450.00 Fed WH SSEEE
M, White Journeyman $0.00
50.00
$0.00
$0.00
$0.00
$0.00
50.00
$0.00
$430.00 2L.LG .
$115.00 $333.00
Smith ,
Sam 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 518.00 $0.00 FICA 323.00
EeEe1a4] 160 - Form Setter (Paving & Curb) 0.00 8.00 2.00 8.00 8.00 6.00 0.00 38.00 $1200  S0.00 $456.00 Fed WH Sgggg
M., Black Journeyman $0.00
$0.00
50.00
$0.00
50.00
$0.00
$0.00
50.00
$436.00 30.00
580.00 3376.00
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5.5. Submit Monthly ARRA (1589) Employment Reports

The “Submit monthly ARRA (1589) employment reports” report item opens a screen that allows contractors to
create and view the monthly reports required by the American Recovery and Reinvestment Act (ARRA).

To run this report click the “Submit monthly ARRA (1589) employment reports” link on the main reports
page. Use the dropdown lists to select a contractor and time period. Then click the “Get Report” button.

lé“' * Texas Department of Transportation

EPRS

Electronic Project Records System

::mm__ American Recovery &

Reports Reinvestment Act
o By

Upload Payroll
Select Vendor GlLVlN-TERRlLL. LTD.(13145 'I Select Periodl 10/2011 j | Get RE‘pU”. |

Home Monthly ARRA (1589) Employment Reports

3
F Taxes Dapertmant of Transpartation

Account Info
Help

FAQ

TxDOT

Logout

® Copyright 2011, TxDOT All Rights Reserved.

Login: JOHND, Name: Jehn Doe

A list of contracts will be displayed in a table. Click the “View” link next to a payroll to enter or view its ARRA

information.

,é* ? Texas Department of Transportation

EPRS

Electronic Project Records System

Home American Recovery & Wonthly ARRA (1589) Employment Reports
Reports R:iinvestment Act

I Taxes Dapartmant of Trangaartation

Upload Payrall

Account Info

Select Vendor | GLVIN-TERRILL, LTD.(13145) =] ‘select Perioa | 1012011 ] |_Get Report_|

Help

TDOT View 003003023
Logout

FA
: T e | st o | bt | Loyt sgpovd oy | oprove o

@ Copyright 2011, TxDOT All Rights Reserved.

Legin: JOHND, Name: John Doe
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For each prime and sub, enter the number of employees that worked on the project, the total hours those

employees worked on that project and the total payroll expenditure on that project. If this is a new entry, then
an “Insert” button will be displayed. If this is an existing entry then an “Update” button will be displayed. Click
the “Insert” or “Update” button to save your changes.

=

7 ® Texas Department of Transportation

EPRS

Electronic Project Records System

Home o | American Recovery & Monthly ARRA (1589) Employment Reports
R Reinvestment Act
eports +
il * S 7 esncortmen o Teemoartston

Upload Payroll

Account Info select vendor | GILVIN-TERRILL. LTD(13145) =] seiect perioa [ 10/2011 =] || Get Report

Help

FA

o [ ccs | submitedDote | submitter | Last Update Date | Approwed By | _Approved Date |

TxDOT View 003003023

Logout
003003023

Vendor Name EMPLOYEES HOURS PAYROLL
Prime: GILVIN-TERRILL, LTD. [+ | [g0-00 | #[1200.00 |
Sub: CUTRELL TRUCKING COMPANY, INC. [z | [to.o | ff150.00 |
Sub: G. B. & G TRANSPORT, LLP [o | [0.00 | #[o.00 |
Sub: JONA CONTRACTING, INC. [o | [0.00 | £[o.00 |
Sub: TEXAS ALTERNATIVE GRASSER, INC. [o | [0.00 | #[o.00 |
Sub: WEST TEXAS BARRICADES, LTD DBA BARRICADES UNLIMITED [o ] [o.00 | #[o.00 |
Totals: 0 0.00 $0.00
Insert
© Copyright 2011, TxDCT All Rights Reserved. Login: JOHND, Name: John Doe

The table will now display the submitted date, submitter and last update date for the ARRA project. A TxDOT
employee will later review and approve it and that information will be displayed in the “Approved By” and
“Approved Date” columns.

=

7 ® Texas Department of Transportation

EPRS

Electronic Project Records System

Home

Reports
Upload Payroll
Account Info
Help

FAQ

TxDOT

Logout

American Recovery & Monthly ARRA (1589) Employment Reports
Reinvestment Act

*
F  TaxasDspertmant of Transportetion

Select Vendor | GILVIN-TERRILL, LTD.{13145) ¥| select Perion | 10/2011 x| | Get Report

View 003003023 10/26/2011 jdoe@example.com 10/26/2011

-m Submitted Date m Last Update Date Approved By Approved Date

® Copyright 2011, TxDOT All Rights Reserved.

Login: JOHND, Name:

John Doe
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5.6. E-Payroll Activity Reporting Page

Clicking the “E-Payroll Activity Report” link on the main reporting page displays a sortable table of contractors
(vendors) and contracts (CCSJ’s) for which payrolls were entered over a given date range. Each contractor’s
payrolls are analyzed and a “Payroll Flags” column is populated with a red ‘X’ icon ( X ) if any payroll warnings
were triggered. To sort on a particular column, click the column name (for example, click the Vendor Name
column header to sort by vendor name).

Clicking the “Detail” link or the red ‘X’ icon ( X ) in this table will display a more detailed table below,
pertaining to the payrolls submitted by the selected vendor for the CCSJ.

This detail table contains links to four other reports indicated by either a red flag icon ( EF‘“ ) if the payroll
triggered any payroll warnings, or a “Click” link. Clicking one of the icons or links will cause the associated
report to “popup” on the page. The reports are: “Missing Payrolls”, “Insufficient Wages Paid”, “WH-347" and
HSOCH.

In the example below, the selected payroll has both the “Missing Payrolls” and the “Insufficient Wages Paid”
flags set. Clicking the red flag icons will cause those reports to be generated. Clicking the “Click” link in the
“WH-347" or “SOC” column will cause those reports to be generated.

This report shows sumimary information for payrolls submitted by contractors and subcontractors over a specified period of time.

Get Payroll Report

Begin Date @ [20120214 i End Date # [20120315 3

Page 1 of 1...

Vendor Name Vendor ID CCs1 Vendor Type Payroll Flags
THE LEVY COMPANY, L.P. 14025 001501162 suB x Detail
ATS DRILLING, L.P. 05347 000101037 SuB Detail
ABCDEFGHIIKILMNOPORSTUWWIY Z

Vendor Week Ending Pa\rrull Missing Insufficient
foor] com e comny | B Lt | S | sy ke [ szl soc
14025 001501162 9 McLennan 02-17-2012 Click Click
14025 001501162 9 McLennan 03-03-2012 EI‘.. Click Click

5.6.1. Missing Payrolls Popup Report

Clicking the “Missing Payrolls” flag on the detail table will generate a popup report that shows week ending
dates for all payrolls submitted by the selected contractor on the selected contract. The report looks for gaps
and irregular week ending dates. Gaps are determined by counting the days between payroll submissions. If
more than one week has elapsed then a gap is detected. If payrolls are submitted on a different day of the
week than was submitted on the prior payroll, then an irregular week ending date is detected.

Click the “Save to Excel” button to view or save a local copy of the report as an Excel file.
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javascript:__doPostBack('_ctl0$ContentPlaceHolder$gvPayrollVendors','Sort$VEND_NM')

,é"' ’ Texas Department of Transportation

EPRS

Missing Payrolls and Incorrect Dates

This report shows payroll gaps (missing payrolls) and payrolls not submitted on a 7-day cycle.

Payroll Contractor: 13145 - GILVIN-TERRILL, LTD.
Prime Contractor: 13145 - GILVIN-TERRILL, LTD.
CCSJ: 094901015 - REPLACE EXIST BRIDGE FACILITY
Letting Date: 03/10/2009

Work Zone: 120

Page 2 of 3

Previous -
Week Ending Week Ending Payroll Note

06/18/2011 06/25/2011 OK

06/25/2011 07/04/2011 IRREGULAR WEEK ENDING DATE - GAP
07/04/2011 07/11/2011 OK

07/11/2011 07/24/2011 IRREGULAR WEEK ENDING DATE - GAP
07/24/2011 07/30/2011 IRREGULAR WEEK ENDING DATE - OVERLAP
07/30/2011 07/31/2011 IRREGULAR WEEK ENDING DATE - OVERLAP
07/31/2011 08/06/2011 IRREGULAR WEEK ENDING DATE - OVERLAP
08/06/2011 08/27/2011 GAP

08/27/2011 09/17/2011 GAP

09/17/2011 09/24/2011 OK

09/24/2011 10/07/2011 IRREGULAR WEEK ENDING DATE - GAP
10/07/2011 10/14/2011 OK

10/14/2011 10/21/2011 OK

10/21/2011 10/29/2011 IRREGULAR WEEK ENDING DATE - GAP
10/29/2011 11/05/2011 OK

KRN
Save to Excel |

@ Copyright 2011, TxDOT All Rights Reserved. Login: JOHND, Name: John Doe

5.6.2. Insufficient Wages Paid Popup Report

The “Insufficient Wages Paid” report analyzes a payroll and looks for the following conditions:

e Job class code not found — the job class on the payroll was not found in the EPRS database for the selected
contract.

e Standard rate paid is less than prevailing wage rate — the wage rate paid for standard (regular) hours was
less than the prevailing wage rate for the given job class.

e More than 40 standard hours worked — hours over 40 must be recorded as overtime.

e Overtime rate less than 1.5 the standard rate — overtime rate must be at least 1.5 times the standard rate.
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Sample Insufficient Wage report:

‘57* ? Texas Department of Transportation

EPRS

Insufficient Wage Payroll

This report shows records within a specified payroll having insufficient wages, unmatched job class codes, underpaid overtime, or regular hours greater than 40.

Work Zone: 120

CCSJ: 094901015

Week Ending: 07/04/2011

Contractor: 13145 - GILVIN-TERRILL, LTD.

Page 1 of 1

Std OT |Job
Last Name First Name :“twa'""g Rate | Rate |Class Job Class Descr Hours
Paid | Paid |Code Wrkd

Concrete Finisher (Paving) - STD RATE
Jones Jimmy $11.25  $11.00 $16.88 124 PAID LESS THAN PREVAILING RATE -
MORE THAN 40 STD HOURS WORKED

: Form Setter (Paving & Curb) - OT RATE
Smith Sam $0.43 $12.00 $14.00 160 LESS THAN 1.5 OF STD RATE 38 3

Save to Excel |

@ Copyright 2011, TxDOT All Rights Reserved.

Legin: JOHND, Name: John Doe

Clicking the “Save to Excel” button will give you the option of viewing or saving the report as an Excel file on
your computer.

5.6.3. WH-347 Popup Report

The WH-347 report creates the United States Department of Labor form WH-347 used by contractors to submit
weekly certified payrolls, using payroll information taken from EPRS. The report is generated with a navigation
pane on the left, and includes the ability to view, export, or save as an Adobe .PDF file or as an Excel file. .
Refer to the section above titled “Notes on Report Displays” for information saving/printing this report.
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u4 4 I'. of 1 ¢

1 4 [1oom = |

Select s format 7] Ex

Dzcumart Map X

Page 1 of 1

B EEE
[F] 13145 - GILVIN-TERRILL, LTD.
[] Cortract: 084501015

Wesk Ending

Payroll - WH347

Payroll Week Ending

Contractor Information

07/04/2011 1D: 13145
Fayrail Suntssion Dt 912011 S3951 AN Name: GILVIN-TERRILL, LTD.
Submimed By TESTER Address:
Fayroll gzt eened it EPRS dstEnase by THDOT PO BOX 9027
AMARILLO, TX 791050000
Day and Date
Emipicyes Nams with- Work |OT Tus Wed Thu Fri Sat Sun Mon Total Rats of Pay [=T Fica
heoiding Class |or (v (== [ o oz T o4 Hours amount i
Exmptn Code | 3T Earnsd ith-
noling
Jones, ey 2 124 o | oam a0 am a0 am a0 .00 0.00 $16.55 $63800| §5000
s am 1000 1000 1000 1000 1000 1000 =00 sm | palii] 500
S, Sam 1 180 o | oam a0 am a0 am 300 LT 300 $14.00 $45800| 52500
5 Ll a0l a0m a0l a0m a0l 600 300 S12-]J| 3000 500

4

5.6.4.

SOC (Statement of Compliance) Popup Report

The SOC (statement of compliance) displays the statement accepted by the person at the time the payroll as

submitted, along contract information, vendor information, and the transaction ID stored in the with the payroll in

the EPRS database.

/~ sOC - Windows Internet Explorer

<7 Favorites | )

3 ~ B - [ p=n - Page -

safety ~ Tools +

=i ]

CCSJ #: 094901015
Vendor ID: 13145

Signer: John Doe
Submitter: JOHND

Vendor Name: GILVIN-TERRILL. LTD.

Submission Date: 9/1/2011 8:39:51 AM
Week Ending Date: 7/4/2011 12:00:00 AM
Transaction ID: C7TSO0ESBF-B632 4485 ABC0-A09A74777B5SB

By signing this payroll, I do hereby certify:

1. That I pay or supervise the payment of the persons employed on this
project; that during the payroll period covered on this payroll, all
persons employed on this project have been paid the full weekly wages
earned, that no rebates have been or will be made either directly or
indirectly to the employer from the full weekly wages earned by any
person and that no deductions have been made either directly or
indirectly from the full wages earned by any person, other than
permissible deductions as defined in Regulations, Part 3 (29 CFR
Subtitle A), issued by the Secretary of Labor under the Copeland Act,
as amended (48 Stat. 948, 63 Start. 108, 72 Stat. 967; 76 Stat. 357;
40 U.S.C. 276¢), and listed on the payroll form.

2. That any payrolls otherwise under this contract required to be submitted
for the above period are correct and complete; that the wage rates for
laborers or mechanics contained therein are not less than the applicable
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5.7. Wage Schedule Report

Clicking the “Wage Schedule Report” link on the main reporting page displays the entry page for the Job
Class Wage Rate Report. Here you may view wage rates for a particular contract (by selecting the “CCSJ
Report” radio button in the “Select Report Type” box and choosing a contract from the dropdown listbox titled

“CCSJ”, as shown below.

¢

Dpariasn!
o Tamparisiboa

Select Report Type:

*' cCcs) Report
" workZone (County) Report

CC3.:

I 00001037 'I

Create Report | Export Reportto Excel

Texas Department of Transportation
Job Class Wage Rate Report
By CCS], WorkZone (County)

You may also choose to generate a report based on a combination of County, Work Zone, and Wage Schedule

Date (by selecting “WorkZone (County) Report” in the “Select Report Type” box, as shown below.

4t

[ R
of Bamwparision

Select Report Type:

" ccs1 Report
* WorkZone (County) Report

Al | Al =

Create Report | Export Heport to Excel |

County: Work Zone:

Texas Department of Transportation
Job Class Wage Rate Report
By CCS], WorkZone (County)

Wage Schedule Date:

I Latest 'I
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Once you have input the report criteria, click the “Create Button” to display the report on-screen, similar to the
example below:

115

148

184

101

202

1513
444

1428
1112
1115
1615
1444
1144
1124
1315
1333
1399
1344
1345
1342
1343

Job Class Job Class Description Contract Specific '000101037" | Zone TX031 02/01/02

Batterboard Setter

Fireman

Manhole Builder

new class3

Piledriverman

Sign Erector

WORK HARD

Agricultural Tractor

Batching Plant Operator Asphalt

Batching Plant Operator Concrete

Boom Truck

Boring Machine Operator
Communications Cable Installer

Concrete Finisher {(Paving and Structures)
Concrete Paving, Curing, Float, Texturing Machine
Concrete Saw Operator

Concrete/Gunite Pump Operator

Crane, Hydraulic (80 tons or less)

Crane, Hydraulic (Over 80 Tons)

Crane, Lattice Boom (80 Tons or Less)

Crane, Lattice Boom (Over 80 Tons)

11

1

8.25

12

12.34

12.45

45
8.51
13
13
9.5
10.5
11
10.23
10
12
9.75
11.5
11.5
11.5
11.5

You may sort any column by clicking the column header. You may reset the default sort order by clicking the
“Create Report” button again, or you may save the report as an Excel file (by clicking the “Export Report to
Excel” button.
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Click the “Create Report” button and navigate through any dialog boxes that may appear, and save the file as
Excel. Below is an example:

EH [= Classes1538 xls [Read-Only] - Micrd
Home Insert Page Layout Formulas Data Review View
Al - Je | Job Class Wage Rate Report
' B | c D E :
1 Job Class Wage Rate Report
? |Report Date: 2/7/2013
3 User: Prime Vendor
4 By Controct: 000101037
3
o Job Class Job Class Description Contract Specific "000101037" Zone TX031
7 2/1/2002
g8 115 Batterboard Setter 511.00
g 148 Fireman 51.00
10 184 Manhole Builder 58.25
11 101 new class3 512.00
12 202 Piledriverman 512.34
13 1513 Sign Erector 512.45
14 444 WORK HARD 545.00
15 1428 Agricultural Tractor $9.51
16 1112 Batching Plant Operator Asphalt 513.00
17 1115 Batching Plant Operator Concrete 513.00
18 1615 Boom Truck $9.50
19 1444 Boring Machine Operator 510.50
20 1144 Communications Cable Installer 511.00
Concrete Finisher (Paving and
21 1124 Structures) 510.23
Concrete Paving, Curing, Float, Texturing
22 1315 Machine £10.00
23 1233 Concrete Saw Operator 512.00
24 1399 Concrete/Gunite Pump Operator 59.75
25 1344 Crane, Hydraulic (80 tons or less) 511.50
26 1345 Crane, Hydraulic (Over 80 Tons) 511.50
27 1342 Crane, Lattice Boom (80 Tons or Less) 511.50
23 1343 Crane, Lattice Boom (Over 80 Tons) 511.50
29 1306 Crawler Tractor 510.60
30 1446 Directional Drilling Locator $12.00
31 1445 Directional Drilling Operator 511.50
32 1347 Excavator (50,000 pounds or less) 511.50
33 1348 Excavator (Over 50,000 pounds) 511.50
5.8. Subcontractor Payment Reports Link

Clicking this link will display the Subcontractor Payment Reporting page, described in section below: SCP
Reports and Documents.
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6. Payroll Processing Page

To access the payroll processing portion of EPRS, select the “Upload Payroll” link from the EPRS home page.
This will display the screen as shown below. The links shown here will take you the pages where you may create,

edit, view, upload and download payroll files.

=

7 ® Texas Department of Transportation

EPRS

Electronic Project Records System

Home

Reports

Upload Payroll
External Partnering
Account Info

Help

FAQ

TxDOT

Logout

Electronic Payroll Submittal

Upload payroll data file(s

Use this option to upload one or more payroll files that you want to submit to TxDOT.

Create a new payroll data file
Choose this option if you want to create a blank payroll file and enter data into it.

@ Copyright 2011, TxDOT All Rights Reserved.

Login: JOHND, Mame: John Doe

7. Creating a New Payroll

To create a new payroll file select the “Create a new payroll data file” link from the EPRS payroll processing page.
This will display the payroll data entry form, as shown below.

=

7 ® Texas Department of Transportation

EPRS

Electronic Project Records System

Home

Reports

Upload Payroll
External Partnering
Account Info

Help

FAaQ

TxDOT

Logout

Create/Edit Payroll Data

Project Description

Controlling ©s1 % @

Project Address

City State Zip Code

Payroll Number &

Payrall Option:

I Final Payroll

Week Ending Date %

[Saturday, November 12, 2011 B
I No Work Performed
Contractor Name &
Contractor Address Cit State  Zip Code

Payee List

% - Indicates required field

# - Edit selected employee g% - Delete selected employee

® Copyright 2011, TxDOT All Rights Reserved

Login: JOHND, Name: John Doe
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7.1. Completing the Payroll Information Form

Locate the textbox “Controlling CSJ” on the form and input the contract number (CSJ) for the payroll you are
creating. This input should be nine numeric digits, with no dashes or spaces (example: 094901015). Once a
valid CSJ has been input into this field, press the <TAB> key and notice that the information fields on the form
are populated and the “Contractor Name” dropdown list is activated. Select a contractor name from the
“Contractor Name” dropdown list and notice that the contractor address information will also be populated, as
shown below.

Create/Edit Payroll Data

Project Description Controlling C51 % &
|@ RED MUD CREEK |og4g01015
State Zip Code

Project Address City
|PO BOX 9027 |AMARILLO |Tx |791050000

Payroll Number ¥ wWeek Ending Date %
| |Saturda\,-', Movember 12, 2011 =

Payroll Option:
I Mo work Performed

I Final Pavyroll

GILVIN-TERRILL, LTD.
Contractor Address City

State ZFip Code
|Po BOX 9027 |AMARILLO =< |791050000
Payee List
| Add new employeea. I

% - Indicates required field f - Edit =elected employee >< - Delete selected employee

Validate I Applyl Cancel I

On this form and on the employee form described later in this document, required fields are indicated by a red
asterisk (*). You must provide values in all required fields to continue processing the form.

Located on the bottom of the Payroll Form are several command buttons (“Add new employee”, “Validate”,
“Apply”, and “Cancel”). The “Add new employee” button is described in section: Adding Employees to a Payroll .
The remaining buttons are described in the sections immediately following this paragraph.
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7.2. Clicking the “Apply” Button on the Payroll Information Form
Click the “Apply” button on the Payroll Form. The payroll is now saved as indicated by the display at the top of
the screen.

Select Payroll
T e T o bame | ek todgoate
7 ?( 094901015 13145(GILVIN-TERRILL, LTD.) 11/12/2011
| Add a new Payroll I
Create/Edit Payroll Data
Project Description Controlling C51% @
|@ RED MUD CREEK 094901015
Project Address City State Zip Code
|Po BOX 9027 AMARILLO [Tx |791050000

Payroll Number @ Week Ending Date ¥
| Saturday, Movember 12, 2011 O

Payroll Option:
I™ No Work Perfarmed

I” Final Payrall

Centractor Name @

| GILVIN-TERRILL, LTD. =

Contractor Address City State  Zip Code
|Po BOX 9027 [AMARILLO [T |791050000
Fayee List

Add new employee... |

% - Indicates required field 4? - Edit selected employee ?( - Delete selected employee

!Ea'datel é.nnul (;ancell

7.3. Clicking the “Validate” Button on the Payroll Information Form

Click the “Validate” button on the Payroll Form. This will perform several analysis operations against the payroll
information saved so far, and will open the File Menu page, described in section: Payroll File Menu Page .

7.4. Clicking the “Cancel” Button on the Payroll Information Form

Click the “Cancel” button on the Payroll Form. This will cancel all changes to the payroll since the last Save or
Apply command, and will open the File Menu page, described in section; Payroll File Menu Page .
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7.5. Types of Payrolls
The Payroll Form allows you to create different types of payrolls: “Normal”, “Final”, and “No Work Performed
(NWP)", described below.

7.5.1. Normal and Final Payrolls

Normal or Final payrolls are payrolls with employees and hours included. To create a normal or final payroll,
click the calendar icon next to the “Week Ending Date” field on the Payroll Form and select a date for the
payroll. If this is a “final” payroll then also check the “Final Payroll” checkbox.

The date chosen should fall on the same weekday as prior payrolls for the same project and same contractor. If
this is the first time a payroll has been created for the selected project and contractor, then select the last day of
the week for the period the payroll is for. The day-of-week chosen will be used as a validation for subsequent
payrolls for the same project and contractor. This means that if the first payroll ends on a Saturday, then EPRS
will expect the next payroll to also end on a Saturday.

Optionally type a payroll number in the “Payroll Number” field.

When done entering information into the payroll information form, click the “Apply” button located on the bottom
of the form.

7.5.2. No Work Performed Payroll (NWP) Payrolls

A “No Work Performed” (NWP) payroll is created to indicate that the contractor did not forget to submit a payroll
for the week(s), but that no actual work was performed and no employees are associated with the payroll. This
is useful to prevent EPRS from detecting payroll gaps for the week(s) in question. This would be appropriate if
the contractor is active on the CSJ, but is not currently working on the CSJ or will not be working on the CSJ for
some period of time.

To create a “No Work Performed” payroll, check the “No Work Performed” checkbox, as shown below. Notice
that this will create two new items on the payroll form (“Start Date” and “Duration in weeks”).

Payroll Number @@

Payroll Option:

Start Date: Duration in weeks

I+ No Work Performed I-I-]JrD,SIIfZD-]-l E (1-52): I_q_

I Final Pavyroll

Complete the “Start Date” (use the calendar control to the right of the Start Date) and the “Duration in weeks” for
the period that no work hours will be reported. The “Start Date” should be the first day of the payroll period and
the number of weeks should be the number of payrolls for which no work will be reported. If the NWP payroll is
just for the current week then leave this field at 1. If you are unsure of the duration, just make your best guess.
You can begin resubmitting regular payrolls for that CSJ at any time.

In the example shown above it is expected that there will no employee hours reported on the contract for four
weeks. Submitting the example above would create four payrolls in EPRS, each with no hours.
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7.5.2.1. Re-submitting Payrolls after NWP

After the NWP payrolls have been created it is possible to override the NWP by submitting a payroll with hours
for any of the NWP payroll weeks. However once you begin resubmitting regular payrolls, any NWP payrolls in
the database for that CSJ that have a date that is greater than the current date will be deactivated. This
means that overriding an NWP payroll will require you to re-enter all NWP payrolls that occurred after the date
the NWP payroll was overridden. Conversely, if, as time goes by, you determine that the original duration was
too short; simply submit another NWP payroll with another duration to extend the NWP period.

7.5.2.2. Key Points for NWP Payrolls

e You can select NWP for duration of 1-52 weeks.

e During the submission process, EPRS actually creates the number of NWP payrolls that you specified and
inserts them into the database. These payrolls will have a correctly sequenced end date based upon the
start date that you entered.

e You can begin resubmitting regular payrolls at any time.

e Once you begin resubmitting regular payrolls, any NWP payrolls that have a payroll ending date greater
than the current date will “go away”.

e IMPORTANT! Even if you submit a regular payroll as a correction to an older payroll, any NWP payrolls that
have a payroll ending date greater than the current date will go away and you will have to resubmit the NWP
for those future dates if that is what you intend.

7.5.2.3. Submitting a Normal Payroll with no Employees

If you do not check the NWP box on the Payroll Form and you also do not add employees to the payroll, then
clicking the “Validate” button will automatically create the payroll as NWP for one week.

43



7.6.

Adding Employees to a Payroll

Unless the payroll being created is NWP, it is necessary to provide employee information, labor hours and job
classifications. Click the “Add new employee” button located on the bottom of the Payroll Form. This will open
the employee data entry form and place it beneath the Payroll Form, as shown below.
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On the employee data entry form, complete all required fields.

There are several buttons along the bottom of the data entry form:

Save: Saves the current employee and closes this form, returning the user to the main payroll form.

Save As New: Saves the employee as a new employee and returns the user to the main payroll form.
Apply: Saves the current employee, but doesn’t close the employee form.

Delete: Deletes the current employee form the file and returns the user to the main payroll form.

Clear All: Asks the user to confirm the loss of all data and, if the user says “OK”, clears all the fields in the
employee form.

Clear: Clears the daily hours, salary information, and deduction information from the current employee.
Clear leaves the employee name, address, and other similar fields as they are.

Cancel: Deletes all changes to the employee since the last Save/Apply and returns the user to the main
payroll form.

Last Name % First Name % Middle Hame(s) Exemptions @  Employee ID Number¥
Hoe Billy | o 1
Address Gender % Ethnicity %

| IMaIe '| IOther =
Address (line 2) Classification %

Im ST 100 - Air Tool Operator (59.05) -

I | I Experience Level % ©
& Journeyman " Apprentice I 0 x 1000 hours

Sun Mon Tues Wed Thurs Fri Sat Total Rate Of Hr Rate in Lieu of
11/6 17 1118 1119 1110 11141 1112 Hours Pay % Fringe Benefits

Regular Hours % | 0| 8| 3 8| 8| 3 0 4000 x( [ 1000 + | 0)
overtmetours®| 0] o[ o[ o[ o] o o o000 x [ 15000

Daily Total 0.00 8.00 8.00 .00 8.00 8.00 0.00 40.00 Total Gross Earned 400.00

© Actual Gross Paid I 400.00

400.00

0.00

FICA Withholding Tax |Descrip1iun 1 |Descripti0n 2 |Descriptinn 3 |Descriptinn 4
Deductions I a +| a +| EI+| EI+| IJ+| M+
|Descripti0n 5 |Descriptiun f |Descripti0n 7 |Descripti0n 8 |Descrip1iun 9 |Descriptinn 10 Eg?l_:'__[gum
| 0+| 0+ 0+| 0+ 0+| 0 = 0.00
Calculated Net Pay 400.00
Checkinfo @ | Actual Net Pay © |m
Save | Save As [ew | Apply | Delete | - Clear All | Clear | Cancel |

% - Indicates required fisld
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7.6.1. Clicking the “Save” Button on the Employee Form
Clicking the “Save” button on the Employee Form will add the employee to the payroll, close the employee data
entry form, and return you to the payroll data entry form.

f X 094901015 13145(GILVIN-TERRILL, LTD.) 11/12/2011

| Add a new Payroll I

Create/Edit Payroll Data
Project Description Controlling CS1% @
|@ RED MUD CREEK 09401015

Project Address City State Zip Code

[Po BOX 9027 AMARILLO [x |791050000

Payroll Number @ Week Ending Date %
| Saturday, Movember 12, 2011 8

Payroll Option:
I¥ no Wark Performed

I™ Final Payrall

Contractor Name @

| GILVIN-TERRILL, LTD. =
Contractor Address City State Zip Code
|Po BOX 9027 [AMARILLO [x  [7e1050000
Payee List
Std Std at ot Total Gross Net
Hame Classification Rate  Hours Rate  Hours  Hours Pay Deductions Pay
rd x e, Billy 100 $10.00 40.00 $15.000 0.00 40.00 $400.00 $0.00 $400.00

Add new employee_ .. |

% - Indicates required field f - Edit selected employee >< - Delete selected employee

Validate | Applyl Cancel |
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7.6.2. Clicking the “Apply” Button the Employee Form

Clicking the “Apply” button will save the employee to the payroll and leave the Employee Form open for
additional edits, as shown:

Select Payroll

| Add a new Payroll I

[ — S — Contractor Name Weelc Ending Date

094901015

13145(GILVIN-TERRILL, LTD.)

11/12/2011

Create/Edit Payroll Data
Project Description Controlling C51 % @
|@ RED MUD CREEK Jo94g01015
Project Address City State Zip Code
|PO BOX 3027 AMARILLO o [791050000
Payroll Number & Week Ending Date %
One Saturday, Movember 12, 2011 )
Payroll Option:
= no work Performed
I Final Payroll
Contractor Name &
[GILVIN-TERRILL, LTD. =]
Contractor Address City State  Zip Code
|PO BOX 3027 JAMARILLO ™ |791050000
Payee List
Std Std o1 o1 Total Gross Net
Name Classification Rate Hours Rate Hours Hours Pay Deductions Pay
& >< Joe, Billy 100 $10.00 40.00 $15.000 0.00 40.00 $400.00 $0.00 $400.00
Add new employee... |
% - Indicates required field ¢ - Edit selected employee >< - Delete selected employee
Last Hame % First Name % Middle Name(s) pti /] Employee ID rk
[doe [Bitty | [ o 1
Address Gender % Ethnicity %
| Male I Other =
Address (line 2) Classification %
100 - Air Tool Operator ($9.05 =
City State  ZIP-Code P ($ } _I
I Experience Level % &
' Journeyman ' Apprentice I 0 x 1000 hours
Sun Mon Tues Wed Thurs Fri Sat Total Rate Of Hr Rate in Lieu of
1116 117 118 119 11110 11111 11112 Hours Pay % Fringe Benefits
Regular Hours % | of | | g | | 0 ([ 1000 + | 0 )=
Overtime Hours % of of of 0| of of 0 x [ 15.000 =
Daily Total Total Gross Earned
© Actual Gross Paid I 400.00
FICA Withholding Tax |Descr|pt|0n 1 |Descr|pt|0n2 |Descr|pt|0n 3 |Descr|pt|0n4
Deductions | 0+ 0+ o+| o+| o+| i3
— — — — — — Total Of
|Description 5 |Description & |Description 7 |Description 8 |Description 9 |Description 10 e Tt
| 0+ | o+ | o+ 0 = 0.00
Calculated Net Pay 0.00

CheckInfo @ |

Actual Net Pay @

I 400.00

Savel

Save As New | Applyl

* - Indicates required field
Validate | Apply

Cancel |

Delete Clear All | Clearl Cancell
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7.6.3.

Clicking the “Save As New” Button on the Employee Form
Clicking the “Save as New” button will create a new employee record using information from the current
employee record. This is useful if a new employee’s information is similar to the current employee. Remember
to change the employee name and employee ID first, to avoid a “Duplicate Employee ID” when the payroll is

validated.
Last Name % First Name % Middle Name(s) Exemptions & Employee ID Number®
[Jones Billy Bob | o 2
Address Gender % Ethnicity %
| IMaIe 'I Other -
Address (line 2) Classification %
I 100 - Air Tool QOperator (39.05 -
City State ZIP-Code P ($ } J
I I I Experience Level % @
¥ Journeyman 1 Apprentice 0 1000 hours
Sun Mon Tues Vied Thurs Fri Sat Total Rate Of Hr Rate in Lieu of
1116 T 118 11/9 1110 1111 112 Hours Pay % Fringe Benefits
Regular Hours % | 0] 8| 8| 8| 8| 8| 0 4000 x([ 1000 + | 0 )= 400.00
Overtime Hours %| 0] 0] 0| 0] 0] 0] 0 000 x [ 15000 = 0.00
Daily Total 0.00 8.00 8.00 8.00 8.00 8.00 0.00 40.00 Total Grozs Earned 400.00
@ Actual Gross Paid I 400.00
FICA Withholding Tax |Descripti0n 1 |Descripti0n 2 |Descriptiun 3 |Descripti0n 4
Deductions [ 0+ 0+ 0+ 0| 0+| 0+
ID — — — — — — Total Of
escription 5 |Descr|pt|0n ] |Descr|pt|un 7 |Descr|ptmn g |Descr|pt|0n g9 |Descr|pt|on 10 Deduction:
[ 0+ 0+ 0+| 0+ 0+| 0 = 0.00
Calculated Net Pay 400.00
Checkinfo ® | Actual Net Pay @ | 400.00
Save | Save As New | Apply | Delete Clear All | Clearl Cancel |
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After clicking the “Save As New” button the Employee Form will close and the employee will be added to the
payroll, as shown below:

Select Payroll!

= contractor ame ek Ending Date

094901015 13145(GILVIN-TERRILL, LTD.) 11/12/2011

| Add a new Payraoll I

Create/Edit Payroll Data
Project Description Controlling C51 % @
|@ RED MUD CREEK [oe4901015

Project Address City State Zip Code

|Po BOX 9027 [AMARILLO fmx  |r91050000

Payroll Number & Week Ending Date %
|Dne Saturday, Movember 12, 2011 =

Payroll Option:
¥ Mo work Perfarmed

™ Final Payroll

Contractor Name @

| GILVIN-TERRILL, LTD. =
Contractor Address City State Zip Code
|Po BOX 9027 |AMARILLO < |791050000

Payee List

Std Std oT oT Total Gross HNet

Name Classification Rate Hours Rate Hours Hours Pay Deductions Pay

& >( Joe, Billy 100 $10.00 40.00 $15.000 0.00 40.00 $400.00 $0.00 $400.00

/ >< Jones, Billy 100 $10.00 40.00 $15.000 0.00 40.00 £400.00 $0.00 $400.00

Add new employee.__. |

% - Indicates required field f - Edit selected employee >< - Delete selected employee
Validate | Apply | Cancel |
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8. Payroll Data Files

Before uploading payroll data files to EPRS it will be necessary to create files as described in the document titled
“Specification for the Exchange of Wage Summary Information”, located here:
https://www.dot.state.tx.us/apps/payroll/HelpFiles/FileSpec.pdf . EPRS supports two file specifications: version 1
and version 2.

8.1. Versionl and Version 2

Version 1 payroll data files refer to an earlier EPRS payroll data file specification that differs in some respects
from the preferred version 2 file specification. EPRS will upload and process both versions, but will convert
those files to the version 2 (or latest) specification when the file is saved to your local computer.

8.2. Creating a Sample Payroll Data File

An easy way to create an EPRS payroll data file is to first create a payroll as described in the section above:
“Creating a New Payroll”. Next save the file to your local machine as described in the section below: “Clicking
the “Download the file” link”. The file saved will be an EPRS payroll data file that follows the most recent
EPRS file specification (version 2). This file may then be used as a template for creating more payroll data files.
You may edit and save the files in a .csv format using Excel or other tool on your local workstation. When the
editing is complete the payroll data files may then be uploaded to EPRS as described in the section below:
“Uploading Payroll Data Files”.

8.3. Multiple Payrolls in the same File

EPRS will recognize multiple payrolls contained in a single data file. All that is necessary is to include the
version number and column headers for each individual payroll contained in the file. Consider the highlighted
portions of the sample below. Here we have a single payroll file called “payroll_multi” that contains five payrolls.

ETE =7~ - payroll_multi.csv - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
M1 - e
A B 5 D E F G H I ] K L
#Version:2.0
£ |#Contractor ID Contractor Name Mailing Address City State ZIP Code Payroll P¢ Payroll Pe Payroll Pe Payroll Ni Project ID  Project Name Proje
3 13145 GILVIN-TERRILL, L1PO BOX 9027 AMARILLO TX 791050000 2011 11 19 1 94901015 @ RED MUD CREEK PO B(
4 #last Name First Name Middle Name  Sex Ethnicity Address1 Address2 City State Zip Code Number Of Job Classification Appre|
5 Joe Billy M WH o 100
6 Jones Billy Bob M BL o 100
»Wersiun:z.o
8 |#Contractor ID Contractor Name Mailing Address City State ZIP Code Payroll P¢Payroll Pe Payroll Pe Payroll N' Project ID  Project Name Proje|
9 13145 GILVIN-TERRILL, L1PO BOX 9027 AMARILLO TX 791050000 2011 11 26 2 94901015 @ RED MUD CREEK PO B(
10 #last Name First Name Middle Name  Sex Ethnicity Address1 Address2 City State Zip Code Number Of Job Classification Appre|
11 |Joe Billy M WH o 100
12 |Jones Billy Bob M BL 0 100
#Version:2.0
14 #Contractor ID Contractor Name Mailing Address City State ZIP Code Payroll P¢ Payroll Pe Payroll Pe Payroll Ni Project ID Project Name Proje
15 13145 GILVIN-TERRILL, L1PO BOX 9027 AMARILLO TX 791050000 2011 12 3 3 94901015 @ RED MUD CREEK PO B(
16 #last Name First Name Middle Name  Sex Ethnicity Addressl Address2 City State Zip Code Number Of Job Classification Appre|
17 Joe Billy M WH o 100
18 Jones Billy Bob M BL 0 100
#Version:2.0
20 |#Contractor ID Contractor Name Mailing Address City State ZIP Code Payroll P¢ Payroll Pe Payroll Pe Payroll Ni Project ID  Project Name Proje
21 13145 GILVIN-TERRILL, L1PO BOX 9027 AMARILLO TX 791050000 2011 12 10 4 94901015 @ RED MUD CREEK PO B(
22 #last Name First Name Middle Name  Sex Ethnicity Address1 Address2 City State Zip Code Number Of Job Classification Appre|
23 |Joe Billy M WH o 100
24 Jones Billy Bob M BL o 100
#Version:2.0
26 |#Contractor ID  Contractor Name Mailing Address City State ZIP Code Payroll P¢Payroll Pe Payroll Pe Payroll N Project ID  Project Name Proje|
27 13145 GILVIN-TERRILL, L1PO BOX 9027 AMARILLO TX 791050000 2011 12 17 5 04901015 @ RED MUD CREEK PO B(
28 #last Name First Name Middle Name  Sex Ethnicity Address1 Address2 City State Zip Code Number Of Job Classification Appre|
29 |Joe Billy M WH o 100
30 |Jones Billy Bob M BL 0 100
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https://www.dot.state.tx.us/apps/payroll/HelpFiles/FileSpec.pdf

When this file is uploaded and edited as described in the sections below, EPRS will detect the individual
payrolls, as shown below.

I T T S T T
7K 094301015 13145(GILVIN-TERRILL, LTD.) 11/19/2011
I X 094901015 13145(GILVIN-TERRILL, LTD.) 11/26/2011
I X 094901015 13145(GILVIN-TERRILL, LTD.) 12/3/2011
I X 094901015 13145(GILVIN-TERRILL, LTD.) 12/10/2011
I X 094901015 13145(GILVIN-TERRILL, LTD.) 12/17/2011
1

9. Uploading Payroll Data Files

Click the “Upload payroll data file(s)” link from the Payroll Processing page to upload payroll files located on your
computer to the EPRS database. You may upload up to five payroll files at once. Use the “Browse” button to
access the local file system on your computer and select a saved payroll file.

75* " Teras Department of Transportation

EPRS

Electronic Project Records System

Home This page allows you to upload multiole payrol files to the Texas Department of Transportation web server. Aftar you upload the payroll fles, you will be able fo
view, editand download the combined file, or submit the files to the TYDOT EPRS database.

Reports

Upload Payral Upload ). ¥

| Bkﬂl Required
e | M' Optional

| Ml Optional

|

|

Account Info

FA
: Browse.. | Optional
Browse.. | Optional

TxDOT

External Partnering Upload Payrall File[s)
Logout
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In this example we have chosen a single payroll file located in the “Payrolls” folder on the local computer.

{= Choose File to Upload x|
e -
QU\—/ | . = Payrolls - @j I Search Payralls |[:]‘
Organize +  Mew folder =~ 0 @
B Desktop :I Mame Type
£ Recent Places
@ payroll_1.csv Microsoft Excel Comma Separated Values File
& Downloads
[ Pictures
= Libraries
1% Computer
E_?, (C:) Local Disk
|4 | »
File name: | payroll_1.csv | [anFiles ¢ =]
Open - Cancel |
&

Once a payroll file has been selected click the “Open” button and you will see the file name(s) loaded to the page.

This page allows you to upload multiple payroll files to the Texas Department of Transportation web server. After you upload the payroll files, you will be able to
view, edit and download the combined file, or submit the files to the TxDOT EPRS database.

Upload File(s): ©
C:Wsers\KBUCKLEY\Desktop\Payrolls\payroll 1.cs Browse.. | Required

Browse.. | Optional
Browse.. | Optional
Browse... | Optional
Browse... | Optional

Upload Payroll File(s)
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Here, click the “Upload Payroll File(s)” button. This will cause validations to be performed on the selected file(s) and
will return you to the Payroll File Menu Page, as shown below.

File Summary

Submitted By: JOHND |
Companies Represented: GILVIN-TERRILL, LTD.

File Name: Multiple files J
File Size: 1906

Number of Payrolls: 1

Number of Companies: 1

Total Number of Payees: 2

Number of Paid Payees: 2 LI

4 | |

Diata Validation Messages:

Date Contractor Error Level Employee Name Error

Payroll 1

11/26/2011 GILVIN-TERRILL, LTD. Info Billyloe Ethnicity i= unspecified

11/26/2011 GILVIN-TERRILL, LTD. Info Billylones Ethnicity i= unspecified

11/26/2011 GILVIN-TERRILL, LTD. Info The field PayrollMumber i= missing. It i= not a required fiel

There are no fatal errors that prevent the submission of this payroll file to TxDOT.

Select an action for the payroll file:
Submit payroll data
Adds payroll data file into EPRS database.

Edit the file
Make changes to the payroll data file on TxDOT's server.

View the file
Display the payroll data file that vou have uploaded to the TxDOT server in a report style format.

Download the file
Copy the current version of the payroll data file from the TxDOT server to your computer.

Discard this file / Return to Main Menu
Discard this file and start over. You will lose any changes you have made.

10. Payroll File Menu Page

You can access the Payroll File Menu page via one of two paths:

1) By clicking the “Validate” button on the Payroll Information form described in the section above: "Clicking the
“Validate” Button on the Payroll Information Form”.

2) When uploading one or more saved payroll files from the “Upload payroll date file(s)” on the Payroll Processing
Page as describe in section: Uploading Payroll Data Files .

Regardless of which path is taken, the Payroll File Menu page will present similar screens. If the payroll passes the
validation tests, the File Menu page will allow you to continue processing. If the payroll does not pass validation
tests you will only be given the option of editing the payroll or discarding the payroll.
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10.1. File Menu Page from an NWP Payroll

Below is an example of the File Menu Page for a newly created NWP payroll with duration of 4 weeks. This
payroll example passed the validation tests, and the message displayed indicates that there are no fatal errors
associated with the payroll.

Note that the File Summary portion of the File Menu page displayed above only shows a single payroll even
though we selected duration of 4 weeks for our NWP payroll. This is because EPRS waits until the payroll is
submitted before actually creating all 4 NWP payrolls. Note also that the File Summary shows that the payroll
contains zero employees, the File name is “None” and the file size is zero. This is because the payroll was
created new, using the “Create a new payroll data file” link on the Payroll Processing page instead of being
loaded from a file by using the “Upload payroll data file(s)”. Had the File Menu page been accessed by
uploading a payroll file then the file name and file size would have shown information.

File Summary

Submitted By: JOHND N
Companies Represented: GILVIN-TERRILL, LTD.

File Name: Nons J
File Size: 0

Number of Payrolls: 1

Number of Companies: 1

Total Number of Payees: 0

Number of Paid Payees: 0 ﬂ

q | | B

Data Validation Messages:

Date Contractor Error Level Employee Name Error
Payroll 1
11/12/2011 GILVIN-TERRILL, LTD. Info The field PayrallNumber is missing. It is not a required field.

There are no fatal errors that prevent the submission of this payroll file to TxDOT.

Select an action for the payroll file:

Submit payroll data
Adds payroll data file into EPRS database.

Edit the file
Make changes to the payroll data file on TxDOT's server.

View the file
Display the payroll data file that you have uploaded to the TxDOT server in a report style format.

Download the file
Copy the current version of the payroll data file from the TxDOT server to your computer,

Discard this file / Return to Main Menu
Discard this file and start over. You will lose any changes you have made.
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10.2. File Menu Page from a Normal Payroll
Below is an example of the File Menu Page for a normal payroll newly created having two employees.

File Summary

Submitted By: JOHND -]
Companies Represented: GILVIN-TERRILL, LTD.

File Name: None J
File Size: 0

Mumber of Payrolls: 1

Mumber of Companies: 1

Total Number of Payees: 2

Number of Paid Payees: 2 ;I

41 |

There are no fatal errors that prevent the submission of this payroll file to TxDOT.

Select an action for the payroll file:

Submit payroll data
Adds payroll data file into EPRS database.

Edit the file
Make changes to the payroll data file on TxDOT's server.

View the file
Display the payroll data file that you have uploaded to the TxDOT server in a report style format.

Download the file
Copy the current version of the payroll data file from the TxDOT server to your computer.

Discard this file / Return to Main Menu
Discard this file and start over. You will lose any changes you have made.

This example passed the validation tests. Note that the File Summary portion of the File Menu page displayed
above shows that the payroll contains two employees. Since this was a newly created payroll (not an uploaded
payroll file) the file name is “None” and the file size is zero.

10.3. File Menu Page for a Payroll Failing Validation

If the payroll does not pass the validation tests then the File Menu Page will only allow you to either edit the
payroll to make corrections, or discard your work and return to the main menu. The sample shown below failed
validation because the user John Doe is not authorized to submit payrolls for the contractor selected.

File Summary

Submitted By: JOHND =
Companies Represented: GUAJARDO STEEL

File Name: Naone J
File Size: 0

Number of Payrolls: 1

Number of Companies: 1

Total Number of Payees: 2

Number of Paid Payees: 2 LI

“| Il

Data Validation Messages:

Date Contractor Error Level Employee Name Error
Payroll 1
11/6/2011 GUAJARDO STEEL Fatal John Doe is not authorized to submit payrolls for GUAIARDO STEEL

File does not appear to be valid - Processing cannot continue
Please contact TxDOT user support if you feel you received this message in error.

Warning: The file cannot be submitted at this time. Please edit the file as necessary.
Select an action for the payroll file:

Edit the file

Make changes to the payroll data file on TxDOT's server.

Discard this file / Return to Main Menu
Discard this file and start over. You will lose any changes yvou have made.
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10.4. Payroll Validation Messages

The following table contains a list of validation messages that may occur when validating a payroll:

Message Text Additional Info Error

Level
Employee SSN includes letter with name Fatal
EmployeelD is incorrect for name Fatal
Gender is unspecified Info
Ethnicity is unspecified Info
JobClassification is an incorrect classification Warning
Job Classification has no Prevailing Wage for this project Warning
Job Classification was not paid correct wage. Wage should be ... if wage paid is less than Warning

prevailing wage

Paid wage has invalid letter. Info
The following required fields were missing: ... -
The following non-required fields were missing: ... Info
Standard pay rate is missing. It is a required field. Fatal
The standard hours worked are not calculated correctly. They should be ... Info
The overtime hours worked are not calculated correctly. They should be ... Info
The standard gross pay is not calculated correctly. Employee earned ... Info
The overtime gross pay is not calculated correctly. Employee earned ... Info
Overtime pay should be at least ... Currently s ... Warning
Overtime pay rate is missing. It is a required field -
Non-Calculated Gross Pay ... is less than the Total Gross Pay ... Info
At least one of work hour fields must be filled Warning
There must be a description for Deduction ... Fatal
More than 40 standard hours worked. Warning
The deductions are not calculated correctly. They should equal ... Info
The contractor project data record contains too (few or many) fields. -
The employee data record contains empty fields at line ... Info
The employee data record contains too (few or many) fields -
The field PayrolINumber is missing. It is not a required field. Info
The field Time period is missing -
The field begin/end time is missing: -
No work performed can't have an employee record -
No work performed until futher notice have an employee record -
Duplicate Employee ID and Job Classification entries: ... -
Invalid payroll ending date: -
Payroll ending date ... is in the future. -
Payroll week ending date not found for this contractor for ccs;j: Info
Irregular week ending date. ... instead of ... Warning
Contractor ... does not work on Project ... -
There is no Project Data loaded -
An unknown exception occurred when validating the Project Data -
The field vendor ID has an invalid format. Fatal
The field SubmitYear has an invalid format. Fatal

6
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The field SubmitMonth has an invalid format

The field SubmitDay has an invalid format

The field CCSJ has an invalid format.

Ethnicity has an invalid format. Set to default: OTHER. Info
The field NumberOfExemptions has an invalid format. Set to default: 0 Info
The field JobClassification has an invalid format. Set to default: O. Info
The field ApprenticeExperience has an invalid format. Set to Journeyman. Info
The field RegularHoursDay ... has an invalid format. Set to default: O. Info
The field OvertimeHoursDay ... has an invalid format. Set to default: 0. Info
The field StandardRateOfPay has an invalid format. Set to default: 0. Info
The field CashinLieuOfBenefits has an invalid format. Set to default: O. Info
The field TotalStandardHoursWorked has an invalid format. Set to default: Info
0.

The field GrossPayEarnedStandard has an invalid format. Set to default: O. Info
The field OvertimeRateOfPay has an invalid format. Set to default: 0. Info
The field TotalOvertimeHoursWorked has an invalid format. Set to default: Info
0.

The field GrossPayEarnedOvertime has an invalid format. Set to default: O. Info
The field Non-calculated gross pay has an invalid format. Set to default: 0. Info
The field FICADeduction has an invalid format. Set to default: O. Info
The field WithholdingTaxDeduction has an invalid format. Set to default: 0. Info
The field OtherDeductions ... has an invalid format. Set to default: 0. Info
The field TotalDeductions has an invalid format. Set to default: 0. Info
The field NetWages has an invalid format. Set to default: 0. Info
Ethnicity has an invalid format. Set to default: OTHER. Info
The field NumberOfExemptions has an invalid format. Set to default: O. Info
The field JobClassification has an invalid format. Set to default: O. Info
The field ApprenticeExperience has an invalid format. Set to Journeyman. Info

Invalid character ... found outside of quoted string at column ... for field ...

Invalid escape character ... found outside of quoted string at column ... for
field ...

Quoted string that started at column ... was not terminated.

The field ContractorID is missing. It is a required field.

contractor ID is over 5 digits

contractor ID is less than 5 digits and add leading '0'

contractor ID contains letter

The ContractorID is invalid:

There is no Contractor Data loaded.

An unknown exception occurred when validating the Contract Data

The field Contract ID is missing. It is a required field.

CCSJis over 10 digits

CCSJis less than 10 digits and add leading '0'

CCSJ contains letter

CCSJ/Address is not in the database

DB error!

=} =1
=h =h
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10.5. Actions you can take on the File Menu Page
Links on the File Menu Page allow you:

e  Submit the payroll to EPRS (if the payroll contained no fatal errors).
e Return to the Payroll Form for more edits.

e Download and save the payroll file to your computer.

e Cancel the payroll submission process and return to the main menu.

10.6.  Clicking the “Submit payroll data” link

Click the “Submit payroll data” link. This takes you to the certification screen. Click the “Continue to upload
payroll file” button”.

Create Certification Statement

Eefore submitling a payroll file you must create a cerificalion statement.

By signing this payroll, I do hereby certify:

1. ThatI pay or supervise the payment of the persons employed on this project; that during th»= pa\l--ll |_»=|'|---‘I
covered on this pa |, all persons empl on this p
rebates have L»=»=n ill L»:- ma-‘le aither tl\.' or indirectly t-- the Emp

ons as -‘|-='fII‘I>E'.‘| in Re-:lulatl--ns Part 3 (29 CFR SLIthIt|>='I
. as amended (48 Stat. 948, 53 Start 1n5 72 Stat. 967

--th»"l than p-ﬂlnusmbl-ﬂ -‘|-='-‘|LI’
Labor under the Copeland

), and listed on the payroll form

That any payrolls otherwise under this contract required to be submitted for the above period are correct and
complete; that the wage rates for laborers or mechanics tained therein are not less than the applicable 'J--'El-;le
rates contained in ar ge determination Ir rated into the contract; that the classifications set forth there
for each laborer or mechanic confarm with the k he performed

[

3. That any apprentices employed in the above p-=||' d are duly registered in a bona fide apprenticeship program
|»'-_-_1|st»"|»'-_-:l with a State apprenticeship agenc he Bureau of & Apprenticeship and Training, United
States Department of Labor, of if no such r nized agency exists in a State, are registered with the Bureau of
Apprenticeship and Training, United States Department of Labor.

4. That:
5. WHERE FRINGE BEMEFITS ARE PAID TO APFRCOVED PLANS, FUNDS, OR PROGRAMS
[T -in addition to the basi jage rates pal‘l to each laborer or mechanic listed in the above referenced
payroll, payments of fringe benefits as listed in the contract have been or will be made to appropriate programs
for the benefit of such employees, except as noted in Section 4(c) bels
6. WHERE FRINGE BEMEFITS ARE PAID IN CASH

[ -Each laborer or mechanic listed in the above referenced payroll has been paid, as indicated on the payroll, an
amount not less than the sum of the applicable basic hourl ge |at~" plus the amount of the required fringe
benefits as listed in the contract, except as noted in Section 4(c) below

7. EXCEPTIONS
Add Exception
FEMARKS

8. THE WILLFUL FALSIFICATION OF ANY OF THE ABOVE STATEMENTS MAY SUBIECT THE CONTRACTOR OR
SUBCONTRACTOR TO CIVIL OR CRIMINAL PROSECUTION. SEE SECTION 1001 OF TITLE 18 AND SECTION 231 OF
TITLE 31 OF THE UNITED STATES CODE

Continue to upload payroll file




After clicking the “Continue to upload payroll file” button, you will be taken to the pre submit screen. Here, click
the “SUBMIT PAYROLL TO TXDOT” button to submit the file.

M WVIEW Payroll Summary Information
™ VIEW Payroll Submission History

You are about to submit a payroll file to TxDOT.
Mote: the payroll record can not be modified or deleted after it is submitted.

SUBMIT PAYROLL TO TXDOT

Other actions for the uploaded file:
View the file
Display the payroll data file that vou have uploaded to the TxDOT server in a report style format.

Discard this file
Discard this file and start over.

Print this page
Print this page.

In the NWP example from section: “No Work Performed Payroll (NWP) Payrolls” earlier in this document, we
see the duration was input for 4 weeks.

Payroll Number &

Payroll Option:

Start Date: Duration in weeks

W No wWork Performed 11/06/2011 E (1-24): Idr

I Final Payroll
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After submitting this NWP payroll, you are taken to the result screen. Note now that in the summary, all 4

payrolls are listed and that each has the appropriate week ending date.

The payroll data file has been submitted with no errars,

Payroll Subrmigsion Summary

EPRS Payroll Submission Receipt
Summary

Submitted By: MOHND

Companies Represented: GILVIN-TERRILL, LTD.
File Name: None

File Size: 0

Total OF Payrols; 4

Total Number Of Payees: 0

Humber Of Pasd Payees: 0

Total Non-Calculabed Gross Wage Amount: $0.00

Authority Information:

Submitted by: JOHND

Signed by: John Doe

Transaction ID: 55443741 -BOET-4450- B7ET-00BEBI43CFFO

Data Valdation Code: 5E-C4-5A-D5-59-EC-36-94-10-45-30-A2- 28-43-79-FD-CE- 38-C1-7D
Uplaaded DateTime: Friday, Nov 18 2011 03:11:42.92 PM

Payroll 1

Contractor: GILVIN-TERRILL, LTD.

Project: @ RED MUD CREEK (094901015)

week Ending Date: Saturday, November 12, 2011
Payroll Sm@Eatus: NWE

Total Number Of Payees: 0

Humber Of Pasd Payees: 0

Non-Calodated Gross Wage Amount: $0.00

Payroll 2

Contractor: GILVIN-TERRILL, LTD.

Project; & RED MUD CREEK (094901015)

Week: Ending Date: Satunday, November 19, 2011
Fayrold Status: NWP

Taotal Number Of Payees: O

Rumber Of Paid Payees: O

Mon-Calculated Gross Wage amount: $0.00

Payroll 3

Contractor: GILVIN-TERRILL, LTD.

Project: & RED MUD CREEK (094901015)

Week Ending Date: Saturday, November 36, 2011
Payrol Status: NWP

Total Number OF Payees; 0

Number Of Paid Payess: O

Ron-Calculated Gross Wage Amouwnt: $0.00

Payroll 4

Contractor: GILVIN-TERRILL, LTD.

Project: & RED MUD CREEK [094901015)

Week Ending Date: Satunday, December 03, 2011
Payrol Status: NWe

Total Number Of Payees: O

Rumber Of Paid Payses: O

Non-Calculated Gross Wage Amount: $0.00

Salect an action:

Pk paryrell Sulbimisgson summany mdormatesn for your record.

Save a copy of the submitted payroll data file on your computer.
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10.7. Clicking the “Download the file” link

To save a payroll file to your computer, click the “Download the file” link on the File Menu page. The page will
auto-generate a filename for the payroll file and prompt you for a location to save it to, similar to this example:

x|

Do you want to open or zave this file?

w Mame: payroll_13145 094901015 _20111126.c5v
: Type: Microsoft Excel Comma Separated Values File, 1.86KE
From: twdot-webdewv

Open Save

While files from the Intemet can be useful, some files can potentialy
harm your computer. f you do not trust the source, do not open or
gave this file. What's the rsk?

Note the lengthy filename generated by EPRS. You will have an opportunity to change this filename in the next
step.

Click the “Save” button and you will be taken to an explorer window where you may select a location on the local
file system where the payroll file will be saved. In this example a folder named “Payrolls” located on the Desktop

was chosen.

sovens x|
|@OO | " Payrols - m I Search Payrolls \ﬂ
- @

Organize *  New folder 3=z

- Favorites 21 Name + Date modified | Type Size | |
-
B Desktop
=l Recent Places
& Downloads
&= Pictures

Mo items match your search.

4 Libraries

1M Computer
& (C:) Local Disk

S = boayroll 13145 094901015 20111126 f< j
Save as type: IMicrosoft Excel Comma Separated Values File j
*  Hide Foldersl Save I Cancel |
4
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You may either accept the system-generated file name or you may input a different file name by overtyping the
text in the “File name:” field as shown below. The “Save as type” must be a comma separated file created with a

.csv extension. Click “Close” after the payroll file has been saved to return to the File Menu Page.

File name: | S=hig Mes=

Save as type: IMichsc:f't Excel Comma Separated Values File

10.8. Clicking the “Edit the file” link

Clicking the “Edit the file” link will display a table of payrolls loaded during your EPRS session. Here you may

choose a payroll to edit by clicking the pencil icon < :choose a payroll by clicking the red ‘X’ icon X; return to
the File Menu Page by clicking the “Validate” button. Clicking the “Apply” button will save any changes made to

the displayed payrolls without exiting the screen.

Select Payroll

/ >< 094501015 13145({GILVIN-TERRILL, LTD.) 11/26/2011

| Add a new Payroll I

Validate | Applyl Cancel |

I T Contractor Name weck Ending Date

10.9. Clicking the “View the file” link

Clicking the “View the file” link will display the contents of the selected payroll, as shown:

,E‘*@ Texas Department of Transporation

EPRS

Electronic Project Records System

Currently Selected Payroll | GILVIN-TERRILL, LTD_ - 11/26/2011 =]

Wage Summary Information

GILVIN-TERRILL, LTD. Wesk Ending: 1172672011 Project Name: @ RED MUD CREEK
ID: 13145 Payroll Number: Project CCSI: 094901015
POBOX 9027 Project Address: POBOX 9027
AMARILLO, TX 791030000 AMARILLO, TX 7910300
Back Download Print
Employee: # Exempt Cashin |Gross Deduction  |Deduction | Check Number
Name —_ Hours—— Lieuof |[Amounts |Description |Amount
Address Work Class y Total |Hourty |Benefits |Earned
Employes ID j; 32[‘1) 2 ‘;: 122 ;f ZS: Hours |Rate Net Chlke
. 44 Total Total
Gender, Ethnicity Experience Level
Joe ,
Billy 0 o 000 0.00 0.00 0.00 0.00 0.00 0.00 000 $13.00 $0.00 FICA $0.00
00001 100 - Air Tool Operator g 0.00 2.00 2.00 200 2.00 2.00 0.00 40,00 $10.00 S0.00 540000 Fed WH 50.00
: . . i $0.00
M. Other Journeyman 50.00
$400.00 000
50.00 S400.00
Jones ,
Billy Bob 0 o 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00  $15.00 50.00 FICA $0.00
00002 100 - Air Tool Operator g 0.00 2.00 2.00 200 2.00 2.00 0.00 40,00 $10.00 S0.00 540000 Fed WH 50.00
: . . i 50.00
M. Other Journeyman $0.00
$400.00 5000
50.00 5400.00

Back Download Top Print
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10.10. Clicking the “Discard this file” link

Clicking the “Discard this file / Return to Main Menu” link will abandon the current payroll and return you to

the Payroll Processing page.

=t

7 ° Texas Department of Transportation

EPRS

Electronic Project Records System

Home

Reports

Upload Payroll
Account Info

Help

FAQ

TxDOT

External Partnering

Logout

Electronic Payroll Submittal

Upload payroll data file(s

Use this option to upload one or more payroll files that you want to submit to TxDOT.

Create a new payroll data file
Choose this option if you want to create a blank payroll file and enter data into it.

® Copyright 2011, TxDOT All Rights Reserved. Login: JOHND, Name: John Doe

11.

Subcontractor Payments and the SCP Home Page

Clicking the “Subcontractor Payments” link displays the Subcontractor Payments (SCP) home page, shown in the

screen shot below. From the SCP Home Page prime contractors will be able to input new payments and report on
prior payments. Subcontractors will be able to acknowledge or dispute payments. TXDOT administrators will be
able to view and approve payments.

Contractors, subcontractors, and TXDOT administrators will login to the EPRS website using a login ID and
password. Each login ID is associated with a user profile that controls access to portions of the website and to
specific contracts and functions. When subcontractor payments are submitted to TxDOT, a digital signature is
created and stored in the EPRS database along with the payment information and the login ID of the person
submitting the payment.

The SCP Home Page

=

7 ° Texas Department of Transportation

EPRS

Electronic Project Records System

Home

Reports Payments
View, Report or Approve(T=DoT Ferssnnel) Subcontractor payments.

Upload Payroll

Subcontractor Trucking Credit Worksheet
Payments View or Report Trucking Credit Worksheets (Form 2371) payments.

Account Info

Subcontractor payments

Acknowledge/Dispute Payment from Prime

Contractor Info

Help

Subcontractor acknowledge or dispute payments from prime.

Reports and Documents

FAQ
TxDOT
External Partnering

Logout

View/Print subcontractor payment reports and related documents.

© Copyright 2013, TxDOT All Rights Reserved. Login: FVENDOROO1, Name: Prime Vendor
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These links on the SCP Home Page allow prime contractors to:

e Input subcontractor payments (the “Payments” link).
e Input trucking/2nd tier subcontractor payments (the “Trucking Credit Worksheet” link).
e Access the main SCP reporting page (the “Reports and Documents” link).

The “Acknowledge/Dispute Payment from Prime” link allows subcontractors to:

e Acknowledge payments the prime contractor reports having made to the subcontractor.
¢ Unacknowledge payments the prime contractor reports having made to the subcontractor.
o Dispute payments the prime contractor reports having made to the subcontractor.

11.1. Digital Signatures and what happens after the payments are submitted

to TxDOT

After payments have been submitted to TxDOT from either the SCP Payment Page or the Trucking Payment
Page (described in sections below), several things happen.

e The payment information is saved to a central database.

o |If there were already payments saved for this contract and period, those payments become “non-active”
and are replaced by the just-submitted payments. The prior payment information is still available for
reporting and for audit trails.

e A “Data Validation Code” is computed. This code is a unique value that is computed from the contents of
the payments and the id of the person submitting the payments. The resulting code is a unique digital
signature. This code can be reproduced later and compared to the original value (if the payment is
altered in the database in any way after submission, the resulting code will be different).

e A confirmation message is displayed in Green, similar to the example below:

Download Copy of Report |

Submission successful. Save the information below for your records.
Submission ID: 12
Data Validation Code: EC-9B-11-74-60-28-42-14-B2-43-61-E4-C5-20-AE-53-B9-D6-BC-D8

e The acknowledgement and approval cycle begins (see section Acknowledging or Disputing a Payment
from the Prime Contractor .
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11.2. The SCP Payment Page and the DBE Monthly Progress Report

Worksheet

Clicking the “Payments” link on the SCP Home Page will open the SCP Payment Page, which displays the “DBE
Monthly Progress Report” worksheet, shown below. Here selecting one of the contracts from the “Contract CSJ”
listbox, and a reporting period from the “For Month Of” listbox, will cause the page to be populated with information
related to the contract, the subcontractors associated with the contract, and the payments made to subcontractors,
for the period selected.

3 Texas Department of Transportation

e DBE Monthly Progress Report (SMS.4903) and

Iu&"ﬁw Prime Contractor Payments to Non-DBE Subcontractors (SMS5.4902)
't Tt

GRADING, BASE AND PAVING Contract CSJ: |{}{}{}9l}2£}5{] vl ERIEIEESE CM 2001(77)

DALLAS Dallas

Letting Date: st For Month of:| I 012013 Vl

0. TREVINO CONSTRUCTION, LLC (21246) Contract Amount:JEk{ekr L}

DEE Goal: 3 DEE Goal Dollars: it 8-

GENEARGESEIEH 0.57% (15718)

App. % To Date: R R AC ) Show All Subs: I Show DBEs Only 'I

o Amt Paid
% Amt Paid $ -
Vendor v lor N SEED AL For Work luZNu-r;:_DBE S PEE For TxDOT Use
O Performed Sub: Ier Only
This Period SRS
Haulers

Number

[T Approved

A B A CONSTRUCTION

10856 MISC

jo.o0 I5333.00

I7 TxDOT DEE Goal

01660 [ Approved

BRENDA PRICE TRUCKING g

|250.00 |6250.00
HAUL

'7 TxDOT DBE Goal

- [T Approved
05507 | CHOCTAW PIPE & EQUIFMENT, INC. | RC =] [1000.00 [o.00 [2985.00
MATL 81178.80 ¥ TeooT pes G
18119 - [T Approved
] ROAD MASTER STRIFING LLC 3 [RN ] [150.00 [o.co [1100.00 o
> MARK 0.00 "] TxpoT DBE Goal
. - I~ Approved
J— LE;C;S ENVIRONMENTAL MANAGEMENT - SAN ANTONIQ, INC. | RC =] [350.00 [o.00 [115000
72044.38 ¥ TooT DeE Geat
Download Copy of Report |

There are several informational items to note on this page:

e DBE Goal - the TxDOT contract level DBE goal shown in percent.

e Raw % To Date - a running value representing the reported percentage of the DBE goal met to-date.

e % To Date - a running value representing the approved percentage of the DBE goal met to-date.

e Contract Amount - the contract amount to which the DBE goal percentage will be applied.

e DBE Goal Dollars - the DBE goal in dollars.

e Each subcontractor has a designation (RC, RN or ND). RC is for Race Conscious, RN is for Race
Neutral, and ND means the subcontractor is not a DBE.

e Beneath each subcontractor is displayed the commitment amount in dollars for that subcontractor. If a
subcontractor has no commitment amount then that subcontractor is considered RN (Race Neutral).
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e To see non-DBE subcontractors too, change the value in the “Show All Subs:” listbox to choose the
“Show All Subs” selection. The subcontractor list will be repopulated with both DBE’s and non-DBE's
approved for the selected contract.

e |cons next to a subcontractor name have meaning:

o0 The vehicle = icon indicates that this subcontractor is a trucker or hauler for this contract.
Clicking this icon will display the “Trucking Credit Worksheet” page.

0 The cube L5l icon indicates that this subcontractor is a material supplier for this contract.

o The cloud icon below a vendor number indicates that comments have been entered.
Clicking this icon will display the comment and allow new comments to be entered.

0 The exclamation mark ! icon after a vendor name indicates that the subcontractor has
disputed this payment (see section: Acknowledging or Disputing a Payment from the Prime
Contractor)
¢ In the rightmost column there are two checkboxes. “Approved” means that a TxDOT administrator has
reviewed and approved the payment. “TxDOT DBE Goal” means that the payment will count toward the
overall TxDOT DBE goal.

e Entering or re-entering payments to a subcontractors

After the SCP Payment Page has been populated with contract information, subcontractor information, and
payment information for the selected contract and period, the prime contractor may input new payments or resubmit
previous payments.

Note: Payments resubmitted for a given period will replace previous payments made for the same period. This
means that to modify a previous payment the prime must resubmit all subcontractor payments for that contract and
period. When payments are resubmitted, the subcontractor acknowledgement flags and TxDOT approval flags are
reset.

In the “Amt Paid For Work Performed This Period” column for the selected subcontractor, input the qualified
amount paid to the subcontractor for this period. If there were payments made to Truckers/Haulers or 2" tier
subcontractors, then enter this payment amount into the “Amt Paid to Non-DBE 2" Tier Subs and Haulers”.
Continue this process until payments for the period have been input.

¢ Inputting comments on the SCP Payment Page

To input comments for a payment, click the subcontractor vendor number or click the cloud icon (if displayed)

beneath the subcontractor vendor number. A popup panel similar to that shown below will be displayed.
18401

Comments

User: FVENDORDM Date: Tuesday, Februany 15, 2013
Comment: This is a comment

This is another comment.

Apply To All Months | Apply to This Manth Qnly | Close

Here you may review previous comments or create new comments. Comments may be applied to a single payment
period (click the “Apply To This Month Only” button) or may be applied to all periods (click the “Apply To All Months”
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button). The length of the comment field is large, and presents no practical limit on how much verbiage may be
entered.

In the example below payment amounts have been input for each subcontractor. Comments have been entered f

one of the subcontractors (look for the cloud icon *~ next to the vendor number).

g Texas Department of Transportation

© DBE Monthly Progress Report (SMS.4903) and

I"?:';'"' Prime Contractor Payments to Non-DBE Subcontractors (SM5.4902)
ot Tampaststion

INTERCHANGES: GR, STRS, CONC PAV, RETAIN WALLS, ILLUM Contract CS1: |{}(}0913{]84 vl ERIEAGSE DMO 2005(945)

HUNT Paris

Letting Date : ol For Month of] |01f2{}13 vI
AUSTIN BRIDGE & ROAD, LP (14534) [T ey 38770000
DEE Goal:EE DBE Goal Dollars: Rk

[EUECRCEEE ] 0.01% (3421.2) l—_l
APD. % To Date: QR EREITANENEES | Show DBEs Only =

- Amt Paid
% Amt Paid 5 -
Vendor vendor N Sk _u_r_ A For Work luzl:l‘gr_llr_DBE Ar;lﬂgl;i i For TxDOT Use
Number el bE0es P — Performed Sub. ':; Dat o Only
-mt. Amt. | This period e S
0300a | BREDA COMPANY, INC. RC = [230000 I~ Approved
PAVG :
237305.07 V¥ TxDOT DBE Goal
18401 @ RC - I~ Approved
i DYNAMIC VISION CO., INC. |-|232_{}0 Iu_m |?39_20
MATL 22055385 ¥ TxooT DEE Geal
K & S UTILITY CONTRACTORS, INC. RC = I™ Approved
ooszs |5 * [232.00 fo.00 J232.00
811315.25 ¥ TxpoT DEE o
gagzs | LAYFIELD CONSTRUCTION, INC RC = [50.00 [o00 [150.00 I~ Approved
FNCE : : :
244199.17 V¥ TxDOT DBE Goal
Approved
MOORE CONSTRUCTION, INC. I RN vl =
03913 ' 454 00 0.00 454 .00
LAND 0.00 I I I [T TxDoT DBE Goal
A d
04883 | NORTH TEXAS TRUCKING, INC. @ RN =] |[350000 [o00 [3500.00 ™ Approve
HAUL 0.00 ¥ TxpoT DEE o
I~ Approved
21337 | TEXAS STAR TRANSPORT, LP = IRN 'l |5{}G.{}G |{}.{}{} |5{}0.{}0
HAUL 0.00 [T TxDoT DBE Goal

Before submitting a form, you must acknowledge the statement below.
[” By signing this form, I do hereby certify:
- that the above is a true and correct statement of the amounts paid to the firms listed above.

e Submitting and signing the payment on the SCP Payment Page

or

Once changes have been made to the SCP Payment Page (by inputting or editing payments), the acknowledgment

checkbox will display at the bottom of the form, similar to example below. It is necessary to electronically sign the
payments by clicking this acknowledgement checkbox.

Before submitting a form, you must acknowledge the statement below.
[T By signing this form, I do hereby certify:
- that the above is a true and correct statement of the amounts paid to the firms listed above.
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Once the payment information has been acknowledged, a button titled “Submit this Report”, located just below the
acknowledgement statement will display, as shown:

Before submitting a form, you must acknowledge the statement below.

[+ By signing this form, I do hereby certify:

- that the above is a true and correct statement of the amounts paid to the firms listed above.
Submit This Report

You may submit the payments to TXDOT by clicking this button.

Note: clicking the “Submit This Report” creates a digital signature, and is the equivalent of signing your name to a
paper document.

Once the payments have been saved to the EPRS database, a confirmation message will be displayed at the
bottom of the page in green. Note the “Data Validation Code” value that represents the digital signature.

Submission successful. Save the information below for your records.
Submission ID: 21
Data Validation Code: EB-71-6C-9B-DC-AB-10-9A-FD-9E-A7-34-95-DB-0D-4A-50-5F-49-CE

e Clicking the “Download Copy of Report” button on the SCP Payment Page
Look for the “Download Copy of Report” button displayed on the SCP Payment Page:

Download Copy of Report

Clicking this button will create the “DBE Monthly Progress Report” for the contract and period displayed.

Note: you may also access the “DBE Monthly Progress Report” report by navigating to the “Reports and
Documents” menu from the SCP Home Page and selecting the “Eorm 4903" link.

12. The Trucking Payment Page and the Trucking Credit Worksheet
The Trucking Payment Page may be accessed by clicking the “Trucking Credit Worksheet” link found on the SCP
Home page, or from the SCP Payment Page by clicking the truck icon B next to a subcontractor name.

Selecting the trucking credit worksheet link from the SCP Home Page allows the generation of trucking worksheets
for any valid trucking subcontractor, on any project, and for any period. When invoking the trucking credit worksheet
directly from the SCP Payment Page, the worksheet generated will only be for the specific contract, subcontractor
and period.
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In the SCP Payment Page example above, two of the subcontractors had truck icons displayed next to the
company name, indicating that these subcontractors were approved on this contract in a trucking capacity. To
access the trucking credit worksheet directly from the SCP Payment Page, click the truck icon next to the
subcontractor name. This will generate a popup panel similar to the sample below:

nags3 | NORTH TEXAS TRUCKING, INC. b

Mo Trucking Credit found for 0172013
DuEEa

2371 Workshest {Changes made to the workshest via this link
will not appear here until the entire page is reloaded.)

Here, click the “2371 Worksheet” link to display the DBE Trucking Credit Worksheet, show below. Note that the
contract, subcontractor and period are preselected for you.

g Texas Department of Transportation
g DBE Trucking Credit Worksheet
Im;«ﬂ

o Taraptation

e [ 0172013 5]

ITLLE,'RCHANGES’ B, S, SEE [, AR HUNT e ts AUSTIN BRIDGE & ROAD, LP (14534)
[
Cantract C51: I 000913084 'I Paris DBE Hauling Firm: INORTH TEXAS TRUCKING, INC. j

AMt. Paid
to DBEs otal  aAmt Paid

State/ for Work to Non- Fam

License Unit # Name of DBE Hauling Firm or DBE Truck Owner/Operator Paid to DBE TxDOT

Plate # hi DBEs to Use Only

Date Haulers

To add a new item to the worksheet, fill in the blanks in this row then click

ITEXAS 'I the "Add This To Worksheet" button.
| {0.00 0.00
Add This To Worksheet(applies to whole row <— —=) I
Download Copy of Report

Before submitting a form, you must acknowledge the statement below.
[ By signing this form, I do hereby certify:
- that the above is a true and correct statement of the amounts paid to the firms listed above.
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When accessing the Trucking Payment Page from the SCP Home Page, you will first need to select the contract,

subcontractor and period (see next three screen shots below):

Tewas Dep of Tr o
DBE Trucking Credit Workshest

e neen o] [EQER |

== o Corirncrard
st rics e ruviing i )

Lagin. FYERDORDS !, Narma- Frima Wendor

000913084 =]

State/

Plate #

TEXAS'I

To add a new item to the worksheet, fill in the blanks in this row then click
the "Add This To Worksheet" button.

001308116
2502186
k01028 =
g Texas Department of Transportation
U DBE Trucking Credit Worksheet
=
Al
I 0172013 j'
IIC‘L-L%RCHANGES’ GR, STRS, CONC PAY, RETAIN HUNT AUSTIN BRIDGE & ROAD, LP (14534)
:

|NORTH TEXAS TRUCKING, INC. ~|
H T KING. INC

TEXAS STAR TRANSPORT, L

For

Paris

License Unit # Name of DBE Hauling Firm or DBE Truck Owner/Operator i DI T=xDOT

Use Only

Add This To Worksheet{applies to whole row <— —=)

Download Copy of Report

5"@
=
e
i,

WALLS, ILLUM

Contract CS1: |000913[]84 vl

TEXAS'I

INTERCHANGES: GR, STRS, CONC PAV, RETAIN A

state/ fopes T Amad o
License Unit # Name of DBE Hauling Firm or DBE Truck[i:xiikVd performed Faid to DBE TxDOT
Plate # 05/2012 This DBEStO .- lers Use Only

To add a new item to the worksheet, fill in the blank]
the "Add This To Worksheet" button. 02/2012

Texas Department of Transportation
DBE Trucking Credit Worksheet

0172013 =]

12/2012 [l CH TNl e AUSTIN BRIDGE & ROAD, LP (14534)

Paris Eﬁgg |NORTH TEXAS TRUCKING, INC. x|
09/2012
08/2012 AME Paid

04/2012 L=

03/2012

then click

01/2012
12/2011

Add This To Worksheet(applies to whof 449711 )

Download Copy of Report

10/2011
09/2011
08/2011

07/2011

06/2011
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e The Trucking Credit Worksheet
Once the Trucking Credit Worksheet has been populated with selected contract and subcontractor information,
prime contractors may enter or re-enter trucking payments.

Note: Trucking payments that are resubmitted for a given period will replace previous payments made for the
same period. This means that to modify a previous payment the prime must resubmit all trucking payments for the
selected period and contract.

To add a truck to the worksheet, locate the “State/License Plate#” and “Unit#” columns, choose the state from the
dropdown listbox, input the truck’s license tag number, and the subcontractor’s unit number for the truck. For
example:

State/
License Unit #
Plate #

Note: The page will keep track of previously added trucks and hauling firms and may provide hints when adding
items to the Trucking Credit Worksheet. For example:

State/f

[Froieo Mame of DBE Hauling Firm or DBE Truck Owner/Operator

Plate #

To add a new item to the worksheet, fill in the blanks in this row then click
the "Add This To Worksheet" button.

E]

BIG GREEM TRUCK L
BIG RED TRUCHK

Next, input the DBE and non-DBE amounts paid, and click the “Add This To Worksheet” button. The information will
be added to the worksheet, similar to the sample below:

AMt. Paid Total

State/ to DBEs AMt Amt
License Unit # Name of DBE Hauling Firm or DBE Truck Owner/Operator Pf:rric':\r'ro"r:d Pgadﬁto Np:r:l—j[;l';E FS;;;[:::;T
Plate # This to ETT T
Month Date
T [T Approved
1 BIG BLUE TRUCK [250.00  ||125.00 [[125.00 N
ABC123 |

To add a new item to the worksheet, fill in the blanks in this row then click

ITEXA! "I the "Add This To Worksheet" button.

| f0.00 0.00
Add This To Worksheet(applies to whaole row <— —=) |

71



Note: The “Total Amt Paid to DBESs to Date” column is calculated by subtracting the sum of the Non-DBE payments
from the sum of the DBE payments made to this vendor for this truck on this contract. In the example above this is
the first and only payment entered to-date, so the formula (DBE Amt minus non-DBE Amt becomes 250 — 125 =
125.

e Submitting and signing the payment on the Trucking Payment Page
Once changes have been made to the Trucking Payment Page (by inputting or editing payments), the
acknowledgment checkbox will display at the bottom of the form, similar to example below. It is necessary to
electronically sign the payments by clicking this checkbox.

Before submitting a form, you must acknowledge the statement below.
[ By signing this form, I do hereby certify:
- that the above is a true and correct statement of the amounts paid to the firms listed above.

Once the payment information has been acknowledged, a button titled “Submit this Report”, located just below the
acknowledgement statement will display, as shown:

Before submitting a form, you must acknowledge the statement below.

[+ By signing this form, I do hereby certify:

- that the above is a true and correct statement of the amounts paid to the firms listed above.
Submit This Report

You may submit the payments to TxDOT by clicking this button.

Note: clicking the “Submit This Report” creates a digital signature, and is the equivalent of signing your name to a
paper document.

Once the payments have been saved to the EPRS database, a confirmation message will be displayed at the
bottom of the page in green. Note the “Data Validation Code” value that represents the digital signature.

Submission successful. Save the information below for your records.
Submission ID: 21
Data Validation Code: EB-71-6C-9B-DC-AB-10-9A-FD-9E-A7-34-95-DB-0D-4A-50-5F-49-CE

e Clicking the “Download Copy of Report” button on the Trucking Payment Page
Look for the “Download Copy of Report” button displayed on the Trucking Payment Page:

Download Copy of Report

Clicking this button will create the “2" Tier Sub/Hauler Payments Report” for the contract and period displayed.

Note: you may also access this report by navigating to the “Reports and Documents” menu from the SCP
Home Page and selecting the “2" Tier Trucking/Hauler Payments” link.

72



13. Acknowledging or Disputing a Payment from the Prime Contractor

The subcontractor login ID has the ability to see payments reported to TxDOT by the prime contractor. TxDOT will
not approve a payment submitted by a prime contractor to a subcontractor until that payment has been
acknowledged. To accomplish this it is necessary that the subcontractor login to EPRS, access the
“Acknowledge/Dispute Payment from Prime” link from the SCP Home Page (see screen shot below), and
acknowledge or dispute the payment. If this is not done in a timely manner then the payment will automatically be
acknowledged by TxDOT (see “Acknowledgement/dispute/approval” cycle below).

Acknowledgment/dispute/approval cycle
This acknowledgment/dispute/approval cycle is initiated once the prime submits the payment, as follows:

e The payment is flagged as ‘Unacknowledged’.

e The TxDOT approval flag is set to “Disapproved”.

e  Atimer begins counting days.

Note: If the subcontractor does not acknowledge or dispute the payment within 7 days, then the
payment is automatically acknowledged.

e  The subcontractor may unacknowledge and dispute a payment any time prior to TXDOT approval, even if
the payment was previously acknowledged.

. If a payment is disputed by the subcontractor, the prime contractor will not have visibility of the
subcontractor’s dispute or the comments entered by the subcontractor related to the dispute. Only TxDOT
and the subcontractor initiating the dispute will have access the comments made by the subcontractor.

e  After TXDOT approves a payment, the subcontractor has an additional 10 days to dispute it. After the
payment has been approved for 10 days, the subcontractor may no longer dispute it.

o The Subcontractor Payment Acknowledgement Page

To access the Subcontractor Payment Acknowledgment Page, select the “Acknowledge/Dispute Payment from
Prime” link from the SCP Home Page. This will display the Subcontractor Payment Acknowledgement Page (see
sample below).

The Subcontractor Payment Acknowledgment Page

= ® .
r 2 Texas Department of Transportation
Electronic Project Records System
Home Subcontractor Payment Acknowledgement
FS,ubconE:ractor Payments: | Only Show Payments That Have Not Been Acknowledged j
ayments
Contracts: | All Cantracts ~
Account Info
Contractor Info Contract . Vendor i Paid Non-Qual
Help
Il Not
FAQ 000902050 (01/2013 18119 |ROAD MASTER STRIPING LLC 150.00 0.00 Acknowledged
™ Not Disputed
TxDOT
External Partnering [ Mot )
000902050 | 01/2013 05534 | TEXAS ENVIROMMENTAL MANAGEMENT - SAN ANTONIO, INC. 350.00 0.00 Acknowledged
Logout I Not Disputed
Il Not
000913084 [01/2013 | 04663 | NORTH TEXAS TRUCKING, INC. 350.00 0.00 Acknowledged
I Mot Disputed
® Copyright 2013, TxDOT All Rights Reserved. Legin: SWVENDOROO1, Neme: Subcontractor Vendor
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Most of the columns on this form are self-explanatory (Vendor Number, Period, etc.). Some columns require
additional explanation:

Contract ID — The contract ID column serves a dual purpose. It displays the contract ID, but is also the

mechanism used to add comments. By clicking the contract ID or the cloud icon that may be displayed
beneath the contract ID, a popup form will be displayed allowing comments to be viewed or added. (Note: A
cloud icon is displayed beneath the contact ID if a previous comment exists).

04853

[Comments

This is a general comment.

Apply To AllMonths | Applyto This Month Only | giee

Status — The status column uses both color and text to communicate the status and state:

¢ Not Acknowledged (no color) — this payment was not previously acknowledged or unacknowledged. This
payment would be eligible for the automatic acknowledgement process when the requisite number of days has
elapsed.

e Not Acknowledged (red) — this payment was previously unacknowledged. This payment will remain in the
unacknowledged state until the subcontractor or TxDOT takes action.

Note: Once a subcontractor has unacknowledged a payment, the automatic acknowledgment process
becomes inactive.

e Acknowledged (green) — this payment was acknowledged.

¢ Not Disputed (no color) — this payment was not previously disputed.

e Disputed (no color) — this payment is currently being disputed.

In the example in this section, when the subcontractor logged into EPRS and accessed the Subcontractor
Payment Acknowledgment Page, the subcontractor’s contracts were searched and payments were retrieved. By
default only the unacknowledged payments are shown.

It is possible to view all payments (acknowledged, unacknowledged, and disputed) by changing the value in the
“Payments” dropdown listbox to “Show All Payments”, like so:

Payments: IShnwAII Payments j

Show All Payments
Only Show Payments That Have Not Been Acknowledged
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The page now displays all payments:

Subcontractor Payment Acknowledgement
Payments: | Show All Payments =l
Contracts: | All Contracts 'l
sl Period e Ve r Name Paid Amount LI
1D Number Amount
¥ Acknovwdedged
000902050 |10/2012 10856 A B A CONSTRUCTION 1210.00 0.00
[~ Mot Disputed
¥ Acknowledged
000902050 (10/2012 05507 CHOCTAW PIPE B EQUIPMENT, INC. 3750.00 0.00
I~ Not Disputad
v Acknowledged
000302050 |10/2012 05524 TEXAS ENVIRONMENTAL MANAGEMENT - SAN ANTONIO, IMNC. 350.00 0.00
T not Disputed
I Acknowledged
000802050 (10/2012 01660 BRENDA PRICE TRUCKING 2500.00 245.00
[ not Disputed
|7 Acknovledged
000802050 (10/2012 18119 ROAD MASTER STRIPING LLC 750.00 0.00
[ ot Disputed
¥V Acknovdedged
000202050 [11/2012 10856 |A B A CONSTRUCTICN 123.00 0.00
[~ Not Disputed
W Acknowledged
000902050 |11/2012 01660 BRENDA PRICE TRUCKING 1000.00 0.00
I~ Not Disputed
¥ Acknovwdedged
000902050 (11/2012 05507 CHOCTAW PIPE B EQUIPMENT, INC. 100.00 0.00
[~ Mot Disputed
¥ Acknowledged
000902050 |11/2012 05534 TEXAS ENVIRONMENTAL MANAGEMENT - SAN ANTONIO, INC. 250.00 0.00
I~ Not Disputad
v Acknowledged
000902050 (11/2012 igiis ROAD MASTER STRIPING LLC 100.00 0.00
™ Not Disputed
2 Acknovwledged
000902050 |12/2012 10856 A B A CONSTRUCTION 1000.00 0.00
l_ Not Disputed
|7 Acknowledged
000302050 [12/2012 01660 BRENDA PRICE TRUCKING 250.00 0.00
[T ot Disputed
v Acknowladged
000902050 |12/2012 033507 CHOCTAW PIPE B EQUIPMENT, INC. 125.00 0.00
7 not Disputed

Subcontractors may also limit the selection to a single contract by selecting from the “Contracts” dropdown
listbox. Note: if no payments are found, then a blank line will be displayed:

Subcontractor Payment Acknowledgement

payments: | Show All Payments =

CDntraCtS:I{}(}Dﬁ{H{}ﬁS 'I
[Contract 10| Period | vendor Number| vendor Name | Paid Amount | Non-Quat Amount|status
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e Acknowledging a Payment
For the next example, unacknowledged payments for a single contract were retrieved, as shown below:

f" ® Texas Department of Transportation

EPRS

Electronic Project Records System

Home Subecontractor Payment Acknowledgement

Subcontractor Payments

Payments: IOnIyShow Payments That Have Not Been Acknowledged j
Contracts: I 000913084 Yl

Account Info

Contractor Info

Hel n-Q
P Vendor Name Paid Amount e =]
Amount
FAQ
TxDOT [T Mot Acknowledged
000913084 | 01/2013 04663 MORTH TEXAS TRUCKING, INC. 350.00 0.00

External Partnering [T Mot Disputed

Legout

Legin: SVENDORDD1, Name: Subcontractor Wendor

® Copyright 2013, TxDOT All Rights Reserved.

To acknowledge this payment, click the “Not acknowledged” checkbox. Add a comment if appropriate and choose
to apply the comment to all months or the current month only. In the example below, note the change in color and
text in the status column from “Not Acknowledged” to “Acknowledged” (green) indicating that this payment was
successfully acknowledged.

Subcontractor Payment Acknowledgement

Payments: |Only Show Payments That Have Not Been Acknowledged j
Contracts: |{}D{}913{]84 vl

Contract Vendor Name Non-Qual

ID Amount

¥ acknowledged

000913084 | 01/2013 04663 MNORTH TEXAS TRUCKING, INC. 350.00 0.00
[T Mot Disputed

Comments

Received payment.

Login: SWENDORDO1, Mame: Subcontractor Vendor

LE

Apply To All Months | Apply to This Month Only |  gieee
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UnAcknowledging a Payment Previously Acknowledged
The subcontractor may unacknowledge a payment that was previously acknowledged, if done so in a timely

manner (see section: Acknowledgment/dispute/approval cycle). The screen shot below shows a payment that was
recently acknowledged by the subcontractor.

Subcontractor Payment Acknowledgement

Payments: | Only Show Payments That Have Not Been Acknowledged j

Contracts: | 000913084 =

Contract Vendor
D Number Vendor Name

Status

¥ Acknowledged
000913084 | 01/2013 04663 NORTH TEXAS TRUCKING, INC. 350.00 0.00

[T Mot Disputed

To unacknowledge this payment, click the “Acknowledged” (green) checkbox. Add a comment if appropriate. Note

S

the change in the color and text for status from “Acknowledged” (green) to “Not Acknowledged” (red) in the

creenshot below:

H

Subcontractor Payment Acknowledgement

Payments:

Only Show Payments That Have Not Been Acknowledged j
Contracts: | 000913084 vI

Contract Paid Non-Qual
D Vendor Name Amount Amount Status
Mot
000913084 | 01/2013 | 04663 | NORTH TEXAS TRUCKING, INC. 350.00 0.00 Acknowledged
4883

I Mot Disputed

User: SVENDOROD Date: Thursdsy, Februarny Z8, 2012
Comment: Received payment.

Login: SWENDORDD1, Mame: Subcontractor Vendor

Did not receive payvment vet.

Previous acknowledgement was
a mistake.
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e Disputing a payment versus Unacknowledging a payment

A subcontractor may dispute a payment. When a payment is unacknowledged, it simply means that the
subcontractor has not yet received payment. But when a payment is disputed it is an indication that there is a
problem with the payment itself. Below is an example of a payment prior to any acknowledgments or disputes:

Subcontractor Payment Acknowledgement

Payments: |Onh‘\|r Show Payments That Have Mot Been Acknowledged j
Contracts: Iﬂﬂﬂ913{}84 'l

Contract Non-Qual
D Vendor Name Amount
Mot
000913084 | 01/2013 | 04663 | NORTH TEXAS TRUCKING, INC. 350.00 0.00 Acknowledged

[T Mot Disputed

To dispute this payment, click the “Not Disputed” checkbox and add a comment (see screenshot below). The status
of the payment will change from “Not Disputed” to “Disputed”. When disputing a payment, the subcontractor should

include a comment related to the dispute. Note: The prime contractor will not be able to view the subcontractor’s
comments for disputes.

Subcontractor Payment Acknowledgement

Payments: | Only Show Payments That Have Not Been Acknowledged j
Contracts: |{}{}0913{}84 vl

Contract
ID

Vendor Name

Non-Qual

Amount
l- Mot
000913084 | 01/2013 | 04663 | NORTH TEXAS TRUCKING, INC. 350.00 0.00 Acknowledged
04863 W Disputed
Comments

We were paid short. The amount of the payment reported by

| |the prime contractor is incorrect.
R

L

Login: SWENDORO01, Mame: Subcontractor Vendor

Apply To All Months | Apply to This Month Only | cisse
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14. SCP Reports and Documents
Clicking the “Reports and Documents” link on SCP Home Page displays the SCP Payment Reports Page, shown
in screen shot below:

lé*'a Texas Department of Transportation

EPRS

Electronic Project Records System

Home Subcontractor Payment Reports

Reports Payments by Contract
Payments by Contract including 2nd Tier/Trucking

Upload Payroll

Subcontractor 2nd Tier Trucking/Hauler Payments

Payments 2nd Tier Subcontractor Trucking/Hauler Payments by Contract
Account Info Form 4903

Contractor Info Form 4903

Help Submission History

FAQ View the submission history for a given contract and reporting period.
TxDOT Missing Subcontractor Payments

. View missing subcontractor payments for your area.
External Partnering

Logout

@ Copyright 2013, TxDOT All Rights Reserved. Login: PVEMDOROD1, Name: Prime Vendor

Payments by Contract Report

The Payments by Contract report is a general purpose report that allows users to view subcontractor payments by
contract or month. This report will merge payments made via the DBE Payment Worksheet and the Trucking Credit
Worksheet for the same contract and period.

To access this report, click the Payments by Contract” link on the SCP Payment Reports Page. Find the “Contract
CSJ” dropdown listbox and the “For Month of” listbox. Select a contract and a time period:

¢

Tanas
Depa inwmi
' Tampartsiion

[Contract €51 | 000913084 7]

| 01/2013 =]

Get Report |
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Next click the “Get Report” button to execute the report. Complete any dialog boxes that may appear (in this
example we have the choice of viewing or saving the file):

Opening SCP_BY_CONT.pdf x|

You have chosen to open:
¥ SCP_BY_CONT.pdf

which is a: Adobe Acrobat Document
from: http:/ftsd+buddey-2

What should Firefox do with this file?

™ Open with I.ﬂdobe Reader (default) j
* :Save File ;

[ Do this automatically for files like this from now on.

oK I Cancel |

Note: If the report does not display, or displays only for a second and then disappears, try pressing and holding the
CTRL key while clicking the “Get Report” button and while generating the report.

See the sample PDF report below. Note that for each reporting period, payments made via the DBE Payment
Worksheet appear under the “Subcontractor, DBE Amt, and Non-DBE Amt” columns.

p¥ SCP_BY_CONT-1.pdf - Adobe Reader

File Edit View Window Help
) |5 B9 3|

=)
Page Thumbnails

|
—— S
/ W
g :
Page 1072 Subcontractor Payments 02282013
Project:  DMO 2005(945) Prime Cnifrctr- 14534 - AUSTIN BRIDGE &
ROAD, LP
1 2 Contract: 000913084 - INTERCHANGES: GR, Contract Amt:  $38,770,000.00
STRS, CONC PAV, RETAIN WALLS,
ILLUM
County: HUNT DBE Goal Amt: $1,550,800.00
District:  Paris DBE Goal %: 4

Letting Date: 2008-05-08

|Reporting Period: 2013-01 |

‘ Subcontractor ‘ DBE Amt ‘ Non-DBE Amt ‘
03094 - BREDA COMPANY , INC. $2,300.00 $0.00
18401 - DYNAMIC VISION CO., INC. $1,232.00 $0.00
00828 - K & 5 UTILITY CONTRACTORS, INC_ $232.00 $0.00
04835 - LAYFIELD CONSTRUCTION, INC $150.00 $0.00
03913 - MOORE CONSTRUCTION, INC. 545400 $0.00
04663 - NORTH TEXAS TRUCKING, INC $350.00 $0.00
Payments to 2nd Tier Subcontractors or Haulers
Qual NonQual
2nd Tier Subcontractor or Hauler State License Plate  Payment Payment
BIG BLUE TRUCK TX  ABC123 $250.00 §125.00
Subtetal 2nd Tier’Subcontractor or Hauler Payments: $250.00 $125.00|
21387 - TEXAS STAR TRANSPORT, LP $500.00 $0.00
Total DBE Amt Total NON-DBE Total 2nd Tier DBE Amt Total 2nd Tier Non-DEE
for Period: Amt for Period: for Period: Qualified Amt for Period:
$5,218.00 $0.00 $250.00 $125.00
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Note that payments submitted via the Trucking Credit Worksheet are inserted into the report. Locate the payment to
BIG BLUE TRUCK in the report above, and compare to the screen shot below taken from the DBE Monthly
Progress Report Worksheet for the same contract and period.

Texas Department of Transportation

—k-

D b
™ Tamuparistin

(SRR HUNT

Letting Date: QoA

AUSTIN BRIDGE & ROAD, LP {14534)
DBE Goal:EEA

GER R N EEE 0.01% (3421.2)
BECRAsEICH 0.00% (0)

INTERCHANGES: GR, STRS, CONC PAV, RETAIN WALLS, ILLUM

DBE Monthly Progress Report (SMS5.4903) and
Fonas Prime Contractor Payments to Non-DBE Subcontractors (SMS.49032)

Contract C51: |{}00913{]84 'I el e DMO 2005(945)

Paris
For Month of: |ﬂ1f2013 'I

Contract Amount:gtsrrdili]
DBE Goal Dollars: plgtElii]

I Show DBEs Only 'I

- Amt Paid
% Amt Paid $ 3 .
vendor S N RC or RN For Work tozﬂ:;r]r_DBE Amt Paid to For TxDOT Use
Number N T Performed I "b 'e:I Only
mt- AmE. | This period RS e
Haulers
[T Approved
03034 | BREDA COMPANY, INC. [Re =] [230000  |[oo0 [2300.00
237305.07 [¥ Txpor bEE Goal
18401 — [T Approved
- DYNAMIC VISION CO., INC. IRC - [123200 [0 [733:20
MATL 220553.85 ¥ TxpoT DEE Goal
K & S UTILITY CONTRACTORS, INC. RC ~ I™ Approved
00929 [K&5 - [232.00 0.00 [232.00
851191525 ¥ txnor DEE Goat
[T Approved
04335 ;gIELD CONSTRUCTION, INC | RC vl |15{1{}0 Iﬂ-ﬂ'ﬂ |15{}.{}{]
244199.17 ¥ txnor DEE Gomt
[T Approved
03913 erAcl)ch)RE CONSTRUCTION, INC. | RN vl |454.{}0 |ﬂ.{}0 |454.{}{}
0.00 [T Txpor bee Goal
[T Approved
ags3 | NORTH TEXAS TRUCKING, INC. @ |RN 'I [35000 [o00 [350.00
Trucking Credit for 01/2013 0 [T TxpOT DEE Goal
04663
" T ] [T Approved
i it 1 i iiNet i
21387 | | G e Nl G000 [o.00 [foo.00
iBIG BLUE TRUCK: 250 H128 {125 il I- TxDOT DEE Goal
23T1 Workshest {Changes made to the worksheet via this link
Downloa will Dot appear here unti the entire page is reloaged.)
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2" Tier Trucking/Hauler Payments
The 2™ Tier Trucking/Hauler Payments report is a general purpose report that allows users to view subcontractor
payments made to truckers and 2" Tier vendors via the Trucking Credit Worksheet described in sections above. To

access this report, click the “2nd Tier Trucking/Hauler Payments” link on SCP Payment Reports Page. A page

similar to the screen shot below will be displayed.

Texas Department of Transportation
Subcontractor 2nd Tier/Haulers Payments Reporting
Payments by Contract

Contract 53| -]
For Month of:| TS|

GetReport |

To execute this report select a contract from the “Contract CSJ” dropdown listbox and a period from the “For Month
of” dropdown listbox and click the “Get Report” button. In this example we will select all periods for a specific

contract:

# Texas Department of Transportation
Subcontractor 2nd Tier/Haulers Payments Reporting
Payments by Contract

Ty
Degiaimiont
of Tampatation

[o00973084 =]
[al =]

GetReport |

Next click the “Get Report” button to execute the report. Complete any dialog boxes that may appear (in this
example we have the choice of viewing or saving the file):

x|

‘You have chosen to open:

1] TRK_BY_CONT.pdf
which is a: Adobe Acrobat Document
from: http:/ftsd-kbuckley-2

What should Firefox do with this file?

" Open with IAdobE Reader (default) j
{+ Save File

[™ Do this automatically for files like this from now on.

OK | Cancel |

Note: If the report does not display, or displays only for a second and then disappears, try pressing and holding the

CTRL key while clicking the “Get Report” button and while generating the report.
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See the sample PDF report below.

gl TRK_BY_CONT-2.pdf - Adobe Reader
Ele Edit ¥iew Window Help

Bex|o@w 1 |o@®(=][] B2 L

Prime Cntretr:
Confract Amt:  $38,770,000
DBE Goal Amt:  $1,550,800

Contract: 000913084
INTERCHANGES: GR, STRS, CONC PAV,
RETAIN WALLS, ILLUM

County:  HUNT

District:

DBE Goal % 4

Paris Letting Date: 2008-05-08

‘Bookmarks
=N i Fage 1of1 2nd Tier Sub/Hauler Payments 0301203
——| = F ooos13084
D Validotion G ,
/f} = EF
& 2013-01 EB-71-6C-9B-DC-AB-10-9A-FD-9E-A7-34-05-DB-0D-4A-50-5F-49-CE 2
[¥ 04663-NORTH TEXAS TRUCKING, INC.
Project  DMO 2005(345)

14534 - AUSTIN BRIDGE & ROAD, LP

Reporting Pericd: 2013-01

Subcontractor: 04863 - NORTH TEXAS TRUCKING, INC_

2nd Tier Subcontractor or Hauler

State License Tag Unit DBE Payment HNon-DBE Payment
BIG BLUE TRUCK ™ ABC123 1 $250.00 $125.00
Totals: BIG BLUE TRUCK $250.00 3125.00
Total DBE Amt Total Non-DBE
for Period: Amt for Period:
$250.00 $125.00
Total DBE Amt Total Non-DBE
All Periods: Amt All Periods:
$250.00 $125.00

Compare the payments from the DBE Trucking Credit Worksheet (below) with the payment information displayed

on the 2™ Tier Sub/Hauler Payments report (above).

= ¢
y 2N

Texas Department of Transportation
DBE Trucking Credit Worksheet

| 01/2013 =]
INTERCHANGES: GR, STRS, CONC PAV, RETAIN

WALLS. TLLUM HUNT TR ieT= e AUSTIN BRIDGE & ROAD, LP (14534)
:
Contract CSJ: I 'l Paris

EEERENTFIETEE | NORTH TEXAS TRUCKING, INC. 7]

State/

AMt. Paid to

Total AMt -
Li Name of DBE Hauling Firm or DBE Truck D%B :'(u-r Paid to Arr:ﬂ 't?;ggu For TxDOT
Sllas Owner/Operator on DBEs to on Use Only
Plate # Performed Date Haulers
This Month
- [T Approved
JR-P—. 1 BIG BLUE TRUCK [250.00 125.00 |125.00 R —
Gzal
To add a new item to the worksheet, fill in the blanks in
TEXAS = this row then click the "Add This To Worksheet" button.
— | [0.00 [o.00
Add This To Worksheet{applies to whole row <——=) |
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Form 4903
The Form 4903 is the standard DBE Monthly Progress report used as a document-of-record for payments

submitted on the SCP Payment page, described in sections above. To access this report, click the “Form 4903”
link on SCP Payment Reports Page. A page similar to the screen shot below will be displayed.

Texas Department of Transportation
Subcontractor Payments Reporting
Form 4903

Contract 5. [NEY|

|DZ-‘ED13 -

Get Report |

To execute this report select a contract from the “Contract CSJ” dropdown listbox and a period from the “For Month
of” dropdown listbox and click the “Get Report” button. In this example we will a specific contract:

Texas Department of Transportation
Subcontractor Payments Reporting
Form 4903

| 000913084 ]
| 01/2013 7]

Get Report |

Note: If the report does not display, or displays only for a second and then disappears, try pressing and holding the
CTRL key while clicking the “Get Report” button and while generating the report.

Next click the “Get Report” button to execute the report. Complete any dialog boxes that may appear (in this
example we have the choice of viewing or saving the file):

Opening SCP_4903.pdf x|

‘You have chosen to open:

L SCP_4903.pdf
which is a: Adobe Acrobat Document
from: http:/ftsd-kbuckley-2

What should Firefox do with this file?

" Open with IAdobE Reader (default) j

¥ i Save File

[™ Do this automatically for files like this from now on.

oK I Cancel
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See the sample PDF report below. Note the Data Validation Code and the signature line.

Texas Department of Transportation
E DBE Monthly Progress Report

| Dara Vahdarion Code:  EC-0B-11-74-00-28-£2-14-B2-43-01-E4-C5-20-AE-55-B0-D6-BC-D8  Spbmur 1D: 72

Project D0 20D5{045) Coniract C5.J: 000913084 - INTERCHAMGES: GR, STRS, CONC
PAV, RETAIN WALLE, ILLUM
Coumy. HUNT Desrict: Paiis
Letfing Date: 20080508 For Marnth of (Mo Yry:  01/2013
‘Contrachon. 14534 - AUSTIN BRIDGE & ROAD,  Confract Amount: 38,770,000.00
(=]
DEE Goal % 4 DEE Goal Dollars: ¥1,550,500.00
Veandor *RE or pakiTor Work ek L ——
Hame of DSE SubdSupplier Parformed DBEs fo
Humbar RN thiz Pariod Subs ’anm Dats uza Onily
L]
084 BREDA COMPANY, [NC. RC 230000 000 32,300.00
18201 CAMAMIC VISION GO, INC. RC 1,23200 0.00 73820
(e ] K & 5 UTILITY CONTRACTORS, INC. RC 323200 0.00 23200
04835 LAYFIELD CONSTRUCTION, IMNC RC 150,00 w.00 150,00
=313 MCORE CONSTRUCTION, INC. RN 5400 w.00 5400
45E3 NOATH TEXAS TRUCKING, INC. AN 32:0.00 .00 +350.00
21387 TEXAS STAR TRAMSPORT, LP AN 350000 .00 500.00
| hereby cestify that the above |5 a tnee and comect statement of the amounts pald o the DEE fims listed above:
Sgraiure: External User, Prime vandor (kafth, buckiey @rbamot.gow Diate: 282012
Canpary Ol

* R Condciou of Fios Neclral
= Uit srogres 3 el e e o el arroerd G ol st s CAE sectnd) b suderntandors med faers Sum P oo
“MmdeEmnmﬂm“&m

¥ e i e D Pramaing: s il e e VDS [P oSl [ Fiaichis 12 it srianSoilon Soiil e ragifing) separiig
Ay S o e GEE o ey o e il ba regoes i e Sres angineer.

St s of e repce! oy parkadts of segelive DEE eihly o reguied Tho rgod b eguied’ urtd e DEE mdoovlie ing of maleie sy sctivly & compleied
Firn cmgecr? v G s’ o Ve e ey oPboe waiin D8 claya flwars Ve e of e cueser el

e Tz D of Tr ' it o collectind Prough Mt e, Wi fes ancestons, voo are eeiled’ on raguaesl 12 e dformed aboud e
mmnmwm it S50 02T el 553007 of e Tanas Sovettroan Code, pol it s enlilied 1o Ao arcl e e et Dicke
55D of P S Cice, pou e s o st [ u i oo edormaton bl oo S o s

Submission History

The Submission History Report is a general purpose report that allows users to view SCP payment submission
history by contract, subcontractor and period. In the section Digital Signatures and what happens after the
payments are submitted to TXDOT, a statement was made concerning what happens when payments are
resubmitted for the same period, stating that the previous payments are replaced by the new payments. Those prior
payments are retained in the database and may be viewed using the Submission History Report.
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To access this report, click the “Submission History” link on SCP Payment Reports Page. A page similar to the
screen shot shown below will be displayed.

# Texas Department of Transportation

e Subcontractor Payment History

Imw By Contract CS], Subcontractor, Monthly Period
of Ramwparisihoa

Contract c5)- [ EEERENeE [ Choose Period 7]

Here, select a contract, subcontractor, and period from the “Contract CSJ”, “Subcontractor” and “For Month of”
dropdown listboxes.

Once values have been selected the report will automatically begin retrieving data (you do not need to click a
specific button to initiate the report). If nothing is displayed then there no payment information was found for the
values input. When payments are found they will display below the selection controls, similar to the screen shot

below:

# Texas Department of Transportation
&l Subcontractor Payment History
lm_m By Contract CS1, Subcontractor, Monthly Period
ot Famspariaten
Subcontractor|
000913084 - NORTH TEXAS TRUCKING. INC. j 01/2013 -
Commets

. . - e - Counts for Counts for
Latest Payment Submit - Period Paid | Ungqualified Paid TxDot
Record 1D Date/Time Submitted By Amt Amt LamiEEy Approved? JEERiE
Goal? Goal?
03/01/13
o 236 e PVENDOROO1 $3,500.00 $0.00 | No i no i no
02/08/13
127 il G PVENDOROO1L $350.00 $0.00 | No H no Hine

There are several items to note on the displayed report:

Comments
e Comments - If the “Comments” balloon ( ) is displayed on the report it means that comments have
been entered. Try moving the mouse cursor over the “Comments” balloon to see the comments displayed:

Comments

Usar: SVENDORDD1 Date: Thursday, Febrearny 28, 2013
Comment: We were paid short. The amount of the payment reported by the prime contractor is incomect.

User: LHORNE Date: Fridsy, March 01, 20132
Comment: This a comment for Morth Texcas Trueching.

e Latest Record - the first row displayed will be highlighted with a different colored background and will

include a green checkmark ( = ) in the “Latest Record” column. This means that this is the most recent
and current payment. This is the payment that will be used for reporting.
Prior payment submissions will appear after the most recent payment, and will not include a green

checkmark. These are payments that were replaced.
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Payment ID — this is an internally generated numeric value used to identify a specific payment record.
Submit Date/Time — the date timestamp for the submission.

Submitted by — the login ID of the person submitting the payment record.

Period Paid Amt and Unqualified Paid Amt — the payment amounts entered for the payment.

Counts for Contractor Goal? - Set by TxDOT. Indicates whether or not the payment counts for the
contractor’s DBE goal.

TxDot Approved? — Set by TxDOT. Indicates whether or not the payment was approved by TxDOT. Try

moving the mouse cursor over the binocular icon (H) to see a popup panel displaying the approval history.
When a payment is first submitted it will be set into a DISAPPROVED state by default, and will appear like
this:

Payment Approval History
31172013 at B:52:07 AM payment was initislized to DISAPPROVED

As changes are made to the approval status, more lines will be added.

Payment Approval History
AMF2013 at 8:52:07 AM payment was initislized to DI SAPPROVED
3172013 at 10:57:54 AM payment was APFPROVED by user LHORMNE

Payment Approval History

AMF2013 at 8:52:07 AM payment was initislized to DI SAPPROVED

3172013 at 10:57:54 AM payment was APFPROVED by user LHORMNE

3MF2013 at 12:25:35 PM payment was DISAPPROVED after psyment UNACKNOWLEDGED by SYEND-ORDD1

Counts for TxDot Goal? — Set by TxDOT. Indicates whether or not the payment counts for the TxDOT

DBE goal. Try moving the cursor over the binocular icon (H) to see a popup panel displaying the TxDOT
goal history. When a payment is first submitted it will be set into a DISAPPROVED state by default, and will
appear like this:

Goal Setting History
3172013 at B:52:07 AM payment was initislized to OES NOT COUNT for TxDot Goal

As changes are made to the goal status, more lines will be added.

Goal Setting History
3172013 at 8:52:07 AM payment was initialzed to OES NOT COUNT for TxDot Goal
1720132 at 10:57:53 AM payment COUNTS for TxDat Goal, by user LHORME
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Commitment Agreements

The Commitment Agreements Report is a special purpose report that allows users to view the commitment
agreement values saved in the TXDOT mainframe SMS database. These commitment values are used by the
EPRS SCP modules to apply as SCP payments are entered into EPRS.

To access this report, click the “Commitment Agreements” link on SCP Payment Reports Page. A page similar to
the screen shot shown below will be displayed.

Texas Department of Transportation
g@

DBE/SBE Commitments
Im'"'
cf Bampartaon

Contract C53: I 'I Fed/St Proj:|

Here, select a contract from the “Contract CSJ” listbox. The report will retrieve the commitment information, similar
to the screen shot shown below. The report is largely self-explanatory. It shows all commitment records saved for
the selected contract, including those records with zero values for the commitment amount. A question mark in the
field represents an empty field.

g@ Texas Department of Transportation

DBE/SBE Commitments
I"‘m'."'
' Tamupartatt

INTERCHANGES: GR, STRS, CONC PAV, RETAIN WALLS, ILLUM Contract C=1: | 000913084 "I EFEEZEE DMO 2005(945)

HUNT BNy Paris

0s/08/08

AUSTIN BRIDGE & ROAD, LP (14534) 38770000
4% 1550800

A ? indicates that ne information for that field was found in SMS.

Vendor Regular UTiEL Approval | Approval Al
Numb: Vendor Name Deal Contract CMT. Work Type Fl Initials Approval
umber ealer AMT. ag nitia Date

Y 13

03094 BREDA COMPANY, INSTL. REBAR, RAILBABT.WIRE MESH, REIN

237305.07 7 237305.07 APPR SLAB, REINF STEEL RAIL a0oz4

INC. DOWELS, REBAR PAVING INSTALLATION
BRENDA PRICE
01660  TRUCRING 20790.00 7 20790.00  HAULING ¥ 1 80624
INS RD IL AM, RELOCATE RD IL ASM, HI MST
DYNAMIC VISION IL POLE HI MAST IL ASM, RELOCATE HI
18401 co., INC. 220553.85 | ¥ 367583.75  MAST LIGHTING/2NDTIER BK PLATE,VEH ¥ n 80624
SIG,TRF SIG,INS TRF SIG,VIVD CAMERA
‘&S UTILITY TRENCH EXCAV,CONC BOX CULV, RC PIPE,

SET RC PIPE RMV. STR HDWALL PIPE BX
00929 CONTRACTORS, 811915.25 ? 811915.25 CULV, CL C CONC, CONC Y i) 80624

Ll BOXCULY, WINGWALLS, MANH 1CT BOX
LAYFIELD
MBGF TIMBER, TAS,RMV. MBGF,RMV TAS
) ¥ ¥ ] ]
04535 CONSTRUCTION, 24419937 ° 244199.17 QB S, MAL. B ¥ b1 80624
MOORE
03913  CONSTRUCTION,  0.00 ? 0.00 2 ¥ 2 0
INC.
NORTH TEXAS
04663 Tpiekine. e, 0-00 ? 0.00 ? ¥ ? o
STATEWIDE
02140 S ATENOR mp.  29250.00 2 20250.00  HOT MIX HAULING ¥ 1 80624
31397 JEXAS STAR 0.00 ? 0.00 2 ¥ ? 0

TRANSPORT, LP
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Missing Subcontractor Payments Report
The Missing Subcontractor Payments Report is a special purpose report used to assist with identifying periods for

which no payments have been submitted. To access this report, click the “Missing Subcontractor Payments” link
on SCP Payment Reports Page. Once this is done the page will review all contracts the logged in user has access
to, identify any periods for which payments have been missing (this is sometimes referred to as a ‘gap’ report), and
display those contracts and missing periods, similar to the screen shot shown below.

Missing payment periods by contract. Clicking the period link will take you to the payviment screen.

m Missing Payment Periods

000103033 11/2012, 01/2013, 02/2013

ooo902050 02/2013
Qo0913084 022013

If no contracts are displayed then there are no missing payment periods for any contracts that the logged in user
has access to. If contracts are displayed then locate the “Missing Payment Periods” column. This column will
contain dates for each period where gaps were detected. Click one of these dates to be taken directly to the SCP

Payment Page for the contract and period where the gap was detected.
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15. Account Info

Clicking the “Account Info” link takes you to the account administration screen. Here you can view and update
your account information such as name, address, and email. Some items (username, password expiration date,
contractor assignments, and account type) may not be changed online. To change these items you will need to
contact TXDOT (see section: Making Changes to a Login ID )

A “Change Password” link is also included on the page. See section Changing the Password for examples of
using this link.

EPRS

Electronic Project Records System

Home User Account Administration

Reports Account Information - make your changes in the text boxes below, then click the Update Account Info button to save.

Upload Payroll * indicates reguired fieid

Account Info *Username: |JohnD

Help *First Name: |John

FAQ *Last Name: |Dne

TxDOT Street Address/P.O. Box: [876 Hsa Ts.

External Partnering City: INltsua

Logout State: [TEXAS =l
Zip Code: [78704
*Email: dene@example,cnm

Telephone Number: |

Fax Number: |

Title: |
Full Name: [dJohn Doe

DAN WILLIAMS COMPANY(06989)
Contractor: GILVIN-TERRILL, LTD.{13145)

STEPHENS MARTIN PAVING, L.P.(14847)
VESSELS CONSTRUCTION{18958)
F¥ Upload Payroll

Account Type(s): I Reports
Report

Password Exp. Date: |2 13/2012

| Update Account Info I Refresh

Change Password
Thisg link will take you to TxDOT's password change utility. You will be returned here when you are finished.

® Copyright 2011, TxDOT All Rights Reserved. Login: JOHND, Name: John Dos

16. Contractor Info

Clicking the “Contractor Info” link on the EPRS Home page takes you to the “Contractor Information, Users and

Contracts” page, similar to the shown sample below. Select a contractor from the drop down list (you will only have

access to contractors associated with your account).

Contractor Information, Users and Contracts

{If & contractor does not appear on this dropdown list, it means that there are no associated users for that contractor,)

Select a contractor; |- Please Select — =] |Ge

- Please Select —-
(GILVIN-TERRILL, LTD.{131:
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Here, select a contractor from the displayed dropdown select list and click the ‘Go’ button. The contractor
information will be displayed in a page with three tabs (“General”, “EPRS Users”, and “Contracts”), similar to the
examples below.

e General Tab
The default tab on the contractor information page is the “General” tab, shown below, which displays basic
information about the selected contractor.

Contractor Information, Users and Contracts

{If @ contractor does not appear on this dropdown list, it means that there are no associated wsers for that contractor,)

Select a contractor: | GILVIN-TERRILL, LTD.(13145) ~ |

General EPRS Users Contracts

13145

GILVIN-TERRILL, LTD.

PO BOX 9027

AMARILLO, TX 79105-0000
Telephone: 806-944-5200 Ext:
Fax: 0

e EPRS Users Tab

Click the “EPRS Users” tab on the Contractor Information page to see all the external users associated with the
Prime Vendor, as shown in the example below. The information displayed includes the user name, full name
and user permissions (Types) associated with the account.

Note: If the text ‘Account Orphaned’ is displayed instead of the user's name in the ‘Full Name’ column, then this
indicates that one of two things has occurred: 1) the account was created but was not finalized by the user
within three days of account creation, or 2) the account was not used in the preceding 365 days. Orphaned
accounts may be removed and new accounts created by EPRS administrators as needed.
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In the example below, some of the accounts have been ‘orphaned'.

Contractor Information, Users and Contracts

(If a contractor does not appear on this dropdown list it means that there are no associated users for that
contractor,)

Select a contractor: | GILVIN-TERRILL, LTD.[13145}ﬂ Go

General EPRS Users Contracts

User Name Full Name Types

BEBOB0O0Z  bily bob Report, UploadPayroll
JCASHO01 Johnny Cash Report, UploadPayroll
JDOEDO3 Jane Doe Report, UploadPayroll

JOHND0OO1 Account Orphaned Report, UploadPayroll
STEST002 Steve Test Report, UploadPayroll
STESTO003 Account Orphaned Report, UploadPayroll

If & user has "Account Orphaned” in the Full Name column, it means that this vser's TxDOT account has most ik
been deleted, but the wser iz still registered with EPRS.

Thiz means that the user will not be able to login to EPRS.
Thiz happenz when the account was not finalized in the required three days or the user has not logged in with thei
sccount in the past year.




e Contracts Tab

Click the “Contracts” tab to see the associated contracts and sub-contractors, displayed in a table as shown
below. Note that contract numbers for which the contractor is the prime are displayed in bold.

Contractor Information, Users and Contracts

(¥ & contractor does not appesr on this dropdown Bst, it means that there are no associated users for that confractor.)

Select a contractor: | GILVIN-TERRILL, LTD.(12145) «|
General EPRS Users Contracts
Recent Conitracts (bold C5J indicates this company is pnme)
(1) Description ARRA  County District
03003023 REHABILITATE EXISTIMG ROADWAY A OCHILTREE AMA
03003025 REHABILITATE EXISTIMNG ROADWAY F OCHILTREE AMA,
002000037 ASPHALTIC COMCRETE PWMMNT OWRLY/ADA WHEELER CHS
003009043 REPLACE EXIST BRIDGE FACILITY F WHEELER CHS
004204037 REHABILITATE EXISTIMG ROADWAY F ARMSTROMNG  AMA
04206065 2 ASPHALTIC COMCRETE OWERLAY F DOMLEY CHS
004304076 REHABILITATION OF EXISTING ROAD F HARDEMAMN CHS
006604067 REHAB EXISTING ROADWAY F MOORE AMA
ooerFoz0eT BASE, RECYCLE ASPHALT, SEAL COAT F SWISHER LBE
Oono3054 OWERLAY F OLDHAM AMA
013301042 REPLACE BRIDGE AND APPROACHES F KING CHS
027501145 REHAB AMD OWERLAY FOTTER AMA
035502027 REHAB EXISTING ROADWAY F LIFSCOMB AMA
035601092 REPLACE BRIDIGE B APPR F HUTCHINSOMN  AMA
41701028 WIDEMN ANMD REHAB EXISTING ROADWAY F HEMPHILL AMA
42502029 RR GRADE SEPARATION F MOQORE AMA,
054101026 WIDEMNIMG OF A MOM-FREEWAY FACILITY F BRISCOE CHS
075302020 OVERLAY CARSON AMA
094901015 REPLACE EXIST BRIDGE FACILITY F DICKEMS CHS
095710012 REHABILITATION F BREWSTER ELF
097003019 REPLACE BRIDGE AND APPROACHES F BRISCOE CHS
221801020 COMSTRUCT RR GRADE SEP, B APPROACHE F CARSOMN AMA
243701017 OWERLAY F HUTCHINSOMN AMA
263504014 2 ADDITIOMAL 2 LAMES AMD BRIDGE F FPOTTER AMA
263504025 COMSTRUCT FUTURE I/C COMMECTORS F POTTER AMA,




17. INJURIES/INC

IDENTS REPORTING

0 Login to EPRS and click on Injuries/Incidents

o

V4 ® Texas Department of Transportation

EPRS

Electronic Project Records System

Home

Reports

Upload Payrall

Account Info
Caontractor Info
Help

FAQ

T=DOT

External
Partnering

Logout

EPRS - Home Page

The Electronic Project Record System (EPRS) - Elecironic Payrolls is an online program offered by the Texas Department of
Transportation. The EPRS - Electronic Payrolls allows contractors working for TxDOT to submit their payrolls over the internet instead of
mailing in & papar copy of their payroll

Choose from the opfions below or the links at the left.

Reports

Displays various reports from the EPRS database.

Upload Payroll
Create, upload, change and/or submit payroll data files into the EPRS database.

Injuries/Incidents

Input/View Injuries/Incidents Counts

Account Info

Choose this option to update your account information or change your password.

Contractor Info
Choose this option to view EPRS information about your contractor,

© Copyright 2013, T=DOT All

his Resersed
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17.1. DATA ENTRY

o Choose Data Entry to input monthly injury/incident reports

r ® Texas Department of Transportation

EPRS

Electronic Project Records System

Home InjuryAncident Processing

Help Data Entry

FAQ P~ eties/Incidents Data
TxpoT Submission Report

External View Injuries/Incidents Submissions
Partnering

Logout

© Copyright 2013, TxDOT All Rights Reserved
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1. There are two options for submitting data for a particular Contract CSJ. The default
option is to type a contract number in the space provided.

77" Texas Department of Transportation

EPRS

Elecironic Project Records System

e Texas Department of T rtati
Home =g O alury/ Incidant Reporiing
Reparts tﬁ—_

Upload Payrall

Subcontractar Pay r"“"‘”‘_"""’" indo the Contract CSJ" box and click “Go'.
Kontract C5)
e

FAQ
TaDOT
Logeut
8 Copyright 3013, TDOT All Rights Aaseresd o i cavam
[ & Localinranet Fax® .




2. Use the second option if you prefer picking from a list of contracts that you are
authorized to view. Click on the drop down arrow to activate the search function. This
will allow you to pick the CSJ from a list of contracts. (Note: Arrow changes to pencil
after clicking.)

77" Texas Department of Transportation

EPRS

Elecironic Project Records System

Home Texas Department of Transportation
N trjury/ Incident Reporting

Reparts

Upload Payroll

000102045
000102045
000103049
000103033
000103054
TaDOT 000104073
000104079
000104030
000104085
ooy 3013, TaDAT Al Algm Rarved 000105015 Losin MUNCER™, Riote: 54, Divsics 57, Dacaese: PRSCUETION
000105015
000201074
000201080
000201053
000201050
00202045
00202045
00202047
000202049
000203017
000205039
000205040
000205042
000207038
000207041
000207043
ooo2osces =]

Logeut

AL

[ [Nd Local mtranet (74~ [#00% -




3. Once a CSJ is chosen, the page will automatically display the Contract Info. Click Go.

-
® .
r Texas Department of Transportation
Electronic Project Records System
H : Texas Department of Transportation
ome 5*' Injury/Incident Reporting
Reports e
Upload Payroll
Select a contract number from the list and click ‘Go'.
Injuries/Incidents | ETEEEEE .
CONTINUOUS LIGHTING
Account Info [oooziiasr 5 ¢ | & From: LP 375 (AMERICAS)
Caontractor Info To: WINN
County: EL PASO
Help Route: FM 258
District: El Pase
FAQ
TxDOT
External
Partnering
Logout
& Copyright 2013, T«DOT All Rights Resered
|
4. Select the reporting period by clicking the drop down arrow.
=
® .
77 Texas Depariment of Transportation
Electronic Pgoft - s System
052013
042013
032013 g
H s Texas Department of Transportation
ome g:’ég:; Injury/Incident Reporting
Reports 122012
112012
Uplead Payroll 102012 ber fram the st and ciick Go
Injuries/Incidents ggég:g mﬂ
o720z CONTINUOUS LIGHTING
Account Info o201z B & From: LP 375 (AMERICAS)
Contractor Infa 052012 To: WINN
042012 County: EL PASD
Help 032012 Route: FM 258
022012 District: El Paso
FAQ 012012
122011 period and click 'Go".
TxDOT 1172011
External ﬂl
Partnering
Logout
& Copyright 2013, TxDOT All Rights Resormd
|
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5. Click Go to display the Report Criteria for the month selected

=l
ok © 1
7 Texas Department of Transportation
Electronic Project Records System
Home j Texas Department of Transportation
n Injury/ Incident Reporting
Reports L1
Upload Payrall
Select a contract number from the list and click 'Go'
Injuries/Incidents | FNTETEEER [Contract Info:]
- - & RETRACE PAVEMENT MARKINGS
Account Info [003506030 =] EI From: SH 29
Contractor Info To: KIMBLE COUNTY LINE
County: MENARD
Help Route: US 83
District: San Angelo
FAQ
TXDOT Select reporting period and click 'Go’
* or Month .
External oaz013 =) Gof
Partnering
Logout I
© Copyright 2013 TXDOT All Rights Resenved
k|

* NOTE: The reporting period contains data collected during the previous month. For
example, August’s Injury and Incident Report is the accumulation of injuries and
incidents gathered from the month of August. The August report is then due by the 20th
of September.
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6. Enter your company’s injury and incident data in the fields as shown and defined below.

=]
Home : Texas Department of Transportation
i Injury/Incident Reporting

Reports y A2
Upload Payroll

Select a contract number from the list and click 'Go’
Subcontractor [Contract CSJ Contract Infod
Payments GR,STR EXTS,EMBK, ACP,CRCP,COSS,SIGN

000207041 =] 4 Go 3R, 5T 3 WP LRLE, CULSS, 506 e
Injuries/Incidents _I I]:::m I-10 TOTHE BORDER CHECKPOINT STATION (3 miles)
Additional Wage Countys HUDSPETH

Administration District: El Paso

Partnering Select reporting period and click 'Go'.

Help mmmmﬂ

FAQ IO?.'2013 'rl 0

TxDOT Report Criteria: Contract CSJ = '000207041', Reporting Period =

Logout '‘07/2013’ 1 1 1 1
me i
Cnt

Injury Cnt

Prime 06386 C & C ROAD CONSTRUCTION, INC.
10895 ROAD MARKINGS INC.
11756 TRI STATE ELECTRIC, LTD.
19197 XPERT ROAD CONSTRUCTION INC.

I
Submit I

© Copyright 2013, TxDOT All Rights Resered

L«1

6.a. In this field, enter prime and all subcontractor’s injuries in the Vendor Injury Cnt
column. An injury is defined as an OSHA recordable injury.

6.b. Next, enter prime and all subcontractor’s incidents in the Vendor Incident Cnt
column. An incident is defined as a work-related occurrence that had the potential to

cause bodily harm but caused only damage to vehicles, equipment, materials, etc.

6.c. If there any injuries for any third party, they should be entered in the 3" Party Injury
Cnt column. Third party is anyone other than the contractor or their subs.

6.d. Record third party incidents in the column labeled 3" Party Incident Cnt. Third
party is anyone other than the contractor or their subs.
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7. After inputting the injury and incident information, click on Submit at the bottom of the

page.

r

® Texas Department of Transportation

EPRS

Home
Reports
Upload Payroll

Subcontractor
Payments

Injuries/Incidents
Additional Wage
Administration
Partnering

Help

FAQ

TxDOT

Logout

Electronic Project Records System

Texas Department of Transportation
Injury/Inddent Reporting

—k

e
o e

‘Select a contract number from the list and click 'Go'.

CENTERLINE TEXTURING
[ooese70e8 =1 4 (6l From: CORYELL CO LINE
To: JOHNSON DR
County: MCLENNAN
Route: US 84

District: Waco
Select reporting period and click Go'
For Month of :
[0672013 =] ﬂ

Report Criteria: Contract CSJ = '005507058°, Reporting Period =
'06/2013'

Vendor Injury Vendor 3rd Party 3rd Party
Prime 14555 STRIPE-A-ZONE, INC. [ | 0
19100 [ 0

o o =

0|
COWBELL TRAFFIC SERVICES, INC. [ [
10866 DUSTROL, INC. [ 0 [

0
N S S S L
y

|
| _
[

8. If the data entered is correct, click OK to continue the submission process.

Message from webpage

L1 ? ) Click QK if the data entered is correct.

X

Cancel
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9. Your user ID will be shown in green with a successful submission.

Home

Reports

Upload Payroll
Injuries/Incidents
Account Info
Caontractor Info
Help

FAQ

TxDOT

External
Partnering

Logout

—

Texas Department of Transportation
Injury/Inddent Reporting

=g
y %
Select a contract number from the list and click 'Go’.

= RETRACE PAVEMENT MARKINGS
ooz & ¢ & From: SH 29

To: KIMBLE COUNTY LINE
County: MENARD

Route: US 83

District: San Angelo

Select i riod and elick ‘Go'.

For Month of

|D‘3-"£ﬂ|3 - '|

Report Criteria: Contract CSJ = '003506030°, Reporting Period =
'09/2013'

Submitted by 'STEST001 (STEST001)" on 10/1/2013 9:38:15 AM, Submit ID: 20

Vendor Injury Vendor 3rd Party 3rd Party
-m Cnt Incident Cnt Injury Cnt Incident Cnt

Prime 14555 STRIPE-A-ZONE, INC. 0 | 0 | 0 | 0
08118 DRS CONSTRUCTION, INC. 0
i e < —m—t— —
_Submit |
o C ight 2013. TxDOT All Rights Reserved.

L«1
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10. A TXDOT representative’s user ID is shown in green once report has been
authorized.

2l
H . Texas Department of Transportation
ome g Injury/ Incident Reporting

Reports l--—"‘
Upload Payroll

Select a contract number from the list and click 'Go'.
Subcontractor
Payments [G03506030 =] < RETRACE PAVEMENT MARKINGS
Injuries/Incidents facens E From: SH 29

To: KIMBLE COUNTY LINE

Additional Wage g::;':FUBéE%ARD
Administration District: San Angelo
Partnering Select i riod and click ‘Go".
Help For Month of:

[08r2013+ =] EI
FAQ
TxDOT Report Criteria: Contract CSJ = '003506030°, Reporting Period =
Logout '09/2013 !

— Approved by 'Michael Underwood (MUNDERW)' on 10/1/2013 9:46:31 AM

X Yendor tujury e g
- VENTUT ) Yendur Hame e o e .“,{,T_.l.l:lj."':-,,,

Prime 14555 STRIPE-A-ZONE, INC.

08118 DRS CONSTRUCTION, INC.

© Copyright 2013, T«DOT All Rights Resarved.

L«1
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Home
Reports
Upload Payroll

Subcontractor
Payments

Injuries/Incidents
Additional Wage
Administration
Partnering

Help

FAQ

TxDOT

Logout

11. Important Note: After submitting the report, a TXDOT representative will authorize
the submission. Once authorized, the contractor is not able to make changes to the data
submitted. Notice that all Vendor and Injury/Incident information at the bottom of the
screen will be grayed out and cannot be changed. For change inquiries, the contractor
will need to contact their local TXDOT representative.

# Texas Department of Transportation
Injury/Inddent Reporting

Select a contract number from the list and click 'Go'.

[003506030 =] ﬂ

RETRACE PAVEMENT MARKINGS
From: 5H 29

To: KIMBLE COUNTY LINE
County: MENARD

Route: U5 83

District: San Angelo

Select reporting pariod and click Go'

fFor Month of ]

[0520137 =] gl

Report Criteria: Contract CSJ = '003506030°, Reporting Period =
'05/2013'

lxlgaf’oved by Michael Undenwood (MUNDERW] on 10/1/2013 10:00.-17 AL I

- Yendur (L

Prime 14555 STRIPE-A-ZONE, INC. [ | o[ 0| [

Srel Purty
Incident St

drel Purey

Yendor Lujury Yendur
Ve, M
Yendor Hame £nt Injury St

Incident Cik

08118 DRS CONSTRUCTION, INC. |

0 | 0| 0 0
| 0 frewms 0 Jo 0 Jo 0 Jo 0 o]

© Copyright 2013, TxDOT All Rights Resened __ _
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