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ADMINISTRATOR FHWA REPORTING GUIDE 
This guide applies to any Administrator monitoring Federal Highway Administration-funded (FHWA) 
projects that have annual EEO reporting requirements.  

Included in this guide: 

• How to properly set up a database to utilize the FHWA reports 
This includes: 

o Project Set Up requirements 
o Craft Matching requirements to the “FHWA Craft List” 

• How to run the FHWA 1391 Report 
• How to run the FHWA 1392 Report 
• How to run the “FHWA Additional Data Entry Report”  
• How to enter information for non-prevailing wage workers through the “FWHA Additional 

Data Entry” page 
• Important Notes on the 1391 and 1392 Reports 
• Administrator Checklist & Troubleshooting Tips 

PROPER DATABASE SET UP STEPS 

Step 1: Designate Projects as FHWA  

1. Click Set Up Tab  
2. Click Add/Edit Projects 
3. Select the project applicable and check off the “1391/1392 Project” box 
4. Save the changes 
5. If there any issues in saving this selection, please contact your LCP Project Manager as a 

change may need to be made to enable FHWA reporting. 
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Step 2: Add Contract Amounts per Contractor for the 1391 Report to Populate 

For the 1391 Report to properly display data, the “Dollar Amount of Contract” will populate based on 
the contract amounts listed per contractor in the system.  

The contract amounts listed under Set Up > Contractor Setup > Contractor Assignment will be combined 
to fill in these fields. 

 

For the 1392 report, though, the “Total Dollar Value” will be populating from the addition of the 
“Budget” amounts entered in the Project Set up page. 

 

Step 3: Review FHWA Craft List & Craft Matching – Two Parts 

Using the matching functions in LCP, allows prevailing wage craft categories to be matched with the set 
FHWA reporting craft categories. FHWA provides a standardized list of 11 trades that all 
craft/classifications on certified payrolls must be matched to. 

FHWA does not allow for edits or additions of other trades other than the 11 provided crafts. 

There are four non-prevailing wage categories that data will be entered separately by contractors under 
the “FHWA Additional Data Entry” page. 

“Craft Matching” needs to be completed for the FHWA Reports to pull correctly. There are two parts to 
Craft Matching. Part 1 is reviewing that the standard FHWA Craft List is loaded into your account, and 
Part 2 is matching submitted crafts to a broad craft from the preloaded FHWA Craft List.  
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Part 1: Verify FHWA Craft List is available 

1. Click on Set Up tab 
2. Click on Add/Edit Craft List 
3. Select FHWA from the available dropdown menu. You will see the standard FHWA job categories 

populate 
4. Move to Part 2 

If you do not see this list, please contact your Project Manager at LCPtracker. 

 

*IMPORTANT NOTE: DO NOT ADD OR DELETE ANYTHING ON THIS LIST. * 

The only craft names that will be recognized by FHWA will 
be: 

1. Carpenters 
2. Cement Masons 
3. Electricians  
4. Equipment Operators 
5. Ironworkers  
6. Laborers-Semi Skilled 
7. Laborers-Unskilled 
8. Mechanics 
9. Painters  
10. Pipefitter/Plumbers 
11. Truck Drivers 

These EXACT craft names must be utilized; this includes spelling and spacing. 

Part 2: Craft Match  

1. Click on Set Up tab 
2. Click Add/Remove Craft Match  
3. Check the 1391/1392 check box 

By checking this box, you are filtering to only 1391/1392 projects.  
4. Enter the Start Date 
5. Enter the End Date  

*It is suggested that you use July reporting parameters that are applicable to your reporting 
requirements.  
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Crafts used and submitted by contractors for the selected time frame will load. Match each of these 
crafts to a job category from the FHWA Craft List.  

6. Click Match.  
7. Select the FHWA Craft List  
8. Select the appropriate job category.  
9. Save the changes.  

Repeat steps 6-9 for each craft.    

 

 

 

 

 

You can always un-match and match again should you need to make any corrections. 

Once the project has been setup as 1391/1392, and Craft Matching is completed, the 1391/1392 reports 
may be run. The FHWA 1392 Report is a “roll up,” of all the 1391 reports and is what should be 
submitted to the Federal Highway Administration (FHWA). 
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THE FHWA 1391 REPORT  

As an Administrator, it is not a necessity to run the 1391 reports, but it can be useful to see the 
breakdown of what each contractor has submitted for their last pay period in July. 

• Click on Reports.  
• Locate the Specialty Reports section.  
• Click the FHWA 1391 Report. 

• Enter the applicable date range.  
• Select the project(s) 
• Select the contractor 
• Select the “Sub to” assignment, if needed 
• Click on “view report” 

 

 

Note: Employees with an ethnicity selection in LCPtracker of “Not Specified”, “Other”, or no selection 
made will not appear on this report at all.   In the case that employees with one of these ethnicity 
selections performed work on the week being reported, there will be a footnote on the bottom of the 
report to reflect the number of employees that were “unwilling to self-identify”.   
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THE FHWA 1391 ADDITIONAL DATA ENTRY STATUS REPORT  

The “FHWA 1391 Additional Data Entry” section is used to report “non-prevailing wage job categories” 
such as managers, supervisors, foreman, and clerical workers along with their respective demographics, 
such as gender and ethnicity. 

This report gives an overview of the FHWA Additional Data Entry submittals completed by contractors 
for each project. 

 

• Click on Reports.  
• Locate the Specialty Reports section.  
• Click on FHWA 1391 Additional Data Entry Status Report.  

• Enter the applicable date range.  
• Select the contractor 
• Select the project 
• Select the Sub To 
• Click View Report 
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THE FHWA 1392 REPORT  

To run the FHWA 1392 report, follow the below instructions. 

• Click on Reports tab 
• Locate the Specialty Reports section 
• Click on FHWA 1392 Report.  

• Enter the applicable date range.  
• Enter your name and title.  
• Click on View Report 

 

The 1392 report will include: 

• Performing CPRs submitted in the timeframe entered in report parameters for July.  Non-
Performing CPRs are excluded. 
AND/OR 

• Had FHWA Additional Data Entered for Non-Prevailing Wage workers 
• Projects must be over $10,000 in budget value (budget amount listed under Project Setup) 

Below is an example of the FHWA 1392 Report that should be submitted to the federal highway 
collecting agency. Additions to note: 

• There will be a footer on 
the report listing the 
number of employees that 
were unwilling to self-
identify and are not 
represented in this report. 
These employees had the 
ethnicity of "Not 
Specified", "Other" or no 
selection made. 

• There will be a second page 
to the report listing the projects included in the query. 
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ENTERING IN FHWA ADDITIONAL DATA ENTRY FOR CONTRACTORS 

Administrators can also enter this information for their contractors under Admin Tab > FHWA 1391 
Additional Data Entry, but it is recommended that contractors enter and certify their own workforce 
information. 

• Select the project 
o Note: Only projects that are marked as 1391/1392 will appear on this list. 

• Select “Week-End-Date in Specified Week” from the available dropdown. 
o Note: You will use the same date that was used on the last performing pay period 

submitted. 

 

Note: the first 4 
columns will auto 
populate when data 
is entered in the 
remaining fields. 

 

 

 

IMPORTANT NOTES ON THE 1391 AND 1392 REPORTS 

• In “Table A”, only Journeyman employees, or those designated as non-prevailing wage 
employees submitted through the “FHWA Additional Data Entry” will be counted.  Apprentices 
and OJT/Trainees are not included in this count.  

• “Table B” and “Table C” will show all employees submitted as Apprentices or OJT/Trainees.   
• Any employee that works more than one craft in the monitored week will only be shown ONCE 

on the report.  The craft selected will be: 
o The craft with the greatest number of hours worked 
o If the crafts have the same number of hours worked, then the more skilled craft will be 

selected.  The following hierarchy was used in terms of most skilled to the least skilled. 
 Electricians 
 Mechanics 
 Equipment Operators 
 Ironworkers 
 Carpenters 
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 Cement Masons 
 Pipefitter/Plumbers 
 Truck Drivers 
 Painters 
 Laborers-Semi Skilled 
 Laborers-Unskilled 
 Apprentice 
 OJT or Trainee 

 
• If a Contractor has more than one contract on the same project, they will be counted separately.  

This means if one employee works for the Contractor, but on separate contracts, they will be 
counted twice on the 1392. 
 
This logic is determined by 23 CFR 230.121 (a)(2), which states: 
(2) Form PR 1391 is to be completed by each contractor and each subcontractor subject to this 
part for every month of July during which work is performed and submitted to the State 
highway agency. A separate report is to be completed for each covered contract or 
subcontract. 
 

• A Minority is considered any employee with an ethnicity other than “Caucasian” and excludes 
any employees that have “Not Specified”, “Other” or no selection made. 
 

• Apprentices will be counted by looking for "APPR" or "Apprentice" in the Craft OR Classification 
on the prevailing wage data entered for the project 
 

• OJT or Trainees will be counted by "OJT" or "TRAINEE" in the Craft OR Classification on the 
prevailing wage data entered for the project 

ADMINISTRATOR CHECKLIST & TROUBLESHOOTING TIPS 

1) Have all your Contractors on active projects submitted payroll for the month of July or the week 
in July that you are tracking for the 1391/1392 reports? 
 

2) Have all your Contractors submitted their “FHWA Additional Data Entry” for their non-prevailing 
wage workers (supervisors, clerical staff, etc., . . .), when applicable? 
 

3) Have you completed the craft matching of all payroll crafts to the set FHWA craft list?  
Important Note: Craft matching should be done periodically, as well as one final check done 
before running the final 1392 report that will be submitted to FHWA or your project owner. 
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4) Have you verified that the FHWA craft list you are matching to ONLY is using the following 

crafts? 
• Carpenters 
• Cement Masons 
• Electricians  
• Equipment Operators 
• Ironworkers  
• Laborers-Semi Skilled 
• Laborers-Unskilled 
• Mechanics 
• Painters  
• Pipefitter/Plumbers 
• Truck Drivers 
 

5) After running the 1392 report, please look at the second page where it lists all projects included 
in the report.  Are all projects included that you are expecting?   
If not, the following items may help troubleshoot: 
• If a project’s budget amount entered in LCP was lower than $10,000, it will not be counted 

on the reports. 
• The “Is 1391/1392 Project” checkbox was not selected in the Add/Edit Project page 
• There were no performing CPRs submitted for the date range in July entered.   

 
6) Does the employee count appear off?  If so, the following reason may help troubleshoot: 

• Have you completed the craft matching for all payroll crafts to the FHWA craft list? 
• Are there amounts listed in the footnote of the report that states a # of employees whose 

ethnicity is “Not Specified”, “Other” or no selection made?  These employees are not going 
to be shown in the count of the main body/table of the report. 

• Does a contractor have multiple contracts on the same project?  Each contract and 
employees listed on the CPRs will be counted separately, which means it is possible for the 
same employee to be counted twice. (Please see additional information on this on the top 
of page 9.) 

• Has an employee worked more than one trade on the same CPR under the same contract?  
The employee will only appear once, with the trade representing the greater number of 
hours worked, or the more skilled trade if the hours are the same between crafts. 
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