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Civil Rights Contacts

This manual has been produced by CDOT’s Civil Rights and Business Resource

Center (CRBRC), the Headquarters Civil Rights Office. The CRBRC is responsible for
developing Civil Rights programs and monitoring compliance administration.

Civil Rights and Business Resource Center
General Line | (303) 757-9234

Karen Fujii-Martin, Professional Services Compliance
Karen.fujii-martin@state.co.us | (303) 512-4016

Mohamed Benjelloun, Data Management Specialist
(Sets up CDOT personnel accounts)
Mohamed.benjelloun@state.co.us | (303) 512-4144

CRBRC works in collaboration with the Region Civil Rights Offices (RCROs), who
oversee civil rights compliance during active design and construction.

Region 1: Patti Bowling, Region Civil Rights Manager (Denver)
patricia.bowling@state.co.us| (303) 757-9386

Region 2: Sara Rose, Region Civil Rights Manager (Pueblo)
sara.rose@state.co.us (719) 546-5432

Region 3: Karl Lehmann, Region Civil Rights Manager (Grand

Junction)
karl.lehmann@state.co.us | (970) 683-6211

Region 4: Juliet Sheets, Region Civil Rights Manager (Greeley)
juliet.sheets@state.co.us | (970) 350-2156

Region 5: Jason Benally, Region Civil Rights Manager (Durango)
jason.benally@state.co.us | (970) 385-1403

For questions regarding the B2GNow software system, contact the B2GNow Help Desk:
support@b2gnowsupport.com | (602) 490-0809
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Acronyms

APP - Anticipated Participation Plan

B2GNow - Civil Rights System to track DBE and prompt payment contracts and projects
CDOT - Colorado Department of Transportation

C/0 - Change Order

CR - Civil Rights

CRBRC - Civil Rights & Business Resource Center (HQ)

CRO - Civil Rights Office

DBA - Doing Business As

DBE - Disadvantaged Business Enterprise

ESB - Emerging Small Business

GFE - Good Faith Effort

LOI - Letter of Intent (Vendors)

MC - Master Contract

NAICS - North American Industry Classification System Work Codes
NPS - Non Project Specific Professional Service (Consultant) Contract
NTE - Not to Exceed

NTP - Notice to Proceed

OA - Operating Agreement

PCW - Project Cost Worksheet

PS - Project Specific Professional Service (Consultant) Contract
RCRO - Region Civil Rights Office

RFP - Request for Proposal

SOI - Statement of Interest

SOW - Scope of Work

T/0 - Task Order

UP - Utilization Plan



Common B2GNow Questions

What does B2G stand for?
B2GNow stands for Business 2 Government Now. It is an international software company based
in Phoenix, Arizona.

Why is CDOT using the B2GNow system?
For professional services, the B2GNow system assists CDOT with tracking DBE and ESB
participation and prompt payment for primes and subs.

Are we required to use B2GNow for CDOT Projects?
All Professional Service contracts use B2GNow. It has been a requirement in the Contract
Requirements since 2016. B2GNow is also used for construction projects.

Do subs have to complete their “registration” once per year or is this a one-time only
requirement? Will the system alert subs when their registration is about to expire? Will
they have a ““grace period”?

All registrations expire automatically after one year. All subs, primes, and supplier/vendors
must register annually. You will receive a message to renew your registration. Unfortunately,
registration is all or nothing; there will not be a grace period. However, you can renew your
registration as often as they want. You do not need to wait for the previous registration to
expire first.

How can a prime use the B2GNow system to keep track of who is a new relationship for
proposal scoring?

Every user associated with the Consultant can access the Consultant’s current and past
contracts. The new relationship is documented in the notes of the contract. However, it is
suggested that Consultants establish internal tracking systems.

What should be entered for the NTP (Notice to Proceed) date for task order contracts? Is
it the contract start date?

If you don’t have the actual NTP date, contract start date is fine. If you don’t know the
contract start date, use the award date.

Do suppliers need to be in B2GNow?

Yes, firms need to report payments to suppliers like they must do for your subs.
Supplier/vendors show up like any other subs in the reporting, but they are designated as a
“supplier” in the participation type.

Should we be entering vendors (as subs) in B2GNow?
Yes, vendors are considered subs per the DBE regulation. Please select sub as the participation

type.
If the DBE contractor identified in the UP (Utilization Plan) has been replaced for one

reason or the other, what is our process and procedure for removal of the firm or
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replacement in B2GNow?
Discussions and a Professional Services DBE Participation Plan Modification Request form is
submitted to Civil Rights.

| am a DBE Prime. How do | include myself as a DBE for credit toward the goal?

If a DBE Prime is awarded a contract, they will not set themselves up as a DBE when setting up
the Utilization Plan. They will contact Civil Rights to be set up as a subcontractor as a Self
Performing Prime.

A rental company is included on the project. Should a rental company that is renting out
equipment (more than $10,000) be included in B2GNow?
Yes.

Are supplier/vendors listed as “Tier 2 subs under the company who is purchasing the
supplies? Or are they Tier 1 under the prime?
Yes. Supplier/vendors are listed as tiered subs under the firms who are purchasing supplies.

What needs to be completed under ‘Additional Information” when adding a
subcontractor?

a. ESB (required) - Yes if the firm is ESB certified. No if the firm is not ESB certified.

Check the applicable certifications section of the add sub form to find out.

b. Level 1 (required) - If the firm is not ESB certified, select “No”. If the firm is ESB
certified, check the directory to determine the firm’s ESB level. If level 1, select yes. If
level 2, select no.

c. New Teaming Partner (required) - Select No for all subs on construction projects. That
field should have been pre-filled by the CRBRC for any design contracts.

d. Work Type (required) - select the best option.

What is the process in B2GNow if a prime added a sub, but never utilizes the firm?
The sub will remain listed on the contract and receive monthly audits until either the contract
ends or the final audit box is checked.

Are we supposed to mark DBEs as ““count towards the goal” for State-Funded task orders?
Yes. All DBEs no matter the funding need to be marked as “count towards the goal”. State
funded contracts are included. This information will be essential for CDOT to a disparity study
and track race conscious and race neutral participation.

What is race conscious and race neutral?

Race Conscious: DBE participation used on projects that counts toward the DBE
goal/commitment set for the contracts.

Race Neutral: DBE participation used on projects that do not count toward participation of the
DBE goal on contracts.

Now that CRBRC is importing task order records from SAP, is there anything we should be
entering in the B2GNow system on professional contracts?
No. CDOT Civil Rights will enter information about changes to the task order or master
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contract after execution via the Change Orders & Task Orders tab and the Subs tab. This
information includes:

a. Add sub requests. These should be added to the subs tab of the master contract and
transferred to the relevant task order;

b. Add funds requests. These should be entered as change orders to the relevant task
order through the Change Orders & Task Orders tab

c. Time Extension Requests. These should be entered as change orders though the Change
Orders & Task Orders tab of the relevant task order and/or the master contract as
appropriate.

d. Fund reallocation requests. These should be entered by adjusting the contract amounts
in the subs tab to reflect the amended project cost worksheets.

e. DBE goal approved changes.

What date should the prime use when reporting payment to sub and supplier/vendors in
B2GNow?

Firms should use the date they released the payment to the sub or supplier/vendor. It is okay
if the sub reports a different date because of a delay in processing time. It is recommended
that firms report the check date of the payment. CDOT trains the subs not to mark a payment
as discrepant solely because of the date reported.

When CDOT Civil Rights sees a new task order, can the default setting in the Compliance
Audit settings be changed?

A task order’s default will be “Automatically”” since payments apply to them. The master
contract setting is set to “On Demand” because CDOT does not want an audits on master
contracts. A setting may be changed by Civil Rights under the correct circumstance.

What if | am paid $0 for the month? Can | ignore the audit?
No! If a firm is paid $0, it should be reported or confirmed as $0.

Why am | receiving audits when | haven’t even started the work?

Once the task order is uploaded in the B2ZGNow system, it assumes that work will begin. You
may report and confirm as $0 if paid $0. Civil Rights can put in the Notice to Proceed (NTP)
date and then the audits will not begin until that day. Civil Rights can also change the setting
to “On Demand”. However, they will need to change the setting back to “Automatically” once
work begins.

What do | do with subs audits when all the work has been completed and payments were
made?

Once the sub has been paid completely for the project (even if that is $0), mark as "final
audit” to remove the firm from future compliance audits. You may mark as final payment
made. If you choose, you can use the original and current commitment fields to indicate the
changed commitment.

Can firms edit audits after their original response?

No. They will have to contact CDOT Civil Rights to make any corrections to audits. There is no
10
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mechanism in the system to allow firms to edit audits after they have been confirmed.

How do you handle a sub requesting to be removed from audits?

a.

b.

C.

d.
e.

f.

Confirm with the sub the dollar amount they were paid on the project (even if your
records indicate they were paid $0).

Verify with the subs that all payments (and any retainage) have been received by the
sub.

Confirm final payment received by the sub. Enter that amount as the final payment in
the sub’s profile.

Confirm with the prime that the sub has been paid in full for their work on the project.
Remind the prime and sub that any future work on the project by the sub will require a
new subcontract.

Check the final audit box in the last audit to stop future audits.

When deleting a document, there is an automatic email to B2GNow. B2GNow responds
within 24 hours saying to contact CRBRC. Is there a way to redirect the email to CRBRC?
The automatic email occurs because you do not have the permission to delete documents in
the system. Do not try to delete docs or contracts in B2GNow.The automatic emails are
support requests, and there is no way to stop them from going to B2GNow. If you need to
remove a document, please request through the CRBRC at (303) 757-9234 to delete the
document. We will work on a more sustainable fix in the longer term.

How do | get project personnel set up in B2GNow?
Please request through the CRBRC at (303) 757-9234 for CDOT project personnel and
consultant additions.

11
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Summary of CDOT Professional Services Small Business
Requirements on Contracts

Old Contract

Current Contract

New Contract Revisions 2020

Requirements

Revisions Revisi
evisions
(Pre-2016) (NPS Ads as of 1/1/20)
(Ads between 7/1/16 and . -
“Old Spec” 12/31/19) (Project Specific Ads as of 10/1/2020)
“New Spec” “Prof Serv 2020 Spec”
No B2GNow B2GNow Requirements New Small Business Targets and Scoring

Utilization Plan and B2GNow
Usage Requirements

New and Revised Forms

Master Contract Goal -

MC Goal Passed on to Every
TO

Additional Page in RFP for Civil Rights
Small Business Participation for Scoring

NPS Contracts - Master Contract Advisory
Goal -

Task Order DBE Goal Setting (if
requested)

10/1/2020 - Project Specific Contracts -
Master Contract Goal

Existing contracts follow the requirements in the contract
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www.crbrc.org

12



http://www.crbrc.org/

CDOT Design & Engineering Contract Process

CDOT uses B2GNow software to track small business participation on professional services
contracts. This user manual will show you how to use B2ZGNow software to ensure compliance
on your CDOT project. For an overview of the entire process, please click on the object below.

Design & Engineering Contract Process: As-Needed/Non-Fund Encumbered (Task Order-Based) Contracts

Stcp L Begiztration in SRML & vendars =g and are and
design-related services” defined in 20 USC 11002, Services in the definition are consi :
Wm\‘eﬂdwsdo mtneedwlﬂwaifv and btz
A} ion (Form bere)
B) Financial sion (More details shout i i wanauzm
|| € MPA: Master Pricing Agreement with CDOT Audit Division. Busi fair and
for hmdmthmmmmhznwad .ln:mitma\ror.:u

in one of th (1] i an sudi of state]; (2)
upwands of $10K]; or (3) CDOT susit for cansultarts whse direet revenue from COGT in the previous y::r—mt:ntmhng
subconsultant revenue- is $500k or less).

* CRBAC utilizes Enginearing Contract’s Access Database to update vendor data in the B2GNow system.

Sicn 3: Regues for Progozal “REP® Advertizementn SHI gortal (Called op RExin SEI | Hor-#roiecs Sosciic "Wp5-0n cr |
Includes: Notice, Solicitation, Scope of Work & Instruction to Proposers. States DBE and/or m
ESB contract geal Proicat Specific PS" Single Project

Step &: Interest "SOI": The under aath that it will make good fath effart tn et the contract
gosl on the overall contract and on each task order and outl by subrmitting an Affidavit of Small Business
|_{Participation with th RFP. mike participat izes (a small business target) to receive incentive

paints. These promises will become 2 bigation, if awarded. €DOT Engineers it will send CRERC the
solicitation and all Affidvit of Small Busi cipati propaser
- Evalustion of 50l done in Salesforce. Scoring of Mast Qualified “MQ' in ilder by Engineer iice is not a factor.

- Designation of MO gets a firm an the “on call” list.
- CRBAC will review the Affidavit of Small Business Participation to score for incentive points in Salesforce
- Ovarview of 10 paints dedicated to Gl Rights Scoring:
- Strategic Smafl Business Plan
- Maximum 5 Paints
— - Emall Businoss Participation and Contingency Plan
- Varisty of DBE subconsuftants and Vandors
- New Teaming Partnar in past 2 years from ad date OR active participant in CDOT Mentor-Pratégé Program
- Small Businass Controct Compliance Oversight
- Cartification Status and New Prime Opportunities
- Maximum 5 Paints
- Prime Consuttant DBE AND ESB Cartification OR New DEE or ESB Prime Consultant
- CRBAC staff will make  proposal record in the B2GNOW system and Utilzation Planz) as needed

Step 62 i = q CRBRC initiates 3 utilization plan (UP) in
B2GNow and sends the UP to the selected Th document team i i icipati

[ [For e2ch team member 2t thix point i time). After the UP by the CRERC ill review and approve the plan
and send an email to eng 2 that they may execute the OA NPS.
IStep 7: OA on/) MO, Prim €DOT Engineeri Unit selects on the MQ list and drafts an

— |Outfine Agreement NPS. CRBRC then creates the master contract in B2GNow. The master contract should not indicate the funding
|source of the contract and should NOT have the default settings for sudits. No audits should be selected instead.

Step B: Encumber y Creating i i Proposal: i i cipation Plan,
i {PCW) for each and Letters of Intent LOI) for each vendor that will be used to complete the task
arder. The Anticipated P:m:lp:tm Plan, POWs, and LOK wil be attached to the shopping cart. The shopping cart must be approved by the

ineer; (2) Regional Civil Rights Manager (RCRM) Approver; and (4) Business Office Approver. The RCRO will
review the plan and ensure that the consultant has met s small business targets (i any) IFthe did
[nat th goal, th i Faith port and attach it to th ing cart. The
incluge propesed participation on future task orders ax part ofthe Gaod Faith Efforts Report. The RCRO must reject the shagping cart if the
good meet I the: ing cart, the RCRO will create
< task order contract tmder the master cantract in the B2GNow ystem. CRERC will run 2 weekly report in SAP of sl rejected task orders
and will close out the rejected task order contracts in the B2GNow system.

The task order contra L the fundi: and the default audit setting should be selected. CRBRC will note the actual goal on
the contract even n‘ﬂ'm is an approved waiver in the task order UP. The waived goal for the task order contract will be noted in the
[ [comment section and all documentation should be attached.

Step 9: i jons: Th payall ithin 7 days of receipt of . The
record =il i jan i . ch manth. When a task order is crested,
sfications will b ch month for th nlete, even if work has not yet started. If the consultant
has nat yet made h note 1 in the B2G system each applicable manth. The RCAD will review the report and
L_| vesity that the DBE/ESE subconsultants are prompely psid and approved to perform the work.
Amy termination, reduction, ar substitution of 3 DBE/ESB be spproved by the RCRO. A consultant may request
modification spproval from the RCRD by amending their task order in the B2G system. ill only appr
for good cause. The consultant will not be entitled to payment for any wark ar ; by an asa
result of an iination af 2 DBE and/or| CDOT may akso withhold approval of task orders and/or payment
for failure to comply with these requi

Information regarding step 4 (Affidavit), step 5 (Scoring), and step 6 (Utilization Plan), are
included with the B2GNow manual, videos and forms in the following link:
https://www.codot.gov/business/civilrights/compliance/prof-services/resources-forms
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All External Users

Navigate B2GNow

CDOT manages nearly all of its Civil Rights requirements in CDOT’s Business Management
System, B2GNow (contracts.codot.gov). This guide will help you navigate the system and
complete the Professional Services DBE and Prompt Payment related tracking requirements
for participating on a CDOT project.

NOTE: B2GNow relates ““subcontractor’ and ““vendor” to any sub, as a contractor,
consultant or supplier/vendor

Existing User Login
(Note: Username is
an email address)

Use this feature
before you
create a new
account

Quick Access
to CDOT Forms
upon Log in

SYSTEM ACCES! REGISTRATION AND PREQUALIFICATION

Find your account Ypformation

Do highway construction work with CDOT /‘
Account Lookup Prequalify

Active Bid Plan
Sneak Peak

View Active Bid Plans No Log in Required

Forgot Password Register

Generates a S CERTIFICATIONS (DEE & ESB)

temporary password husinesses s N
arch Vendor Directory

Should I Apply?

GET HELF
Find out if your Subs

are registered

Apply for Cerhification

Resources for workang with CDOT
Quick access
to DBE Directory Resources & Informat1 \[e) Login Required

certification  [ou——
upon Login

Small Business Directories
No Login Required

j “5 Am?:,,fnifmm www.crbrc.org 14
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All External Users

Create an Account in B2GNow

B2GNow is a national database used by several dozen state and local agencies. The nationwide
registry holds over 200,000 vendor accounts. Once a username and password has been
created, you can be used to log in to any B2GNow portal around the country. All firms
working on federally assisted CDOT projects should have a B2GNow account. Firms that
prequalified with CDOT, or who have DBE/ESB certification will have B2GNow accounts with
the prequalification or certification process. Usernames are usually the e-mail address used
during the prequalification or the certification process. B2GNow portals typically have web
addresses such as denver.mwdbe.com or cdot.dbesystem.com. The web address for CDOT is:
https://cdot.dbesystem.com.

The Civil Rights and Business Resource Center (CRBRC) creates all staff user accounts (CDOT
staff and consultant engineers). Consultant Engineers may have both vendor user accounts
(for their firm) and staff user accounts (for their CDOT duties). These accounts will use the
same credentials. To create an account with staff user authority for either a CDOT
employee or a consultant engineer, contact the CRBRC at (303) 757-9234.

Vendor Accounts

A vendor account is like a virtual directory posting for your business. The system collects
general information about your company that any user in the country with a B2GNow Account
can find. This general information can include the business name and DBA (Doing Business as),
hours of operation, its web address, its physical address and phone number, its primary work
areas, etc. Vendor accounts can also hold semiprivate information that is only accessible to
those users connected to the company.

Locate an Existing Vendor Account

Before you get started, check if your business has an existing account

SYSTEM ACCESS

Find your account information

On the left side of the Log in page, click

“Account Lookup”

Enter your business name (less |sgéliable due to variations),}ax ID Numberor B2GNow
Vendor Account number (prefer

Search by £mga)ﬂmﬂrhm Search by Tax Identification Number

Tip: Try a few letters of the fim's name. Tip: Must be 9 numbersido not enter spaces or dashe

Search by Contact Person
First Name Last Name

Click*“Search”

Tip: Use 1he first letter Tip: Try the first few leters.
‘Search by Contact Information

Email Phone Number

Tip: Try part of the email

‘Search by Location
Address

|coLorADO
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If your company appears in the search results, close the Account Lookup window. Your
company already has a vendor account. Continue to the “User Within Accounts’” section of
this guide.

If your company does not appear in the search results, close the Account Lookup window. Your
company does not have a vendor account. Continue to “Create a New Vendor Account”.

Note Your Vendor Account Number

Each individual firm will have their own unique vendor system number. Make note of your
firm’s vendor number as you may need to supply your prime with it. The vendor number
will be required on the monthly billing the prime submits on the CDOT Form 1313 -
Consultant Monthly Invoice Cover Sheet.

Search your firm. Search>>Vendors

Search =
e Quick Search Options
Cowtifien] Veweliors
it Advanced Search Parameters
Click 3 butson 10 reiate a0 Fmediane search -

,,,,,,,,,
utronch Cormpsigns | Current Certified Directory | | Certified Directary as of: maddi) | REgiS ETHNICITY Seleat one or more
Proccace G
Corthcation Acps GENDER Select ane ar mere © |
Saarch Reslts =

» R ~
Reparting Search Parmoters VENDOR STATUS All Vendaors ~
i | CONTRACTOR'S REGISTRATION/PREQUALIFICATION [Cantractor Ragistration: Accepted/Auta-acoapted]
Fesles BUSINESS NAMEDEA b
e e e T SITE VISIT

..... e Lo o conrae e [ (Selectall]

A mppa CONTRET PERSON o & COUNTY
Logett Contractor Registration
Semal e oy FEINTAX ID NUMBER /| Accepted/Auto-accepted

STATERROVINGE

217 CODEPOSTAL CODE

To see details of the account, click on the underlined “Go To...”

Search » DA SAFETY COMPLIANCE SOLUTIONS
Vendors ATKINS IN HOME CARE UPPER DARBY, PA 267-428-0018
Costified Vendors DB SWEET BASIL APOTHECARY
Users. ATKINS ERMATI LLC SAN ANTONIO, TX 210-444-2500
oA pEs THE ATKINS GROUP
Outreach Campsigns ATKINS |R., DONALD P LANDENBERG, PA 202-239-4852
FYOp ATKINS MATERIAL SOLUTIONS ROCHESTER, NY 585-720-6168
Certification Apps
s R ATKINS NORTH AMERICA F g -334-
h i ORT MYERS, FL 239-3347275
i ATKINS NORTH AMERICA (JACKSONVILLE, FL) JACKSONVILLE, FL 904-363-8488
Reporting »
ATKINS NORTH AMERICA, INC. TAMPA, FL 800-477-7275
Create » ATKINS NORTH AMFRICA INC. TAII AHASSEF FI ASN-5TS-1R00

COLORADO
Department of Transportation

Search>Vendors>Type in Vendor number

Atkins North America, Inc.

E ol
F: BOO-ATT-727S

F: 3055553809

4030 WEST BOYSCOUT BLVD,
SUITE 0

TAMPA, FL 33607

Select a mhodule, Tunctsan, of record typse to navigate to.

System Vendor Number: 20006951

Business information Wendor Profile
QuickView

Contradts.
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Create a New Vendor Account

Before getting started, check if your firm has an existing account. Duplicate vendor accounts
are a common issue.

NOTE: Creating a new vendor account by clicking “Register” will take you to the
Questionnaire menu See “Contractor Registration for CDOT Projects™ upon log in rather than
the Dashboard.

On the right side of the Log in Page, click “Register”

Click “Create Account”

New Regisiration

‘ My firm does not currently have a B2G account
Create Account

Complete all required (*) fields in Sections 1, 2, and 3. In Section 4, enter the email address
and create a password for the company’s primary contact

Section 4: G y G F
First name Last nam
-
Mame Master Us
Title
Email/Username * (Copy f1om above)
Ext

test@tester com

Phone Number * (Copy_from above)
000 0000000

Fax Number (Cony from above)

Choose password * R = oo Suificion
& Must be at least 6 characters long

Retype password » I < @ words Match

Time Zone * Us/Mountain b

et |

Click “Next”

The system will give you a red or yellow warning if any information in your profile is
completely or partially matched another profile

If the warning is yellow, review the list of partial matches to ensure that none of the profiles
belongs to your company

Then click “I would like to create an account in this system”

Click “Next”

COLORADO
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If the warning is red, you have entered information that exactly matches an existing profile

NOTE: Record your vendor number for your account as this will be used on the CDOT Form
1313 - Consultant Monthly Invoice Cover Sheet for Professional Services billing

Return to Account Lookup to locate your firms account. Contact the CDOT Civil Rights and
Business Resource Center at (303) 757-9234 if you have questions.

Multiple Vendor Account Numbers

There are times different users will set up an account for their firm more than once. If you
find your firm has multiple accounts set up, you can request to have the accounts merged.
Firms can contact the B2GNow support team, support@b2gnowsupport.com, (602) 490-0809,
and provide the vendor numbers, name of firm(s) and contact info to have the accounts
merged.

Users Within Accounts

Within each overarching vendor account, there are a number of user accounts. User
accounts are tied to individuals and their email addresses and allow the user full access
to any information linked to the company’s vendor account. Every vendor account must
have at least one user.

Find Existing Users from Account Lookup

If you are unsure of who at your company has access to B2GNow, use the Account Look Up
feature to find a list of the firm’s primary users. Be sure you choose your correct address.

SYSTEM ACCESS

. . . ind inf i
On the left side of the log in page, click Fneyousecomtimormaton

Enter your business name (less reliable due to variations), Tax ID Number or B2GNow
Vendor Account number (preferred)

Click “Search”

If you are trying to determine whether a specific individual has access, you can also add the
person’s first or last name

COLORADO
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Search by Business Name ¢y DBA Search by Tax Identification Number

Tip: Try a few letters of the firm's name. Tip: Must be 9 numbers; do not enter spaces or dashes.
Search by Contact Person.

First Name Last Name

Tip: Use the first letter. Tip: Try the first few letters.

Search by Contact Information
Email Phone Humber Fax Number

Tip: Try part of the email
Search by Location

Address City 1.5, States Canadian Provinces

T r

Reset Password

Prompted B2GNow emails from CDOT is originated from Civil Rights. The username will
be the email address receiving those emails. If you are unsure of your password or
whether your email address connects to a B2GNow account, continue steps.

On the left side of the Log In page, click “Forgot Password”

SYSTEM ACCESS

Find your account information

Account Lookup

Forgot Password

Enter your email address in the popup box

Click “Submit”

\ Reset Password

Enter your email address, use:
to the registered email address for
username, you can look it up.

e, or user number in the box below and we will create a one-time use password and send it
account. You will be required to reset your password after login. If you do not know your

HNeed help? Some guestions may be answere atching a tutorial video: &=

NOTE: If your email address is not connected to a user account, you will see a popup at
the top of the page

cdot.dbesystem.com says

User information not found.
Please use your usermname or user number.

If you receive this message, see “Creating a New User Account”

COLORADO
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CDOT Civil Rights & Business Resource Center
to me

Dear

You reguested a password reset notification from the CDOT Business Management System.  “voul

Username:
Password: QSsTR7yx (Case sensitive)

Log in to the system using the username and password
Follow instructions to change your password
B2GNow passwords must be six (6) characters long and DO NOT expire
Create a New User
Users can request to be added to a firm’s vendor account. Only existing users linked to a
company’s vendor account can create or authorize new user accounts. An existing user must

approve these requests.

In order to create a Consultant Engineer’s new user as project personnel, contact the CRBRC
(303) 757-9234.

Request a New User Without Logging In SYSTEM AGCESS
Find your account information
Anyone can request to add a new user to a
company’s account. These requests are
subject to approval by a company’s N
contact. S Eme=RIm—aI I R

Tip: Try 2 few latters of the Arm's name. Tip: Must be @ numbers; do not enter spaces or dashes.

Search by Contact Person
First Name Last Name

On the left side of the Log In page, click
“Account Lookup”

Tip: Use the first letter. Tip: Try the first few letiers.

Search by Contact Information
Email Phone Number Fax Number

Tip: Try part of the email

Enter your business name (less reliable due

Search by Location

to variation), Tax ID Number or system el s
vendor number (preferred)
Click “Search”

If your company does not appear in the search results, close the account lookup window;
your company does not have a vendor account. Return to the “Creating New Vendor
Account” section of this guide to learn how to create a new account.

If your company appears in the search results, your company has a vendor account

Click “Request New User for This Entity” Request New User For This Entity

Complete all required (*) fields, check the box at the bottom of the screen, type your name
in the box at the bottom of the screen

COLORADO
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R‘krlowl{:due that | have the aulhonty lo reguest t ser account on behall of the orgamzation.

Type your name:
e 1o your supporl guery will come from cdot@dbesy, m.com. Please ensure you are able (o receive email

| submit | | cancel |

Add a New User from Inside the System
(Once Logged in)

Any user linked to the company’s account can add new users. This method is the easiest way
to create a new user. A new user can only be set up by existing users within your firm.

On the left side of the page after logging in, click Settings > Add a User _

A list of the users linked to the company’s vendor account will pop up

Commaodity C
Employess

At the top of the page, click “Add User” Wordroune

Complete all required (*) fields
Click “Save” at the bottom of the screen

NOTE: You will need to assign the new user a temporary password. The new user will have
to change their password upon logging in for the first time.

User Changes

CDOT can assist and edit profile information for a firm’s user. Civil Rights can also reset a
user’s password. To deactivate a user, please contact B2GNow support desk at

support@b2gnowsupport.com , (602) 490-0809, and provide the vendor number, name of
firm and contact info.

Contractor Registration for CDOT Projects

All firms who do business with CDOT are required to register in B2GNow. Registration is an
annual process required once per firm. Firms must have an account in B2GNow to submit a
registration, but creating a B2GNow account is not the same as registering for CDOT work.
Firms must be registered to be added to CDOT contracts and download bid plans.
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Find Out if your Firm is Registered to do Business with CDOT

Click “View” to expand the menu &g
- = =

o

Click “My Registrations/Prequalifications” e

Any active, pending, or incomplete registrations and prequalification’s Y Concesons
will be listed on the next page e e
Verify that your firm has an Active (Auto-accepted) contractor registration p—

Contractor's Registrations/Prequalifications

Actions Contractor's Registration/Prequalification Status

View I Contractor Registration Active (Auto-accepted) I

If your firm is not registered or prequalified, you will see the following

Contractor's Registrations/Prequalifications

Mo Contractor's Registrations/Prequalifications found.

If your firm is not registered for CDOT work, see “Registration for CDOT Projects
Access the Registration Form

Go into the Log In Page at http://contracts.codot.gov/

Login in using your email address and FEGISTRATION AND PREQUALIFICATION

password with the button above
OR Prequalify
Select Register, identify and select option
from the popup menu

New Registration
My firm does pot.s e s = a B2G account
First time B2GNow access. [

You will need to create the T W S— B2GNow accounts are nationwide. If you|

firm’s profile before logging Looltup Account @ are unsure whether your firm has a
in. B2GNow Profile, use this link and you

firm’s Tax ID number to check.

Do highway construction worl with CDOT

Register

Renew or Update Registration

My firm is currently prequalifie ow our username and password
Existing users > Login

WMy firm is currently prequalified and I do not know my username or password
Lookup Account

My firm is not yet prequalified and I would like to start the process
Prequalify
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Click “New Contractor’s Registration/Prequalification and Renewal”

Key Actions
e —
<Start/Renew Contractor's Reaistration/Prequaification > ew Contractor's Registration/Prequalification & Renewal
Renew/Apply for Certification ~—— P

Take = Training Class

At the Available Contractor’s Registration/Prequalifications menu, click
“Contractor Registration” to access the registration form

Available Contractor's Registrations/Prequalifications

Contractor Registration All contractors sezking work on CDOT projects must complete this Contractor Registration form,
Prime Contractor Prequalification If you intend to bid 2 a prime contractor you must complete the Prime Contractor Prequalification Application,

Complete the Registration Form

Confirm you have entered the registration form

Click “Start Contractor’s Registration/Prequalification”

cascmETION

Al caniracians sesking wark an COOT

[ coraors nesmsvorvreeamcanon | ] ancet

NOTE: Despite the title, Contractor’s Registration/Prequalification, the Start button will only
take you to the form type you have selected

Confirm and update the information in the Entity Information section

Complete the Business Information section of the registration form. Answer the questions to the
best of your knowledge. The questions serve as approximations to give CDOT a better idea
about the size of firms that are bidding on projects.

In the Financial Information section, select the approximate size of the firm

Select the appropriate DBE certification status

In the Primary NAICS Code section, select the one NAICS code that best describes your
firm’s primary work area

NOTE: If your firm is DBE certified, this may be different than your firm’s
certified codes
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To assign a code to your profile, click “Add Primary NAICS Codes”

[ Add Primary NAICS Codes l

If you know the code you want to add, enter the 6-digit NAICS code into the search box

Click “Search”

Click “Browse Codes” |

l Browse Codes l Return ]

Add NAICS codes from the list view

OR Click “Add” next to the correct code

T SR LIRLR LATILIE I Rierse

Actions Code Type Code
CC UCP NAICS 541330 Acoustical engineering consulting services [
Add CO UCP NAICS 541330 Civil engineering services [Size standard: 5

Click “OK” in the popup menu

In the top, right corner of the screen, click “Return”

Add Primary NAICS Codes

Your selected code will appear below the Add Primary NAICS Codes
button

Click “Next”
Review, check the box, and submit
Renew Contractor Registration for CDOT Projects

Click “Register”

Choose appropriate option

REGISTRATION AND PREQUALIFICATION

Do highway construction work with CDOT

Prequalify

New Registration

My firm does not currently have a B2G account
Create Account

Register

I do not know if my firm has a B2G account or need to reset my password.
Lookup Account

I want to register and I know my B2G username and password.
Login

Complete renewal
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Home Screen and Dashboard

When logged in to B2GNow, a dashboard will display your firms’ contracts. Items requiring
your response are flagged in red font. Your Dashboard contains quick links and “to dos”
separated and based on the modules in the system. From this launching point, you can
access CDOT forms, certification applications, prompt payment audits, account settings,
vendor profile information, and more. All underlined text and numbers represent a link and
can take you directly to the relevant page.

&« = [ S

View »

My Alerts

My Certifications

My Contracts

My Contract Audits
My Workforce Audits
My Concessions

My Concession Audits
My Utilization Plans
My Qutreach

My Events

My
Registrations/Prequalificaty
My Bid Solictations
My Messages

My Prevailing Wage

Search =

Vendors

Certified WVendors
Contracts
Concessions
Qutreach

Users

Search Results »

|coLorADO
| Department of Transportation

Home Screen/Navigation Menu

View Menu

e View a list of certified firms

e View a list of all your viewable contracts

e View all recent prompt payment contract audits

e For Preconstruction, view pending sub requests

e For Preconstruction, view list of accessible projects

e View list of email outreach campaigns

e View list of B2GNow managed events

e View pre-created vendor lists for outreach purposes

e View list of all advertised projects (past and future)

e View all visible pending and approved utilization plans

e View pending and past certification applications

e View received certification applications

e View requests to update general certification information
e View of list of firms with pending or approved questionnaires
e View active bid plans for registered firms

e View support queue

e View system messages

Search Menu

Search all vendors in the national B2GNow database
Search all vendors with a certification recognized by CDOT
Search staff or vendor users by contact information

Search contracts by number, prime/sub, etc.

Search for specific ad documentation/utilization plans
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Settings » Settings Menu

Change Password
Your Settings
General Biz Info
Vendor Profile
User List

Add a User
Contacts

Change password

Change your phone number, email address, name, etc.
Change company address, main contact information, etc.

T Update hours of operation, general description, industry,

Workforce/EED etc.

et See all user associated with your company’s vendor profile
Add a new user to your company’s vendor profile

Reporting > -
Recenta Fvores Reporting, Create Menu

Full List

View Report utput (CDOT Only)

Scheduled Reports
Saved Output
Ad Hoc Reporting
Create »
MNew Vendor
Mew Contract
Mew Proposal
Mew Outreach
MNew Event
MNew Vendor List
Nlews Broiert

Help & Support »

“comatsupot Help and Support

ot ey s (for the B2GNow System)

Implementation Resource
Center

Module Demos
Submit Feedback:
Report a Problem
System Status Board
Email Test

About B2Gnow

Access full list of available reports
Create new contracts, proposals, projects, vendor lists, etc.
Switch between linked accounts

User Manual
Training Classes
Wish List

Submit Feedback

Logoff

Permanent Widgets

The Alerts, System News, and Tools widgets cannot be removed from the Dashboard

However, you can move or change the color of these permanent widgets

System News
NEW FEATURE -- "Saved Senrch Parameters™

A lttle bet of develeoment magic ke repart -- you can now save search parameters for future use, Run any kind of s:mh (vendor, centified
wendar, contract, etc.) and at the hottom of the results page chick the Save Search Parameters button, enter a descopbive reference name,
and save. Every time you revisit the sesrch page, there wil be & Used Saved Search button ot the anll‘ulmll L e bakrohes hitible
@ vou, FWishUistCreamsDeComeTrue!

Mote: this feature does not save the search resuits, it saves the sesrch parameters, 5o using the seved search in the fulure will rerun the
£eavch paramebers with then-cument dats. It caver the time of having to manuaily anber muitiple parameters for complex cearches.

Have you seen the Wish List meduter Chusch it put here to submit ideas for system enhancements, vote on others’ suggestions, and
juin the diseassion by adding commests. We welcome pour feedback to build o better system.

Recent Enhancements - Cuck Yisw Hew System News belaw for detads.
View all System Newes
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Remove or modify the settings of any widget by selecting “Config” immediately below and
to the right of the widget

Navigate Your Dashboard Canfig

To view snapshot(s) of a contract, click on the contract section. To complete prompt
payment information, click on the contract audit section. To document your team members
on a contract, click on the utilization plan section.

Every blue or red underlined text or number represents clickable quick access link to the

relevant module red links represents a “to do” for the user, region, or agency that must
be addressed

Dashboard Displaying recaeds assigned ta | your company ®
Contract
Toal ]
Open 2
Closed 1
Consract Audits Total < 90 days » 90 days
Total Audits & z El
trscomptote Audits, - 4 2 2
Audit Discrepancies = 1 2 1
Contractor's
trsomplote, Ponding Submission « 1
Acthve/ Accepted 1
Urilization Plans Toal
Baimaved =

Blue links are quick access links that will take you directly into the linked contract, module,
or audit

The diagram below explains what each red link means

BRequired Housekeeping
peen condition of closing not me

Total Audits 1950 1701
Incomplete Audits 332 101 231
Discrepancies

Closeouts Final ;3/4» Condition of Payment not met -

30 20
Past Due Audits T 19

a0 18
/L : :

Displaying Organization Data - Config
-Contract Related Request|

Sub Reguests - New

Pricrity Flagged Contracts

Contract Value

Total Payments % Goal

Contract = Status & Dates Credit Payments % Credit
festoDd Closed $0 0.0%
4/2017 to 4/2022 50 0.0%

50

Config

Personalize Your System Dashboard

Click “Personalize” in the Dashboard in the yellow bar in the right corner of the Home

screen & 2 =
Home

Click Personalize to get started.

View »

Search »

COLORADO
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Add additional modules at any time by selecting “Personalize” from

the yellow bar in the upper right corner of the Home screen Personalize @)

Key Actions

The key actions menu is a quick access menu for completing some of the business initiated
forms and applications for certifications, prequalification, andregistration

A Key Actions

Register to
. I I Start/Renew Contractor's do business

1 Contractor's Registration [Prequalifications Registration/Prequalification
. pending ith CDOT,

Renew/Apply for Certification

Take a Training Class

Highlights incomplete CDOT
certification applications or
registration forms

Start a CDOT Certification
application, annual
update, or work code
change request

Locate Contracts

From the Navigation Menu, Click Search>>Contracts

Search: Contracts
Users | wendors | Contract ] Concessions
= = =¥

SearchiyolisommEnizaticiisicontracaamn we and click Search. Some parameters are required

Home [ Search First 20 Matches ]

Search Parameters |

oco10

Wieww >>

Search >

wendors
Certified Wendors
Contracts

Contract/Reference Number
(Gontract number. financial system referencs, project numMbsr)

Concessions Contract Title
Outreach
Users

Search Results >

Containing Text
(Centract description. summary, noles, commenis )

By Contractor - -
= @ Prime (O Subcontractor ) Either
Settings >

Help & Support >

(Crganization name, contact name)

[ Searci’ﬁst 20 Matches

Logoff

Shows an Hids ol

Enter the 5 digit CDOT subaccount contract number,
master contract OLA # or task order number, title, or
contractor s e

Contract

Mumber
Click “Search” -7 00010 R1 Test

Click the contract number or any blue underlined area to review the contract

Full List of your Contracts

From the Navigation Menu, click “View >> My Contracts”

Click “View” next to the contract you want to review

COLORADO
3@ Departiment of Transportation www.crbrc.org 28


http://www.crbrc.org/

All External Users

You can use search by entering the 5 digit CDOT subaccount contract number, master contract
OLA number or task order number, title, or contractor

Click “Search”

Click the contract number or any blue underlined area to review the contract

Contract

, Mumber

Q00010 R1 Test

Search a Specific Contract

From the Navigation Menu, click Search >> Contracts

You can use search by the 5 digit CDOT subaccount contract number, master contract
OLA number or task order number, title, or contractor

Click “Search”

Search: Contracts
Users | wenmaors | cun1ra-:t] Concessions
o == ]

Search your organization’s contract databaw and click Search. Some parameters are required

Homne
[ Search First 20 Matches ]
wiewvw >

Search = Search Parameters
wendors

oo10

Certified Wemndors Contract/Reference Mumber

Contract number, financial system reference, project nUMber)
Contracts o g prel 2

Concessions Contract Title
Outreach
Users

Search Results >

Containing Text
(Contract description. summary, noles, commenis)

= e o> Contraactor
Settings >> @ Prime (0 Subcontractor (0 Either
Help & SuppPort > Buyer! Proj

(Orgamnization name, contact name)
Logoff

Shows =l Hige o

[ Search First 20 Matches ]

=
Click the contract number or any blue underlined area to review the contract

Contract
umber

000010 R1 Test
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Flag and Access Priority Contracts

Locate the contract through *“Search”

Status: Closed

Current Award: $0

Goal: 0.00% Total Paid: $0

%% Credit: 0.00% For Credit: $0

]* Add to Dashboard as Priority Flagged Contract Refresh Page

Under the gray bar on the main tab of the contract, click “Add to Dashboard as Priority
Flagged Contact”

Once flagged, you can access the contract from the Dashboard by Py e comnc
clicking on the contract ortra

test001

To remove flag, reenter the contract and click “Remove from Dashboard”

Navigate Contract

Contract Management

Contract Mﬂil‘ll View Contract I Subcontractors | Compliance Audit List | Compliance Audit Summary I Messages l Comments l Reports }

Colorado Department of Transportation
000010: R1 Test
Prime: CDOT Prime Test 1

Contract Main Tab

Change the compliance contact and find quick links to manage subcontractors, task order, etc.

You can change contact person in the Compliance Contact Person menu

There are quick links to “View Subcontractors” or “Compliance Audit List”

Subcontractors Tab

View a list of approved subs. Review a list of each subs PCWs/LOIs on the contract against
the master contract. Additional subs or suppliers/vendors that was no party of the original

proposal will be added to a specific task order. Additional firms added will include
attachments of the PCW/LOI documentation. See “Add Subs”.
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I Included in Compliance Audit
Only pertains I All Subs must be included

Subcontract to DBEs. If any
. Amount :
Sub tier and Name DBE,Yes
Certified ‘:::::;‘ Type Inc. in | Con;mditnce Final Pmnt
CDOT Sub Test 1 No $100, Sub Mo © Mo
i,_,@ CDOT Sub Test 2 No $10,000 Sub Mo (V] Mo
ub or Final work
DBE or ESB upplier/Vendor completed

Comments Tab

Add comments viewable to all users linked to the firms account. These comments are
not visible to subs or CDOT.

[ Add Mew Comment ]

Enter comment information and parameters. Click Save Comment to complete the process.
Comment Type * @ Standard Comment
Comment with Due Date: (mm/ddivyyy)

] Add alert for this comment.

Compliance Audit List Tab

View a list of the Audit Period, Status, and amount Paid to Prime for each of your monthly
audits on the contract

Compliance Audit List
Audit Period Paid to Prime
April 2018 ending Prime Repo Panding

March 2018 Incomplete Panding
February 2018 Incomplete Panding
January 2018 Incomplete = i
December 2017 Incomplete $700,000 00
November 2017 Incomplete $300,000.00

Audit Summary Tab
(CDOT and Primes Only)

One of the many benefits of the B2GNow system is that it is a free tool to assist you in
tracking compliance on your task orders.

Click ‘My Contracts’ under the ‘View’ tab
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For NPS contracts, to view participation on the task order, view the task order

The master contract is under (321xxxxxx) the contract name. Task
order contracts (421xxxxxx) will be titled with the contract name
and ‘T/0 #’ at the end.

Click on the “Compliance Audit Summary” tab

Test  Vendor Profile: Contracts Help & Tools 3¢
System Click ‘My C * under the “View’
i General Infa] Putiic Profie| Users | Commodity Codes | Contacts | Employees | Cantiications | Ceniracts | IC My ontracts’ under the VIeW
B2Ghew CDOT Sub Test 1 tab System Vendor Number 20142686
Listed below are o wehich this vendar is assigned
L )
" Contracts as Prime Contractor
Contract Number & Title i izati 2 Status Dates  Award Amount  Paid Amount
Vil 1234 1234 Rockfall Mitigation Colorado Department of Transportation CDOT Tester (changs) 1 incomplets audit 5/20/2016 to 34,000,000 $500,000
iy At 5i20/2018
#y Conbacts View 1234 T/01: 1234 Rockialseron Colo of Transportation CDGT Tester (chs 5/20/ 51,000,000 0
X 5t
B b View | 45534er®B0T Migation: 4567 Rockfall Mitigation Colorado Department of Transportation CDOT Tester (change) 5/17/2016 to 1,000,000 0
1y Coneessions si17/2008
My Contract Audits Miew  55555-test: COOT Test Contract JL - 55999 Colorado Department of Transportation CDOT Tester {change) 711201610 55,000,000 0
My vioridor e audks 5/2/2017
My Concession Audts Maw 678S0-tast: CDOT TastJL-001 Colorado Dapartment of Transportation CDOT Tester {changs) 1 incompiats audt 2016t 52,000,000 0
71312017
1y Utfzation Plans e
View | LSHADCADODS: [25 Rackfal Mitigation Colorado Dapartment of Transportation CDOT Tester {change) 71116t 51,000,000 0
My Outreach His2021
Hy EBvents Humber of contracts as prime: 6 $14,000,000 $500,000
My Questionraires
B4/ Exlok T oau Contracts as Subcontractor
1y Messages
o cont edas a
1y Prevallg Wage L L

Find the task order contract. Task order contracts will be

After selecting your desired task order, click titled with the contract name and ‘T/0 #’ at the end.

the “Compliance Audit Summary” tab for a
snapshot of compliance

Test  compliance Audit Summary

Cavmra Vtam | Ve Cararacn | usmsemrartony | Camptane st L | Eompsane sk Surrenary | ieviagen | Coemmeres | Ragom |
Corbomandes ol Toampuatation

AA0maaT e comeract

_ Brimw COOT oot Vommken K

Audit Summary - Total Contract

[e——— er— [
O s3.000.000.00 sa00
[Far Sradit (1 suk} 300, 000.83 108500 $0.00
Far Cres 10 088 Goat +300,000.00 1000 sa00
A Far Crade 1o E58 Gont $a00 [y 000
Help & Support = Far Cracc 201050 - Targar ol 400 e 000
Logalf CRp— 1
Sha il Bl o Crade Brsgrian ]
s sk iy et 8502 ks 5 Pt s Swaril £t e ek b ir et et

Ligaged om 34
COOT Teste
COOT Tt Vandor L

After selecting your desired task order
contract, click the “Compliance Audit
_— Summary” tab for a snapshot of compliance

Contract Management Halp & Tools

Caniract M| view Cortiet | Subecreactens | Complinea Aucke vages | Cormrmans | Regens |

Colorado Department of Transportation Status: Open

1734 T/01: 1234 Rockdall Mitigatien 5/ 20/ 2006 - 5/ 20/ 2018

Frime; COOT Sub Test 1 Curment Value: $1,000,000
Hatmh Sage

Cantract Titke 1254 Rockfall Mitigaton

Centract Number 1234 TN

Systemn Teansacton Number 723554-000

Start Date S0

(Progecied) End Dane S0

Cantract Ve §1,000,000.00

Compkance Officer Megan McAllister

himatie Contract Hurmber 128

Contract Type Subcontract Percent Comphance Contact Person Complance Audit Required
P - COOT Tester  » @

View Comy Audiit List |

Conftract Status & Actions

Cantract Qpen View Contract
ContractChangs Orders Hone
Cantract [
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For NPS contracts, review the ongoing progress toward contract completion and the DBE
goal under each task order. The audit summary tab is not used for Project Specific
contracts for Master Contracts.

Dollar amount paid to datel

Overall small
business goal

Amount paid to for
credit DBEs to date

Total Contract Amount

Award Percent

Payments

%1,000,000.00 %1,000,000.00

0.000%

DBE payments
based on

0.000% Goal matched

ntract awar
contract award $0.00 $0.00 0.000% Goal matched

$0.00 0.000% $0.00 0.000% Goal matched

Erogress tracking I

Read a Master Contract Audit Summary for NPS Contract Participation

Total Payments made

to prime against total Old Spec or

encumbrance to date New Spec with Audits?

tan | View | Setiegs | Subs | Doca | Cruege Osders  Tank Orsees | et | Comements | Messages | Cianecut Composite goal

Comphamce st Lint | Complacce Aude Summary | cw»uamrr[nuﬁﬂmmn] B | S0 s | Rpis | over all T/Os.
H e ey Total Encumbrance to {Includes T/Os with Overall Master

ESB zoals.) Contract goal

Composite date for all executed T/0s

Audit Summary - Entire Master Con
DBE goal

Diffarunce
[Pwymants - Awaed)

Srima Comiract over aHT,"Os

510,500.00 2.814% sbave goal

51080000 aa» 70345 above gost
40,00 Goal matched

Total Payments (5 and %)

For Creda

R W Progress toward completion based B
s on payments & encumbrance

For Credn Prograns

made to DBEs against
total encumbrance to date

Axard vueas may ot ma

Progress toward composite small
business goal based on payments

Prime Contractor{s]

Falsburg Holt & Ullevig

s Share of Payments Paymants 70 Frime
$1.800% $4,375% SI10.390.86 SI26.951 86

Subcontractors - Entire Master Contract Sub participation types.*

Cartibenton status 5 Spsed 20 Faster coRtrAEL SetTIAGE

Viw Ine. in Caal Contracted Percant Paid Parcent e
05 -] Sus / N W000% 2.000% 800
‘ Al Traffic Cata Services Inc -] Bub L3 ADo0ey 000w 000
Il Traffie Date Services Ing [~} Sub (-] LT3E% 5.825% $13,204.00
100 OBE
COM Smith Inc. Certification i Sub s D00t 2.000% s0.00
Clanten Engineesing, Inc. & Eub L3 0.000% 2000% 4000
Difasiys Raadway Safaty Systeme, L status for each ™ s [ a.n50% 2.000% s6.00
Diveriified Undwrground, Inc. ] Bl 2 L+ L0004 .00
i e sub on contract.* = s0m o
T arrmworth Grecp Inc ks Sub L Q0004 B.000% 000
Hyg Consult, Ine -] Sub (3 42045 w000t 30.00
Krtek, LLC b Bud L QAT 2.000% $45.00
Hartines Ausscistes, Inc. [+ Bt (3 D908y 000N #0.00
Patroleum Field Services, LLEC b iy s Q000% 2.000% 20.00
Stardec Consulting Services, Tnc b Eub L Q000% 2.000% 00
Sustainable Traffic Solations Inc, :-;‘ Sud o Q00 00N 500
Yah and Associates 1"& Sub Mo 0D 2.000% 58.00
Contracted % Amount and Percent
For i ;
:' credit Status for each sub paid to each subon
v
or each sub on on contract.® contract.*
contract.*
*If firm (prime or sub) appears on some T/0s for credit and others not for credit, they will
have multiple lines on this master audit summary. (See All Traffic Data above.)
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Reports Tab

Check the reports to help you with gathering information.

Attach Documents

External users will need to attach pertinent documents through the “Attach File” button

Distinguish Your DBE Commitment Toward Goal
(Civil Rights Only)

CDOT requires any DBE firm to be included in goal (click “Yes” in the Count Toward
Certified Goal section) in the B2GNow system with the appropriate NAICS codes the firm is
performing

o

erifi -
LT T ® Yes - Payments to this subcontractor count towards the | DBE Goal (Credit Type: | [ilezli =i ]

() Neo

The system does not track the difference between Race Conscious or Race Neutral goals
separately in the Compliance Audit Summary Total Contract section

A17i /3008 - 1173/3030 ot om0 T
Il i o

Compliance Audit Summary - Entire Master Contract

Race Conscious: DBE participation used on projects that counts toward the DBE
goal/commitment set for the contracts

Race Neutral: DBE participation used on projects that do not count toward the DBE goal

Choose the correct credit type

Count Towards Certified Goal * This setting Is used only to set the default status on futur
all or specific existing payments, access the payment his

@ Yes - Payments to this contractor count towards the
Goal Type:

DBE [~]

Credit Type:

& Ne
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Your Sub's DBE credit type in the Inc. in Goal section

Type Ine. in Goal Compliance Audit
pul Sub Fo Mo
DBE
0 Eub [c] [
SO%e SBE
b Eub Mo &
" 1000 o =
W Sub 13 &
W 2 L] ©
S ] ©
o s B ®
bl Reg. Dealer Mo [ ]
W Reg. Dealer Mo &

DBE Participation for Project Specific Contracts

It is suggested that Primes continue to keep a DBE tracking spreadsheet for Project Specific
contracts. Due to the set up of this tab, primes do not currently have access to the Master
Audit Summary tab that shows the participation that is rolled up to the Master Contract for
Project Specific. The Primes will request a PDF of the Master Audit Summary page from Civil
Rights. CDOT is currently working a couple of easier solutions for this issue.
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Non Project Specific Process Flowchart

Contracts Awarded Prior to 12/31/2020

Consultant
and/or CDOT

GFE approved? revises scope
or approach and

GFE evaluated
by CDOT

Team established in
contract w/proposed
DBE and ESB goals Task Order
Form: Affadavit of requested
Small Business
Participation

Task Order proposed
with DBE/ESB

Consultant requests approval to modify

commitments by submitting task order
> modification letter, project cost worksheets,

and anticipated participation plan form
and GFE. CDOT Project Manager processes

Form: Anticipated
Participation Plan & GFE

Work Performed DBE
Task Order Commitments
Approved met as
Form: 1313 Monthly
Invoice Cover Sheet NOLK RO SES
e

in shopping cart.

Work complete
and Task Order
closed out

Work is complete,

submit final invaice

Contracts Awarded After 1/1/2020

Issues Request for
Re.ev;mgﬁnn of CDOT sets new Task

oal Order Goal based Consultant
DEEY on Scope and DBE determines ability
oppartunities to meet new goal
* Goal could go up
or down

Form: Re-evaluation of
DBE Goal

Team established in Consultant evaluates

contract w/proposed wuri;tw :DBE

DBE and ESB goals Task Order opportunities to
. requested determine if consultant Consultant
RECHp Louli ol Kol if goal Is GFE evaluated andfor CDOT
or if they want a ey 5 GFE approved? revises scope
< : Task Order proposed Aot met by CDOT

re-evaluation with DBE/ESB or if;rtza;c‘l?nd

Form: Affadavit of Small
Business Participation

if goal Task Order

Is met approved

Work is complete.

Consultant requests
approval to modify ‘_]
Work Performed DBE commitments Modification
Commitments Form: DBE Participation | RV VT S o0 o) 8

1313 Monthly | MeEas work Plan Modification and approved?
progresses

+ Submit final invoice
- Submit close-out report
Form: Closeout Report and
all supporting documents for
modifications and good cause
for not m § commitments |

Revise approach Proceed and accept
and resubmit? possible sanctions

For
Invaice Cover Sheet

Work is complete.

- Submit final invoice
+ Submit close-out report
Form: Closeout Report and
all supporting documents for
modificati nd good
{ for no ing commitme

CDOT closes
Contract and
issues possible

Submit Task Order
Reallocation letter,
project cost worksheets,

CDOT closes
Task Order

sanctions by issuing
an invoice to the
prime consultant

and Anticipated
Participation Plan Form,
APP and GFE
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Project Specific Process Flowchart

Contracts Awarded Prior to 12/31/2019

Consultant
and/or CDOT
revises scope
or approach and
starts over

if goal is
not met

GFE evaluated
by CDOT

GFE approved?

Team established in
contract w/proposed
DBE and ESB goals Task Order

Form: Affadavit of requested
Small Business Form: Anticipated

Participation Participation Plan & GFE No
_— —_—— Work Performed DBE
" Task Order Commitments _|

Approved met as
Form: 1313 Monthly
Invoice Cover Sheet MO Bt

Task Order proposed
with DBE/ESB

Consultant requests approval to modify
commitments by submitting task order
modification letter, project cost worksheets,
and anticipated participation plan form
and GFE. CDOT Project Manager processes
in shopping cart.

Yes Work is complete Work complete
& submit final in v and Task Order
closed out

Contracts Awarded After 1/1/2020

Project Specific Task Order Contracts DBE Process E% COLORADO

Department of Transportation

September 2020

Approach
and/or scope
Task Order proposed. is modified

Team established in
Consultant confirms APP/GFE evaluated and task order
CDOT establishes PO vy Eapre P by CDOT S lGEE Ry redone
ject and contract i Contract setup in w/small business pian
R ga:al.mn - commltment () B2G with DBPE and completes GFE
RFP issued Form: Affadavit of utilization plan Form: Project Specific Task Order

, Small B.“S'"ESEFE Anticipated Participation approved
articipation or Plan and Plan Status

Consultant requests
approval to modify
commitments Modification . Proceed and accept
Form: DBE Participation reviewed by CDOT I\eu‘l‘lse “pﬂm-af,h %agsgs'f;;m‘n:':?ts ilsf
Plan Modification and approved? R -
not obtained on
Request future task orders

Work Performed DBE

Commitments
met as worl
progresses

Form: Monthly Invoice

Work is complete.
Cover Sheet

- Submit final invoice
- Submit close-out report
Form: Closeout Report and CDOT closes
all supporting documents for Task Order
modifications and good cause
|_for not meeting commitments

Final invoice is submitted for all task orders. CDOT reviews Closeout

All work is Submit closeout report for the contract. Report for DBE payments €DOT closes contract and
complete under made against contract issues possible sanctions

master contract Form: Closeout Report and all supporting documents for goal and all supporting by issuing an invoice
modifications and good cause for not meeting documentation for to the prime consultant
commitments as task orders progressed modifications
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Prompt Payment Audits

* Register in B2GNow

* Confirm or dispute payments reported by
Prime or higher tier sub

* Respond to Discrepancies after reporting

* Register in B2GNow

* Report payments to lower tier subs and suppliers/vendors
* Confirm/Dispute payment reported by Primes

* Respond to Discrepancies after reporting

* Register & Prequalify in B2GNow

* Report payments from CDOT and payments made to lower
tier subs, suppliers/vendors

* Oversee reporting by SubPrimes with lower tiers

* Respond to or Resolve discrepancies within one week of disputed
report

* Oversee payment reporting process for assigned projects working through
Prime to ensure all payment is entered by the 16th of the month

* Resolve any discrepancies within one week of prime and sub responses and
within two weeks of reported dispute

* Close incomplete audits by confirming all unconfirmed sub records after 15
days of non response

* Monitor prompt payment process for all projects across region
* Assist Project Engineers with system or regulation related concerns
RC RO * Review prompt payment audits in connection with regular CR review
* Coordinate with Engineers to resolve incomplete audits and unresolved discrepancies
based on CRERC monthly report

* Monitor prompt payment process for projects statewide

* Assist RCROs with prompt payment or discrepancy related questions and concerns

* Audit prompt payment reporting for randomly selected projects

* Coordinate with RCROs to resolve incomplete and discrepant audits on a quarterly basis
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Who is Responsible?

Who is
Responsible?
Lowest Tier
Sub

T v s
> =
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Monthly Prompt Payment Reports
(B2GNow System Audits)

Monthly Audit reports (emails) are automatically created and sent to the prime and any sub
(lower tiers or suppliers/vendors) on the first of every month for payments in the audit
month requested. The audit request information is the actual payment made and received
during the audit period regardless of the work associated invoice or pay estimate date.
These audits are released to lower tier subs as soon as the prime or 1st tier subs reports the
payment made to its lower tiers. Firms at any tier have 15 days to complete the audit from
the day it is released to them for their confirmation. Audits request information about the
actual payments made and received during the audit period. This report does not consider
what month the work was performed or invoiced - only paid. Make sure to take note of the
reporting period of the audit to ensure submittal of payment data is for the correct period.
Each audit is delayed by one month (a June audit will be received in July). For example, the
audit report for October 2017 is generated and released to the primes and 1st tier subs on
November 1, 2017 to collect their payment information. It is requesting information about
money paid in the month of October. Most likely, these payments reflect amounts from the
September pay estimate and September invoices.

Prime & Sub
notified of discrepancy
by emailfax

Prime enters
paymentdata ~
for subs
Subcontractor
Staff Overview notified by emailfax

@

Subcontractor confirms oll m— T —
rejects payment data

NOTE: All monthly audits must be completed even if you are paid zero dollars.

If audits are not completed by the 15th of the month, you waive CDOT’s involvement in
resolving any related payment dispute or discrepancy. At 16 days, you will receive daily
email prompts.
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‘work Performed Fay Estimate Generated Suky Paid October sugj Opens 1% Tier Sub Confirms 10,3

8517017 FEMT 1069517 1187 Paymnent within 15 days
I | I I I
[ I

1% Tier Sub Invoice Frime Reports 1043 & 1049 Payments.

4 Tier Sub Invoice 3317 Sephember Payment Posts 1% Tier 5ub Reports 10/15 Payment.
- to Prime's Account By 111517
' 10/3/17 204, Tier sub Paid .
2% Tier Sul Confirms
10715517 .
Paymnent within 15 days

Access and Comp'Iete the Audit

You may complete your audit by responding to an e-mail prompt or through your Home
screen. An audit reminder is sent by e-mail monthly for each reporting period. The email
includes a link which will take you directly to the report that is due once you enter your
username and password.

Log in to the B2GNow System at http://contracts.codot.gov/or https://cdot.dbesystem.com/

Prndine Senfirmation as Sulseniraster -

Click “Incomplete” in the audit you wish to complete

NOTE: You may also enter the audit through an individual contract. If you do, the audit list
will look different.

To enter the audit from this screen, click “View Audit”

Comphiance Audrt List
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If either the amount entered by you or the amount entered by the other firm is correct,
select the correct option. If neither are correct, select the third option and report the
correct amount. Include comments and attach documents in support of your answer.

Private comments are only visible to the firm that made the comment and CDOT

Public comments are available to all

o g iy
| Bt v mo e A e s e T e £ (418 Sy REHFTI VT8 P IS (B 0 O TG SUATE o, P SO U 74 ST T OO Y S

| Doty e VIS - Ly RGO T

- norw ol arourds e emecl

| Ptk Commarny T R e T R P B R B R

| P T P —

| ot B i b oy e

B e | D

Remember, the correct amount is the amount paid by your higher tier sub to you during the
calendar month of the audit period

Once both firms have saved their responses, Civil Rights will assist to help resolve any
remaining issues

Payments from CDOT (Primes Only)
Report Payment to 1st Tier (Primes Only)

Report Sub Payments (All Subs with Lower Tier Sub or Supplier/Vendors)
(1%t Tiers and Middle Tier Subs Only)

Review Incomplete Audits

From the Contract Audits in your Dashboard, click the red number in the Incomplete Audits

Filter by pending status to find open audits

Ensure the assignment check box is unchecked || Show ONLY records assigned to you
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In the list that comes up, use the drop down menus to filter the audits by month

and status /

Reporting S¥0S ¥ Audic pi¥lad Contract
Pending All v Mar-2012 v

Pending sub (4] March 2018 C2081%9
Pending prime (2] March 2018 18-HAA-XB-00085 T/0 1

Frime past due

Use the table to determine which month you should filter by to clean up older audits

On the 16th Filter by... On the 16th Filter by...

of... of...

Jan Nov Jul May
Feb Dec Aug Jun
Mar Jan Sep Jul
Apr Feb Oct Aug
May Mar Nov Sep
June Apr Dec Oct

Pending Prime: Not all firms have reported. The number in parenthesis shows you how many
lines are incomplete.

Pending Sub: Not all firms have responded to the audit. The number in parenthesis shows
you how many lines are incomplete.

Prime Past Due: Reporting deadline has past. Not all firms have reported. Pending all: Shows all
open audits.

Click the blue, underlined audit period to enter the audit

Option: Create a Subcontractor Due Date Report in the CRS System Resources folder to find
the report for the contract and audit period

Ragion 1
This report is sorted by region, contract, ciseer
month Pctober 2007 |

Compare the due dates in the report with the incomplete Not Yet records in B2GNow
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If all incomplete Not Yet records in B2GNow are past due based on the Subcontractor
Due Date Report, click “Mark Unconfirmed Sub Entries as Confirmed” to close the audit

M Mark Unconfirmed Sub Entries as Confirmed o B S
[342/20 - W2018 | Mot ver |[ 472842012

[3r0 /2008 |[B1as chawez Trucking. inc 41572008 | Mot vet |[srarzons

L;;:L.-m:m || cottective Marketing + Communications 471372008 | Meart Yt || 472842012
[3/2/2018 |[1% Transpares inc af19/2008 | Mot ver |[srarzoas
[3/2/2018 |[seoobys Trucking Luc |[ar18/2008 | reot vee |[srarzo1n

Verify that all firms listed as Not Yet are listed on the Subcontractor Due

Alpha & Omega Consultants, Inc, [Info] S0.00 Mot Yet

Dan Trujille Miew Edit Wiy Edit
P 303-467-1700, F 303-467-1100 Prompt: Yes W i

E] [ de E il ). Inc. [Info] H®2,GHF.00 Confirmed
Jdonathan Spencer Edix

irsGiicomoast.net Prompt: Yes Prompt: N/A
P 303-948-0008, F 720-746-6389
III I ive Marketi + C ications [Infa] S888.34 Mot Yet
Emily Wilfong Miew Edit Wiewy Edit
iiyegmi Prompt: Yes Besend Notice
P 703-472-2935

If there were delays in the reporting phase of the audit such that the sub records are not past due,
DO NOT close the audit

You may either close the past due records individually, or you may wait until all sub records
on the audit are past due

To close an individual sub record under the Not Yet status of the

individual audit, click “Edit \:

Rezend Ca
Complete the audit response form assuming the prime reported the -
payment correctly

Save the audit
Close Incomplete Audits

Subs get 15 days to respond to reports from their higher tiers. After 15 days pass, CDOT is
allowed to close the audits.

Contracts in B2GNow cannot be closed until all audits have been closed

From the Contract Audits in your Dashboard, click the red number in the Incomplete Audits
Filter by pending status to find open audits
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In the list that comes up, use the drop down menus to filter the audits by month and status
——enl

Reporting Status b 1 V Contract
Pending All <4

Mar-2018 -

Pending sub (4] March 20185 Cz0819

Pending prime {3]) March 2018 18-HAA-XB-00083 T/O 1
Prime past due

Use the table to determine which month you should filter by to clean up older audits

On the 16th Filter by... On the 16th Filter by...

of... of...

Jan Nov Jul May
Feb Dec Aug Jun
Mar Jan Sep Jul
Apr Feb Oct Aug
May Mar Nov Sep
June Apr Dec Oct

Pending Prime: Not all firms have reported. The number in parenthesis shows you how many lines are
incomplete.

Pending Sub: Not all firms have responded to the audit. The number in parenthesis shows
you how many lines are incomplete.

Prime Past Due: Reporting deadline has past. Not all firms have reported.
Pending all: Shows all open audits.

Click the blue, underlined audit period to enter the audit

X ‘:ﬂ'f Contract

rMsr-2018 -

March 20218 <zos=is

‘ Pending prime (2] Farch 2013 1E8-HAA-XS-0008S T/O 1
Brime past due

Identify all firms listed as Not Yet. These are your incomplete records.

Alpha & Omega Consultants, Inc. [Info] $0.00 Not Yet
Dan Trujillo View Edit View Edit
P 303-467-1700, F 303-467-1100 Prompt: Yes Resend Notice

Ensure that all incomplete records have been open for at least 15 days, all subs must have
15 days to respond to a report according to the contract

Under the Not Yet status of the individual audit line, click “View”
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On the bottom of the left side of the audit, locate the response date
This is the date the prime or higher tier sub reported the payment

Note whether the report was submitted more than 16 days ago

Response Date Local: 5/2/2018 9:25:09 AM MDT
System: 5/2/2018 10:25:09 AM CDT

Repeat this process for all incomplete lines

If all lines were reported more than 16 days earlier, click “Mark Unconfirmed Sub Entries as
Confirmed”

If any line was reported less than 16 days earlier, DO NOT close the audit. All subs must
have 15 days to respond to a report according to your contract.

NOTE: This process only applies to incomplete responses. There is no equivalent process
for incomplete reporting. Reporting by the prime and all subs is a condition of payment.

Review Past Due Audits

Every prime and sub on the project must report how much it paid its direct subs by the
16th of the month. The prime must ensure that all its tiered subs are reporting.

Failure to complete this report is a condition of payment. Without this reporting, CDOT is
unable to capture and monitor prompt payment information.

From the Contract Audits in your Dashboard, click the red number in the Past Due Audits

Filter by Past Due Audits status to find late audits

Reporting Status Mcumad
[ Pending All ‘,'_.. | Mar-2018 v |
Pending sub (4] March 2018 C2081%9

Pending prime (2] March 2018 15-HAA-XB-00085 T/O 1
Prime past due
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In the list that comes up, use the drop down menus to filter the audits by month and status

Use the table to determine which month you should filter by to clean up older audits

On the 16th Filter by... On the 16th Filter by...

of... of...

Jan Nov Jul May
Feb Dec Aug Jun
Mar Jan Sep Jul
Apr Feb Oct Aug
May Mar Nov Sep
June Apr Dec Oct

Click the blue, underlined audit period to enter the audit
All past due lines will be labeled Not Reported

The boxed number on the left side of the screen will indicate the tier of the sub whose
information has not been reported

Hakvey Contractors Inc [Infa] @ Sub No Mot Reported
A4I8andra Harvey Edit

il
BA03-513-4521, F 303-300-8181

The prime is responsible for logging in and reporting the 15t Tier sub payments. Middle or subs
are responsible for reporting and/or confirming payments. Lower tier subs are responsible for
confirming payments. Amounts will be reported even if $0.00. If any subs have not reported,
the prime is responsible for ensuring as a condition of award. In the event the reporting is
missing, contact the prime.

Confirm or Dispute Payments (All Subs Only - Refer to Your Sub page)
Report a Payment Dispute (All Subs Only - Refer to Your Sub page)
Review Discrepancies

From the Contract Audits in your Dashboard, click the red number in the Discrepancies line

M  Total < 80 days > 80 days
 Total Audits 1913 58 1ads
Incomplete Aug 268 228 240
SEEET LA 8 = 20
Closeouts/Final 27 16 A
Past Due Audits 28 14 14
Sub Requests - New 2 2 2
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Ensure the assignment check box is unchecked B Show DMLY recerds assigasd o goi

In the list that comes up, use the drop down menus to filter the audits by
month and status

10 PeSOrT CIICK 0N COIUMN e, 10 THTEr CICK 0N N arop aown menu. /

Reporting Status ¥ Audit Pari Contract
Discrepanc v Mar-2018 r
1 Discrepancy March 2018 Cc21327 I

Pending sub (3)

Filter by Discrepancies to find unresolved discrepancies

Use the table to determine which month you should filter by to clean up older audits

On the 16th Filter by... On the 16th Filter by...

of... of...

Jan Nov Jul May
Feb Dec Aug Jun
Mar Jan Sep Jul
Apr Feb Oct Aug
May Mar Nov Sep
June Apr Dec Oct

Click the blue, underlined audit period to enter the audit

In the Subcontractor Payment section, locate the payments that say Discrepancy and click
“Resolve”

$90,395.75 Discrepancy
Besalve Besolve
Prompt: Yes Prompi: M/A

NOTE: Clicking this link will not automatically resolve the discrepancy
Review any available responses in the Discrepancy Resolution Data Reported Section

Discrepancy Resolution Data Reported
New Amount Reported by Prime No response yet.
MNew Amount Reported by Subcontractor No response yet.

Based on the responses provided, determine who should be involved in resolving the audit
and what information is required

Access and Respond to the Discrepancy

Log in to the B2GNow System at http://contracts.codot.gov/or https://cdot.dbesystem.com/

- [ ——

vt = 50 doys - 50 deys
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On the Home screen, find Audit Discrepancies in your Dashboard and click on the red number

Contract Audits Total <304 > 90 days
Total Audits 9 4
Incomplete Audits = 1 1

Audit Discrepancies 3 E i

L= L= T}

Click on “# Discrepancy” in the left column of the audit you wish to complete

To resort click on column title. To filter click on the drop down menu.
Status Audit Period

Discrepancy T All v Al

1 Discrepancy December 2017 QOo0L10: R1 Test
s

NOTE: You may also enter the Audit through an individual contract. If you do, the audit list
will look different

Confirmed by Sub

To enter the audit from this screen, click “View Audit” on the right Regected

] Aesolve
Discrepancy

Resolve 2 discrepancies Rejected

Aesalve
Discrepancy

In the Audit Actions Section, click “Resolve # Discrepancies”

In the Subcontractor Payment section, locate the payments that have been rejected and
Click “Resolve Discrepancy”
NOTE: Clicking this link will not automatically resolve the discrepancy

Review any available responses in the Discrepancy Resolution Data Reported Section

Discrepancy Resolution Data Reported
New Amount Reported by Prime No response yet.
MNew Amount Reported by Subcontractor No response yet.

At the top of the screen, click “Resolve Discrepancy”, complete the required fields, click
“Save Response”

I Resolve Discrepancy I l Audit Motice I

Resolve the Discrepancy

Primes must be involved in resolving all discrepancies. If the discrepancy is between the prime
and its 1st tier sub or supplier/vendor, the prime will need to check the information that
has been provided. If the discrepancy is between lower tier subs, the prime will need to be
more involved in fact finding. The prime is ultimately responsible for compliance at every
level of the project, firms other than the prime CANNOT resolve the discrepancy on their
own behalf.
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Discrepancies happen for one of two reasons: 1) One party made a reporting error 2) The
lower tier sub is trying to notify CDOT of a payment issue. The discrepancy is the way in
which a sub can ask for CDOT’s assistance in resolving a payment issue or potential prompt
pay violation. These discrepancies should be taken seriously. Keep in mind, if at any point
the two firms come to an agreement on the discrepancy, the record is no longer discrepant.
When a lower tier sub or supplier/vendor reports a discrepancy (disagrees with a payment
amount reported by a higher tier firm) to CDOT, the prime, and the sub who reported a
discrepancy will be notified of the issue. All parties should log in to the system to investigate
the discrepancy. No matter who reports the payment or discrepancy, the parties involved in
resolving it are the reporting sub, the prime, and the CDOT Project Engineer.

Review the responses from both the prime and the sub. If either party has not yet
responded, you will need to contact that firm. The sub must make private comments to you
when flagging the payment and each party must provide comments with its response.
Therefore, when the audit is ready for your review, you will have one or two sets of
comments from the sub and one set of comments from the prime.

If the responses give you enough information to resolve the discrepancy, you may do so. If
not, you may need to contact one or both parties for more information.

When you are ready to resolve the discrepancy, select the option that shows the dollar
amount released to the sub during the month of the audit period. Enter public
comments to indicate how and why you resolved the discrepancy as you did. Add any
relevant attachments.

* reguired entry
Select a resolufion option, other required enter if needed, and click Save Response. You can respond to this discrepancy notice once. Further changes must be processed by the compliance officer

Discrepancy Resolved? * YES - the §70,000.00 onginally reported by the prime is corect.
YES - the $0.00 originally reported by the subcontracior is correct
NO - none of the amounts are correct

Public Comments These comments are visible to the compliance officer and the prime contractor,

Private Comments Thasa commantz ara visible GHLY to the compliance officar.

Adtach File(s) | Atacn Fie

Confirmation # Sand me confirmaton of my response

I Save Response | Cancel

NOTE: There may be cases when payment was released to the sub at the end of one month and not
received by the lower tier sub until the next month. When payments are received the next month
but the check is dated in the previous month, report payment in month check is dated. This also
applies to primes for CDOT payments.

Sub or Supplier/Vendor Reported Discrepancies (Refer to your Sub page)
See “Access and Respond to the Discrepancy” to access the discrepancy

Verify the payment data you reported. If the firm has already responded to the discrepancy,
review the responses.
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Contact the person who reported the initial payment data. The person’s contact information
should be provided with the responder information, but you can also send an email through
the system by clicking on the person’s name.

Prime Audit

Responder
Name Erica Downey
Response Date Local: 1/25/2018 1:58:21 PM CST

System: 1/25/2018 1:58:21 PM CST

Gather necessary proof to resolve the audit discrepancy including how much the sub paid its
lower tier and on what date

Based on the information provided by the sub, complete the required fields to resolve the
discrepancy

If either the amount entered by the 1st tier sub or the amount entered by the lower tier
firm is correct, select the correct option. If neither are correct, select the third option and
report the correct amount. Include comments and attach documents in support of your
answer.

Private comments are only visible to the firm that made the comment and CDOT

Public comments are available to all

* required entry
Saleet & et commarts if nesded. and cick Save Rasponse. Vou can respand b this decrepancy nalice omce. Furifur chisngas musd be processed by B comcliance officer

Discrepancy Resolved? = ¥ES « 8 §70,000.00 criginally raparted by B prime 1§ comect
VIS - Uve $0.00 enginally reodiled by Ihe SubCeniraclor s comect
MG - none of the amounts ar comect

Fistiic Comments. Thete commants are varbie b e cempiante ofice and the e contipsse

Frivate Comments Thass sommants are viaibla GNLY b the seoncliance sficer.

Attsch Fiala) | Attacn Fue |

Contirmation 2 stand ma contemation of m o respenin

f.ﬁeﬁm;, Cansi

Remember, the correct amount is the amount paid during the calendar month of the audit
period

Once both firms have saved their responses, Civil Rights will assist to help resolve any
remaining issues
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Primes: Form Submittals

The following forms are required for CDOT Civil Rights to create your master and task order
contracts in B2GNow. For a complete description of requirements, please read the SOI
instructions and terms of your contract. Make sure that the contact person used in the
Anticipated Participation Plan (APP) is the person who will be in charge of compliance and
reporting prompt pay information for your company.

Forms for Non Encumbered Contracts
Submit the following document with your Statement of Interest:

[ ] Small Business Participation Page included in Proposal

[ ] Affidavit of Small Business Participation Form

[ ] IF you did not meet the contract goal (or Small Business Targets), a completed Good
Faith Efforts Report Form is required

Submit the following documents to the engineer for inclusion in the task order proposal:

[ ] NPS Reevaluation of DBE Goal (if applies)

[ ] Task Order Request Form

[ ] NPS = Anticipated Participation Plan and Good Faith Efforts Report Form

[ ] Project Specific = Anticipated Participation Plan and Plan Status Report Form

[ ] Project Cost Worksheets for Subconsultants Included in the Non Project Specific or Project
Specific Anticipated Participation Plan

[ ] Letter of Intent for Vendors/Suppliers or Rate Sheet Included in the Non Project Specific or
Project Specific Anticipated Participation Plan

[ ] IF you did not meet the contract goal (or Small Business Targets), a completed Good
Faith Efforts Report Form is required

Modifications and Closeout:

[ ] DBE Participation Plan Modification Request Form
[ ] Closeout Report Form
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Forms for Encumbered Contracts

Submit the following document with your Statement of Interest:

[ ] Small Business Participation Page included in Proposal

[ ] Affidavit of Small Business Participation Form

[ ] IF you did not meet the contract goal (or Small Business Targets), a completed Good Faith
Efforts Report is required

Submit the following documents to the engineer for inclusion in the task order proposal:

[ ] NPS Reevaluation of DBE Goal (if applies)

[ ] Task Order Request Form

[ ] NPS = Anticipated Participation Plan and Good Faith Efforts Report Form

[ ] Project Specific = Anticipated Participation Plan and Plan Status Report Form

[ ] Project Cost Worksheets for Subconsultants Included in the Non Project Specific or Project
Specific Anticipated Participation Plan

[ ] Letter of Intent for Vendors/Suppliers or Rate Sheet Included in the Non Project Specific or
Project Specific Anticipated Participation Plan

Modifications and Closeout:

[ ] DBE Participation Plan Modification Request Form
[ ] Closeout Report Form

NOTE: For the most updated and other Professional Services forms, check the CRBRC web link:
https://www.codot.gov/business/civilrights/compliance/prof-services/resources-forms
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Primes: Utilization Plans for the Master Contract and Task Order Based

Contracts
(UP Commitments)

Once awarded a contract, primes will complete a Utilization Plan for the Master Contract
prior to contract award to document the team chosen on the contract for both NPS
contracts and Project Specific contracts. All subs and suppliers/vendors will represent
binding, contractual obligations from the proposal. The Operating Agreement cannot be
executed until CDOT Civil Rights processes and approves the Master Contract Utilization
Plan.

For Project Specific contracts, the commitments by percentage will show on the Master
Contract UP.

For NPS contracts, finalization of commitments and $ amounts for each sub or
supplier/vendor will be at the task order level. The CRBRC will set up a new UP template
for each task order when there is a reevaluation of the goal. Your firm will receive an
email requesting to complete your UP. Once submitted, CDOT will approve or return the
plan for corrections. If there is no reevaluation of the goal, the Master Advisory goal is
passed down to the task order and no new UP is completed.

Access the Utilization Plan

Log in to the B2GNow System at http://contracts.codot.gov/or https://cdot.dbesystem.com/

Total < So d=ws = So g=ws

On the Home screen, find Utilization Plans in your Dashboard. Utilization plans requiring
your attention will be in red. Access any UP by selecting the red, underlined text or
numbers on the right.

Utilization Plans Total

. .
SIS NG

From the list of your UPs pending submission, identify the project you want to submit a plan
for and click “Submit”

Submit @ Panding Submission
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Complete the Utilization Plan

Follow the instructions on the UP in the Additional Instructions to Vendor and the Special
Instruction to Vendor boxes.

Complete Step 1 with the amount of your Not to Exceed Amount in the contract by selecting
either “Update” or “Fill in Utilization Plan Details”

Step 1: Provide Utilization Plan Information

Use this section to provide information on the plan_ Click the button to Fill in Utilization Plan Details

Utilization Plan Information
Estimated Bid/Transaction Amount Not entered yefl (update)

I | Fill n Utilization Plan Details | I

The NTE amount can be found in the Supplier Self Service (SuSS) Portal with the RFX
information in the notes/attachments notes box

RFx Number 6000390 Smart Number R1PS5 Alameda River Phase 2 Design1 RFX Status Ended RFx Start Date 07/02/2020 16:55:00 MST Su
RFx Version Type Acfive Version

AFX Information. | : R S P R SRR

Here you can add documents or edit internal and supplier notes; are
[Add || Clear |
AssignedTo  Category Text Preview
| |Document Header Tendering text Estimated Contract Value: $1,200,000.00

| Add Attachment |[ Edit Description |[ Versioning _ |[ Delete || Create Qualification Profie

Assigned To Category Description Fiie Name
r Document Header Standard Attachment Good Faith Efforts Form Good Faith Efforts |
|_ Document Header Standard Aftachment Professional Services Affidavit of Small Business Participafion Professional Servic
i_ Document Header Standard Attachment SOW R1 PS Alameda River Phase 2 Design SOW_R1_Alameda,
|_ Document Header RFP R1 Alameda River Phase 2 Design RFP_R1_Alameda_|

For NPS contracts, add the small business targets information in the Fill in Utilization Plan
Details comment box if the goal is set at 0%

For Project Specific contracts, always add the small business targets information in the
Fill in Utilization Plan Details comment box

Complete Step 2 by adding all subs and suppliers/vendors listed on your proposal or task
order.

NPS Master Contract UPs - DO NOT put dollars or percentages for subs or
suppliers/vendors. Commitments and dollars will be submitted in the task orders UP.

Project Specific Contract UPs - Include the percentages for subs or suppliers/vendors

Click “Add Subcontractor” in Step 2

| Add Subcontractor ‘
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Search Subcontractor using “Get subcontractor” link

Subcontractor Assignment

Subcontractor *

Contact Person

Address *

Get Subcontractor from vendor database

None selected v

None selected ¥

Complete all required fields for every sub or supplier/vendor

For NPS contracts, all sub, supplier/vendor amounts and percentages will be set at zero
dollars and percentages on the Master Contract’s UP plan. The waiver box will popup
(required information is added to the popup waiver box) when there is a goal other than

Zero.

NOTE: If the DBE goal for the contract is set at zero, the required information will be

placed in the comments box.

Subcontractor Tier *
Propased Amaunt & Percent

Yes for all DBEs
No for Non-
certified DRFs ar

| Cownt Towares Goal =

Type of Participation =

DBE certified firms will have
a list of accepted work
codes. You must select all

«| applicable work codes for
the project. Click assign.
NOTE: CDOT no longer
«emeel accepts the Project

amaeae| M@nagement code
(236220)

“—— JAlways select
PBE—CBOTis-
not currently
using ESB

option.

.......

Aniach Fie

NOTE: DBE Primes will mark themselves as NOT counting toward the goal. If DBE Primes are
contributing to the contract goal, they contact Civil Rights to be added as a Self-Performing
Prime Contractor. See the “DBE Prime Participation” section.

Type of Participation *

Self-Performing Prime Contractor ﬂ
Percent of payments to be counted: | 100.0 %

Amount not to be included in award verification: $ 0.00

Complete the waiver in Step 3 of the plan:

For NPS contracts, your small business targets will appear in a red box at the top of the
plan. See “Special Instructions to Vendor” box in the UP. Copy and paste your small
business targets information into the Waiver Section text box.
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Step 3: Provide Waiver Request Details (if applicable)

A Waiver is required if the Utilization Plan has a status of below goal. To request a waiver provide a detailed explanation of the prime’s business
process; an inventory profile; an explanation as to why a waiver is being requested; and a supplier/subcontractor diversity plan or policy if applicable. To
attach documents specifically related to the waiver request click Attach Waiver Files. When finished click Save Waiver Details before leaving the plan
or attempting to complete another step.

Goal & Waiver Summary
| Goal Type Goal Plan Status $ to Reach Goal Waiver Status
i DBE 13.00% 0.00% -13.00% below goal $3,445,000 @ Waiver required
| Enter DBE waiver request details and attachments: Attach Waiver Files (clear detsils)
! ESB 0.00% 0.00% Met goal
| ESB - Target 0.00% 0.00% Met goal
| Total 13.00% 0.00% -13.00% below goal $3,445,000

| Save Walver Details ‘

Remember: If the contract goal is zero, you will not receive a waiver box. You will need to
put YOUR small business target information in the Utilization Plan Details comment box.

Click “Save Waiver Details” if applicable

Click “Submit Utilization Plan”, complete the required fields

Click “Submit Utilization Plan” again to submit the plan

Step 4: Sign and Submit Utilization Plan

To subeni I plan cick 1 bullion Below. You wil be sked 10 provioe your full Rame &S your SOnature, B, COMBANY NaME, and check the afrmabon bax. I amy waimngs e iled, you must aodness Fam

Subenil iRzaton Flan

i i e rcuatind s Db, cheeck e Bax 10 #ffm your subimissaon, and chck Submit Uilization Pan
Sign & Bubimit This Usiiration Blan

...... —— Bt

s daia®
22018 (meniddiprry)

I this tizAtON Dlan & YU8 And AC0urata, Making Taie raprasantations of incuding Information evidancing |
oy 19w 9 May FESUR in penaties Ncudng. bus ot limied 5, TeTminaton of & contract for couse. loss of ehgioiity 1o Fubmet futne bids, and'or wihnol
may not b4 countad teward DEE, sadior ESB utilization.

Submit Unlizaticn Plan |

Your firm’s UP will be reviewed by CDOT and you will be notified through the system if
your plan is approved or returned for corrections

For NPS contracts, your firm will submit a new UP for every task order that requires a
reevaluation of goal. When the DBE goal has changed through a CDOT approved reevaluation,
these Utilization Plans will have your new commitments for all firms on your team. Added
firms will require a Project Cost Worksheet or Letter of Intent (for suppliers/vendors) as
attachments for documentation.

Primes: DBE Prime Participation

If a DBE prime is marked to be included in the DBE committed goal, the prime cannot state
the amount or percentage. The system will assume 100% of the participation is counted
toward the goal. If you are a DBE Prime, you may choose “DBE Prime Self Performing
Prime Contractor in the Type of Participation field.
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For example: If the prime got awarded $1,000,000 and selects to be counted toward the
goal, the system will automatically count 100% of that award. The percentage will change
when the prime adds DBE subs. If the prime adds a sub with the amount of $300,000 then
the percentage of counting toward the goal goes will reduce (from 100% to 70%).

Award
Current Award ek
Prime Contract $1,000,000.00
For Credit - Prime + Subs (1 sub) $100,000.00 10.000%
For Credit - Prime $700,000.00 70.000%
For Credit - Subs $300,000.00 30.000%

Add DBE NAICS Codes for DBE Firms

In the Work Codes section, click “Add Work Codes™

For DBE certified firms, click “Add Other Work Codes”

Work Codes = Currentfy assigrned work codes.
Mo Codes Assigned

[ Add Work Codes l

Select the CDOT Line Items option from the drop down menu, if applicable

CDOT Line v
In the search box, search by key word and/or item code

208-00051 Storm Drain Inlef]

Click “Add” next to the line item code you are seeking

Actions Code Type Code Code Description

Add CDOT Line Items  208- Storm Drain Inlet (Level

Click “OK” in the popup box

Once you are finished adding item codes to the sub record, click “Return” on the upper
right hand side of the screen
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Contract Main | View Contract | Subcontractors | Compliance Audit List ComplianceAudilSummaryl Messages | Comments | Reports|

Colorade Department of Transportation Stztus: Open
00000: Demo 6/18/2016 - 12/30/2025
Primz: CDOT Prime Test 1 Current Value: $1,000,000

All subcontractors assigned to this contract are listed below.
Refresh Page
Subcontractor List

Current Type Inc.in Compliance Final
Award 'YP® Goal  Audit  Pmnt

Subcontractor Name Certified Actions
|I| CDOT Sub Test 3 No $10,000 Reg. = No ® No  Add Tier 2 Sub
Dealer Substitute Sub
Remove Sub

| Add First Tier Subcontractor ‘

Line items will appear in the Work Codes section of the form (disregard the red exclamation point in
this example)

Currently assighed work codes:

@ CDOT Line Items 541330 Storm Drain Inlet (Level (Remove)
208-00051

Primes: Add Subs

All participants receiving payment on the project must be requested through the prime and
approved through the B2GNow system by Civil Rights. Primes will add all subs,
suppliers/vendors no matter the tier. All lower tier subs will request to add additional firms
through the prime. Add any subs, DBE supplier/vendors for any amount, nonDBE
supplier/vendors providing at least $10,000 worth of goods and materials, vendors,
truckers/haulers, manufacturers, etc. to the contract. New subs, suppliers/vendors will
require the PCW/LOI as attachments for documentation. Civil Rights will receive a prompt to
approved the added sub, or supplier/vendor.

Add 1st Tier Subs

All 1%t Tier Subs are required to be included in the Consultant’s contract. If the Sub was not
on the original proposal, there should be an amended contract that includes the PCW/LOI
and other pertinent documentation as required.

From the Subcontractors tab, click “Add First Tier Subcontractor”
On the next screen, click “Get Vendor”, then use the next screen to search for the vendor

by name. It may be helpful to search by the B2GNow vendor account number to ensure you
select the correct account.

Vendor Information

Vendor = rom vendor database
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Click “Select Vendor’ on the right side of the screen for the appropriate firm. Confirm by vendor
account number if that is not how you searched.

Business Name | Al ¥ Phone Number Location Actions

CDOT SUB TEST 1 602-325-8946  PHOENIX, AZ Select Vendor

If the firm does not appear, you may need to contact the firm to ensure the firm has a
B2GNow account

Firms may not start work on the project without first registering in the system. See
“Contractor Registration for CDOT Projects”.

Once you have selected the correct vendor, use the drop down menus to select the firm’s
compliance contact and address

Uedor Infrmation

Vendor * CDOT Sub Test 1 (Change Vendar)
Vendor Compliance Contact *

Mone selected ¥

Vendor Address * 101 N Central Ave, Phoenix, AZ 85014 ¥

Complete all required (*) fields in the Subcontractor Information section
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Indicates current certifications
Ap'”ab'e endor Serificanons recognized by CDOT (DBE/ESB)
ype Organization

DBE Colorado Department of Transportation

Subcontract Information

Subcontractor Tier = [Tier 1] Subcontractor to CDOT Prime Test 1 [Prime Contractor] Select by Amou nt and enter

Current Prime Contract Amount $1,000,000.00

Subcontract Percent/Amount * By Amount: § < Id0||al’ amount Of SUbCOﬂtI’aCt
By Percent: %

Enter the full amount/percent of the subcontract or the percent relative to the total contract value ($1,000,
amount/percent of subcontracts awarded by this subcontractor.

Include in Compliance Audits? * Yes - subcontractor is active and should be included in the periodic compliance audits of the contr

Should be Yes UNLESS sub
as fully prepaid

No - subcontractor is inactive.
Count Towards Certified Goal *

Yes - Payments to this subcontractor count towards the| None selected v |Goal

No <

Type of Participation = - ® Subcontractor/Subconsultant If DBE su b ’ Yes
Supplier - Manufacturer If not DBE, NO
Supplier - Regular Dealer
= (' Supplier - Packager, Broker, Distrib_, Wholesaler, Manuf. Rep.
Is firm a sub, :
I. / d Joint Venture
Supp 1er/ven Or' Fees & Commission Broker
or trucker Trucking & Hauling
Trucking & Hauling Brokerage
_ According to pelicy, goal participation will be counted at 100%
Work Description * o @ o @
< Plain English description of
Work Codes Currently assigned work codes:

No Codes Assigned firm’s work on project

The work codes below are from recognized certifications for this firm. Select one or more work codes that match the work this firm

will be performing for this assignment and click Assign Selected Work Codes to add to this record. Click here to refresh the list if
the assigned v¢ or for credit status has been changed.
CP NAICS 541330 Acoustical engineering consulting services
CO UCP NAICS 541330 Civil engineering services

H H CO UCP NAICS 541330 Construction engineering services
Assign all line Items

o g CO UCFP NAICS 541330 Electrical engineering services
related to firm’s work

CO UCP NAICS 541330 Environmental engineering services I Date Of Slgned SUbCOﬂtraCt I
CO UCP NAICS 541330 Erosion control engineering services

AAdd Other Work Codes

I Assign Selected Work Codes

Subcontract Award/Commit Date * (mm/dd/yyyy}
Ssmated Work Startbate * il i Estimates of Start/End Date I
Estimated Work End Date (mm/dd/yyyy)

- ; = i
idesdortalex Stnatmdisiogthicontac S Yes - add this subcontractor to all audits going back to the period of | November v || 2018 V

@ No. Subcontractor's first audit will be the next one.
H P ts Already Mad 0
Prepaid amount e
Refe

Use this field to uniquely identify this subcontractor if the figf is listed on the contract two or more times. This identifier wil
on the vendor list for quick identification of each instance/f a firm's participation on the contract.

Attach File(s) Attach File

Comments *

First month of work

Select Yes if sub has already
started on project
Otherwise select No

All DBE firms must be included in the overall DBE data in the B2GNow system by clicking Yes
in the Count Towards Certified Goal section. Civil Rights will choose whether the firms work
IS race conscious or race neutral. See “Distinguish DBE Commitment Toward Goal” for
clarification.
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Choose the appropriate NAICS work codes the DBE firm is performing on your project. The
Work Codes section will only prepopulate for DBE certified firms. If you need to add work
codes to firms that are not DBE certified, click “Add Work Codes” to search for work codes.

C t T rds Certified Goal = ) -
ount Towards Lertified Goa ®  ves - Payments ta this subcontractor count towards the | DBE [v| Goal (Credit Type: [FETeYoerrers v )
() No

To add line items for DBE certified firms, click “Add Other Work Codes” to search the CDOT
line items list. Only CO UCP NAICS codes will pre-populate.

At the bottom, click “Review”

Click “Save” on the next screen to submit

Add Lower Tier Subs (Primes and 1°t and Middle Tier Subs)

All Lower Tier Subs are required to be included in the Consultant’s contract. If the Sub was

not on the original proposal, there should be an amended contract that includes the
PCW/LOI and other pertinent documentation as required.

From the Subcontractors tab, click “Add Tier # Sub”

Contract Main | View | | Auait List | A |

[1] COOT Sub Test 3

Repeat steps in “Add 1st Tiers Subs”

Add Suppliers/Vendors
(Any Tier)

The example is an added supplier/vendor for a sub

Subcontractor: Rocky Mountain Signing Company, Inc

2nd Tier: Trojan Labor

Info /] Sub /] 717% $210,000 $299,614

Pavmants 100% oee WAI% $299.614

juliedhurley@tearm-rms.com Prafile

P 303-840-9877, F 303-840-3157 E

{z] rofan Labor, In.
Britany Nelson
bneisontrojaniabor,com Erafil
P 303-934-1251 Email

[1] Rocks Hountain Signing Company, Inc.
Julie Hurle

No b /] 0.34%

s 410,000 410,000
100% o8E 0.35% $10,000

Set up the DBE supplier/vendor, in this case, Trojan Labor to count towards the DBE Goal

Count Towards Certified Goal *

8 es - Payments to this subcontractor count towards the | DBE || Goal (Credit Type: [FTesfrnrren v| )
) Neo

This will allow all of the payments to be reported towards the goal
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DBE Firms Using NonDBE Suppliers/Vendors
(Any Tier)

There are situations when a DBE firm uses a nonDBE supplier/vendor. Typically, the amount
the DBE pays the supplier should not be deducted from the DBE participation. However,
B2GNow does not know this and deducts those payments. Civil Rights has to manually select
those payments every month to count toward the goal.

Ensuring DBE Credit is Given for NonDBE Suppliers/Vendors Who Are a Sub to a DBE
That is Performing Work
(Any Tier)

Important NOTE: Steps below need to be only completed once.

From the Home screen>>Contract>>Choose a contract

Priority Flagged Contracts

Contract Value

Total Paymeants %% Goal
Contract # Status & Dates Cradit Paymeants % Credit
21430.30.20 Open $752,800,532 12.5%
11/2017 to 11/2022 30 0.0%

$7,532,600
21430.30.10 Open 548,000,000 11.6%
11/2017 to 11/2022 30 0.0%

43,988,438
21430.30.30 Open $12,563,041 0.0%
11/2017 to 11/2022 %0 0.0%

=0

Click the Subs tab

Contract Management: Subcontractor List

© Main | Wiew | Settings | Subs | Docs | Change Orders & Task Orders | Alerts | Comments | IMessages | Closeout |

Compliance Audit List | Compliance Audit Summary | Compliance Audit FY | Reviews | Site Visits | Reporis

1420 2N e Canteal TN - Cancieuction Woslk

Locate DBE firm who has nonDBE supplier/manufacturer subs

~[2] SPartan Reinforcing, LLC Yes

£14,392,865 Sub @

515,161,861  100% fi
ABC Coating Company, Inc Mo Ho szgt;:gig Manufactuner' DNBDE
] .049,! f:
Brace Steel Components No No :tg:;ggg Manufacturer DNBDE
E Dalco Industries No No £524,733 Manufacturer No
£524,753 DBE
E FABco LLC No No $3,673,270 Manufacturer No
53,672,270 DBE
H M (13 H 77
Select the nonDBE sub by clicking “Edit
m ABC Coating Company, Inc No No 44,617,526 Manufacturer|  No @ No Vigw Edit Mare...
H 44,617,528 DBE

<
Confirm the percent of payments to be counted is 100% -

In settings, Count Toward Certified Goal should be marked No

COLORADO
E B | Department of Transportation www.crbrc.org 63


http://www.crbrc.org/

Primes

Change Goal Type to DBE

Subcontract Information

|§ iheontractor Tier * Quheantracts in | - ITi

Count Towards Certified Goal * T ur
2 : rorsdy

@ Yos - Payments to this contractor count towards the
Goal Type:

DBE I~
Gredit Type:

[Race Conscious K]

O Na contract valus

| subcontracts awarded by this subcontractor,

Type of Participation * Supplier - Manufacturer M

Percent of payments to be counted: | 100.00 %

v

Note the changes in Additional Information section under Comments

Additional Information

Attach File(s) Attach File

Comments . 3/19/2019 - Changed Goal Type to DBE to ensure payments from Spartan are counted toward the goal - RGP|

\ 4
Click “Review” at the bottom

[ Spell Check ] [ Review ] [ Cancel

Verify changes, click “Save”

I Edit I I Save ‘ I Save & Print Award Letter ‘ l Cancel I

Click the Subs Tab to return to the subcontractor list

Contract Management: Saved

Main | WView | Settings | Subs | Docs | Change Orders & Task Crders | Alerts | Comments | Meszages | Closeout |

Compliance Audit List | Compliance Audit Summary | Compliance Audit FY | Reviews | Site Visits | Reporis |

21420.30.720: Canteal 70 - Canctenction Woelk

Important NOTE: The below steps need to be completed monthly. This is only to be done
for nonDBE supplier/manufacturing subs who are subs to DBE subs performing work.

Locate the sub that was just edited, click “More”

ABC Coating Company, Inc o B 54,517,528 Manufacturer o @ o View Edit More.,
: 54617526 DBE
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Award Letter
Info Letter V
Payments
View Profile
Deactivate
Delete

Copy

Click “Payments”

Click “All Yes” under Inc in Goal column

Contract Payment Details

; ' ; Inc. in Goal

Time Period Amount Paid Confirmed Al ves All No

Starting Amount as of 1/31/2019 50.00 " No (change)
December 2017 Not included in audit

Now only the payments are counting for credit but not for the supplier/vendor

g
Contract Management: Payment History for Subcontractor Help & Tools 3%
Main l View { Settings I Subs I Docs l Change Orders & Task Orders I Aleris { cummenlsl Messages I Closeout ‘

Compliance Audit Lisi] Compliance Audit v ] Compli Au:va] Reviews] Site \nsils[ Repnm|

€10487: 10487 - SHA0 COLFAX RESURFACING I-70 T Status: Open
Prima: APC Construction Ca, LLC Currant Award: $2,028,621
5/9/2017 - 5/9/2022 Goal: 9.00%  Totel Psid: $2,876,891

% Credit: 10.68%  For Credit:  $566,162

Contractor Information

Contract Payment Summary

Business Name Trojan Labor, Inc. Confract Value $2,928,620.50

Vendor Type Subcontractor Total Payments to Prime $2,876,890.83

System Vendor Number 20448012 Subcontract Award $10,000.00

Vendor Contact Britany Nelson Total Payments $10,000.00 0.348%
Phone 303-934-1251 % Counted (by type) 100.00%

Fax Count Towards Goal $10,000.00 0.348%
Email bnelson@trojanlabor.com Final Payment Made No

Address 1531 N. Chambers Rd. Unit A

Aurora, CO 80011

Contract Payment Details

Time Period Amount Paid Confirmed Al \I',5 s Prime Response Sub Response
Starting Amount as of 7/31/2017 $0.00 MO (change) Edit
May 2017 Not included in audit Add to audit
June 2017 Not included in audit Add to audit
July 2017 Not included in audit Add to audit
August 2017 $0.00 Confirmed Mo (change) View Edit View Edit
September 2017 m Add to audit
October 2017 $10,000.00 Confirmed (&) (change View Edit View Edit
November 2017 oo Connrmed 0 (chenge) View Edit View Edit
December 2017 $0.00 Confirmed No (change) View Edit View Edit
January 2018 $0.00 Not Yet Mo (change) View Edit Edit
February 2018 $0.00 Not Yet No (chanae) View Edit Edit
March 2018 $0.00 Not Yet No (chanae) View Edit Edit
April 2018 Not Reported = No (chanae) Edit
May 2018 Not Reported - MO (change) Edit
Final Amount Adjustment/Paid Retainage $0.00 MO (chanage) Edit

After reporting has been completed, go back and change the No to Yes so that future
payments are counted until the end of the contract

This will need to be done for every reporting period
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CDOT can generate a report that will give the vendors counting for credit that are not
currently certified to help you identify these vendors. You will request a support ticket
through the B2GNow system.

Substitution Requests
(Any Tier)

This is to replace one sub with another. If the firm being replaced is a committed DBE sub,
an approved Professional Services DBE Participation Plan Modification Request Form is a
required attachment

|5ubcumra\:lor Tier * |Sunmmrams to| - [Tier 2] Spartan Reinforcing, LLC
Reference Identifier
Contracted Percent & Amount * Current Original Award
® By Amount: § 4617.526.09 § 4.617.526.09
By Percen t | 0.61337976 % 0.81337976 %

Enter the full amount/percent of the subcontract or the percent relativa to the total contract valus
subcontracts awarded by, this subcontractor.

Type of Participation * Supplier - Manufacturer

Percent of payments to be counted: | 100.00 %

From the Subcontractors tab, click “Substitute Sub”

Subcontractor List

. Current Inc. in Compliance Final .
Subcontractor Name Certified AT Type ool I e Actions

|I| CDOT Sub Test 2 No $10,000 Reg. No © [ ——— e
ler Substitute Sub |

Complete the Information section

Attach the Professional Services DBE Participation Modification Request Form or task order

documents

Swiwct razscn and artes datsils f

2t razsan and artee for tha substituics. Than idestfy the new frm that will be previding this merk. settings will be caeried ovar, reviesr and wpdate ol informaticn
% raased Bators submitting,

SubLaRITaTNr W be Sunsuned CODT Sub Test 1
aston for Subasen © Mono skciod
Substitution Deta *

Complete the rest of the screen
Lower tier firms will request substitutions through their prime

The request will be prompted to CDOT for approval

Removal of Sub Requests
(Any Tier)

This process is to eliminate a firms work on the project PRIOR to any work being done by the
firm

If the firm being removed is a committed DBE sub, an approved Professional Services DBE
Participation Plan Modification Request Form is a required attachment
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From the Subcontractors tab, click “Remove Sub”

Subcontractor List

[4] ©ooT Sub Test 3

Complete the Removal Information section

Attach the Professional Services DBE Participation Plan Modification Request Form if the sub
is a committed DBE

Lower tier firms will request removals through their prime

The request will be prompted to CDOT for approval

Payments from CDOT
(Primes Only)

Once you have entered the Audit Actions, report payment from CDOT

Click “Report Payment Received from Colorado Department of Transportation”

Frimw Comrcer I ey mr—— ] ——— ,.-,I

Buyer/Project Manager information

Cortact ren [ ot pwien LSRR
Orapricaton Cokorado Ceowiment of Transportabon | Decariant Regoa |
ckisiead 2000004 047 [User e 2000201 o

Click “Report Payment to Prime”

Audit Information
Audit Response Status

Not complete
3 sub respaonses to be submitted: payment to prime 1o be submitted
Reporting deadling is 111672017

Audit will be locked BM6/2291

ketohar 2047
Report Payment to Prime

bdarked As Final Audit? No (mark audit as final)
Do not select “Mark Audit as

Einal” until yvou have received
Complete required fields (*)

Audit Pesiod
Payment to Prima

Click “Save”
You will automatically return to the audit

Report Payment to 1st Tier
(Primes Only)

In the middle of the screen, click “Submit ALL Incomplete Records”

You may also enter records individually by clicking “Submit Response” in the Actions column for
each sub
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Ak 3 Ramaining SUBCOMIACIoNs 38 Zer || Mark Aust 3s Final

Complete fields for only 1st tiers

Click “Save”

| = -
@M' s Is / L T S ‘ )

| Leave Blank (2" Tier Sub) / I Date | \ 9 Check N \ |
‘... Total Amount Paid to 4 B Comments to CDOT
. ik | ; (Not visible to Sub)

MBS Was payment prompt?
(N/A if $0)

If payment information has been entered for all subs (at all tiers) an audit confirmation
will be received

You may click “Return to Audit” to verify your input and edit ifnecessary

If any subs at any tier are missing payment information, you will automatically by returned
to the audit

Once you confirm that no 1st tier subs are missing payment information, the audit is
completed

Go to the Home screen to exit the audit

Once you have saved the information, no further action is required unless a lower tier
reports a discrepancy

Primes: Project Closeout

Semi-Final Closeout/Payment

Use the Search >> Contracts feature to locate the contract you are evaluating

Once in the contract, navigate to Compliance Audit List to check the status of the most
recently recorded audit

Main l View l Settings | Subs I Docs I Change Crders & Task Orders I Alerts [ Comments I Messages [ Closeout |
Compliance Audit List | Compliance Audit Summary I Compliance Audit FY I Reviews | Site Visits ‘ Reparis ‘
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View any audits with red lines to close incomplete audits and resolve remaining
discrepancies

Pt Eaneslirased By Suls Disgputed Ry Suls B

s34 = Saa.080

B35

o

$o
o
S0
w0
ET)
-

Mhmwe Audit
Mimve Audit
Wiy Audit

lecoemonane
»
o

Check the status of the last audit by clicking “View Audit” from the audit list

When paying a lower tier sub for the final time, click “Mark Audit as Final”

Click “Report Payment to Prime”

Audit Information

Not complete
3 sub responses 1o be submitied; payment 10 prme to be submitted
Reporting deadling is 11162017
Audit will be locked BME 2291

ghec 2047

Repont Payment o Prime § | Select “Mark Audit as Final”” until you

N rk audi | . .
o% have received final payment from

CDOT and paid out all subs

Marked As Final Audit?

Review the Audit Summary - Total Contract Section

Review progress toward the DBE goal. Work with Civil Rights to determine disincentive, if
any, tied to failure to meet the DBE or ESB goal.

eeeeeeee

Payments Payments Percent

$779,266.76
80,137.05 10.282%0 10.282% above goa
. b goal

%$80,137.05 10.2829% 10.2829% above goal
£0.00 0.000% Goal matched

Review the Subs, Suppliers/Vendors

DBE commitments must be met based on the task order Utilization Plan. Review the UP, any
approved Professional Services DBE Participation Plan Modification Request Forms and the
actual amount paid to any committed subcontractors.

If the commitments were not met or have modifications are not approved, contact Civil
Rights

Release Subs

From the Navigation Menu, click Search >> Contracts
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Enter the 5 digit CDOT subaccount contract number, master contract OLA number, task
order or title, or firm

Search: Contracts
Users Wendors Contract Concessions

pre = = = Search your organization’s contract databaw and click Search. Some parameters are required.

Home
Search First 20 Matches ]
Wiewvw >>

Search > Search Parameters
wendors
Certified wendors

o010

(Contract number, financial system reference. project number)

Contract/Reference Mumber

Contracts:

Concessions Contract Title
Outreach

Users Containing Tesxt

Search Results > (Contract description. summary, notes, comments)

Message >

Contractor
Settings >> = Prime Subcontractor Either

Help & Support >

Buyer/Proj
(Organization name, contact name)

Logoff

Sheows an Hids ais
Search First 20 Matches J

w

Click “Search**
Click the contract number next to the contract you want to review

Once in the contract, navigate to the Subs tab

Main I View I Settings l Subs l Docs I Change Orders & Task Orders I Alerts | Comments I Messages | Closeout |
Compliance Audit List I Compliance Audit Summary I Compliance Audit FY I Reviews | Site Visits | Reporis |

Click “Edit” on the right for the subcontractor
you wish to release the sub Actions

View Edit Mare...

In the settings menu, select Yes for final payment

Otherwise, click No

Include in Compliance Audits? * &  Yes -subcontractor is active and should be incl

Mo - subcontractor is inactive. If any lower tier ¢

Count Towards Certified Goal * Thiz setting is vsed only to set the default status on fu
Yes - Paymenis to this contractor count toward:
. No
Goal Type | Mone selected ¥
Final Payment Made? * Yes: if any lower fier subcontractors are active,

O

Click “Review”

Click “Save
Final Closeout/Payment of Subs

When paying a sub for the final time, click “Mark Audit as Final”
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Click “Report Payment to Prime”

Audit Information
Audit Response States

Not complete
3 sub responses to be submitied: payment to prme to be submitted
Reporting deadling is 11/162017

Audit will be locked B16/2291

Audit Pesiod itgher 2047

Fayment to Prime Repont Payment bo Prime [ Click “Mark Audit as Final” until you

Barked As Final Audit? No {mark auditdiEnall haVe received ﬁnal payment fl’0m

CDOT and paid out all subs

Use the Search >> Contracts feature to locate the contract you are evaluating

Once in the contract, navigate to Compliance Audit List to check the status of the most
recently recorded audit

Main l Wiew l Setlings Subs I Docs l Change COrders & Task Orders I Alerts l Comments I Messages I Closeout |
Compliance Audit List | Compliance Audit Summary [ Compliance Audit FY [ Reviews | Site Visits | Reports |

View any audits with red lines to close incomplete audits and resolve remaining

discrepancies
Not Confirmed By Sub Disputed By Sub Date Pl
Lines Amount Lines Amount i
k=1 5545 2 $44,086
2 5545 o 0| 5/2/2018
a 0 o $0| a/2/2018
1 $0 a £0 3/1/2018
o s0 2 $33,851 2/1/2018
1 $0 a $0 1/1/2018 Wi
1 %0 1 $10,235 12/1/2017
1 $0 a $0 11/1/2017
1 %0 a $0 10/2/2017
1 $0 a £0 9/1/2017
1 $0 =] $0 8/20/2017 Vi

Check the status of the last audit by clicking “View Audit” from the audit list
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Subs: Add Subs

Requests to add any subs, DBE supplier/vendors for any amount, nonDBE supplier/vendors
providing at least $10,000 worth of goods and materials, vendors, truckers/haulers,
manufacturers, etc. to the contract will be requested through the prime. The prime will add
the addition. CDOT will receive a prompt to approve the sub. All participants receiving
payment on the project must be added through the prime and approved by Civil Rights. New
subs, suppliers/vendors will require the PCW/LOI as attachments for documentation. Civil
Rights will receive a prompt to approved the added sub, or supplier/vendor.

Report Subs Payments
(All 1%t Tier Subs with Lower Tier Subs or Suppliers/Vendors)

Report Payment to all next tier subs and supplier/vendors by the 15th of the month

Dashboard

Contract

Total

(VY]

Open
Contract Audits

ey

Certifications

3
L

)
g
i
[

Utilization Plans

ing Confirmation as Sul o

In the Audit Actions box, click “Report Subcontractor Payment”

Audit Actions
Category

Tier 1 Subconiractor to CDOT Prime Test 1 il
|| SubFrime: Report 1 subcontractor pavment

Tier 1 Subconiracior to CDOT Prime Test 1 Sub: CDOT Prime Test 1 has noi reported the pavment made to vou

On the next screen, click “Submit ALL Incomplete Records”

You may also enter records individually by clicking “Submit Response’ in the Actions column
for each sub : -

Mark 3 Romainifeg Subconliacion &8 2ers | Mark Audd 3 Final |

Submil ALL Incompiets Hecargs || Repont Error

Tbranteastoe cantiman Tepe o in aal Avans a8 Amaund i Oetabes JONT Conmeman by Sk [ ——— ‘cantraet sasl et
(RS

Complete the fields for all subs and supplier/vendors with whom you contract directly

If your subs have lower tier subs, DO NOT fill out that payment information

COLORADO
E@ Departraant of Transpoctation www.crbrc.org 72


http://www.crbrc.org/

First & Middle Tier Subs

Multiplo tiers of subcontracts are present, Enter full amount paid to each subcontractor; do not deduct payments by each subcontractor o its own subcontractors, The system will automatically calculite the amounts to be allocated to each subcontractor, All subcontractors that have their own lower tier
subcontractors are notified to repor payments to those subs, The prime contractor can also report these payments if they are known,

Subcontractor Payment Information

Subcontractor Total  Paymentfor Octaber 2017 nm.n;%m;mr Attachments for CDOT
Payment ‘M
[1] coot sub2 w8 el J
/ TENS ¥ Commants: P
2] coor s Leave Blank ( Lower Tier Sub . | Date e .--.::|
2] CDOT Sub Test 3 § TP R Check No
|Payment Amount | Comments to CDOT
Payment
[1] cdot 5ub 2 w8 Laral N
AL . (Not Visible to Sub)
] 9
/ o Was payment prompt;

Click “Save”

If payment information has been entered for all subs, at all tiers, you will receive an audit
confirmation

Click “Return to Audit” to verify your input and edit if necessary

If any subs at any lower tier are missing payment information, you will automatically be
returned to the audit. See “Report Payment to 1st Tier Subs”

Once you confirm that no next tier subs are missing payment information, you have
completed the audit

If the firm above you has already reported its payment to your firm, repeat step to report
payment

Subcontracior Payments for Dctober 2017

If the firm has not reported its payment to your firm, go to the Home

screen, left corner of the screen to navigate away from the audit Q?

You will need to log in again later in the month to confirm or report a —
discrepancy related to your payment L

Complete the confirmation step once you receive notice from the system that your higher
tier sub has completed the reporting step
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Confirm or Dispute Payments

Within 15 days of receiving notice from the system when the prime has reported their
payment, log in to the system to confirm your payment. See *“Access and Complete the

Audit” for help getting to this step.

Once you have entered the audit, confirm payment reported. This step is for situations where
there are no payment disputes.

If payment amount is disputed or withheld, skip this step. See “Report a Payment Dispute”

Click “Confirm Payment Received”

Coniroct Mein | View Contract | Subceniractors | Complionce Audit List | hiessages | Comments | Reparts |

Staws: Open
10/26/2017 - 9/20/2020
Cusrert Vslue: $10,000,000

otice for Tha contract Isted beiow. DL a responsa for ach item fisted below by clicking each Ank in 1he ARt ACTIONS tadia. It is possinia that SoMa ACHONS are Nt avaiabie 31 3 SPECITC HMa CUS 10 PENGng TEPOMS 1rOM OINer CONYIACIATE.

Action Required & Response Due Date

[Contact Person Etica Downey Contact Person Coniact Adminisirator
Organizaton Colorade Department of Transportation Depertment Repion 1
User humber 30000046-057 User Number 10003211-001

Complete the form

Remember, if you report that the payment information is correct, you waive CDOT’s
involvement in resolving any related payment dispute ordiscrepancy.

Report a Payment Dispute
Go into the month’s audit you want to report the dispute

From the Compliance Audit Actions screen, click “Confirm Payment Received”

Compliance Audit Information

Complance Audit Period Zsptamber 2013

Dianle & Tirme: Pasted Local: 1052452019 §:48.05 AM CDT
System: 1N24/2015 8:45208 AM COT

¥iou are assigned to this contract in multiphe capacities. Subimit a response for sach em listed bakow by clicking sach rk. It is possible that some actions are rat available o 3 specific time. Az a
subprime your respansibility is b confirm payments made bo yau by the prime or higher level subeonirsctons and report payments made by you to lower subsantracion (evals. A a subcontrector your
respansibility is to confinm payments made 1o you by the prme or higher level subcontractars.

Compliance Audit Actions

Category Actlon Required & Responze Due Date

Tier 1 Suboantractor ta CDOT Prime Test 1 Sub: Confinm peyment recelved due by 11/82013 (PAST DUE]
audit Iock on BT712293
SubPrirme: View audil responss

- Il
O s I [ T—— Js:"‘\?',.l--m:nml
EE—— -— Select incorrect to report a discrepancy or
dispute even if payment reported is
accurate
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First & Middle Tier Subs

Complete required fields (*)

Check the box to sign and release
Add comments

Click “Save”

Click “Return to Audit Notice”

If payment is disputed or withheld, you must report a discrepancy within 15 days of
receiving notice of the audit

Discrepancies will show in the system

If the higher tier reported $0.00, complete the form

| Ansiunt Repodte By 1he arime contracton bor October 2017 as PAID 10 You
$0.00
Comfirm Reported Amount? *
COMEEH - Wb ECOVDE [ CIyMENt e e DM Lorracton for he pendd,
here all spteny
eafaid ®  INOOMeCt - 06 MOUnt ieconed by Ihe Drime comtracion 3% PAID 10 us s et conact

1. Enler e amount you actoally received rom (e prime contractos in Oclober 2017: *

Enter greater of the actual amount due or
s < $100. Differences less than $100 are not
flagged as discrepancies by the system.

3. Payment Data: *

3. Wera you paid in accardance with the crganization’s prompt payment palicy 7~

“YeB - WE WHrE pad Wiren 7 caye of the pima being pak B
0 - W W ek B withen 7 s of e peim Dy b

IMIA - wer cannot datarming If we were pakd promgy

4. Datall tha work you performad for this payment: *

NOTE: You must report an amount at least $100 different from the amount you are asked
to confirm. Differences less than $100 are not flagged by the system even if marked
incorrect.

If the higher tier reported is not a $0.00 amount, select either of the below options, then
complete the fields that appear

| Contem Réparied Amaunt? *

B eaiasy
2 tasmy

1. Enter the amount you actually received from the prime contractor in October 2017: *

the amount reported by higher tier.
s « Differences less than $100 are not flagged as
discrepancies by the system.

ai
ot paid within 7 days of tne prime being paid
determine if we were paid promptly.

4. Detail the work you performed for this payment: *

Complete required fields (*) Click “Save” &?

Click the Home screen to navigate away from the audit & = &
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First & Middle Tier Subs

Verify the payment data you reported. If the prime has already responded to the
discrepancy, review the primes response.

Check the box that best describes the payment action. Include comments and attach
documents in support of your answer.

Private comments are only visible to the firm that made the comment and CDOT

Public comments are available to all

s ¢ s B e SR P I SR U CETERT § e, g e oy Bmre Y o v e o e o 1w oeny. b e s 1 e ) R Dy e

Tetarrimy ettt

[ —

aricn v P

e =y A e

BE AEsEE | Dy

Remember, the correct amount is the amount paid by the higher tier sub to you during the
calendar month of the Audit Period

Once both firms have saved their responses, Civil Rights will assist to help resolve any
remaining issues

Sub or Supplier/Vendor Reported Discrepancies
See “Access and Respond to the Discrepancy” to access the discrepancy

Contact the person who reported the initial payment data. The person’s contact information

should be provided with the responder information, but you can also send an email through
the system by clicking on the person’s name.

Prime Audit

Responder
Name Erica Downey
Fesponse Date Local: 1/25/2018 1:58:21 PM CST

System: 1/25/2018 1:52:21 PM CST

Gather necessary proof to resolve the audit discrepancy including how much the sub paid its
lower tier and on what date

Based on the information provided by the sub, complete the required fields to resolve the
discrepancy

If either the amount entered by the 1st tier sub or the amount entered by the lower tier
firm is correct, select the correct option. If neither are correct, select the third option and
report the correct amount. Include comments and attach documents in support of your
answer.
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First & Middle Tier Subs

Private comments are only visible to the firm that made the comment and CDOT

Public comments are available to all

Discrepancy Rasolved? ©

| Pulblic Comments

| Private Comments Thass commants e viaitis ONLY 52 the comatescs oficar

| Atach Filnis) | Asach Fue |

| Contiemation. I gand me confemation of Ty MmEponse:

[Ban Respomen | Gansl

Remember, the correct amount is the amount paid by your higher tier firm to its lower tier
firm during the calendar month of the audit period

Once both firms have saved their responses, Civil Rights will assist to help resolve any
remaining issues

Subs: Project Closeout

Semi-Final Closeout
Use the Search >> Contracts feature to locate the contract you are evaluating

Once in the contract, navigate to Compliance Audit List to check the status of the most
recently recorded audit

,Maiﬂ_l Wiew l Settings | Subs I Docs I Change Orders & Task Ordersl Alerts [ Comments I Messages [ Closeout
Compliance Audit List | Compliance Audit Summary ] Compliance Audit FY [ Revisws [ Site Visits [ Reporis

View any audits with red lines to close incomplete audits and resolve remaining discrepancies

MNot Confirmed By Sub Disputed By Sub Data
Posted

Actions

Lines Amount Lines Amount

N

E-1 5545 $44,086

$0| 5/2/2018
s0 4/2/2018
$0 3f1/2018
$33,851 2/1/2018
$0 1/1/2018
$10,225  12/1/2017 i
$0|11/1/2017 | VMiew
$0|10/2/2017  Miew
£0 9/1/2017
$0 8/30/2017 Wi

WO (e[ON
o
=]

G000 KORKOOOC

Check the status of the last audit by clicking “View Audit” from the audit list

When paying a lower tier sub for the final time, click “mark audit as final”

Click “Report Payment to Prime”
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First & Middle Tier Subs

Audit Information
Audit Response Status

Nat complete
3 sub responses to be submitied; payment to pnme o be submitted
Reporting deadling is 117162017

Audit will be locked B16/2299

\cioher 2017

Repont Pavmentta Prime J | Click “mark audit as final” until you

N ik avidi | . .
o% have received final payment from

CDOT and paid out all subs

Audit Period
Payment to Prima
hlarked As Final Audit?

If the prime marked the audit as final, ensure that all tiers would have been reported on
that audit by looking at the date of the last progress payment in Site Manager and allowing
10 days per tier for prompt(ish) payment. Mark the audit as final if appropriate. See “Final
Estimate/Payment of Subcontractors.”

If the prime did not mark the most recent audit as final, look at the date of the last progress
payment in Site Manager and allow 10 days per tier for prompt(ish) payment top determine

the appropriate last audit. Mark the audit as final as appropriate. Mark the audit final as
needed. See “Final Estimate/Payment of Subcontractors™.

Final Closeout/Payment of Subs
When paying a sub for the final time, click “mark audit as final”

Click “Report Payment to Prime”

Audit Information
Audit Response Status

Not complete
3 sulbr responses to be submitted: payment to prime to be submitted
Reporting deadline is 11162097

Audit will be locked BM16/2297

Audit Period Crtober 2047

Fayment to Prime Report Payment to Prime Click

B A i have received final payment from
. CDOT and-paid-outall subs

Use the Search >> Contracts feature to locate the contract you are evaluating
Once in the contract, navigate to Compliance Audit List to check the status of the most
recently recorded audit

Main [ Wiew I Settings | Subs l Docs I Change Orders & Task Crders I Alerts I Comments I Messages I Clossout |
Compliance Audit List | Compliance Audit Summary [ Compliance Audit FY [ Reviews l Site Visits | Reports |

View any audits with red lines to close incomplete audits and resolve remaining
discrepancies

Mot Confirmed By Sub Disputed By Sub Date

Lines Amount Lines Amount

[
@
u
b
u
N

$4949,086

$0| 5/2/2018 View Audit
S0 4/2/2018 View Audit
$0| 3/1/2018 Miew Awudit
$33,851 2/1/2018 View Audit
$0 17172018 View Awdit
$10,225 12/1/2017 View Awudit

30 BF1L/2017  Wiew Audit

KFEBEHEBORON
coooMORKOOOD

$0 8/20/2017 View Audit

Check the status of the last audit by clicking “View Audit” from the audit list
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First & Middle Tier Subs

Release Subs

From the Navigation Menu, click Search >> Contracts

Search: Contracts
wsars | wenders | Contact | concessiens

e - [F1 | Search you crganization’s coniracl delebew and click Search. Some paramelen e segubied

Search Firar 20 Matches |

Contrmat Tile

Coneneml oy Tas

First 20 Matches |

w

Enter the 5 digit CDOT subaccount contract number, master contract, task order or title, or
firm

Click “Search*

Click the contract number next to the contract you want to review

Main l Viewll Seﬂingsl SUM’ Duc:sl Change Orders & Task Orders | Alertsl Eommentcl Messagasl Clusenut‘
Camplance Audi s [ Complance Audi Summary [ Complance Audt FY ’ Reieis ’ Sie Vi ’ Repo [

Click “Edit” on the far right for the sub if you wish to et
release the sub View Edit More...

In the settings menu, select Yes for the final
payment

Otherwise, click No
E

Include in Compliance Audits? * (a)  Yes-cubcontractor is active and should be incl
, No- subcontractor is inactive. If any lower tier <

Count Towards Certified Goal * This setting iz used only to set the default status on fut

. Yes-Payments to this contractor count toward:

®» No
Goal Type | None selected ¥
Final Payment Made? * ) Yes: if any lower fier subcontractors are active,

Once in the contract, navigate to the Subs tab
Click “Review”

Click “Save”
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Lowest Tier Subs

Lowest Tier Subs: Add Subs
(Primes Only)

Requests to add any subs, DBE supplier/vendors for any amount, nonDBE supplier/vendors
providing at least $10,000 worth of goods and materials, vendors, truckers/haulers,
manufacturers, etc. to the contract will be requested through the prime. The prime will
request the addition through CDOT. All participants receiving payment on the project must
be requested to the prime and approved through the B2GNow by Civil Rights.

Confirm or Dispute Payments

Within 15 days of receiving notice from the system that the prime has reported, log in to the
system to confirm your payment. See “Access and Complete the Audit” for help getting to
thisstep.

Once you have entered the audit, confirm payment the prime reported. This step is for
situations where there are no payment disputes.

If payment amount is disputed or withheld, skip this step. See “Report a Payment Dispute”.

Click “Confirm Payment Received”

Action Required & Response Due Date

Erica Downey.
Colorade Department of Transportation Department Region 1
30000046051 User Number 10003211001

Complete the form

Note: If you report that the payment information is correct, you waive CDOT’s involvement in
resolving any related payment dispute ordiscrepancy

Report a Payment Dispute

Go into the month’s audit you want to report the dispute

From the main audit screen, click “Confirm Payment Received”
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Lowest Tier Subs

Compliance Audit Information
Comghance Audit Pericd Saptember 2013

Date & Time Pasted Local: 10724/2013 548205 AM CDT
System: 10242013 3:45:06 AM CDT

You ane assigned bo this contract in multiple capacities. Submit a response for sach iem listed below by cicking sach nk. It is possible that some actions are ot available ol a specific time. Az a
BUDPAME your respansibility is b confirm payments made B0 yau by the prime or bigher level subcontracions and report payments madis DY you s lower subsantracion levels, As a subcontractor yaur
raspansibility is to confinm payments made 1o you by the prime or higher kevel subcontraciors.

Compliance Audit Actions
Catagary Action Required & Rasponsa Due Date

Tier 1 Zubcontracior to COOT Prime Test 1 Sub: Confiom payment regelved due by 11/872013 |PA ST DUE)

audit lock on 872293

SubPrirme: View audil responss

In the Audit Information box, click “Incorrect™ :
Select correct ONLY when there is no

dispute related to the payment AND

e e o cacr b Ocn 2172 FAD' o reported payment was actually received
0.00

Conim Reported Amount? * s

b Incomect- e ariount eccred y e e cortacior a8 PAIDIG s & o coret i X

b L : ! - Select incorrect to report a discrepancy or

1M WERNGIDING itainage ? N A i

dispute even if payment reported is
accurate

Complete required fields (*)
Check the box to sign and release
Add comments

Click “Save”

Click “Return to Audit Notice”

If payment is disputed or withheld, you must report a discrepancy within 15 days of
receiving notice of the audit

Discrepancies will show in the system

If the higher tier reported $0.00, complete the form

| Amunt Reporied by the prime contracter for October 2017 as PAID to You

Confirm Heported Amount? =
COMBEE - v T Ak G PAYMBNt fram B prime contractad f0f e pancd
S all sption,

T Incourect - the amount reported by the

Enter greater of the actual amount due or
$100. Differences less than $100 are not
flagged as discrepancies by the system.

Enter Payment Due Date or last day of Audit month |

&, Dt B work youl partanmad 1o this payment: *
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Lowest Tier Subs

NOTE: You must report an amount at least $100 different from the amount you are asked to
confirm. Differences less than $100 are not flagged by the system even if marked incorrect.

If the higher tier reported is not a $0.00 amount, select either of the below options, then
complete the fields that appear

Confirm Reported Amount? *

Shew all sotiens
ot T

We reced

We were o ober 2017 than resorted ($5,700,00)

1. Enter the amount you Schaly received rom 1 prie contactor i Gelober 20171 * Amount must be at least $100 more or less than the
P amount reported by higher tier.
' - Differences less than $100 are not flagged as

discrepancies by the system.

| Enter Payment Due Date or last day of Audit month I

4. Detail the work you performed for this payment: *

Complete required fields (*)
Click “Save”
On the Home screen in the left corner of the screen to navigate away from the audit

Verify the payment data you reported. If the prime has already responded to the discrepancy,
review the primes response

If either the amount entered by you or the amount entered by the other firm is correct,
select the correct option. If neither are correct, select the third option and report the
correct amount. Include comments and attach documents in support of your answer.
Private comments are only visible to the firm that made the comment and CDOT

Public comments are available to all

Remember, the correct amount is the amount paid by your higher tier firm to you during
the calendar month of the audit period

arn v il

et o g g by e cwE—

Once both firms have saved their responses, Civil Rights will assist to help resolve any
remaining issues
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