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https://www.dir.ca.gov/Public-Works/CPR/CPR.xsd


 

HOW TO ADD PROJECT 

 

STEP 1. How to Add project - click “REQUEST ADDITION to a PROJECT TEAM”  

  

 

 

 

STEP 2.  How to Add project -Now you can search by “DIR PROJECT ID“.   

Enter the DIR PROJECT ID and select your project.  Enter your contractor name in “CONTRACTOR” field 

 

 DO NOT click box to “REQUEST A SUBCONTRACTOR”                                                                                                                                                                           

 



    

 

How to submit XML eCPR  

 

STEP 1.  How to submit XML eCPR -Your project now appears on your dashboard.  To upload XML, click 
“View eCPRs”  

                                   

 

STEP 2.  How to submit XML eCPR -Your project now appears on your dashboard.   

SAVE the information circled in red, you’ll need it on the next screen.   

Then, to upload XML click “View eCPRs” 

 

 

 



 

 

STEP 3.  How to submit XML eCPR –  

In the “CONTRACTOR” field - Enter your contractor name  

In the “CONTRACT WITH” field - Enter the contractor you were hired by or the awarding body you were 
hired by 

In the “PROJECT” field - Enter the DIR PROJECT ID number   

Lastly click the blue “UPLOAD” button to upload your eCPR XML file.   

 

 

 

 

 

 

 

 

 

 



 

STEP 4.  How to submit XML eCPR - Please make sure you are using the required SCHEMA FILE 
template.   

a. Linked here https://www.dir.ca.gov/Public-Works/CPR/CPR.xsd 

REJECTION - The system will fail your XML upload or reject it if the DIR PROJECT ID is not correct, if you     
are using the wrong XML template file, or if you accidently delete some of the field sections. 

 

Your eCPR SCHEMA FILE                                                                        eCPR DASHBOARD with DIRPROJECT ID 

 

 

 

 

 

 

 

 

 

 

 

https://www.dir.ca.gov/Public-Works/CPR/CPR.xsd


 

 

How to amend XML eCPR  

STEP 1.  How to amend XML eCPR -  

Save the circled information in screenshot below.  You will need it to AMEND your XML eCPR. 

- You will need the exact PAYROLL RUN number to amend your XML eCPR. 

Next - Click “UPLOAD/AMEND XML ECPR” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

STEP 2.  How to amend XML eCPR –  

Complete all fields – “CONTRACTOR”, “CONTRACT WITH”, “PROJECT” 

In the “IS THIS XML upload an Amendment to a previous payroll” field – Select YES 

In the “PAYROLL RUN NUMBER”, search and select the eCPR you are amending 

Lastly, click the blue “UPLOAD” button and upload your XML eCPR. 

 

 

 

 

 

 

 

 

 



 

 

 

STEP 3.  How to amend XML eCPR –  

Lastly click the blue “UPLOAD” button to upload your eCPR XML file.   

Then on next screen , “SIGN and SUBMIT eCPR”.  You’ll see a message displayed that the XML file may 
take approximately 3 minutes to process. 

 

 

 

 

 

 

 

 



 

 

 

STEP 4.  How to amend XML eCPR –  

“DATA TRANSFORMED SUCCESSFULLY” - system will display the message if the XML upload was 
successful  

 

 

 

 

 

 



 

How to submit MANUAL eCPR 

 

STEP 1.  How to submit MANUAL eCPR - 

click “REQUEST ADDITION to a PROJECT TEAM”  

  

 

 

STEP 2.  How to submit MANUAL eCPR - Now you can search by “DIR PROJECT ID“.   

Enter the DIR PROJECT ID and select your project.  Enter your contractor name in “CONTRACTOR” field 

 

 DO NOT click box to “REQUEST A SUBCONTRACTOR”                                   
 
 



 
 

STEP 3.  How to submit MANUAL eCPR –  

Click “SUBMIT” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

STEP 4.  How to submit MANUAL eCPR –  

Complete all fields.   

In the “CONTRACT FIELD” – you can search by PWCR number, contractor name, or Awarding Body.  
Enter the contractor that hired you or the Awarding Body that hired you.   

 

 

 

 

 

 



 

STEP 5.  How to submit MANUAL eCPR –  

Click “ADD EMPLOYEE” and add your workers on the next screen by completing all fields on form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

STEP 6 - How to submit MANUAL eCPR –  

once done, click “SUBMIT” , then click the “DIR LOGO” to dashboard.   

 

 

 

 

 

 

 

 



 

 

STEP 7 - How to submit MANUAL eCPR -  

From the dashboard, you’ll have to click back into starting a new eCPR by clicking “SUBMIT”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

STEP 8.  How to submit MANUAL eCPR –  

Complete all fields.   

In the “CONTRACT FIELD” – you can search by PWCR number, contractor name, or Awarding Body.  
Enter the contractor that hired you or the Awarding Body that hired you.   

 

 

 

 

 

 



 

 

 

STEP 9.  How to submit MANUAL eCPR –  

Select your worker(s) 

 

 

 

 

 



 

STEP 10.   How to submit MANUAL eCPR –  

Fill out ALL fields.  “CHECK NUMBER” is a required field. 

If your “CRAFT” has no “CLASSIFICATION”, you still need to select the option under 
“CLASSIFICATION” called “other”, and type “craft has no classification” in the new field. 

 

 

 

 

 

 

 

 

 

 

 



 

 

STEP 11.   How to submit MANUAL eCPR –  

FRINGE BENEFIT SECTION - enter HOURLY values in the Fringe Benefit section below.

 

DEDUCTIONS SECTION - enter TOTAL LUMP SUM values in the Deductions section below.  For other 
deductions such as “GARNISHMENTS”, manually add amount to “TOTAL(incl.other)” field.  Then add 
comments in “EMPLOYEE NOTES” section 



 

 

STEP 12.   How to submit MANUAL eCPR –  

Review eCPR summary and click “Next Step”  



 

 

 

 

 

 

 

 

 

 

STEP 13.   How to submit MANUAL eCPR –  

Sign and submit eCPR 

 



 

 

 

 

 

 

 

 

 

 

 

 

eCPR proof of submission 

STEP 1.  How to print eCPR proof of submission - on your dashboard, click “View eCPRs”  



                                   

 

 

STEP 2.  How to print eCPR proof of submission – 

Print this page for proof of eCPR submission. 

This page lists the payroll runs, payroll dates, project name, DIR PROJECT ID, eCPR submitted date, and 
eCPR submission status  

 


