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How to Amend an eCPR

1 Log in to the contractor landing page. Click "View eCPRs" for the project with an
eCPR that you want to edit
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2 Click "Amend" for the eCPR you would like to amend
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3 Note that you cannot change payroll type or period in amendment and will need
to create a new eCPR entirely if this is what you are attempting to do. Click "Next
Step"
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4 At this stage, you have the opportunity to change employees selected if need be.

Click "New Step"
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5 Make any changes as necessary. Then, click "Next Step"

6 Make any changes as necessary. Review that the information listed here is correct.
Then, click "Next Step"
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7 Sign and submit the amended eCPR. Then, click "Submit Amendment" to sign and
attest to the accuracy of the statement.
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8 Click this dropdown to view previous versions. You can access the original payroll,
and then any amended views. Click the "Save" button to save the version you
would like to keep as the most up-to-date version.
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9 Click "OK"


