
4-1 Set Up Contract in LCPtracker (CRBRC)

Details 

Responsible parties 

● CDOT Civil Rights Business Resource Center (CRBRC)

Revision Date of this Document 

June 2025 

Document Owner  

Vanessa Urbina, vanessa.urbina@state.co.us, 303-512-4144 

Procedure Objective 

This document is intended to assist the CRBRC staff with how to set up a project in LCPtracker. 

System Procedures  

1. In order to complete steps 3-11 of this process guide, the user is required to be signed into

the CDOT network - either hardwired or through VPN.

2. Steps 3-11 of this process guide includes how to collect data in order to set up the

project in LCPtracker. As an optional resource tool, enter the following data gathered on

the LCPtracker Setup and Wage Determination Analysis for Design-Bid-Build Projects form

prior to setting up the project in LCPtracker:

a. FHWA Project Number (this is entered in “Federal-Aid Project ID Number” in

LCPtracker)

b. Award Date

c. Bid Opening Date (this is entered in “Prevailing Wage Lock-in Date” in LCPtracker)

d. Advertisement Date

e. County(ies) that the project is located in

f. Wage determination(s) that was included in the project spec package

g. Identify the project’s funding source

h. Identify the correct region that the project is located in

mailto:vanessa.urbina@state.co.us


3. Locate the FHWA Project Number and verify what CDOT region will be overseeing the 

project. 

a. The project code (5-digit sub account number) is auto-filled in LCPtracker when the 

project is ready to be set up. The “Federal-aid Project ID” is required when setting up 

the project in LCPtracker. This is the FHWA project number (hyphenated alpha 

numeric code provided in the announcement–- ex. NHPP-0001-003).  

b. The federal-aid project ID (FHWA project number) can be found on the notice of 

award that is emailed by the CDOT Contracts Department. 

c. Another place to locate the federal-aid project ID and what region will be overseeing 

the project is in CDOT’s B2GNow system. Login into the CDOT B2GNow System. 

 

d. Once logged into B2GNow, open the “Search” tab on the left side of the screen. Click 

“Proposals.” Once the “Search Parameters” screen opens, enter the project sub 

account number on the “Proposal/Reference Number” field. Click “Search.” 

 

 

e. Click “View” under the “Actions” column. 



 

f. Click “View Proposal.” 

g. Listed on the “Proposal Number,” will be the federal-aid project ID (listed as 

“Proposal Number”) as well as the project sub account number. 

 

h. Listed under “Department,” the region responsible for overseeing the project will be 

listed. If this project consists of two or more regions (or assigned as a HQ project), 

the project is ultimately assigned to the region that sets the DBE and OJT goals. 



 

4. To obtain the “Award Date” and “Bid Opening Date,” the following steps shall be followed: 

a. In the Employee Hub browser, click on “SAP(VPN Required).” 

 

b. Under “Engineering and Residency,” click “Project Portal.” 

 

c. Enter the 5-digit sub account number and click “Open.” 



 

d. The “Bid Opening Date” and “Actual Award Date” should be noted in the LCPtracker 

Setup for Design-Bid-Build Projects Data Collection form. 

 

5. To obtain the funding type for the contract, the following steps shall be followed. In SAP 

Production, select ZF70, FM Budget to Actuals in the User Menu. 

 



a. Click on the “Get Variant” button. 

 

b. Type “VIALPANDOMC” in the “Created By” field. Click the execute button.   

 

c. Type the 5-digit sub account number in the “Funded Program” followed by the 

asterisk. Click the execute button.  



 

d. Review the “Function Area” for the Construction 20.10 funding program. Review the 

FAB Funding Guide to determine the funding types. 

 

6. To obtain the wage determination that is currently included in the spec package, login to 

B2GNow and follow the instructions in step 3d, of this process guide, to view the Proposal in 

B2GNow. Under “View Proposal,” scroll down to the “Proposal Summary” and click “View 

Public Attachments.”  

 

 

7. Search for the specs title and click “View File.” 



  
8. Listed under the Standard Special Provisions title, under the “Minimum Wages, Colorado” 

index, the wage determination(s) will be listed. 

 

9. Scroll down the specs to view the wage decision attached. 



 
 

10. To review the wage determination(s) from sam.gov, go to the following website: 

https://sam.gov/content/home. Follow the steps below to obtain the wage determination(s) 

from the website: 

a. If the wage determination is from the current year:  

i. Click “Search”  

 

ii. Type in the wage determination(s) that is applicable to the contract being set 

up. 

https://sam.gov/content/home


 

iii. If the wage determination is from a previous year, select “Inactive” and then type the 

wage determination number. 

 

iv. Click the wage determination number from the search results. 



 

v. Click “History” for the entire list of wage determinations that were published 

for that year.  

 

 

11. Record the wage determination number, date and modification on the LCPtracker Setup and 

Wage Determination Analysis for Design-Bid-Build Projects form. Upon analysis, it will be 

determined if a change order is required to be completed to apply an updated wage 

determination to the contract.  

Note: If a change order is required for an updated wage determination, the contract should 

not be set up in LCPtracker until a CDOT Form 90 has been started, reflecting this change, 

and verification of the change order (CDOT Form 90) has been initiated and provided to the 

CRBRC. 

12. The counties that the project is located in can be found in the project plans. To locate the 

plans, follow the instructions in step 3d of this process guide. Under “View Proposal,” scroll 

down to the “Proposal Summary” and click “View Public Attachments.”In the “View File 

Attachments” in B2G, click “Download File” –-the Plans title is listed. 



 

13. Open the plans attachment. Listed on the first page of the plans will be the county or 

counties that the project is located in. 

 
 

LCPtracker Setup: 

14. Once the required data has been collected and noted on the LCPtracker Setup and Wage 

Determination Analysis for Design-Bid-Build Projects form, the project can be set up in 

LCPtracker. 

15. Go to lcptracker.net. The supported browsers are Mozilla, Google Chrome, Microsoft Edge, 

and Opera. 

16. Enter Username and Password, then click  “Next.”  

https://prod.lcptracker.net/WebForms/login.aspx


 

17. Click the “Set Up” tab in LCPtracker and click “Add/Edit Projects.” 

 

18. Click “Show Pending List” and it will load the pending projects to be set up in LCPtracker 

that have been synced from B2GNow. Select the project to be set up in LCPtracker. 

 

19. Once the FHWA project number has been located, enter the number in the “Federal-aid 

Project ID” section in LCPtracker. 



 

20. In LCPtracker under “Department,” using the drop-down, select the correct CDOT region for 

the project. 

 

21. If the project has FHWA funding, click on the “1391/1392 Project” box. 

 

22. Once an analysis has been conducted and it was determined that the correct wage 

determination(s) was included in the project specifications, enter the wage decision(s) in 

LCPtracker in the “General Wage Decision” box. If it has been determined that the incorrect 



wage determination was included in the specs, do not set up LCPtracker until a copy of the 

initiation of the CDOT approved Form 90, incorporating the correct wage determination, has 

been received. Once received, enter the revised wage determination(s) in the “General 

Wage Decision” box in LCPtracker.  

 

 

23. Under “Select Jurisdictions” using the drop-down menu, select “CDOT Federal Wages” if the 

project has federal funding (FHWA or FTA). If no federal funding is used, do not select 

anything in this area. 

 

24. Once the county(ies) of the project are verified, using the drop-down under “Locations,” 

check the appropriate county(ies) on the project.  



 

25. Click the “Dates” tab to open the table. Enter the project advertisement date in the 

“Prevailing Wage Lock-in Date” and “Bid Advertisement Date.”  Enter the date the contract 

was awarded in the “Award Date” field.  

Note: If there was a new wage determination modification between the advertisement date 

and 10 days prior to the bid-opening date (a revision under ad or change order would be 

required), enter the date that is 10 days prior to bid-opening in the “Prevailing Wage Lock-in 

Date” field. 

 

 



26.  Click in the drop-down box under “Status” and select “Active." 

 
27. Scroll down to the bottom of the page in LCPtracker and click “Save.” 

 

 

28. There will be a notice that the project was saved. Click “OK.” 

 

29. To add the prevailing wages to the project, click the “Set Up” tab in LCPtracker and then 

click the “Prevailing Wage Setup” button. 

 



 

30. Use the drop-down boxes and select the project information for the project that is being set 

up in LCPtracker under the red asterisks. 

 

31. Once the project information is entered, scroll down to the “Craft-Classifications” section 

and check mark the “Select All” box to add all of the classifications and wages to the 

project. Click “Assign Wages.” 



 

32. There will be a notice that states the wages have been assigned to the project. Click “OK.” 

 

33. The final step will be to assign the prime approver to the project. Contact the Region Civil 

Rights Office informing them that the project has been set up in LCPtracker. Request from 

the RCRO who the appropriate prime approver is for the project. In the “Set Up” tab, click 

on “Add/Edit Admin Logins.” 



 

34. Check to see if the prime approver is already set up in the logins and assign the project to 

the prime approver. In the “User” drop-down box type in the prime approvers name. 

 
35. Use the drop-down box to select the project to assign to the prime approver and click 

“Assign Project.” 

 

36. Once the project is assigned, click “Save” then “OK.” 



 

37. The CRBRC staff has successfully set up a contract in LCPtracker. 
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