CR61 Submission Instructions


Please make sure to use the CR61 form provided on the web with the revised date of 3/16/2010.  This date is located in the upper, left-hand corner of the file.

CR61 forms should be submitted by the prime contractor for the prime as well as all of the subs on the project.  The CR61 is an Excel Spreadsheet that can be filled out by the subs and sent to the prime for submission to ODOT.  This will eliminate the need for the prime to combine the data into one file for submission.  Combined files will not be accepted.  
Name the Excel files using PID Number and the contractor shortname whether that is a prime or sub.  The list of shortnames can be found -> http://www.dot.state.oh.us/Divisions/ContractAdmin/Contracts/Lists/ConstructionContractorShortnames/ShortNames.aspx
For example, 12345-TinaCol01.xls

The submitted CR61 should be the saved Excel file that is provided at -> http://www.dot.state.oh.us/Divisions/ContractAdmin/Contracts/ARRADocs/CR-61_UtilizationForm.xls.

	


There is an alternate option to submit a comma-delimited file rather than fill out the CR61 form by hand.  This may be an easier option to create from payroll records.  Details can be found -> http://www.dot.state.oh.us/Divisions/ContractAdmin/Contracts/ARRADocs/CR61TextFileSubmission.doc
	


Step 1 – Go to -> https://extranet.dot.state.oh.us/groups/contracts/CR61/.  If you are not logged into the system, login now.  
Step 2 – Click “Upload Document” from the menu.
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Step 3 – Browse to the location where you saved the CR61 that is filled out by clicking “Browse”.  Select the correct CR61 file and click “Open”.  

Click OK.  Your file will be uploaded and will be displayed on the list where you originally started.

