
13-6 Close Project in B2GNow (RCRO) 

Details 

Responsible parties 

● Region Civil Rights Office 

Revision Date of this Document 

July 2025 

Document Owner  

Kelly Whaley, kelly.whaley@state.co.us, 720-930-1523  

Procedure Objective 

This document is intended to assist the Region Civil Rights Office with how to close a project in 

B2GNow. 

System Procedures  

1. The CDOT Data Management Specialist will email a report called “Projects to be Closed in 

B2GNow” monthly to the Region Civil Rights Specialist. This report includes the final 

retainage amount that has been paid to the Prime Contractor.  

2. Log into the B2GNow system at http://cdot.dbesystem.com. 

 

3. Review contract details for closing, ensure that there are no open discrepancies, all audits 

have been reported with no payments still to be reported, and all payments have been 

confirmed by the subcontractors/suppliers. Note, if payments have been reported 15 days or 

more, the RCRO shall click the button, “Mark Unconfirmed Sub Entries as Confirmed.” If an 

issue exists that cannot be resolved by the RCRO, the project cannot be closed in B2GNow 

and the CDOT Project Engineer/Project Manager (PE/PM) shall be notified.  

4. The final retainage made to the Prime Contractor will need to be entered by the RCRO. 

Follow steps 5-9 of this process guide to complete this process. 

5. From the Compliance Audit Summary tab, under Prime Contractor, click “Payments” next to 

mailto:monica.vialpando@state.co.us
http://cdot.dbesystem.com


the Prime Contractor name. 

Note: if the Prime Contractor has entered the final payment, skip this step and proceed to 

step 10. 

6. Under the Contract Payment Details section, scroll down to the bottom and click “Final 

Amount Adjustment/Paid Retainage.” 

 

7. Using the report "Project to be Closed in B2GNow," in the field Final Amount 

Adjustment/Paid Retainage in B2GNow, enter the dollar amount of the final payment using 

"SM Final Payment" and in the Date Paid field in B2GNow, enter the payment date using 

“ApprDate” from the spreadsheet. 

  

Note: Disregard that the heading says “Subcontract Information,” this field is for the 

reporting of the prime contractor’s final retainage. 

8. Select “Yes” next to Final Payment Made? Under Settings section. 



 

9. After the final payment has been reported in B2GNow, verify that the total paid amount in 

B2GNow matches the SM total payment in Project to be Closed in B2GNow.  

         

10. If the contract has all items completed from step 3 of this process guide, the final payment 

has been reported in B2GNow, and the Civil Rights Certificate of Compliance has been issued 

to the PE/PM, click the “Closeout” tab under the “Contract Management” page. 

 

11. Enter the “Close Date” using the date that the RCRO will be closing out the project in 

B2GNow. 

 

https://docs.google.com/spreadsheets/d/15LSZLWPll6e3KEkV_RtsXoXBJs2_PorxFcnoBcU1SuM/edit?gid=2109869084#gid=2109869084


12. Upload the Certificate of Compliance Form by clicking “Attach File.” 

 

13. Click the “Choose Files” button or drop the file in the green section. 

 

14. Click “Upload File(s). 

 



15. Click the “Close Out Contract” button. 

16. Click “OK” to confirm closing the contract. 

 

 

17. The Region Civil Rights Office has successfully closed a contract in B2GNow. 
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