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Introduction 

Contractors have the option to submit certified payroll data using either the Version 1 
(V1) or Version 2 (V2) electronic Certified Payroll Record (eCPR) XML schema. DIR 
recommends using the V2 schema.  The V1 schema will be deprecated on January 
13, 2027.  

Before submitting an eCPR XML file, contractors must be registered in the Public Works 
Portal as a contractor and have an assigned Public Works Contractor Registration 
(PWCR) number. 

For more information on setting up your file, visit the DIR Certified Payroll Reporting. 

Logging In 

Step 1: Navigate to services.dir.ca.gov/pw. On the Public Works Portal landing page, 
click Log in. 

 

Step 2: Enter your User Name and Password*, then click Log in. 

 

*If you need to create a New Contractor account, please see the DIR Support Center for 
How To Guides on account registration and new contractor creation.  

https://services.dir.ca.gov/pw
https://services.dir.ca.gov/pw
https://www.dir.ca.gov/public-works/certified-payroll-reporting.html
https://services.dir.ca.gov/pw
https://www.dir.ca.gov/Public-Works/SupportCenter.html
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Starting Your eCPR Submission 

Step 3: After logging in, you will arrive at your Home page. Scroll down to Active 
Projects 

 

Locate the project you want to submit payroll for. Click the drop-down arrow next to 
Submit, then select XML. 

 

*If you need to link to a project, see the DIR Support Center for How To Guides on 
linking to a project. 

 

 

https://www.dir.ca.gov/Public-Works/SupportCenter.html
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Step 4: The Contractor and DIR Project ID fields are pre-populated. If applicable, 
complete the optional Contract With field where you may enter either the Awarding 
Body you are contracted with, or the contractor who hired you. 

 

Step 5 (Standard submission): Answer “Is this XML upload an Amendment to a 
previous payroll?” and “Is this the final payroll for the project?” For a standard payroll 
submission, select No for both questions. Then, click Upload. 

 

Note: The Amendment and Final Payroll options are covered later in this guide, in 
“Submitting an Amendment” and “Submitting a Final Payroll.” 
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Step 6: Select your eCPR XML file, then click Open. 

 

Step 7: The uploaded file name will appear in the portal. Select 2.0 from the Schema 
Version drop-down. 

 

Note: Your schema version can be determined by looking at the “Version” property at 
the top of your XML file. 1.0 is the older schema being phased out, and 2.0 is the new 
schema being adopted. 
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Step 8: From the Payroll Options drop-down, select how you want to proceed. For V2 
files, contractors have the option to upload the payroll as a draft to preview before final 
submission (Upload as DRAFT to preview before submission) or submit it immediately 
without reviewing (Submit eCPR directly). 

 

Reviewing Your eCPR Before Submission 

The following steps apply if you selected Upload as DRAFT to preview before 

submission* in Step 8.   

*Files containing more than 250 employees are not available for review and will be 
submitted directly even if a review is requested. 

NOTE: Your XML eCPR will not be fully submitted if you select to review the eCPR.  It 
will be saved as a draft that you will need to review to finalize the submission.   

Step 9 (Review eCPR): Enter your digital signature. Today's Date will populate 
automatically. Click Submit. 

 

Step 10: Once the file is processed successfully*, a status banner will confirm your file 
uploaded and was saved as a draft. Click Review to complete submission.**   
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*If the file does not process successfully, review the If Your Submission Fails section of 
this user guide.  

**If you navigate away from this banner message, you can access the Payroll record to 
review using the link under the Notifications tab at the top of the page.  

 
 

Step 11: Review the Payroll Selection section, including Contract With, Select payroll 
type, Select reporting type, Payroll starting, Payroll ending, and Is this the final payroll 
for the project? Update any of these fields if applicable, then click Go to next section. 

 

 

 

Step 12: On the employee payroll list, review each employee's payroll status. Click Add 
employees to payroll to add a new employee, or click Edit payroll on the left side of an 
existing employee to update their information.   
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Step 13: In the payroll detail view, review and update the following as applicable: 
Employer contributions paid to, Rates, Fringe Benefit Plan, Prevailing Wage, Hours 
Worked, Deductions, Check Summary, Check Number and Employee notes. When 
finished, click Save. 
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Step 14: After clicking Save, you will return to the employee payroll screen. Click Go to 
next Section to proceed to the Review and Submit page. 

Step 15: On the Review and Submit page, review the Payroll Information and Employee 
Information summaries.  

 

Under Payroll Preview, click Preview eCPR submission to view a draft PDF of the 
Public Works Electronic Payroll Reporting Form before submitting, or click Edit eCPR to 
make changes. 
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If you click on Preview eCPR submission, you will see a draft of the PDF that can be 
generated after submission.   

 

Step 16: In the Acknowledgement section, enter your Contractor Signature, check I 
agree to the certification under penalty of perjury, then click Submit. 
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Step 17: Once submitted, a confirmation message will appear along with a summary of 
your submission details. From this screen, you can: 

• Click Export eCPR to PDF to download a PDF copy of the submission. 

• Click View Submission to view the submission details online. 

• Click Return to Project Dashboard to go back to your list of projects. 

• Click Print This Confirmation to print the confirmation page. 
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Note: Clicking Return to Project Dashboard takes you to the eCPR Payroll List, where 
you can view all submitted eCPRs for the project, including the eCPR sequence 
number, payroll dates, submission type and current state.  

 

 

Submitting Your eCPR Directly (without previewing the 
submission) 

The following step applies if you selected Submit eCPR directly in Step 8. Steps 1 
through 7 remain the same as the review process described above. 

NOTE: By selecting this option, your submission will be finalized, and you will not be 
able to edit the upload prior to submission.    

Step 9 (Direct Submission): Once your file is processed, a status banner will confirm 
your eCPR has been submitted and display a reference number. Click View 
confirmation to view your submission details, or click Show details under File Status to 
view the Reference Number, Status, Started and Updated timestamps. 

 

Note: Clicking View confirmation takes you to the same confirmation screen used in the 
review process described in Step 17, with the exception that the fields will be read-only. 
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Submitting an Amendment 

The following steps apply if your XML upload is an amendment to a previous payroll. 

Step 5 (Amendment): Select Yes for Is this XML upload an Amendment to a previous 
payroll? Then, in the Payroll run number field, search for and select the payroll run you 
are amending. 

 

Note: Once submitted, an amendment appears nested under its original payroll run in 
the eCPR Payroll List, using a sequence number format such as 2-1, to indicate it 
amends payroll run 2. 

 

Note: From the eCPR Payroll List, you can click the Actions drop-down next to a payroll 
run to Review, Copy eCPR or Export PDF. The Amend option is only available on the 
original payroll run.  This option will Amend the most recently submitted payroll.  
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Submitting a Final Payroll 

Step 5 (Final Payroll): If this is the final payroll for the project, select Yes for Is this the 
final payroll for the project? The remainder of the submission process is the same as a 
regular payroll submission. 

 

When reviewing your eCPRs, final payrolls are indicated in the far-left hand column. 

 

If Your Submission Fails 

If an error occurs during processing, a status banner will appear at the top of the page 
indicating the failure, along with a reference number and an option to upload the 
corrected file.  

 

Review the Activity tab for details on why the file failed. For example, if the schema 
version you selected does not match the version listed in the XML file, the system will 
display an error message telling you to validate the version and resubmit with the 
correct one. 
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After you correct the errors, click Upload the corrected file. This takes you back to the 

Upload eCPR XML page.  

 

Your previous selections are pre-filled, so you do not need to enter them again. Upload 

and submit the corrected file. 

 
 


