
 

Contract Compliance Reporting System Quick Reference Guide: 

Prime Reporting 
 

Each month, the system will automatically create an “audit” for the previous month.  This is where you will report 

payments received from the airport and payments made to subcontractors. 

1. You will receive an email notifying you that the audit has been created and requesting that you view the audit 

and respond. 

 

Note that the email includes detailed instructions on how to report payments.  

2. Click on the link to “view the audit notice and respond”. (NOTE: You also have the option to view all audit 

notices but if reporting is done on time as required, there should be no additional audit notices.) This will take 

you to the system login screen.  Log into your account. 

 

3. Once logged in, you will be taken directly to the audit notice screen. 



 

4. On the audit screen, you will first need to report payments received from the Airport.  Click on the Report 

payment received from Lambert - St. Louis International Airport link. This will take you to the audit itself. 

 

 

 

 

5. On the audit screen, click on Report Payment to Prime in the Audit Information section. Enter the amount 

paid during the reporting period and the payment date.  In the Comments section, enter the Invoice # that 

was paid and any other relevant comments.  Click Save to record the information. 

 

6. Once you have submitted payments received from the Airport, you will need to enter payments made to your 

subcontractors.  The easiest way to do this is by clicking Submit ALL Incomplete Records in the lower middle 

of the page. 
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7. This will give you a table where you can enter payments for all vendors at one time.  Please note that payment 

information must be entered for all subcontractors, not just those who are certified.  The Payment Details & 

Comments section is optional.  Once all data is entered, click Save. 

 

8. You have now completed your portion of the audit and it will be pending confirmation from subcontractors. 

 


