
8-1 Confirm Account Creation in B2GNow

(Prime Contractor and Subcontractor)

Details 

Responsible Parties 

● Prime Contractor

● Subcontractor

Revision Date of this Document 

June 2025 

Document Owner 

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

Procedure Objective 

This document is intended to assist the Prime Contractor and subcontractor(s) with how to confirm 

an existing account or create a new account in B2GNow. 

System Procedures 

1. Go to the B2GNow system at http://cdot.dbesystem.com. Click the “Account Lookup”

button in the “System Access” section under the “Log In” button.

2. Search the B2GNow database to ensure that an account does not already exist for the

business being searched. This is an important first step and should not be skipped. Enter the

desired search criteria and click “Search.” The more criteria entered, the more specific the

results will be.

Note: Search for the organization using the business name or DBA, tax ID number, contact

person, contact information, or location.

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


 

3. If there is an account in B2GNow already created, the account information will appear in the 

search results. If the organization doesn’t appear, select “Change Parameters & Search 

Again” to perform another search. 

 

4. If the search attempts do not return any results, create a new account in B2GNow by clicking 

the “Create Account” button. 

Note: To avoid multiple accounts being created in the system, please DO NOT click “Create 

Account” until verifying an account does not already exist. 

 

5. Fill in the boxes with the business information and click “Next.” Continue through the 

account creation process to complete the account. 



 

Note: If there are any existing accounts in the system that matches the information entered, 

a warning message will appear. 

 
6. If there is no warning, or if none of the displayed accounts match the information entered, 

click the checkbox “I would like to create an account in this system” and click “Next” at the 

bottom of the screen. 

 

7. Login to B2GNow with the new account information. 



 

 

8. The Prime Contractor and subcontractor(s) have successfully confirmed or created the 

business vendor’s account in B2GNow. 


	8-1 Confirm Account Creation in B2GNow 
	 (Prime Contractor and Subcontractor) 
	Details 
	Responsible Parties 
	Revision Date of this Document 
	Document Owner 

	Procedure Objective 
	System Procedures 


