
Upload eCPR 

(Electronic Certified Payroll Record) 

 

Section 1: Submitting Manual eCPR 
Step 1: As a contractor, navigate to the main landing page at https://services.dir.ca.gov/pw  

Next to your project, select Submit → Manual from the dropdown. 
 

 
Step 2: Fill out the Payroll Setup page.

 
Step 3: Add employees to the payroll. Then click Edit payroll next to each employee to enter 
their individual payroll information. 
 

https://services.dir.ca.gov/pw


Step 4: Fill out payroll information for each employee. For each employee, you can add a 
craft/classification/level by clicking the ‘add craft/classification/level’ button at the top right of the 
form. After completing payroll, click save at the bottom of the form



1.  Employees have been registered and on employees list.

ADDING EMPLOYEES TO ECPR



From Employee Payroll

• Click on “+ Add employees to payroll” button.



- select employees.
- click Add

In this example, 2 workers 
are selected.



• After clicking Add button, the selected employees are now added to payroll.
• If more workers are needed, click “+ Add employees to payroll” button to 

continue the process.



2. If employees are not in the Employee list

• click on Register New Employee on the Add Employees screen.



• Enter information for new employee. 
• Click on “Go to next section” 

In this example, employee 
Jane Does is registered.



• Add employee’s address.
• Click on “Go to next section” 

• To review information previous 
entered, click on “Return to 
previous step” button



Enter employee’s classification 

Follow these 2 steps
1. Click on Add on image 1
2. Enter information. Click Add on image 2 

1

2

In this example, we add
- Craft: Carpenter
- Classification: carpenter (Heavy and Highway 

Work
- Employee’s level: journeyman
- Journeyman certification: Graduate (from a 

carpenter apprenticeship program)



The classification is added for employee.
Click Submit

Note: classification entered here will not populate 
to payroll.



• Employee Jane Doe is now on the employee list.
• Click Register New Employee to add more employee to the employee list.

To add Jane Doe to payroll, repeat steps from Slide 3.



• Click on Edit payroll to enter worked hours and pay rates for each 
employee.

Enter hours, pay rates, and deductions

- The red “Not started” is seen when a payroll for an employee is not yet entered.
- To remove an employee from payroll, click on Remove payroll button

In this example, we will enter payroll for employee Worker100 Test.



• Click Add craft/classification/level to add classification

All fields need to be filled.



- Painter classification is now on payroll for Worker100 Test.

- If Worker100 performed more than 1 classification, click on “+Add 
craft/classification/level button repeat the steps.



• Enter Rates and Fringe Benefit 
Plan.

• Enter worked hours
• Enter travel and subsistence 

payment for the project if 
applicable.

In this example, fringe benefits were paid 
directly to worker.



• Enter deductions
• Enter Gross wages
• Enter notes if needed.
• Click Save 



• The payroll for Worker100 Test has been entered.
• The red “Not started” turns to green “Entered”
• Continue the same process for other workers.

Blue “In progress” button indicates some fields on the payroll are missing.



• Below is an example of all payrolls have been entered. 
• Click “Go to next section” to continue



• To preview payroll before submission, click on Preview eCPR submission.
• To edit payroll, click on Edit eCPR.
• Payroll submitter sign to acknowledge all information is correct before Submit.



This is a confirmation page after submitting an eCPR.



 
 
 
 
 
Enter your Contractor Signature, check the acknowledgement box and click Submit. 
 



 

Section 2: Uploading XML eCPR 
Step 1: From the main landing page at https://services.dir.ca.gov/pw, next to your project select 
Submit → XML from the dropdown. 
 

Optionally you click ‘View eCPR’s next to your project and click submit eCPR -> XML ecPR 

 
 
 
 
Step 2: Fill out the XML upload form. 

 

https://services.dir.ca.gov/pw


Complete the required fields in the form: Contractor, Contract With, and DIR Project ID. 
Indicate whether this is an amendment to a previous payroll. Click Upload to attach your 
XML file (exported from your payroll system).  
 
 
The following information is required for a valid XML file: Project ID, Employee Names, 
Employee SSN, Employee Addresses, Days/Hours worked, rates, total hours worked. 
 
For full instructions on how to setup an XML file, visit this eCPR XML guide 
 
 
 

 

https://dir.ca.gov/Public-Works/Guides/eCPR-XML-guidelines.pdf


 

 
 
Enter your Signature and click Submit. 



Note: The system will take several minutes to process your XML and create a payroll 
record. If you do not see the page refresh after a few minutes, you can manually click 
refresh in your browser.  
 
Note: After submission, if you experience an error (pictured below), refer to this eCPR XML 
guide for details on mandatory eCPR XML information. 
 

 
 

 
 
 

https://dir.ca.gov/Public-Works/Guides/eCPR-XML-guidelines.pdf
https://dir.ca.gov/Public-Works/Guides/eCPR-XML-guidelines.pdf
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