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Construction Recordkeeper Job Aid 

Accessing Payrolls in LCP Tracker 

Contractors submit weekly payroll submissions for their workforce when 

performing work on a project. Consult the Construction Contract Administration 

Manual (CCAM), Chapter 15, Section 1, “Labor Requirements,” for additional 

information on District Monitoring for Federally Funded Projects. Perform the 

following steps to review, audit, and accept payroll in LCP Tracker. 

Logging in: 1. Log into the LCPtracker 

website. 

a. Type your TxDOT email 

b. Click next 

c. Type in your TxDOT 

email address. 

d. Type in your password. 

e. Click Login. 

f. Follow the steps for two-

step verification using 

the Microsoft 

Authenticator App or 

email. 

Accessing Payrolls in LCP Tracker 8/2025|2 

https://www.txdot.gov/manuals/cst/cah/contractor_workforce.html


   
  
 
 

 
        

 

 

  

  

 

  

 

    

 

   

Construction Recordkeeper Job Aid 

2. Once you have logged on, your email address will 

be displayed at the top right-hand corner of the 

screen. 

Click on LCPtracker Pro. 

3. Click on TxDOT – TEXAS DEPARTMENT OF 

TRANSPORTATION. 

(It will list your role.) 
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Construction Recordkeeper Job Aid 

4. Click on the Certifications tab. 

a. Using the Project dropdown, select your project. 

b. Leave All Contractors in the Contractors drop 

down. 

c. Click Load Data 

NOTE: You can select a particular contractor on the 

project by using the drop down. 

Once selected, click Load Data to view that 

Contractor’s payroll. 
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Construction Recordkeeper Job Aid 

NOTE: Double clicking on the “Week End” column 

heading will sort the payroll column by 

descending date. 

5. To view the payroll, click on Details under the “View 

Details” column. 
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Construction Recordkeeper Job Aid 

6. Verify the following information. 

d. The correct number of hours are reported. 

e. Workers on multiple projects are accurately 

reported on all projects. 

f. Payroll submitted applies to the correct project 

g. Identify subcontractors on the project during a 

specific period using diary recordings and verify 

the payrolls were submitted. 

7. Click “Audit” in the right column for the employee 

you want to audit. 
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Construction Recordkeeper Job Aid 

8. Review the following information. 

a. Name 

b. Unique Employee ID (Individual Identity Number) 

c. Address 

d. Classification 

e. Rates of pay 

f. Daily and Weekly number of hours worked 

g. Deductions made 

h. Actual wages paid. 

9. After reviewing, you MUST click the back arrow in 

the top left corner of the window. 

10. The employee will now show “Yes” in the Audited 

column. 
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Construction Recordkeeper Job Aid 

Accepting Payrolls in LCPtracker 

11. Starting from the Certifications tab, select the 

project. Payrolls submitted will show as “Certified” 

under the Process Status column and “Submitted” 

under the Accept Status columns. 

The recordkeeper will accept, reject, or permit edits 

for all payrolls submitted on the project. 

12. Double click the “Week End” column heading to 

order the payrolls by latest date. This shows all the 

contractors on the project and all the certified 

payrolls submitted on the project. 

a. The recordkeeper can filter the information by 

contractor, date range, process status, accept 

status, or payroll number range. 

b. Another option is to click on “Show only flagged 

certified payrolls (CPRs).” This option quickly 

shows any anomalies in payrolls on the project. 
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Construction Recordkeeper Job Aid 

13. Payrolls that have been accepted will show the 

acceptance date. 

14. After completing the review of at least 10% of the 

payrolls, the recordkeeper can accept the rest of the 

payrolls on the project by sorting the payrolls. 

a. Apply filters and click the Load Data button. 

This example is filtered by Process Status and 

Accept Status. Selecting RESUBMITTED, 

SUBMITTED AND UPDATED will show all 

payrolls that have been sent back for revision or 

updates and payrolls that still need to be 

accepted by the recordkeeper. 
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Construction Recordkeeper Job Aid 

NOTE: For this example, this will quickly show that 

there are 5 pages of payrolls (45 certification records) 

that need to be accepted, none of which are flagged, 

and all of which are certified and submitted. 

b. Click on “Select All” and all the records displayed 

on the page will be marked with a check mark 

under the Select column. 

c. Next click on “Accept Selected” and every payroll 

with a check mark will move to an accepted 

status. 

d. Repeat this process on the remaining pages of 

data. 
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Construction Recordkeeper Job Aid 

LCPtracker will flag any payroll violations or items that 

do not meet the requirements of the prevailing wage 

determination. 

15. Click on the Violations Tab. 

16. To pull up all violations to date, click “Load Data,” 

without applying any filters. 
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Construction Recordkeeper Job Aid 

This example shows 3 pages of violations that should be 

evaluated. Notice the number of notices sent and the 

date last viewed are shown on this page. 

17. Review all violations to verify the information. 

18. Any corrections must be updated or corrected by 

the submitting contractor. 

19. These payrolls should be reviewed and corrected 

prior to acceptance. 

Projects reviewed by the recordkeeper will be marked 

as reviewed. 
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Construction Recordkeeper Job Aid 

Best Practice 

For federally funded projects, review at least 10% of all payrolls for each 

contract. The Area Engineer (AE) has discretion in determining the 

composition of the 10% to be reviewed. Review selected payrolls to ensure 

that employees are compensated at least the appropriate prevailing 

minimum wage for the actual work performed per the correct wage 

determination in the contract. 
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