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Civil Rights Contacts

This manual has been produced by CDOT’s Environmental Justice Equity (EJE), the
Headquarters Civil Rights Office. The EJE is formerly known as the Civil Rights and Business Resource
Center (CRBRC). The EJE is responsible for developing Civil Rights programs and monitoring
compliance administration.

Environmental Justice Equity (Formerly CRBRC)
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

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

Region 1: Patty 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

CRO - Civil Rights Office

DBA - Doing Business As

DBE - Disadvantaged Business Enterprise

EJE - Environmental Justice Equity (HQ CRO) - Formerly known as Civil Rights & Business
Resource Center (CRBRC)

ESB - Emerging Small Business

GFE - Good Faith Effort

L/A - Local Agency

LOI - Letter of Intent (Vendors)

MC - Main/Master Contract - Formerly known as a CDOT’s Master Contract
OA - Operating Agreement

NAICS - North American Industry Classification System Work Codes

NPS - Professional Services Consultant NonProject Specific Contracts

NTP - Notice to Proceed

NTE - Not to Exceed

PCW - Project Cost Worksheet

PGS - Professional Services (Consultant) Program Specific Contracts

PS - Professional Services (Consultant) Project Specific Contracts

RCRO - Region Civil Rights Office

RFP - Request for Proposal

SOI - Statement of Interest

SOW - Scope of Work

T/0 - Task Order

UP - Utilization Plan
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Common B2GNow Questions

What does B2GNow stand for?
B2GNow stands for Business 2 Government Now. It is an national 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 all Consultants.

Are we required to use B2GNow for CDOT Contracts?

All Professional Service contracts use B2GNow. It has been a requirement in the Contract
Requirements since July 16, 2016. B2GNow is also used for construction projects. Refer to next
question for Local Agency contracts.

What are the new requirements for Local Agency Contracts use in B2GNow?

As of July 1, 2022, all Local Agency Professional Service Contracts with FHWA assisted funding will
be required to use CDOT’s B2GNow system for prompt payment and DBE participation tracking. All
DBE firms will be set up in the Local Agency’s contract (L331 prefix) and monthly reporting will be
required. Refer to Local Agency manuals and other sources for more information.

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

What is the difference between a Supplier and Vendor?

A Supplier supplies material. A Vendor rarely supplies just materials. Vendors will provide
NonProfessional services, which is basically everything that does NOT require a professional
engineer to be involved. Examples of vendors would be public information, geotechnical drilling,
traffic control, etc. Vendors provide a service, but not an engineering service.

Where are Suppliers or Vendors found in my Contract?
B2GNow recognizes Suppliers and Vendors as Subcontractors. The only area to differentiate the type
of firm is in the Participation Type when adding a Sub.

Do Suppliers need to be in B2GNow?

Yes, firms need to report payments to Suppliers like they must do for Subs. Supplier/Vendors show
up like any other Subs in the reporting, but they are designated as a Supplier in the Participation
Type when adding.

Should we be entering Vendors in B2GNow?
Yes, Vendors are considered Subs per the DBE regulation. In the Participation Type, add a Vendor as
a Subcontractor when adding.
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Are Supplier/Vendors listed as “Tier 2” Subs under the company who is purchasing the
supplies? Or are they Tier 1 under the Prime?

Supplier/Vendors are listed as tiered Subs under the firms who are purchasing supplies.

If the DBE firm 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 replacement in B2GNow?
Discussions and a Professional Services DBE Participation Plan Modification Request form is
submitted to Civil Rights for approval.

Where do | find DBE certified firms?
You can find DBE certified firms at: https://coucp.dbesystem.com/.

Where do | find ESB certified firms?
You can find ESB certified firms at:
https://cdot.dbesystem.com/FrontEnd/searchcertifieddirectory.asp.

A rental company is included on the contract. Should a rental company that is renting out
equipment (more than $10,000) be included in B2zGNow?
Yes.

When do you need to add a Sub, Supplier/Vendor?

Firms need to be added when a Task Order is uploaded in B2GNow. You will receive an “award
letter” notification that will tell you to add all Subs and Vendors on the specific Task Order. You
also are required to add new Subs and Supplier/Vendors when they were not on your original
contract.

What documents are needed when adding a new Sub, Supplier/Vendor not on the original
Contract?

You need to upload and attach PCWs for Subs, LOIs for Suppliers/Vendors or a copy of the contract
amendment that added a new Sub or Suppliers/Vendors.

What needs to be completed under ‘Additional Information’ when adding a Subcontractor?

1. ESB - Yes if the firm is ESB certified. No if the firm is not ESB certified. Check the applicable
certifications section of the add Sub or Supplier/Vendor form to find out.

2. Level 1 - 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. If SBE
level, select no.

3. New Teaming Partner - select the best option.

4. 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 or Supplier/Vendor 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, or if they are additional DBE participation, need to be marked
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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 versus race neutral participation.

What is race conscious and race neutral?

There are two (2) types of DBE participation.

Race Conscious: DBE participation used on contracts that counts toward the DBE goal/commitment
set for the Contract/Task Order originally from the proposal.

Race Neutral: DBE participation used on contracts that do not count toward participation of the
original DBE goal commitments. This would also include new DBE firms added during the
Contract/Task Order unless they were an approved substitute to meet the DBE goal.

When will an approved Task Order show in B2GNow and be accessible?

Uploads from SAP are manual. It should take up to two (2) weeks for the contract to appear in
B2Gnow. You will notice the View and Main tab once uploaded. The Task Order will need to be
“locked in” manually (by EJE) which may take up to another two (2) weeks. Once the Task Order is
“locked in”, you will see more tabs than the View and Main tabs. The Prime Consultant will receive
a notice from B2GNow to add the Subs or Suppliers/Vendors that are on that specific Task Order.

Why can’t | upload documents?

If you do not have an Attach File button in areas in B2GNow, you will have to have your documents
uploaded in the system by Civil Rights to the correct area. You can upload documents if sending a
message. Please send a message with the uploaded attachments in B2GNow or email your Civil
Rights office with the documents to get added to the correct area.

Now that EJE is importing Task Order records from SAP, is there anything we should be
entering in the B2GNow system on Professional Service Contracts?

Yes. CDOT Civil Rights will enter information on amended funds and/or time extension of contracts
to the Task Order or Main/Master contract after execution through the Change Orders & Task
Orders tab. However, the Prime Consultant will add Subs or Suppliers/Vendors on the
Subcontractors tab.

1. Prime adds Sub or Supplier/Vendor requests. The Prime will add the Sub through the
Subcontractors tab of the Task Order. The PCW for Subs, LOI’s for Suppliers/Vendors, or
amended contract for new firms, not on the original contract, will be uploaded in B2GNow.

2. CDOT adds funds requests. These should be entered as change orders to the relevant Task
Order through the Change Orders & Task Orders tab.

3. CDOT adds 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 Main/Master
contract as appropriate.

4. CDOT adds Fund Reallocation requests. These should be entered by adjusting the contract
amounts in the Subs tab to reflect the amended project cost worksheets.

5. CDOT changes DBE goal approved changes.

Should Primes verify their reported CDOT payments?

Yes. As of April 2023, payments to Primes for Task Orders (for prefixes that start with 431) were
reported through CDOT’s SAP system. Primes should verify the payment is correct. If a correction is
needed, contact the EJE at 303-757-9234.
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Why aren’t Primes getting notifications for all their audits like they used to?

Once CDOT payments were automatically reported as of April 2023, for prefixes of 431, B2GNow audit
notifications turned off if the Prime got paid zero (0) dollars for the month. B2GNow assumes since the
Prime was paid zero (0) dollars, that their Subs and Suppliers/Vendors did not get paid. If the Prime
paid a Sub or Supplier/Vendor in a month they were paid zero (0) dollars, please contact the EJE of call
(303) 757-9234 to get access to the month’s audit.

What date should the Prime use when reporting payments to Subs 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 firm 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?

The Main/Master Contract setting is set to On Demand because CDOT does not want audits on
Main/Master Contracts. A setting may be changed by Civil Rights under the correct circumstance.
For Task Orders (with prefixes of 451, 491, and Local Agency (L331) contracts), a Task Order’s
default will be Automatically since payments apply to them. As of April 2023, Primes payments will
automatically be reported by CDOT with Task Order prefixes of 431. Because of this, the default
setting will be On Demand for those Task Orders. If the Prime receives a zero (0) payment from
CDOT but pays their Sub in that month, they will need to call EJE at (303) 757-9234 to get access
the audit.

What if | am paid $0 for the month? Can | ignore the audit?
NO! If a firm is paid S0, 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 B2GNow system, it assumes that work will begin. You may
report and confirm as $0 if paid $0. Civil Rights can add in the Notice to Proceed (NTP) date and
then the audits will not begin until that day.

What do | do with Sub or Supplier/Vendor audits when all the work has been completed and
payments were made?

Once the Sub has received final payment for the contract (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.

How do you handle a Sub, Supplier/Vendor requesting to be removed from audits?
1. Confirm with the Sub or Supplier/Vendor the dollar amount they were paid on the contract
(even if your records indicate they were paid $0).
2. Verify with the Sub or Supplier/Vendor that all payments (and any retainage) have been
received by the Sub.
3. Confirm final payment received by the Sub or Supplier/Vendor (even if paid $0). Enter that
amount as the final payment in the profile.
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4. Confirm with the Prime that the Sub or Supplier/Vendor has been paid in full for their work
on the contract.

5. Remind the Prime and Sub or Supplier/Vendor that any future work on the contract by the
Sub or Supplier/Vendor will require a new Subcontract.

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

7. If you choose, you can use the original and current commitment fields to indicate the
changed amounts.

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
mechanism in the system to allow firms to edit audits after they have been confirmed.

When deleting a document, there is an automatic email to B2GNow. B2GNow responds within
24 hours saying to contact EJE. Is there a way to redirect the email to EJE? 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 B2zGNow.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 it
through the EJE at (303) 757-9234 to delete the document.

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

12

D tion https:/ /www.codot.gov/business/civilrights

ee



http://www.codot.gov/business/civilrights
http://www.codot.gov/business/civilrights
http://www.codot.gov/business/civilrights

Summary of CDOT Professional Services Small Business Requirements on

Contracts
Old Contract Contract Revisions Contract Revisions 2020
Revisions (Ads between 7/1/16 and (NPS Ads as of 1/1/20)
12/31/19)
(Pre-2016) (Project Specific/Program Specific Ads as of
“Old Specn “New SpeC” 10/1 /2020)
“Prof Serv 2020 Spec”

No B2GNow B2GNow Requirements New Small Business Targets and Scoring

Requirements

Utilization Plan and B2ZGNow
Usage Requirements

New and Revised Forms

Main/Master Contract Goal -
MC Goal Passed on to Every TO

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

NPS Contracts - Main/Master Contract
Advisory Goal -

Task Order Reevaluation DBE Goal Setting (if
requested)

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

7/1/2022 - Local Agency Contracts

Existing contracts follow the requirements in the contract with the exception that Old Spec and
New Spec w/Audits DBE goal roll up to Main/Master Contract.
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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 B2GNow software to ensure compliance on
your CDOT contract. For an overview of the entire process, please click on the object below.

Design & Engineering Contract Process: -Fund (Task Order-Based) Contracts

[ Ste0 : Regi &vendors Consuitants and are "engineering
Tns@mwgmminwkm i in ition are eonsi

‘Steo 2 Preguplification; Vendors do nat need Consuftants and

&) Technical Preguaiifcation (Form 1058 availatle focz)

B) Financial available bere)

|| € MPA Master Pricing Agreement with CDOT Audit Division. Busii Fairand i
P based an the FAR, but may not e negotited. An audit may occur
in e of three ways: (1) an sudit out of state); (2) financi 2 CPA [could cost

upwards of $10k); o (3) CDOT audit for i CDOT in the previous
subconsultant revenuse- is $500% or leas).
* ERBAC utilizes Engincaring Cantract’s Access Database to update vendar dota in the B2GNow systam._

Includes: Notice, Solicitation, Scope of Work & Instnuction to Propesers. States DBE and/or
e =

Step & Statement of Interest "SOI": The consutant must affirm under sth that it will make good faith efforts to meet the contract
o=l o the aversll cantract snd an esch task order and auting = particpation plan by submitting an Afidwvit of Small Business

|| Participation with RFP/SOL make ises (a small business target) to receive
incentive pointz. These promises will become 3 contractual abligation, # swarded. CDOT Enginesring Contracts Unit will send CRERC the
sobicitation and 2ll Affidavit of Small Business Participation submitted by proposers.

- Exaluztion of 50| done in Salesforce. Scoring of Most Qualified “MI{Y" in DocBuilder by Engineers and CRBRE. Price is not  factor.
- Deesignation of MQ. get= 3 firm on the “on call” ist.
- Affidavit of Semall Bus ticipati incentive points in Salesfonce.
- Ovarview of 10 poines dedicated to Civl Rights Scoring:
- Strotegic Smail Business Plan
- Maximum 5 Paints
— - Small Business Participation and Contingency Plan
- Variaty of DBE subconsultants and Vendors
- Naw Teaming Partnar in past 2 years from ad dota OR active participant in CDOT Mantor-Protégé Program
- Small Business Contract Campliance Quarsight
- Cartification Status and New Prime Opportunities
- Maximum 5 Paits
- Prime Consuttant DBE AND £5B Certfication OR New DBE or ESB Prima Consuitant
- CRERC 52 will make 3 proposal record in the B2GNOW system and Utilzation Plan(s) as nesded

Step 6: Selectic ineeri G the selected ified consultant. CRBRC initiates 2 utlization plan (UP)in
B2GNow and sends the UP to the selected consultart. The Ieant’s team (i

[For each team pois ). After the UP by the consultant, CRERC staff will review and approve the plan
and zend an email to engineeri i that they may

[Step 7- A Execution/Amard to M0, Prime Consultont- CDOT Engincering Contracts Unit selects 2 consultant on the MU, list, drafis an
|Outline 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.

smpl: y Cresting & Shopping jith Task Order Proposal: Consultant submits and Antici ticipation Plan,

) for each anel Letters o ntent [LDI) for each vendor that willbe used to complete the task
waw Amun:mc.nmnmpm and LO#s will be attached 1o the shopping cars. The shopping cart must be approved by the
ineer: (2] Regi Approer; and 4) Busines: Offce Approver. The RERO wil

review the plan and ensure that thy its small pets (ifany] and If the consultant did

[net goal, Faith attach it

include proposed participation on future task onders 25 part of the Good Faith Efforts Report The RERD must reject the shopping cart i the
good meet Fihe the RORO will create:

= task order contract under the master contract in the ystem. CRBAC will run a weekiy report in SAP of al rej orders

and will cloze aut the rejected task order contracts in the B2GNow system.

The task arder contract wil incude the funding source and the default aucit seting should be selectec. CRERC will note the actul gaal on
i there iz an appr i the task ander UP. ol ill be nated in the
[ | comment section and all documentatian should be sttached.

Step: i payal Tdays ipt . The

record i i month. When 3 task order is crested,
i for complete, even i work has not yet started. Hf the consultant

has not ill nate 0 in tem each applicable month. The RCRO will review the report and

verify that the < DEE/ESE ui ibcorsitants are promptty pakd and appraved tm perform the work.

Any reduction, ar substitution of 3 DBE/ESE be approved by request

medificztion 3pproval from the RCRO by amending thei tack order contract in the B2 system. The RCRO will oy apprave 2 termination

For good cause. topap v by an unapproved

resuit of an ination of 2 DBE and/or ESB €DOT may a0 withhold appraval of task oners andfor, anmt

For failure to comply with these

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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Navigate B2GNow

CDOT manages nearly all 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 contract.

NOTE: B2GNow relates “Subcontractor” to any Sub - Contractor, Consultant or Supplier/Vendor.
All underlined text and numbers represent a link and can take you directly to the relevant page.

CDOT Business Management

System

LogIn

TEM ACCESS PREQUALIFICATION CONSULTANTS

Use this
feature before
you create a
new account Account Lookup

d your account information Do highway construction work with CDOT

Prequalify

Forgot Password Search Prequalified Consultants

Generates a
temporary
password

SMALL BUSINESS CERTIFICATIONS (DBE & ESB) BUSINESS OPPORTUNITIES

Options for small businesses
View Active Bid Plans

Should I Apply?
Quick access to GET HELP
certification Apply for Certification
application upon Resources for working with CDOT

Lagin

DBE Directory Resources & Information

small BusinessDirectorie

ESB Directory Contact Us

Mo Login Required

PREQUALIFICATION CONTRACTORS System Training

Do highway construction work with CDOT

Prequalify

Search Prequalified Contractors

E@ ‘ coLorRaDO https://www.codot.gov/business/civilrights

Department of Transportation

Existingser
LoginiMote:
Username is an
ernail address)

Quick
Access to
CDOT
Forms
upon Log
in

Active
Bids
No
Log in
Requi
red
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Create an Account in B2GNow

B2GNow is a national database used by several dozen state and local agencies. The nationwide
registry holds over one million 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 contracts 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 Environmental Justice Equity (EJE) 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
EJE at (303) 757-9234.

Vendor Accounts

A vendor account is like a virtual directory posting for your business. Every vendor account has an
assigned vendor number. Some vendors may have multiple vendor numbers because of the way
their name was set up. 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, 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 on the left side of the
Log In page. SYSTEM ACCESS

Find your account mformation

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

Search byhzss HName or DBA Search by Tax Identifi Humber

Click “Search”.

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

ip: Use the first letter.

Search by Contact Information
Email

Tip: Try part of the email

Search by Location

16
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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 Note your Vendor Account Number
section then, 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

section.

Note Your Vendor Account Number

Each individual firm will have their own unique system vendor account number. This is the
preferred locator method. 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 multiple forms.

Or search the vendor. Click Search>>Vendors.

Search »

Vendors

Certified Vendors
Users

Contracts

Outreach Campaigns
Proposals
Certification Apps
Search Results »
Reporting »
Create »

Tools »

Settings »

Help & Support »
Logoff

‘Show All Hide All

Quick Search Options

Click a button to initiate an immediate search

Advanced Search Parameters

Current Certified Directory l l Certified Directory as of:

(mmvdd/yyyy) | Regist ETHNICITY

GENDER

Search Parameters

BUSINESS NAME/DBA

CONTACT PERSON

ary

STATE/PROVINCE

ZIP CODE/POSTAL CODE

VENDOR STATUS

CONTRACTOR'S REGISTRATIOMPREQUALIFICATION

SITE VST

DBA name, Tax ID number, or System Ve

Last name. COUNTY

FERUTAX ID NUMBER

Select one or more

Search for multiple zip codes and post codes by separating with commas.

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

Search »
Vendors
Certified Vendors
Users

Contracts

Outreach Compaigns

Proposals
Cartification Apps
Search Results »
Reporting »
Create »

s SAFETY COMPLIANCE SOLUTIONS

D2s SWEET BASIL APOTHECARY

p=s THE ATKINS GROUP

UPPER DARBY, PA

SAN ANTONIO, TX

ATKINS |R., DONALD P LANDENBERG, PA
ATKINS MATERIAL SOLUTIONS ROCHESTER, NY
ATKINS NORTH AMERICA FORT MYERS, FL
ATKINS NORTH AMERICA (JACKSONVILLE, FL) JACKSONVILLE, FL
ATKINS NORTH AMERICA, INC, TAMPA, FL

ATKINS NORTH AMFRICA INC.

TAII AHASSFEF FI

Search>>Vendors>>Type in Vendor number.

Create »

Tools »
Settings »

Help & Support »
Logoff

@ COLORADO
p W | Department of Transportation

Atkins North America, Inc.

E: info@atkinsglobal.com
P: BO0-477-7275

F: 305-599-3809

4030 WEST BOYSCOUT BLVD.
SUITE 700

TAMPA, FL 33607

Select amodule, function, or record type to navigate to.

Saloct org o Mol
Suleot one o more *
All Vendars "

{ocmtnimcacn Rngrstration: Acomptidifuter sconpand]

[Select all]
Contractor Registratian
¥ Accepted/Auto-accepted

267-428-0019 GoTo..

210-444-2500 GoTo..

302-239-4852 GoToe

585-720-6168 GoTo..

239-334.7275

504-363-B488 GoTo.. >
800-477-7275

ASN-STS-1RMN GoaTa .

Close

tem Vendor Number: 20006952

Business Information Vendor Profile Users Owners
View & Edit QuickView
Certifications Contracts Registrations/Prequalific

https://www.codot.gov/business/civilrights
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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. All of your
contacts should be under one vendor number.

Create a New Vendor Account

Before getting started, make sure your firm has an existing account. Duplicate vendor accounts are
a common issue because the firm was spelled or set up differently. Contracts under different
vendor numbers are difficult to monitor.

NOTE: Creating a new Vendor Account by clicking “Prequalify” will take you to the Questionnaire
Menu which is not what you want.

Click “Create Account”.

Mew Prequalification
Pfequa]-‘-ﬁ’ ‘ My frm doed not cur Ir-I|I|'||' have o B20 sacount

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.

Fax NMumber

Passwerd requirements:

Retype passwor - Eoore
Time Zone * US/Mountain

MNext

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.

Click “I would like to create an account in this system”.
Click “Next”.

18
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If the warning is red, you have entered information that exactly matches an existing profile.

NOTE: Note your vendor number for your account as this will be used on multiple forms.

Return to Account Lookup to locate your firm’s account. Contact the CDOT Environmental
Justice Equity at (303)757-9234 if you have questions.

Reset Password

Some prompted B2GNow emails from CDOT originates 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 B2zGNow account, continue steps.

On the left side of the Log In page, click “Forgot Password”.
SYSTEM ACCESS
Enter your email address in the popup box, click “Submit”.  Fmdyouraccomtmiomaton

Account Lookup

\ Reset Password

Enter your email address, user
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: =8

| Submit |

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.

Flease use your username or user numbe

If you receive this message, refer to Creating a New User Account section.

If your email address is connected to an account, you will receive the following email
containing your temporary password.

CDOT Civil Rights & Business Resource Center

tome |-

Drear I

You requested a password reset notification from the CDOT Business Management System.  Youl

Username:
Fassword:  QSsTRTyx (Case sensitive)

Log in to the system using the username and password Follow instructions to change your
password.

NOTE: B2GNow passwords must be six (6) characters long and DO NOT expire.

COLORADO

Department of Transportation
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Users Within Accounts

Within each overarching vendor account, there are several 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 vendor number.

SYSTEM ACCESS

On the left side Of the LOg In page, C'.'iCk Find your account information

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

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.

Search by Tax Identification Number

Create a New User
(EJE Only for CDOT Personnel and Project Personnel)

In order to create a new user for project personnel (CDOT or Consultant Engineer), contact the EJE
(303) 757-9234. Consultant and Supplier/Vendors 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 within the firm must approve these requests.

Request New User Without Logging In

Anyone can be added as a new user to a company’s account. These requests are subject to approval
by a company’s contact.

You will have to find your vendor number.

20
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On the left side of the Log In page, click “Account Lookup.”

Enter your B2GNow Vendor Account Number (preferred), Business name (less reliable due to
variation) or Tax ID Number.  sysmamaccess

Find your account information

Account Lookup

Click “Search”.

Search by Business Name or DEA 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

Search by Contact Information
Email

Tip: Try part of the email

Search by Location

Address City U5 States

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 Create a 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.

r¥Chnowiedge that | have the authority to request thy

Click “Submit”. S

e to your support query will come from edot@dbesyggm com Flease ensure you are able to receive email

Ser account on behalf of the organization

| submit | | cancet |

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

Add 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.

Settings >

A list of the users linked to the company’s vendor account will popup. —
=
At the top of the page, click “Add User”.
-
Workforce/EE 2 1
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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. Please contact the EJE at (303) 757-9234. 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. Please keep you user list updated and remove any that are not

needed.

Home Screen and Dashboard

When logged into B2GNow, a dashboard will display your firms’ contracts. ltems requiring your
response are flagged in red font. Your Dashboard contains quick links and “to do’s” separated and
based on the modules in the system. From this launching point, you can access 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.

Home Screen/Navigation Menu

View Menu

e View a list of certified firms

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

by Events
ty Prequalifications
ty Bid Solicitations

Ty Mes=ages

e View a list of all your viewable contracts ¢ = 4
e View all recent prompt payment contract audits Home
e For Preconstruction, view pending Sub requests View »
e For Preconstruction, view list of accessible contracts My Alerts
e View list of email outreach campaigns My Certifications
e View list of B2zGNow managed events My Contracts
e View pre created vendor lists for outreach purposes My Contract Audis
o View list of all advertised contracts (past and future) e
. .. . o . My Concessions
e View all visible pending and approved utilization plans My Concession Audits
e View pending and past certification applications My Utilization Plans
e View received certification applications My Dutreach
I
W
I
&
I

ee

View support queue
View system messages
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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
Search users

Settings Menu

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

Update hours of operation, general description, industry, etc.

See all user associated with your company’s vendor profile

e Add a new user to your company’s vendor profile

Reports

e Access full list of available reports

Search »

Wendors

Certified Vendors
Contracts
Concessions
Outreach

Users

Search Results »

Settings =
Change Password
Your Sethings
Generzl Biz Info
“endor Profile
Ui=er List
Add a User
Contacts
Commodity Codes
Employees
Waorldorce/EED
Prequalifications
Linked Accounts

e Create new contracts, proposals, contracts, vendor lists, etc. (CDOT only)

e Switch between linked accounts (CDOT only)

Help and Support
(For the B2GNow System)

Contact support
Quick guide
Training

Wish list

Submit feedback
Report a problem

Permanent Widgets

Help & Support »

Contact Support
Quick Guide
Training Manual
Training Classes
Document Library
Video Library
Wish List

Submit Feedback
Report a Problem
Trust Center
Email Test

About B2Gnow

The Alerts, System News, and Tools widgets is helpful information and cannot be removed from the

Dashboard.

System News

aved Search Parameters”

NEW FEATURE

< parameters. 5o
arudly entec

Have you sean the Wish List madule? Check it out here to i ot on athers’ suggasti
o the discussion by adding comments, We welcome your eedback to buid  bettersystem.
Recent Enhancements - Cick View e Sygtem Neas below fo deti.

View all Systeim News

COLORADO
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You can move or change the color of these permanent widgets.

Remove or modify the settings of any widget by selecting “Config” below and to the right of
the widget.

Navigate Your Dashboard

To view snapshot(s) of a contract, click on the “My Contracts” section. To complete prompt
payment information, click on the “Contract Audits” section. A Prime’s commitment dollars of their
original team members on a contract can be seen on the Utilization Plan.

Every blue or red underlined 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 records assigned to | your company ¥
Contract
Total 3
Qpen 2
Closed 1
Contract Audits Total < 90 days > 90 days
Total Audits & 2 4
TIncomplete Audits » a 2 2
Audit Discrepancies > 1 0 1
Contractor's i i qualifications
Incomplete, Pending Submission » 1
Active/Accepted 1
Utilization Plans Total
Approved > 10

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.

[] [ otal o oA = 90 days
TothT RS Asse T alk to Region Civil s
Incomplete Audits ‘332 231
Discrepancies T >3

Closeouts/Final =0
40

Past Due Audits
Sub Requests - New

\

@

-Contract Related Request

Priority Flagged Contracts

Contract Value
Total Payments % Goal
Contract = Status & Dates Credit Payments o5 Credit

Closed 0 0.0%
4/2017 to 4/2022

test0O1

Personalize Your System Dashboard

Click “Personalize” in the Dashboard in the yellow bar in the right corner of the Home
screen. . ) P T

’ . H
Click Personalize to get started. _"me
View »

Search »

24
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Based on the following table, select the suggested modules most relevant to your position.

Click “Add to Dashboard” at the bottom.

Add additional modules at any time by selecting “Personalize” from the yellow bar in the
upper right corner of the Home screen.

Personalize @

RCRM, Program
Engineer/Managers)

Department Team/Role Suggested Modules for Dashboard
Headquarters Certifications Certifications, Certification Applications
Civil Rights Compliance Contracts, Contract Audits, Contracts Summary,
Utilization Plans
Contracts Vendors
Engineering or Specialty Units Priority Flagged Contracts
Region Region Management (RTD, Favorite Reports,

Contract/Concessions Summary (For Organization),
Contract Summary, (For Organization),
Contract Audits (For Organization)

Region Civil Rights Office

Contract/Concessions Summary (For User), Contract
Summary (For User), Contract
Audits (For User)

Resident Engineers

Contract/Concessions Summary (For User),
Contract Summary (For User),
Contract Audits (For User)

CDOT or CDOT Consultant
Project Personnel

Priority Flagged Contracts, Contract Audits (For
User)

Key Actions

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

ee

COLORADO

Department of Transportation

A Key Actions

Centreciors Bralstrations) Prequaliications
[ 1]

AN

Highlights incomplete CDOT ‘

certification applications or
forms

'.E:n:nianulﬂu_uuli.u.l.im

prequalify as
a prime
contractor

Prequalitieation

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

There are several ways to locate a contract.

From the Navigation Menu, Click Search>>Contracts.

Search: Contracts
Users | wendors | Contract
= =3 1 =P

Search your organization’s contract databa

Home
Wiewwr >

Search >

vendors
Certified Vendors
Contracts

Concessions Contract Title
Cutreach

Users

Search Results >
Message >
Settings >

Help & Support >

Logofif

Shows Al Hide al

Search Parameters

Contract/iReference Number

Concessions

wr and click Search. Some parameters are required

| Search First 20 Matches |

o010

(Ceontract numpber, financial system reference. preject number)

(Contract description, summary, notes, comments)

= Primie Subcontractor Either

(Organizafion name. contact name)

| Searchﬁrst 20 Matches |

Enter the 5-digit CDOT subaccount contract number, Main/Master Contract SAP OLA # (321, L331
prefix) or Task Order (431, 451, 491 prefix) SAP PO number, title, or contractor.

Click “Search”.

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

Contract
Mumber

200010

BR1 Test

Full List of your Contracts

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

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

My

Enter the 5-digit CDOT subaccount contract number, Main/Master Contract SAP OLA # (321, L331
prefix) or Task Order (431, 451, 491 prefix) SAP PO number, title, or contractor.

Click “Search”.

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

COLORADO

Department of Transportation
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Contract

Number

000010 B1 Test
’!'

Flag and Access Priority Contracts

Locate the contract through “Search”.

Under the gray bar on the Main tab of the contract, click “Add to Dashboard as Priority

Flagged Contact”. Status: Closed
Current Award: $0

e Goal: D.00% Total Paid: S0

Priority Flagged Contracts % Cre?i?l: 0.00% FgraCreE:ilit: :u

Contract #
test0ol

Add to Dashboard as Priority Flagged Contract Refresh Page

Once flagged, you can access the contract from the Dashboard by clicking on the contract.
To remove a contract from being flagged, reenter the contract.

Click “Remove from Dashboard”.

Navigate the Contract Tabs
Contract Management

Main ‘ View | Settings I Subs l Docs | Change Orders & Task Orders ‘ Alerts ‘ Comments ‘ Messages | Closeoutl

Compliance Audit List I Compliance Audit Summary l Compliance Audit FY I Master Audit Summary l Reviews | Site Visits } Reporis I

321999999: PS - Master Contract Demo
Prime: CDOT Prime Test 1
11/1/2018 - 11/1/2020

Main Tab

Change the compliance contact and find quick links to manage Subcontractors, Task Order,
etc.

You can change the contact person in the Compliance Contact Person menu.

There are quick links to View Subcontractors or Compliance Audit List.

R1 Test
000010
02331074-001
11142017
1/31/2018
$1,000,000.00

Dan Timm

rrcent Compliance ContaclPerson

CDOT Prime Test 1 v

View Subcontractors \ | Compliance Audit List

Status Actions
Open View Contract
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Subs Tab

Review a list of each Sub or Supplier/Vendor on the contract against the Main/Master Contract.
Additional Subs or Suppliers/Vendors that was not part of the original proposal will be added to a
specific Task Order. Additional firms added will include uploads of the PCWs for Subs/LOls for
Suppliers/Vendors or contract amendment documentation. Refer to Primes: Add Subs section.

Subcontract If any
Amount DBE, Yes

Sub tier Home Name

/ Certified i'::r:r';‘ Type Inc. in al Cor:ﬂgiatnce Final Pmnt
|I| CDOT Sub Test 1 No £100, Sub Mo ',;;_J Mo
'|z| CDOT Sub Test 2 Mo $10,000 Sub Mo -.;;_J MNo

Sub or Fi
inal work
DBE or ESB i
completed
v

Included in Compliance Audit
All Subs must be included

Docs Tab
(CDOT Only)

View and/or upload all pertinent documents. Main | View | Sefings | Sups | Docs | ‘

If you do not have access to a Docs tab, attach documents through Attach File.

Click “Add Document” to upload documents.

| Add Document ‘

Subcontractor Documents

View (PDF, 187.64 KB)

ew {PDF 203.03 KB}

Change Orders and Task Orders Tab
(CDOT Only)

Refer to Civil Rights section for types of changes used in this tab.

Record modifications to the contract value or end date, track connected Task Orders and
enter new contracts.

| change contract vawe | | Extengrsnorten Contract |

| New Task Order | | Link Existing Contract As Task Order |

Change approved DBE goal or commitments from Reevaluations on NPS or contracts of
approved modifications.

coLorRaDO https://www.codot.gov/business/civilrights
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| Change Contract Value | | Extend/Shorten Contract |

| Mew Task order | | Link Existing Contract As Task order |

Comments Tab

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

| Add MNew Comment

Enter comment information and parame ters. Click Sawve Comment to complete the process._
Comment Type * Standard Commen t
Comment with Due Date: Crmm/didiy )
Add alert for this commen t

Messages Tab

This tab will show messages through the system regarding the contract.

Closeout Tab
(Civil Rights Only)

Verify and record information required to close contract.

The Close Date refers to the date the B2GNow contract is closed. All final payments should be paid
prior to closing the contract. Refer to Final Payment Date vs Close Date section for clarification.

Ensure the Commercially Useful Function Questionnaires have for all DBEs counting toward the DBE
goal and the Professional Services Closeout Report is uploaded. Once the contract is closed in
system, it can only be reversed by Civil Rights.

Close Contract

Contract Status Open

Close Date * (mem/dd/yyyy)

Compliance Audit List Tab

This tab is used to see audits by month. 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 =nding Prime Repo Pending

March 2018 Incomplete Pending
February 2018 Incomplete Panding

January 2018 Incomplete
December 2017 Incomplete 5700,000.00
Movember 2017 Incomplete 5$300,000.00
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Compliance Audit Summary Tab
(CDOT and Primes Only)

View contract audits by summary.

For NPS contracts, review the ongoing progress toward contract completion and the DBE goal
under each Task Order.

NOTE: The Compliance Audit Summary tab is not used for Project Specific/Program Specific

contracts for DBE monitoring.

For NPS contracts, to view DBE participation on each Task Order, view the Task Order.
Click on the “Compliance Audit Summary” tab.

Test Compliance Audit Summary
System
Cortract Main| View Contract| Subooriractors| Comphanoe Auit List || Compliane Audt Summery | Messages | Comments | Reports |

BZGNUW ‘Colorado Department of Transportation
84098423: Test contract
Prime: CDOT Test Vendor R
« = 9 @

Home i - Total Contract

New Current Auward Auward Parcent Paymants
Prime Contract 5.000,000.00 0.00
Search » : L
T For Credit (1 sub) $500,000.00 10.000% $0.00
Settings » For Crdit to DBE Gaal $500,000.00 10.000% $0.00
For Credit to ESB Goal $0.00 0.000% $0.00
Help & Suppart » For Credit to ESB - Target Goal $0.00 0.000% $0.00
Logoff Cantract Prograss 1
Show All Hide All For Cradit Prograss I
Logged on as Zuvzrd values may not match due to diferences betwesn overall contract goal and subcontractor assignments,
CDOT Tester

CDOT Test Vendor R

Prime Contractor - Total Contract

Click ‘My Contracts’ under the ‘View’ tab

Togt  Vendor Profile: Contracts
Systom

o | Pul Pl Uses| Commdty Cote | Contes | Emlyens | Catfeaons | Bontaes | i
BZGNHW COOT Sub Test1 System Vendor Number. 20142886
[ —— . Lished bl are (e contracts to which ihis vendor s assigned
b9 J
|- - ] "
Home Contracts as Prime Contractor
Addions Contract Number & Titke Contracting Organization Prime Contact Status Dates  Award Amount — Paid Amount
View » View  1234: 1234 Rockfall Mitlgation Colorado Dapartment of Transportation CDOT Tester {changs) L Incomplete audit 5/20/2016 to 44,000,000 £500,000
My Mt LEL R
My Conlracts Wiew 1234 T/01; 1234 Rockfall Mitigation Colorado Department of Transpartation CDOT Tester (change) 1,000,000 50
My Cartifications 7 P P RgPRmaL . " ion BT Tecter [ ) ) 3
. 5 View 4567 Rackfall Mitigation: 4567 Rockfall Mitigation Colorado Department of Transportation COOT Tester |change) 41,000,000 0
My Concessions
My Contract Audts Wl 55555-test: CDOT Teat Contract 1L - 55999 Colorado Depaitment of Transpottation COOT Tester (change) 45,000,000 50
My Warkforce Audks
My Concession Audks View  67880-test; COOT Test JL-001 Colorado Department of Transportation CDOT Tester {change) 1incomplate audit 7112016t 42,000,000 §0
Hy Ulzaton B el
Utization Plns
i Wles  18HATXADO04S: 125 Rackfall Mitigation Colrado Dapartmant of Transportation COOT Tester {change) 71201610 41,000,000 60
y Ouach /112001
My Everls Numbar of contracts as prime: 6 §14,000,000 $500,000

Contracts as Subcontractor

Mo contracts assigned as a subcontraclo

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

Contract Management

Coreact Man | e, Coranet | 50

Colorada Departuant of Transpostation
234 /001 1234 Rockiall Mitsgation
v Subs et 1

1234 01
72001
016
202018
$1.000.000.00
Megan McAlister
1234

1234 Rocklal Mitigation

beoriracios | Comphanc e Akt st | Complance fuch Sismmron; | Wessapes | Gomments | Reparts

[N ——

Seatn:
5/ 20/ 2006 - 5/ 30/ 2018
uerert iakos: $1,000,000

Complance Sontact Person

COOT Testar

View Subcontractors Compliance Aud List

View Contracs

After selecting your desired task order, click
the “Compliance Audit Summary” tab for a

snapshot of compliance

Master Audit Summary Tab

Find the task order contract. Task order contracts will be
titled with the contract name and ‘T/0 #' at the end.

The Master Audit Summary tab is only accessible to CDOT. Primes can view the same information
by running a report called Master Contract Summary Report - New Format through B2GNow. This
report is only available to Primes and CDOT does not have access to the report since they see the

Master Audit Summary tab.

Read a Master Contract Audit Summary for PS/PGS or Local Agency Participation

(CDOT only)

Total Contract Amount

«rrme
DBE payments
based on
contract
award 5000
$0.00

Award Percent

Overall small
business goal

Payments

0.000%
0.000538

0.000%

Dollar amount paid to

mount paid to for
credit DBEs to date

Fayments Percent

0.000% Goal matched

0.000%
0.000%

$1,000,000.00

$0.00
$0.00

Goal matched
Goal matched

[Progress trackingf

For PS/PGS and Local Agency (and prior 2020 contracts with “rolled up” goals) participation
review, you can run the Prime Contractor Master Audit Summary Report - New Format that is only

accessible to external users.

COLORADO

Department of Transportation
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Total Payments made

to prime against total Old Spec or
encumbrance to date New Spec with Audits?

“ Overall Master o
Contract goal :

Composite goal
over all T/Os.

(Includes T/Os with

ESB goals.)

| setings | suns | Docs | Crangs Ordss & sk O | s | ot | essaons | Gioseo |

plance Audt FY | Master Auit Summary ‘ Revieus | Site Vists | Reports |

Total Encumbrance to
date for all executed T/0s

| Composite i
DBE goal : y
......... @ overall T/0s ™ e

nnnnn

5 Progress toward completion based

on payments & encumbrance

| Total Payments (S and %)
| made to DBEs against
| total encumbrance to date

| business goal based on payments f“
i

Felsburg Holt & ullevig |

Subcontractors - Entire Master Contract

Subcontractor

z

100%

Certificaticn
status for each

@l

5
5
=
sub on contract.® ~ 100%
& =
be Sub
B Sub
@ sub
@
- Contracted % Amount and Percent
For credit Status for each sub paid to each sub on
e sul:;cn on contract.* contract.*
contract.

*|f firm {prime or sub) appears on some T/Os for credit and others not for credit, they will
have multiple lines on this master audit summary. (See All Traffic Data above.)

Reports Tab

CDOT has access to reports that can help with accumulating information. Consultants,
Suppliers/Vendors do not have access to as many reports that CDOT may have.

Attach/Upload Documents

Consultants only have a couple areas they can upload documents from in B2GNow. If Consultants
don’t see an Attach File button, they will need send a message to Civil Rights where you can upload
the document so they can add it to the contract files.

Add Subs, Suppliers/Vendors
(Primes, 1t & Middle Tier Subs, Civil Rights)

All participants receiving payment on the contract must be set up and requested for approval
through the Prime through the B2GNow system. Primes will add all Subs, Suppliers/Vendors no
matter the tier. All lower tiers 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. DBE
32
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firms will need NAICS work codes assigned. New firms, not on the original team, will require the
PCWs for Subs/LOI for Suppliers/Vendors as attachments for documentation. Civil Rights will
receive a prompt to approve the added firm.

DBE certified firms can be found at: https://coucp.dbesystem.com/.

ESB certified firms can be found at:
https://cdot.dbesystem.com/FrontEnd/searchcertifieddirectory.asp

NOTE: Local Agency contracts only require DBE firms to be added to B2GNow.

Add 1st Tiers
(Primes and Civil Rights Only)

AlL 15t Tier Subs or Suppliers/Vendors are required to be included in the Consultant’s contract. If
the firm was not on the original proposal, there should be an amended contract that includes the
PCWs for Subs/LOls for Suppliers/Vendors and other pertinent documentation as required.

DBE certified firms can be found at: https://coucp.dbesystem.com/.

ESB certified firms can be found at:
https://cdot.dbesystem.com/FrontEnd/searchcertifieddirectory.asp.

NOTE: Local Agency contracts, only DBE firms need to be added to B2GNow.

From the Subcontractors tab, click “Add First Tier Subcontractor”.

Subcontractor List Add First Tier Subcontractor

On the next screen, click “Get Vendor”.

Vendor Information

Get Vendorfrom vendor databasze

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.

SYSTEM VENDOR NUMBER

Click “Select Vendor” on the right side of the screen for the appropriate firm.

Business Name | al ¥ Phone Number Location Actions

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

Confirm your vendor number if that is not how you searched.

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

33
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Firms should not start work on the contract without first creating an account in the system.

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

Vendor Information

Vendor * CDOT Sub Test 1 {Change Vendor)
Vendor Compliance Contact *

MNone selectad v

CETERATTER 101 N Central Ave, Phoenix, AZ 85014 ¥

Complete all required (*) fields in the Subcontractor Information section.

Choose the correct type of participation when setting up the firms.

TYPE OF PARTICIPATION * @ subcontractor/subconsultant

O supplier - Manufacturer

O Trucking & Hauling

O Trucking & Hauling Brokerage

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. Refer to
Distinguish DBE Commitment Toward Goal section for clarification.

(st Tassmerdn artifind ©nl &

L -

28l (Crecit Type: | [ETNOere v
Indicates current certifications ( " J )
recognized by CDOT (DBE/ESE)

Applicable Vender Certifications
Typs

nnnnnn

Select by amount
Enter dellar amount
of subcontract

_I_i
1 ohShould be Yes UNLESS sub
was fully prepaid

Inghude in Compliance dudes? «

Count Towards Cestified Goal +

Type of Parsipatan ©

Is firm a sub,
supplier/vendor, or

e

RM- additional participation|
If No

. Domirits, Whalonsler, Warul Beg

Trucking & Hang Brokerisge Plain English description of
Acsenging b ooy, el pariopation wil be cousted 38 190% firm's work on project

Work Dascripgion » *

Work Codes
e COUAENTONS o s BT EEMELone Of Mt werk Coes Ihal Sanch et weark es. fam
. = = and chk lls_l'ﬂn Sebwecrrd Work Codes 10 200 10 Tes record CROK Big 10 refresh the ksl f
Assign all line items “';:‘(’;1“0 o
! o
related to firm's work sarvices I Date of signed subcontract I
for DEEs wars
Lias -

r Work Codes will be used fpr suppliers only

S . == Estimates of Start/End Date |
| Estimsated Work Stare Date * e Y
| Extimated Work End Date . Y

Prepaid amount 2 it going Back 1o the penicd of | Hevember + | 2018

Ruferwnce et
e vt it s s, This K il sl
SR 51 tha TR
Amach File(s)
Comments *
Select Yes if sub has already
started on project
Otherwise select No 34
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Distinguish Your DBE Commitment Toward Goal
(Civil Rights and Primes Only)

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. Refer to Distinguish DBE Commitment Toward
Goal section for clarification.

Count Towards Certified Goal * T
ik ' g5 - Payments to this subconbactor count towards the | DBE ﬂ Goal (Credit Type: | (35l lE011E) ﬂ)

y No

CDOT requires any DBE firm to be included in goal in the B2GNow system with the
appropriate NAICS codes the firm is performing.

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

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

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

Choose the correct Credit Type of DBE participation.

Count Towards Certified Goal *

Credit Type:

> No

View your firms DBE credit type in the Inc. in Goal section.

Type Inc. in Goal Compliance Audit

W Sl No Mo
DBE

0 Sub c]
50% s
o Sub

o Sub o
100% e
0 Sub o

0 Sut W]
1005 ope
b Sub £ ]
0% s

[ Suly Mo
DBE

0 Reg. Dealer [

0 Reg. Dealer No
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Add DBE NAICS Codes for DBE Firms

When adding a DBE firm, work codes should automatically show the available NAICS codes for that
DBE firm. If DBE NAICS work codes automatically pop up in the Work Codes section, you will choose
which apply to your contract.

Remember: Choose the correct type of participation when setting up the firm and DBE
Participation Type.

TYPE OF PARTICIPATION *

er, Distrib., Wholesaler, Manuf. Rep.

O Trucking & Hauling

O Trucking & Hauling Brokerage

Count Towards Certified Goal * .
DU TOATES Sried 5os @ Yeg.- Payments o this subcontractor count towards the  DBE ||| Goal (Credit Type: [FTOIENTE v|)

) No

WORK CODES Currently assigned work codes:
No Codes Assigned

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 vendor or for credit status has been changed.

D NAICS 541330 Civil engineering services
D NAICS 541370 Land surveying services
D NAICS 541370 Surveying and Mapping (except Geophysical) Services

| Assign Selected Work Codes ‘ ‘ Add Other Work Codes ‘

Once you are finished adding item codes to the Sub record, click “Assign Selected Work
Codes™.

You can also add NAICS codes yourself. However, assigned work codes are recommended
since they originate from the certified directory list.

In the Work Codes section, click “Add Work Codes”.

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

MNo Codes Assigned

Add Work Codes

‘Work Codes * Currentfy assigned work codes.

Actions Code Type Code Code Description
Add CDQT Line Items | 208- Storm Drain Inlet (Level

Select the CDOT Line Items option from the drop down menu, if applicable.
‘- Search ‘

CDOT Line Items v
36
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Or 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.
At the bottom, click “Review”.
Click “Save” on the next screen to submit.

L_|

Indicates current certifications
recognized by CDOT (DBE/ESE)

Applicatie Vendor Certifications

Select by amount

[Tier 1] Subeorracier 1o COOT Prame Test 1 [Prime Conteacto] Enter dollara =
| Current Priss Contrait Amaunt 51,000 000000 of subcontract
FRRCONTACT PHTNUAMOUNT * — Af—— — I
Dy Parcant ~
e thia il eveinant a0t of el BRNSNDEOT B4 e ot Telativ 18 Th batsl Gontrad vals (51,54 Should be Yes UNLESS sub
e paroant of subtontrichy marded by thin sebxontracion. fi .
Inchude in Compliance Audins? Yieu - subConacIon i actve and ahoukd be nchuded n the pencdc ¢ WESLI.I'LIEIE_JE'
s sl ‘____.:a*:uun-- :
Coum Tosaedy Cemifid Goal ©
s - Payments o thes suboonireciorn count towards the  Nong selscied = Goal
= . fES - OMLY If DBE sub
Tres of Partcipatian = # SibhcontraciorSubconuufant RC-toward DEE gﬂal
Bapuplient - Mlar st rer g n o .
Is firm a sub, fippllar Fingudi D RM- additional participation
ppllerf?endur, or Soppher - Packager lrokes. Detng | Whoiessler, Warad fep. If Ho
dent Viermars
Frees & Commission Beoker
Trucking & Malng
Trucking & Huiing Brokosrigs Plain English description of
Aocoedng 8 pobcy, peal parsopaton wil be counled 3¢ 190% firm's work on project
Wark Descriprign ~ ':
Wark Codes Ceamend’s assansd vk codes,

Ko Codes Axngried
Thee vkl Coiothed Deebowy Bre Wom Pecoprred Ceibeabond 17 et T Selecl one Of Saate wirk Coded Tl o B wark e fm

- will b for thes assagrement and Chck AsHign Seibcosd Work Coded 10 a3d b Tes recosd. DO eqe b refresh the kst if
Assign all line items the a0 10r Creddet S1atus Pars Deen Changed
P RACS B 330 ACouatoal Engeneerind (ONdaiing Seraoes

il
related to firm's work G0 LGP HAICS: 541300 Crvil engineening Senices IDH.tE of signed subcontract ]
fur [E.B G0 LGP RARCS SO0 Comfnachon ergresning Mrecei

= £0 UCF KACS (41330 Elecincal engineering servioes — !

CO UCP RAICS. 541330 Erveronmenial engineenng servces
GO UCP HANCS 541330 Ercriman coninol efgeresning T

r Work Codas will be used f-IJr suppliers only

Subtanragt AwardCommit Cats * ] Estimates of Start/End Date
Edthrrated Work Start Date [mmere' 3 Fry]
Wik End Dats [mendatenee]

aca's s it will b the neat ore
5 Adready Wade § 0

b Prepaid amount I"'“ : Yo e sboniracion o all sudis gong back 1o the percd of | Wdviimbar + | 2018
‘\lﬁm month of work |

P faircn bdertfenr
Une s Sekd in urvgualy ientity B subcontrachor o tha flrm i Babed on tha condract beec o more e, This kerdifier will Se Saglaped
ket B Pt i i 5 OF wech ireitaena oof 5 STTE PTHIQLITE O i DOMTST
Amach Fileish File
Commants ¢ '

Select Yes if sub has already

started on project
Otherwize select Ho
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Add Lower Tier Subs, Suppliers/Vendors
(Primes, 15t & Middle Tier, Civil Rights Only)

All lower tier Subs from higher tier Subs are required to be included in the Consultant’s contract.
Add any Subs, DBE Suppliers/Vendors, nonDBE Suppliers/Vendors providing at least $10,000 worth
of goods and materials, vendors, truckers/haulers, manufacturers, etc. to the contract. DBE firms
will need NAICS work codes assigned. New Subs, Suppliers/Vendors, not on the original contract,
will require the PCWs for Subs/LOI’s for Suppliers/Vendors or an amended contract as attachments
for pertinent documentation as required. Civil Rights will receive a prompt to approve the added
Sub, or Supplier/Vendor.

DBE certified firms can be found at: https://coucp.dbesystem.com/.

ESB certified firms can be found at:
https://cdot.dbesystem.com/FrontEnd/searchcertifieddirectory.asp.

NOTE: Local Agency contracts, only DBE firms need to be added to B2GNow.

From the Subcontractor’s tab, click “Add Tier # Sub”.

Contract Main | View Contract | Subcontractors | Compliance Audit List | Compliance Audit Summary | Messages Commen ts Reports

Colorado Dep: of T P i Status: Open
00000: Demo 6/18/2016 - 12/30/2025
Prims: CDOT Prime Test 1 Current Value: $1,000,000

All subcontractors assigned to this contract are listed below

Subcontractor List

= c t nc.
Subcontractor Name Certified gt Type Goal Audit

1| CDOT Sub Test 3 Ho $10,000 Reg. o

Repeat steps in Add 1st Tiers section.

This will allow all the payments to be reported towards the goal.

DBE Firms Using NonDBE Supplier/Vendors

There are situations when a DBE firm uses a nonDBE Supplier/Vendor. Typically, the amount the
DBE pays the nonDBE Supplier/Vendor should be deducted from the DBE participation.
However, B2GNow does not know this and deducts those payments. Civil Rights must 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)
(Civil Rights Only)

Determine if the NonDBE Supplier/Vendor should be count toward the goal by answering the
following questions:
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1.

3.

Are the supplies and/or materials obtained from the nonDBE Supplier/Vendor necessary for
the certified work that the DBE will be performing on the project? (e.g. paint for painting,
concrete for concrete flatwork, etc.)

Is the cost of the supplies and/or materials obtained from the nonDBE Supplier/Vendor
reasonable and indicative of a nhormal, arms-length transaction? (e.g. not unusually cheap
and/or expensive)

The DBE is not purchasing materials and/or purchasing/leasing equipment from the Prime
contractor or any of its affiliates.

If "yes" to all these questions, count the cost of the supplies as part of DBE participation.

If "no” to any of the questions, flag as a potential issue, investigate, and possibly exclude the cost
of supplies from the DBE participation amount.

If you determine that a NonDBE Supplier/Vendor should not be counted toward the goal - No
changes are needed.

If you determine that a NonDBE Supplier/Vendor should be counted toward the goal - proceed to
the next steps.

ee

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

Priority Flagged Contracts

Contract Value
Total Payments %% Goal
Contract # Status & Dates Credit Payments % Credit
21420.30.20 Open $752,800,522 12.5%
11/2017 to 11/2022 50 %
£7,532,600
21420.30.10 Open 548,000,000 11.6%
11/2017 to 11/2022 0 i
43,988,498
Open £12,563,041 0.0%
11/2017 to 11/2022 50 0.0%

50

21420.20.20

Click the “Subs” tab.

Contract Management: Subcontractor List

Main | WView | Setlings | Subs ‘ Docs | Change Orders & Task Orders | Aleris | Comments | lMessages | Closeout |

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

F1 AN BN W Cantes] T - Canetbeocbiae Weaels

From the Subs tab on the contract record, locate the DBE firm who has nonDBE
Supplier/Manufacturer subcontractors.

Click “Edit”.

CDOT Sub Mo Mo No & $25,777 Manufacturer No Mo  View Edit More...

Test 2 $25,777 DEE
Confirm: Percent of Payments to Be Counted is 100%.

Type of Participation *

Supplier - Manufacturer v
Percent of payments to be counted:  100.00 %
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Change the Current Amount to zero (0).

Commodity Codes: Search

Click any Add link to select a code. You can also search again, sort the list, or click Browse Codes to browse through the entire code
list. If multiple code lists are available, you can change the selected list in the drop down list under the search box, When finished,
click Return to return to the record.

Pavement Markings ‘ Search ‘ ‘ Browse Codes ‘ ‘ Return ‘

CDOT: CDOT Contract Line ltems hd

1- 5 of 5 records displayed

To sort, click column title.

Actions CodeType Code Code Description
Add cooT 627-00007 Epoxy Pavement Marking (Special) [Size standard: GAL]

Add CDaT 627-00090 Pavemnent Marking (Special) [Size standard: SF]

Add CDOT 627-30408 Preformed Thermoplastic Pavement Marking (Shield) [Size standard: 5F]
Add CDaT 627-60000 Pavernent Marking (Special) [Size standard: LF]

Add cooT 950-01900 Signing, Pavermnent Marking, Signalization, Lighting [Size standard: DOL]

Click “Review”.

Click “Save”.

Substitution Requests
(Any Tier)
(Primes and Civil Rights Only)

This is to replace one Sub or Suppler/Vendor with another. If the firm being replaced is a
committed DBE firm, an approved Professional Services DBE Participation Plan Modification
Request form is a required attachment.

Subcontract Information

Subcontractor Tier * Subceontracts to | - [Tier 2] Spartan Reinforcing, LLC

Reference Identifier

Contracted Percent & Amount * Current Criginal Award
® By Amount: § 4,617,526.09 3/ 4.617,526.09
By Percent: | 061337976 % 0.61337976 %

Enter the full amount/percent of the subcantract or the percent relative to the total contract valus
subcontracts awarded by this subcontractor,

S
ie=lclbarlicipaton Supplier - Manufacturer v

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 e Type RO It S

E CDOT Sub Test 2 Mo $10,000, Reg. Mo -\‘:,;l Mo
Dealar Substitute Sub ]

Complete the Substitution Information section. For substitutions, you will choose the Race
Conscious radio button.

Actions

Attach the Professional Services DBE Participation Plan Modification Request form or Task
Order request documents.
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Substitution Information
Select reason and enter details for the substitution. Then identify the new firm that will be previding this work. settings will be carried over; review and update all infermation
as needed before submitting.

Subcontractor to be Substituted CDOT Sub Test 1
Reason for Substitution * None selected
Substitution Detall *

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

The added request will be prompted to CDOT for approval.

Removal of Subs, Suppliers/Vendors
(Any Tier)
(Primes and Civil Rights Only)

Subs or Suppliers/Vendors can be deleted if they weren’t supposed to be added or if the wrong
account was set up. This process is to eliminate a firms work on the contract PRIOR to any work
being done by the firm. If the Sub was part of the original contract or there is activity on the Sub or
Supplier/Vendor, then the Sub or Supplier/Vendor will be deactivated for historical purposes.

If the firm being removed is a committed DBE firm, a Professional Services DBE Participation Plan
Modification Request form is a required attachment.

From the Subcontractors tab, click “Remove Sub”.

Subcontractor List

rrrrrrr Inc. in Compliance Final

Award YP® goal Audit Pmnt

m CDOT Sub Test 2 Mo £10,000 Reg. Mo -\‘:,;l Mo Add Tier 2 Sub
Dealer

Subcontractor Name Certified Actions

Complete the Removal Information section.

Attach the Professional Services DBE Participation Plan Modification Request form if the Sub
or Supplier/Vendor is a committed DBE.

Lower tier firms will request removals through their Prime

The request will be prompted to CDOT for approval.
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NonProject Specific Process Flowchart

Contracts Awarded Prior to 12/31/2019

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

GFE evaluated
by CDOT

ifgoalis
not met

GFE approved?

Team established in "
contract w/proposed T“aﬂ;ﬁg%g}ggg‘“

DBE and ESB goals Task Order
Form: Affadavit of requested
Small Business

Consultant requests approval te modify

Form: Anticipated commitments by submitting task order

Participation Plan & GFE No > maodification letter, project cost worksheets,
,,,,,,,, pm— S Work Performed DBE and anticipated participation plan form
5 Task Order iRt and GFE. CDOT Project Manager processes
if goal
__i;,gnﬂ_‘a Approved F e in shopping cart.
Form: 1313 Monthly work progresses
Invoice Cover Sheet
Yes Work is complete, \;\::iri;;nkmop;lg:

submit final invoice

closed out

Contracts Awarded After 1/1/2020

I Ri t fi
?;Z;aﬁ.g;?n pct'fr CDOT sets new Task
Requests DBE Goal Order Goal based Consultant

on Scope and DBE determines ability
Form: Re-evaluation of opportunities to meet new goal
DBE Goal * Goal could go up
or down

Re-evaluation

Team established in Consultant evaluates
contract w/proposed work with DBE
DBE and ESB goals Task Order opportunities to
requested determine if consultant
Form: Affadavit of Small accepts contract goal
Business Participation or if they want a
) re-evaluation

Consultant
and/or CDOT

GFE evaluated
by CDOT

Task Order proposed GFE approved?

with DBE/ESB

ﬂL’ starts over

Goals

Form: Anticipated
Participation Plan
and GFE

Task Order
approved

Consultant requests Work is complete.
approval to modify + Submit final invoice
DRE commitments S g - Submit close-out report
Madification .
Commitments Form: DBE Participation M reviewed by CDOT Reu‘lise appbrupgh Pmceﬁl and accept
Form: 1313 Monthly met as work Plan Modification and approved? and resubmit? passible sanctions
Invoice Cover Sheet PR prasses Request

Work Performed

Form: Closeout Report and
all supporting documents far
modifications and good cause
for not me commitments

Work is complete.
- Submit final invoice
+ Submit close-out report
Form: Closeaut Report and CDOT closes
all supporting documents for Task Order
maodifications and good cause
for not meeting commitments

Submit Task Order
Reallocation letter,
project cost worksheets,

CDOT closes
Contract and

issues possible
sanctions by issuing
an invoice to the
prime consultant

and Anticipated
Participation Plan Form.
APP and GFE
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All Internal Users

Project Specific Process Flowchart

Contracts Awarded Prior to 12/31/2019

Consultant

andfor CDOT
ifgoalis GFE evaluated e /
L BRSNS - N GFE approved? revises scope
not met by CDOT 1 or approach and,
Yes starts over
Team established in Task Order proposed
Gl crdé/;;opufd with DBE/ESB
an goals 4 Task Order
requested | N Consultant requests approval to modify
Form: Anticipated commitments by submitting task order
| Participation Plan & GFE PRI rodification [etter, project cost worksheets,

Work Performed DBE and anticipated participation plan form
Task Order Commitments _| and GFE. CDOT :role_ﬂ Map‘ager processes
Approved o  metas in shopping cart.

Form: 1313 Monthly | oo cos
J

Invoice Cover Sheet

Work complete
& and Task Order
closed out

Yes N Work is complete,
submit final inveice

Contracts Awarded After 1/1/2020

Project Specific Task Order Contracts DBE Process (§ OS] Ehhiliam

September 2020

Approach
and/or scope
is modified

i i Task Order proposed. =
Team established in
Consultant confirms APP/GFE evaluated | and task order
CDOT establishes pmps;ail awrﬂagcsngosed | tl}a( task order aligns by CDOT . APP/GFE approved? g i redone
ct and contract i Contract setup in g W/small business plan
proje: ga:;lal.c:orn ract | commitments (%) LI B2C with D;E BN ompletes GFE
RFP issued Form: Aftw it ol utilization plan Form: Project Specific Task Order

Small Business
Participation or GFE

Anticipated Participation approved

Plan and Plan Status

Consultant requests
approval to modify

commitments Proceed and accept

> Modification - . = ST

™ o i " 0 Revise approach == possible sanctions if

For .rjrl\. D:E ;aﬁmclnpauon = re:,'-,iw:d E’;",Eﬂ?‘ : bl s . W DEE commitment is
bkl PP 2 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

g - Submit close-out report
B\ Form: Closeout Reportand | » CDOT closes
all supporting documents for Task Order
modifications and good cause

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

Allworkis Submit closeout report for the contract. Report for DBE payments CDOT closes contract and
complete under SRR L B made against contract M| issues possible sanctions
Form: Closeout Report and all supporting documents for goal and all supporting > by issuing an invoice
e com e o i 3 documentation for to the prime consultant

modifications and good cause for not meeting
commitments as task orders progressed

modifications

DBE Participation for Project/Program Specific, Local Agency Contracts (or Prior
Contracts with “Rolled up” Goals)

It is suggested that Primes continue to keep a DBE tracking spreadsheet for Project
Specific/Program Specific contracts. Primes do not have access to the Master Audit Summary tab
that shows the participation that is rolled up to the Main/Master Contract for Project
Specific/Program Specific. The Primes have access to a report called Master Contract Summary
Report - New Format through B2GNow (that is only available to Primes).
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Monthly Prompt Payment Audit Responsibilities

» Confirm or dispute payments reported by
Prime ar higher tier Sub
* Respond to Discrepancies after reporting

* Report payments to lower tier subs and suppliers
+ Confirm/Dispute payment reported by Primes
* Respond to Discrepancies after reporting

» Prequalify in B2GNow
» Verify payments from COOT and report payments made to
lower tier subs, suppliers/vendors
* Oversee reporting by Ist tier subs with lower tiers
* Respond to or Resolve discrepancies within one week of disputed
report

» Qversee 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 30
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 connaction with regular CR review
+ Coordinate with Engineers to resolve incomplete audits and unresolved discrepancies

+ Coordinate with RCROs to resolve incomplete and discrepant audits on a quarterly basis

A U D I I S * Monitor prompt payment process for projects statewide
* Assist RCROs with prompt payment or discrepancy related guestions and concerns
= Audit prompt payment reporting for randomly selected projects
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All Internal Users

Who is Responsible and When?

Who is
Responsible?

Lowest Tier
Subs

CDOT Project
Staff
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Monthly Prompt Payment Reporting
(B2GNow System Audits for Consultants and Suppliers/Vendors)

Monthly Audit reports (emails) are automatically created and sent to the Prime, Subs or
Suppliers/Vendors on the first of every month for payments in the audit month requested. Audits
request information about the actual payments made and received during the audit period. The
audit request information is the actual payments made and received during the audit period
regardless of the work completed, invoice or pay estimate date. 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. These audits are
released to lower tier Subs or Suppliers/Vendors as soon as the Prime or 1st tier Subs or
Suppliers/Vendors report 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. Each audit is delayed
by one month (a June audit will receive notice in July).

For example, the audit report for October 2017 is generated and released to the Primes and 1st
tier Subs or Suppliers/Vendors 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 notified
by email

ommi Prime enters _ ~
i paymentdata _
| Prime & Sub forsuns —
notified of discrepancy
{ by emailffax Subcontractor

Staff Overview notified by emailfax

Sub Subcontractor confirms or

R‘,I.cﬂ 4 rejects payment data

Compliance it
Audit 7 s*

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 emails prompts.

‘wiork: Performed Fay Estimate Generated Sub Paid October Augdit, Opers 1% Tier Sub Confirms 1009
8177 915517 10459417 11/1/17 Paymnent within 15 days

N —— Prime Reports 1043 & 1079 Payments.

= September Fayment Fosts 1% Tier Sub Reporis 1015 Payment.
74 Tigr sub Invoice 31307 _ _
- AITRAT to PAme's Accounk By 11715417
Fddy i
108317 o -
2, Tier Sub Faid 2% Tier Sub Confirms

10715517

Payment Within 15 days
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Access and Complete the Audit
(Consultants)

You may complete your audit by responding to an email prompt or through your Home screen. An
audit reminder is sent by email 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 B2G System at http://contracts.codot.gov/.

On the Home screen, find Incomplete Audits in your Dashboard and click on the red number.

Dashboard Displayi

Contract

Total

Click “Incomplete” in the audit you wish to complete.

resort dlick on column titls. To filter click i the drop down menu
Status Audit Period Contract Number & Title

Incomplete *+ All v Al r

October 2017

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”.

Compliance Audit List

Audit Reference.

If either the amount entered by the Prime or Sub is correct, select the correct option.
If neither are correct, select the third option and report the correct amount.
Include comments and have documents uploaded in support of the answer.

Private comments are only visible to the firm that made the comment.

Public comments are available to all.
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Remember, the correct amount is the amount paid by the higher 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.

Prime Payments from CDOT for 431 Task Orders

As of April 2023, for Task Orders with the 431 prefix, Primes payments are automatically reported
in B2GNow. Primes should verify their payments and may not have access to their audit.
Notifications are automatically turned off when a Prime is paid zero (0) dollars. If a Prime receives
a zero (50) payment but paid a Sub or Supplier/Vendor that month, you will need to contact EJE,
(303) 757-9234, to get access to the month’s audit. NOTE: CDOT is working with B2GNow to give
the Prime access to opening their own audits if needed.

Prime Payments from CDOT for Other Task Orders
(Primes Only)

(451, 491 Task Orders, Local Agency Reporting)
Once you have entered the audit actions, report payment from CDOT.

Click “Report Payment Received from Colorado Department of Transportation”.

U FESpanse or 83N e isted DO by ChHTG 838N I 1t PoSSiae 1l SOme achons A N0t avaIaCle a1 3 SPACIE 1 AG 1 DIIME CONITRCTOr /047 FSPOTSIDARY 8 10 16D01 payMEnts Made to SUIXGNTACIE and SaymeNs revead fom Coicrado Department of Tanspiration

Audit Actions

Category Action Required & Response Oue Date
Frime Coniracior paym 0

Compliance Officer Information

Conlact Parson Erica Downey
Organzaton Colorado Department of Transportation
User Number 30000046057

Buyer/Project Manager Information

Contact Administrator
[Departrment Region 1
ser Number 10003211 001

Click “Report Payment to Prime”.

Audit Information
Audit Response Status

Not complate
3 SUD responses 1o De SUBMITIEd; paymeant o pnme 1o De sebmited
Reporting deadling is 11462017

Budit will be locked 811672291

Audit Period

Payment to Prime
Marked As Final Audit?

Renort Pa — Prifrié Do not select “Mark Audit as Final”
No {nark audit ag final) until you have received final payment
from CDOT and paid out all subs 48
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Prim

NOTE: For Local Agency contracts, payments to Prime Consultants will through the Local
Agency.

Complete required fields (*).
Click “Save”.

You will automatically return to the audit.

es: Report Payment to 1st Tier

(Primes Only)

O

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 or Supplier/Vendor.

Complete fields for only 1st tiers.

Click “Save”.

[re——

S T e e e ey e e . Attachments for CDOT

- o o el = A - =
— o I e

ave] Blank (o 1ier sub)
M; el TN 4 Comments to CDOT
_ Total Amount Paid TOnO | o (Not visible to Sub)

Save Risurn 1o Venaor List
- Was payment prompt?
(N/A if S0)

If your Sub or Supplier/Vendors have lower tier Sub or Supplier/Vendors, DO NOT fill out
that payment information.

You may click “Return to Audit” to verify your input and edit if necessary.

If any Sub or Supplier/Vendors at any tier are missing payment information, you will
automatically by returned to the audit. Refer to Report Payments to 15 Tier Subs section.

Once you confirm that no 1st tier Sub or Supplier/Vendors is missing payment information,
the audit is completed.

If payment information has been entered for all Subs or Suppliers/Vendors (at all tiers) an
audit confirmation will be received.
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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.

Report Payments
(All Subs with Lower Tiers)

Report Payments to all tiered Subs and Suppliers/Vendors by the 15th of the month.

Dashboard r company ¥
Contract
Total 2
Spen z
Contract Audits > 90 days
o
Certifications Renewing
Status 2 a a
Utilization Plans Total
Pending Confirmation as S £ o

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

Audit Actions
Category

Tier 1 Subconiractor to CDOT Prime Test 1

L C 7S
|| SuoPrime: Report 1 subcontractor pavment

Tier 1 Subcontractor to CDOT Prime Test 1 Sub: CDOT Prime Test 1 has not reported the payment made to you

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.

Mari 3 Remaining Sutcooliacions &5 Zers | | Mark At 3s Final

Submil ALL Incompiete Hecords || Heport Error

Subeontraetor Payments for Oetobar 2017

Complete the fields for all Subs and Suppliers/Vendors with whom you contract directly If
your Subs have lower tier Subs, DO NOT fill out their payment information.

R — el M o S e et Attachments for CDOT |

S anse 5 = o
F=pr = e w—— |
| - =ave] Blank (22 Tier Sub) SR Oaic | .‘ Check No \ l
@4“ gici bl e » o * Comments to CDOT
\ Total Amount Paid (Not visible to Sub)

] W—— Was payment prompt?
(N/A §f S0)
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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 or Suppliers/Vendors at any lower tier are missing payment information, you will
automatically be returned to the audit.

Once you confirm that no next tier Subs are missing payment information, the audit is
completed.

Mark 3 Remaining Subcontractors as Ze: Mark Audit as Final

\
Submit ALL Incomplete Records Report Emor

Subcontractor Payments for October 2017

037 Conflemad by Sub

nnnnnnnnnnn

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

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

screen, left corner of the screen to navigate away from the audit. e '@ %

Home

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

Complete the confirmation step once you receive notice from the system that your higher
tier Sub or Supplier/Vendor has completed the reporting step.

Release Subs, Suppliers/Vendors from Audits

From the Navigation Menu, click Search >> Contracts.

Enter the 5-digit CDOT subaccount contract number, Main/Master Contract SAP OLA number,

Search: Contracts
Users | vendors | Contract | Concessions
E 22 = Search your arganization’s contract databaw

Search Parameters
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Task Order SAP PO number or title, or firm.
Click “Search “.

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

Once in the contract, navigate to the Subs tab.

Main | View | Setlings | Subs | Docs | Change Orders & Task COrders | Alerts | Comments | IMeszages | Closeout |
Compliance Audif List | Compliance Audit Summary | Compliznce Audit FY | Reviews | Site Visits | Reperis |

Click “Edit” on the far right for the Sub or Supplier/Vendor you wish to release.
In the Settings tab, select “Yes” for Final Payment Made.
Otherwise, click “No”.

Include in Compliance Audits? © - es - subcontractor is active and should be incl

Mo - subcontractor is inactive. If any lower tier ¢

Count Towards Certified Goal * This setting is used only to set the default status on fu
Yes - Payments to this contractor count toward:
- Mo
|Gua| Type | None selected ~

Final Payment Made? ~ an‘,I lower tier subcontractors are active

Click “Review”.
Click “Save”.

Review Past Due Audits

Every Prime and Sub or Suppler/Vendor on the contract must report how much it paid its direct
Subs by the 16th of the month. The Prime must ensure that all its tiered Subs or Suppliers/Vendors
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.

Contract Audits Total < 50 days > 50 days
Tetal Audits 1513 4E8 1445
Incomplete Audits 468 240
Discrepancies 28 20
Closeouts/ Final 27

8
2

]
N
]

L
b =

Past Due Audits

wh ]
|

ol

Sub Requests - New

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 Mcuntmct
Pending All ‘.__— Mar-2018 T
Pending sub (4) March 2018 c20819

Pending prime (2] March 2018 18-HAA-XB-00085 T/O 1
Prime past due
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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 or
Supplier/Vendor whose information has not been reported.

Hakvey Contractors Inc [Info] Sub No Not Reported
Al§andra Harvey Edit

RAu03-513-4521, F 303-300-9181

The Prime is responsible for logging in and reporting the 15t Tier Sub or Supplier/Vendor
payments.

1st Tier or Middle Subs or Suppliers/Vendors are responsible for reporting and/or confirming
payments.

Lower tier Subs or Suppliers/Vendors are responsible for confirming payments.

Amounts will be reported even if $0.00. If any Subs or Suppliers/Vendors have not reported,
the Prime is responsible for ensuring as a condition of award. In the event the reporting is
missing, contact the Prime.

Review Incomplete Audits

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

Contract Audits > 90 days
Total Audits 1913 268 1245
Incomplete Audits 468 228 240
Discrepancies 28 8 20
Closecuts/ Final
Past Due Audits
Sub Requests - New

Ensure the assignment check box is unchecked.

A
w
Q
o
7]
<

BRI
=
N
ok

Filter by pending status to find open audits.

Showe OMNLY records assigned to you

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

e /

Reporting Status ¥ Audit Period Contract

Pending all v Mar-2018 -

Pending sub (4} March 2018 C2081%

Pending prime (3] March 2018 LE-HAA-XB-00085 T/ 1
Prime past due

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.
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Prime Past Due: Reporting deadline has passed. 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.

CIg487

This report is sorted by region, contract, month.

Compare the due dates in the report with the incomplete Not Yet records in B2GNow.

B ) Prompt: Yes Resend Notice
[1] <= e Marketing_+ Communications [Info]
E Ifong
mily@involvecollective.com

e <.
P 703-472-2935

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

| Mark Unconfirmed Sub Entries as Confirmed I

If there were delays in the reporting phase of the audit such that the Sub or Supplier/Vendor
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 or
Supplier/Vendor records on the audit are past due.

To close an individual record under the Not Yet status of the individual audit, click “Edit”.
Mo :

Reszend =

Complete the audit response section 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.
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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.

Wl g
Jrppkh

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.
——

‘ Reporting Status X = ——:ua—:/ Contract

Pending All g | mMar= 018 -

Pending sub (4} March 2018 c2081%

Pending prime (2] March 2013 1LE8-HAA-XB-00085 T/0 1
Prime 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

The label may also say Not Reported.

Ensure that all incomplete records have been open for at least 15 days. All Subs or
Suppliers/Vendors 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” On the bottom of the left

side of the audit, locate the response date.
i Yt
@ dik

#Motica

This is the date the Prime or higher tier reported the payment.

Note whether the report was submitted more than 16 days ago.
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Repeat this process for all incomplete lines.

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

Mark Unconfirmed Sub Entries as Confirmed

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

If any line was reported less than 16 days earlier, DO NOT close the audit.

All Subs or Suppliers/Vendors must have 15 days to respond to report according to our
contract.

The Prime is responsible for logging in and reporting the 15t tier payments.
1t or Middle tiers are responsible for reporting and/or confirming payments.
Amounts will be reported even if $0.00.

If any firms have not reported payments, the Prime is responsible for ensuring as a condition
of award and contract.

In the even the reporting is missing, contact the Prime.

NOTE: This process only applies to incomplete responses. There is no equivalent process for
incomplete reporting. Reporting by the Prime and all Subs or Suppliers/Vendors is a
condition of payment.

Confirm or Dispute Payments
(Subs, Suppliers/Vendors Only)

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. Refer to Access and Complete the
Audit section for help getting to this step.

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

If payment amount is disputed or withheld, skip this step Refer to Report a Payment Dispute
section.

Click “Confirm Payment Received”.
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Complete.

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

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”.

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

Compliance Audit Information

Comgliance Audit Perod Zaptember 2013
Diate & Time Pasted Local: 10/2472013 5:48:05 AM CDT
System: 10242013 8245206 AM CDT

fer w ben ach k. It il sorme achons & sific fime. As &
me BContrachc meport Py 2 § W0 lorwer Subcal vals. A= a subcontractor your

Compliance Audit Actions
Categary Actlon Required & Responsa Dus Date

Tier 1 Bubcantracior o COOT Primes Tes: 1 Sub: muﬂmmml]]_[&ng_h'ﬂﬂ_ due by 111872013 [PAST DUE)
audit lock on 8712293

SubPrime: View audil responss

—=belect correct ONLY when there is no dispute related to the
ayment AND reported payment was actually|received

- Select incorrect to report a discrepancy or|dispute even if payment

— reported is accurate

In the Audit Information box, click “Incorrect”.
Complete required fields (*).

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.

as PAID 10 You

——————————
$0.00

Confirm Reported Amount? =

$100. Differences less than $100 are not
flagged as discrepancies by the system.

r Payment Due Date or last day of Audit month
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If the higher tier reported $0.00, continue.

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 $0.00 amount, select either of the below options, then
complete the fields that appear.

[ ——

Amount must be at least 5100 more or less than
the amount reported by higher tier.
Differences less than $100 are not flagged as
discrepancies by the system.

Enter Pavment Due Date oclact davof Audit month I

Complete required fields (*).

Click “Save”. &g

Click the Home screen to navigate away from the audit. « = @B &

Home

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 upload documents in support of your answer.

Private comments are only visible to the firm that made the comment.

Public comments are available to all.

ars vy .

[E——— e p—

B MRS | oy

Remember, the correct amount is considered the amount paid from the higher tier firm to its
lower tier firm during the calendar month of the Audit Period.

Once both contractors have saved their responses, Civil Rights will assist to help resolve any
remaining issues.
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Review Discrepancies

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

Contract Audits Total

< 50 days > 50 days
Total Audits 1913 468 1445
Incomplete Audits 268 228 240
Discrepancies 28 8 20
Closeouwts/ Final 27 16 2 [ 18
Past Due Audits 28 i3 i4
Sub Requests - New 2 k2 o

Ensure the assignment check box is unchecked.

Showe OMLY records assigned to you

Filter by Discrepancies to find unresolved discrepancies.
Click the blue, underlined audit period to enter the audit.

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

1o FESOFT CIICK N COIUmnN TIKig, 19 THTEr CICK on TNE arop gown menu.

Reporting Status ¥ Audit Period
Discrepancy v EFT=e
1 Discrepancy +-_ March 2018

Pending sub (3)

In the Subcontractor Payment section, locate the payments that say

Discrepancy. Click “Resolve”.

$90,395.75 Discrepancy
Resolve Resolve
Prompt: Yes Prompt: 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 Mo response yet.
Mew Amount Reported by Subcontractor Mo response yet.

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

Access the Discrepancy

On the Home screen, find Audit Discrepancies in your Dashboard and click on the red
number.
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Contract Audits

Total Audits

/ > 90 days

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

[

Incomplete Audits =

Audit Discrepancies g

| (T [ R 14}

E,I
H e B
%

To resort click on columin title. To filter click on the drop down menu.

Status Audit Period
Discrepancy v All v Al
1 Discrepancy December 2017 000010: R1 Test

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

To enter the audit from this screen, click “View Audit” on the right In the Audit Actions
SeCtlon' Confirmed by Sub

Rejected

Click “Resolve # Discrepancies”. Resolve

Dizcrepancy

Rejected
Resolve

Resolve 2 discrepancies Discrapancy

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

You may review any available responses in the Discrepancy Resolution Data Report.

Discrepancy Resolution Data Reported

MNew Amount Reported by Prime MNo response yet.
Mew Amount Reported by Subcontractor Mo response yet.

At the top of the screen, click “Resolve Discrepancy”, complete the required field.

Click “Save Response”.

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 or Suppliers/Vendors, the Prime will need
to be more involved in fact finding. The Prime is ultimately responsible for compliance at every
level of the contract, firms other than the Prime CANNOT resolve the discrepancy on their own
behalf.
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Discrepancies can happen for a few reasons: 1) There may be cases when one party’s payment was
released at the end of one month and not received by the other party 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. 2) One party made a reporting error 3) A Sub or Supplier/Vendor
is trying to notify CDOT of a payment issue. The discrepancy is the way in which a Sub or
Supplier/Vendor 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 firm 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 or Supplier/Vendor, the Prime, and the CDOT Project Engineer.

Review and verify the responses from both the Prime and the all firms. If either party has not yet
responded, you will need to contact that firm. The Sub or Supplier/Vendor 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 or Supplier/Vendor 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 or Supplier/Vendor during the calendar month of the audit
period.

Enter public comments to indicate how and why you resolved the discrepancy as you did.

Add or have added any relevant attachments.

‘ Resolve Discrepancy ‘ ‘ Audit Notice

A note about resolving discrepancies for Project Engineers:

As the PE, your role in this process is twofold. 1) Your job is to ensure the subs issue is
acknowledged. 2) Your job is to ensure the system stays as accurate as possible. Therefore, when
you resolve the audit, you should reflect the payment amount and date that actually occurred
during the calendar month of the audit period. You will use the Comments section to record the
steps you took in resolving the audits and the resolution you came to. Please contact your Civil
Rights Office for more guidance on resolving discrepancies.
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Sub or Supplier/Vendor Reported Discrepancies

Refer to Access the Discrepancy section to access the discrepancy for a Sub or Supplier/Vendor.

Verify the payment data reported. If the firm as already responded to the discrepancy, review
Prime’s response.

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 or
Supplier/Vendor paid its lower tier and on what date.

Based on the information provided by your Sub or Supplier/Vendor, complete the required
fields to resolve the discrepancy.

If either the amount entered by the 1st tier Sub or Supplier/Vendor 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 have documents
uploaded in support of your answer.

Private comments are only visible to the firm that made the comment.

Public comments are available to all.

uuuuuuuuuuuuuuu

vvvvvvvvvvvvvvv

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

Once both contractors have saved their responses, CDOT staff will be in touch to help resolve
any remaining issues.
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Project Staff: Monthly Prompt Payment Checklist

Most Recent Audit:

0 Prime reported payment received from CDOT

If not, contact Prime. Prime must report payment received by the CDOT during the audit period. If
Prime did not receive any payment from CDOT during the calendar month of the audit period,
Prime must report $0.00.

0 Firms at every level reported payments to lower tiers. If not, what level tier remains unreported?
If payments to 1st tier Subs or Suppliers/Vendors not reported, Prime failed to report.

If payments to lower tier Subs or Suppliers/Vendors not reported, middle tier Sub or
Supplier/Vendor failed to report.

The Prime is ultimately responsible for ensuring Subs or Suppliers/Vendors at all levels of the
contract have reported payment.

Previous Month’s Audit:

0 Address any discrepancies by checking the status.

Awaiting Civil Rights Response: Based on the information provided in the Prime and Sub or
Supplier/Vendor responses as well as any independent conversation with the Prime and Sub or
Supplier/Vendor, resolve the audit based on the payment(s) actually released to and received by
the Sub or Supplier/Vendor during the audit period.

Awaiting Prime and/or Sub Response: Contact Prime to ask the nonresponsive party to respond
through the system. Alternatively, CDOT project staff may ask firm to provide documentation
related to dispute directly to the project team. If the firm provides documentation necessary to
resolving the dispute directly to CDOT project staff, CDOT project staff must upload
documentation to record when resolving discrepancy.

CDOT Staff should always resolve a dispute in favor of what actually happened during the Audit
Period. Resolving the discrepancy is not necessarily the end of the process.

0 Confirm all unconfirmed Sub or Supplier/Vendor records that have been in the system for over 15
days.
Use the Mark Unconfirmed Entries as Confirmed button in the audit lists.
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Project Staff: Contract Closeout

Payments for Subs, Suppliers/Vendors

Every Main/Master Contract and Task Order needs to be closed out in B2GNow. All payments for
Subs or Supplier/Vendors should be reported. If processes are followed correctly, Consultants will
have marked the final audit box with the final payment of a Task Order.

All discrepancies need to be resolved and audits completed prior to closing the contract. All
Commercially Useful Function Questionnaires for DBE firms and the Professional Services Closeout
Report needs to be uploaded in B2ZGNow.

Review Audits
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.

Contract Main  View Contract Subcontractors Compliance Audit List Compliance Audit Summary Messages Comments Reports

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

Mot Confirmed By Sub Disputed By Sub Date =
PPPPPP Actions

Lines Amount Lines Amount

[

uou
&y b b
6B8o0bou U

s
6000

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

To report any last payments, click “Report Payment to Prime”, if your payment is not
automatically reported (451, 491 prefix Task Orders or Local Agency contracts need
reporting).

Audit Information
Audit Response Status

Not complete
3 sub responses to be submitied: payment to pime to be submitted
Reporting deadling is 11162047

Audit will be locked 816/2291

blarked As Final Audit?

Review the Subs, Suppliers/Vendors Section

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 Sub or Supplier/Vendor.
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If the commitments were not met or modifications are not approved, Civil Rights and the Project
Engineer should be involved to determine the disincentive.

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.

Differencs
Payments Payments Parcent (Payments - Award}
$779,266.76
$80,137.05 10.252/ 10.282% above goal
$80,127.05 10.282% 10.282% above goal
£0.00 0.000% Goal matched

Project Staff: Final Payment Date vs Close Date
(Civil Rights Only)

Use the Final Payment Date for the contract closing date once the last payment has been paid. This
is located on the main page of the contract. Project personnel can view the Final Payment Date but
not the Close Date.

In regard to audits, the B2GNow system could be a minimum of 45 days behind due to lags of the
system. If a CDOT contract has been closed and final pay has been billed, the audit prompt and the
15 day window for required response may lag. The Close Date will be used once all discrepancies
are resolved.

You can view on the Main tab of the contract.

Il Contract Dates
Award/Start Date 6192017 (Projected) End Date 619/2020
Nofice To Proceed Date 6/9/2017 Final Payment Date

B2GNow contracts cannot be closed until all audits have been resolved.

Close Contract

Contract Status Open
Close Date * (mm/ddfyvyyy)
Contract Secondary Status New Spec. - With Audits ﬂ
Prime Contractor Rating Not Rated | v|
Closeout Comments
Close Out Contract
COLORADO
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Civil Rights Users

Civil Rights Staff: Monthly Prompt Payment Checklist

Review Incomplete Audits

0 Compare your records with monthly incomplete audits report you received from Civil Rights

0 Confirm all records for Subs or Suppliers/Vendors that are past due based on the Sub Past Due
Report you can run

0 Confirm that there are no audits in your region that are Prime Past Due Contact the project team
or Prime to resolve any Prime past due audits

The status if payments to 1st tier Subs or Suppliers/Vendors not reported, Prime failed to report.

If payments to lower tier Subs or Suppliers/Vendors reported, middle tier Sub or Supplier/Vendor
failed to report.

The Prime is ultimately responsible for ensuring firms at all levels of the contract have reported
payment.

Review Discrepancies

0 Review the Discrepancies by Region report you can run

0 Confirm that there are no discrepancies in your region

0 Contact the project staff or Prime to resolve any outstanding discrepancies

The status:

Awaiting Civil Rights Response: Based on the information provided in the Prime and Sub or
Supplier/Vendor responses as well as any independent conversation with the Prime and Sub or
Supplier/Vendor, you may resolve the audit based on the payment(s) actually released to and
received by the Sub or Supplier/Vendor during the audit period.

Awaiting Prime and/or Sub Response: Contact Prime or the project staff to ask the nonresponsive
party to respond through the system.

Please note, discrepancies must be resolved to reflect what actually happened during the calendar
month of the audit period. Civil Rights may continue to be involved in resolving the underlying issue
behind the discrepancy even if the discrepancy has been resolved in the system.

For any Sub or Supplier/Vendor who have been released from the contract, mark final payment
made.

Review any Sub or Supplier/Vendor requests for Task Orders in your region.
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Civil Rights Staff: Contract Closeout Checklist

Contract Closeout:

0 Compare the payment data in the Closeout tab in B2zGNow with the payment data
0 Confirm the date of the most recent/last payment to the Prime in Site Manager if used

0 Verify that all audits are complete and there are no discrepancies, resolve as needed

00 Mark the most recent audit as the final audit to stop future audits from being generating

NOTE: Make sure not to cut off the lower tiers reporting ability. Prompt payment is based on a 7
day pay when paid structure at every tier. If the Primes last progress payment was toward the end
of the month, you may need to allow an extra month’s audit to capture lower tier Sub or
Supplier/Vendor payments.

0 Compare the UP to the information in the Closeout tab. If the contract included any Professional
Services DBE Modification forms, ensure changes have been made accordingly.

0 The DBE participation in B2GNow will determine any disincentives from failing to meet either the
DBE goal or Commitment

Disincentive notes will also be on the Professional Services Closeout Report form once filled out by
your Civil Rights office

[] Ensure all CUFs are completed and uploaded for DBEs toward the DBE goal
Ensure the Professional Services Closeout Report form is uploaded and approved

0 In the Closeout tab, make any corrections that may be needed
0 In the Closeout tab, enter the Close Date for the contract to closeout in the B2GNow system.

0 In the Closeout tab, click “Closeout Contract”
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Civil Rights Staff: Process for DBE/ESB Modifications, Time Extensions,
Added Funds

The majority of the time when the Professional Services DBE Participation Plan Modification
Request form is approved by Civil Rights, the DBE goal has been modified. A change order will be
created to change the DBE goal and/or commitment to show actuals.

Reevaluation or Modification of DBE Goal and Commitments

Change approved DBE goal or commitments from reevaluations on NPS contracts or approved
modifications.

For NPS Contracts - Approved Reevaluation of DBE Goal form should be uploaded in the Docs
tab.

To change the DBE goal on a Task Order, in B2ZNow, search the contract Task Order number.

Contract Management

Main | View l Settings l Subs l Dacs l Change Orders & Task Orders l Alerts l Comments | |

Compliance Audit List | Compliance Audit Summary | Compliance Audit FY | Master Audit Sumr:

431999999: PS Task Order Demo
Prime: CDOT Prime
12/1/2018 - 2/1/2019

Contract Information

Go to the Change Order/Task Order tab Click on Change Order Contract Value.

| Change Contract Value | | Extend/Shorten Contract |

| New Task ©rder | | Link Existing Contract As Task Order |

Put Change Order information in.

Change Order Information
Enter a title, date, and note for the change order. Attach file(s) by clicking Attach File.
CHANGE ORDER TITLE * DBE Goal Revaluation Change

CHANGE ORDER DATE * 10/18/2021

CHANGE ORDER NOTE * DBE goal revaluation submitted and approved 10/18/2021
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If there is no change in required areas, repeat information that is already there.

Upload approved Reevaluation or Modification form in B2GNow if not already in the contract.

Add correct amount or zero dollars to Subs or Suppliers/Vendors.

Change Main/Master contract amount at “No”.

TACH FILE(S) Attach File

tend/Shorten Contract

1 can extend/shorten this contract at the same time as adjusting the amount » Click here to change the end date.

intract Information

er EITHER the values for the change order OR the final contract values (after the change order). Enter the same for the diver
JRRENT CONTRACT AMOUNT $500,000.00

INTRACT CHANGE ORDER * OThe new TOTAL contract amount is: 5

@ The ADDITIONAL amount for the contract is: $ 0

)JUST MASTER CONTRACT VALUE * O Yes - adjust master contract by amount of this change order

@ No - leave master contract at current value

Change DBE goal/commitments to reevaluated or modified goal.

@ No - leave master contract at current value

NEW GOAL(S)* (@) The percent of the TOTAL new contract amount is:
Goal Type Required Waiver Actual
DBE: 10 % 0 % 10 %
ESB: 0 % |0 % 0 %

(O The percent of the ADDITIONAL contract amount is:

Goal Type Required Waiver Actual
DBE: 10 % 0 % 10 %
ESB: 0 % 0 % 0 %

Click “Review”.

Click “Save”.

Time Extension

The Task Order and Main/Master Contract will need to be updated in B2GNow to the extended time

from the Task Order request through the Change Order/Task Order tab.

On the Task Order, extend the contract and upload Task Order documents in B2GNow.
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On the Main/Master Contract, extend the contract and note the Task Order the extension request is
from.

Select the Change Orders & Task Orders tab.

Docs ‘ Change Orders & Task Orders l Alerts I Comments | M
ce Audit Summary I Compliance Audit FY l Master Audit Summe

Change Orders
No change orders present for this contract

‘ Change Contract Value | Extend/Shorten Contract ‘

Contract references Gan be used to associate other contract numbers and purchase order numbers to this contract. During the import of contract payment data, payment records assigned to the associated
reference numbers will be automatically matched to this contract. Click Add Reference Record to assign a new reference number. Click Edit or Delete to modify or delete an existing reference.

Referenced Records

No reference records assigned to this contract.
» Add More References

Fill in required information.
You will leave the contract S the same.

Upload the Professional Services DBE Participation Plan Modification Request form (PCWs for
Subs, LOIs for Suppliers/Vendors, amended contract for new/added Subs or
Suppliers/Vendors not originally on contract) with any other relevant documents.

9/16/2021 - 12/31/2022 Goa: 1300%  Total Pa:

Use this form to extend the contract. Select a new ending date that is later than the current ending date and dlick Submit. To cancel without saving any changes, click Cancel
« required entry

Contract Information

CURRENT ENDING DATE 1213172022
EXTEND/SHORTEN CONTRACT TO = 4/24/2024
NOTE

Extended Contract on Task order 431007577.

ATTACH FILE(S) Attach File

If a Task Order extension date is beyond the Main/Master Contract date, extend the
Main/Master Contract date to match.

Amended Funds

If the Task Order request is for amended funds, the Task Order will need to be updated in B2GNow
to add or subtract the amounts through the Change Order/Task Order tab.

If the box is checked No for Enough money in the contract? on the Task Order Request form,
the added funds will need to be added to the comment section on the Main/Master Contract.

) Enough Money in the contract? Yes I:l No |:|

— ~

Fill in required information.
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Attach the Professional Services DBE Participation Plan Modification Request Form with any
other relevant documents (Task Order Request form, PCWs for Subs, LOIs for
Suppliers/Vendors, APP for PS/PGS or NPS).

* required entry

Change Order Information
Enter a title, date, and note for the change order. Attach file(s) by clicking Attach File.

CHANGE ORDER TITLE * Amended Funds

CHANGE ORDER DATE * 1/19/2022

CHANGE ORDER NOTE * Added Funds to task order 431007577 that is not in the original contract.

Add a new fund amount using choice provided.

Choose if the DBE goal will change with the added funds. Most of the time the DBE goal does
not change on the contract.

NEW GOAL(S) * © The percent of the TOTAL new contract amount is:
Goal Type Required Waiver Actual
DBE: 13 % |0 % 13 %
ESB: 0 % |0 % 0 %

(O The percent of the ADDITIONAL contract amount is:

Goal Type Required Waiver Actual
DBE: 13 % 0 % 13 %
ESB: 0 % 0 % 0 %

To keep the DBE goal % the same, choose the percent of the TOTAL new contract amount is
button.

‘ Extend/Shorten Contract

You can extend/shorten this contract at the same t

ime a5 adjusting the amount » Click here (9 change the end date.

‘ Contract Information

Enter EITHER the values for the change order OR the final contract values (after the change order). Enter the same far the diversity goal.

CURRENT CONTRACT AMOUNT

CONTRACT CHANGE ORDER *

NEW GOALES) =

$1,000,000.00

O The new TOTAL contract

© The ADDITIONAL a

ount i

Add any funding to the Subs or Suppliers/Vendors that may be included.
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NOTE: A zero will have to be entered for the firms that did not get additional funds.

Subcontractors

For each subcontractor, enter EITHER the percent assigned to them of the amendment value, or enter the final percent (including the original value and the change order
value). At least one, but only one, value should be entered.

Current

Auacd Percent/Amount of the Percent/Amount of the

Subcontractor Goal Type A M ADDITIONAL contract TOTAL new contract Comments
el amount amount
Percent

105 West, Inc. DBE $1,987 § 0 $

David Evans and Associates, Inc. $412,916 $ 5000. $

Eugene Lynne, LLC DBE $2,000 $ 0 $

Goodhee & Associates, Inc. DBE $2,000 $ 2000. $

LAMB-STAR ENGINEERING, LLC DBE $2,000 $ 1550. $

Click “Review”.

Click “Save”.

NonDBE Participation

If a DBE is determined that it is not performing CUF activities on a Task Order, B2GNow will need
adjusted to reflect the correct DBE and nonDBE participation.

The Utilization Plan would not need to be revised and the commitment would remain unchanged.

Locate the contract by using the search menu.

Search »

Vendors
Certified Vendors

Users
Duirea! Campaigns

Proposals
Certification Apps
Search Results »

On Contract Management page, click the Subs tab.

Choose the Sub or Supplier/Vendor to edit the payment information

Contract Management Help & Tools

Mainl View‘ Settings | Subs Docs‘ Change Drders&TaskOrders‘ Alens‘ Commentsl Messageﬂ Closeout‘

Compliance Audit List| ComplianceAuditSummary‘ ComplianceAuditFY‘ Reviews‘ Site \J’lsits‘ Reports‘

C00001: 00001 Demo Contract Status: Open/New Spec. - With ,

Click “Edit” in the Actions column.
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When the entire DBE firms participation does not count toward participation, change Count
toward Certified Goal participation of the DBE to “No”.

COUNT TOWARDS CERTIFIED GOAL * final amount fields
y for the contractor.

This setting is used only to set the default status on future compliance audits and the starting/

below. To change the status of all or specific existing payments, access the payment histo
O Yes - Payments to this contractor count towards the selected goal (field below).
Goal Type (required if for credit):

DBE v

Credit Type:

Race Conscious v

@ No

Click “Review”.

‘ Spell Check Review ‘ Cancel ‘

Click the “Save”.

‘ Edit ‘ ‘ Save | ‘ Save & Print Award Letter ‘ ‘ Cancel ‘

Civil Rights Staff: Added Sub or Supplier/Vendor Approval Requests
(Civil Rights Only)

Sub or Supplier/Vendor requests are approved electronically through B2GNow.You will receive an

email prompt when a Prime or higher tier Sub or Supplier/Vendor requests to add a lower tier Sub
or Supplier/Vendor to approve or deny.

From the Contract Audits in your Dashboard, click the red number in the Sub Requests -

New.
Contract Audits Tatal < 90 days > 90 days
Tetal Audits 1913 468 1445
Incomplete Audits 468 228 240
Discrepancies 28 8 20
Closeouts/ Final 27 16 11
Past Due Audits 28 14 14
Sub Reguests - New i 2, a

Ensure the assignment check box is unchecked.

Show OMNLY records assigned to you

~ Transactions: Contract Subcont
Contracts I Contract Audits | Sub Requests.

In the Actions column for a new request, click “View”.

& 2 5 [[] Show ONLY records assigned to you
Home
You can also View>>Sub Requests to view the requests. o oo
Contracts All [v]

Contract Audits
Sub Requests
Projects

View Pending

Outreach Campaigns View Pending
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Review the Sub or Supplier/Vendor information of the form and add any attachments.

This section includes the following information: the requested tier and its direct Prime, 1st
tiers, subcontract amount, participation type of Sub, Supplier, Vendor, trucker or start date.
Any prepayment information (documentation should be attached) or line items.

Include in Compliance Audits? ~

Count Towards Certified Goal *

Goal Type

Final Payment Made? ~

Add vendor to existing compliance audits for this contract? *

@ Yes - subcontractor is active and should be included in the p

Mo - subcontractor is inactive

This setting is used only to set the default status on future complian
“Yes - Payments to this contractor count towards the selectec
= No

| None selected v

® Yes - add this subcontractor to all audits going back to the pe

No. subcontractor's first compliance audit will be the next on

Yes

® Mo
Subcontract Award Date | 1/16/2018 (mmidd/yyyy)
Work Start Date 1/17/2018 {mmidddyyyy)
‘Work End Date 10/1/2018 (mm/ddéyyyy)
Work Description | Data Collection

Currently assigned work codes:

Work Codes

Mo Codes Assigned

| Add Work Codes

Click here to see if there are any available work codes assigned to |

Graduation Phase-Out * 100.00 %

Phase-out instructions

CDOT specific DBE NAICS work codes will show up in the Other Work Codes section. Refer to
Add DBE NAICS Codes for DBE Firms section to add other work codes.

Actions Code Type Code Code Description

Add CDOT Line Items | 208- Storm Drain Inlet (Level

Verify all settings.
Complete Additional Information section as needed.

If you approve the request, you will have a chance to edit any information related to
counting, inclusion in the audits, etc.

Click “Approve Request”. | AR | | Deny Request

Click “OK” in the popup box.

Req cdotdbesystem.com says

| Approve Request | ‘ Deny Request ‘

NOTE: Civil Rights will upload any or all forms and documentation (Task Order request form,
PCWs for Subs, LOIs for Supplier/Vendors for professional services only) if not already loaded
in Docs tab or Attach Files.

The firm will be notified through B2GNow automatically upon Civil Rights approval.

Civil Rights can also add a Sub or Supplier/Vendor if needed. Refer to Add Subs section.
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Civil Rights Staff: Contract Closeout
(Primes Only)

Payments for Subs

Every Main/Master Contract and Task Order needs to be closed out in B2GNow. If processes are
followed correctly, Consultants will have marked the final audit box with the final payment of a
Task Order.

All discrepancies need to be resolved and audits completed prior to closing the contract. All
Commercially Useful Function Questionnaires for DBE firms and the Professional Services Closeout
Report needs to be uploaded in B2GNow.

Review Audits

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.

Contract Main  View Contract Subcontractors Compliance Audit List Compliance Audit Summary Messages Comments Reports

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

Mot Confirmad By Sub Disputad By Sub D
pppppp

Linas Amount Linas Amount

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

To report any last payments, click “Report Payment to Prime”, if your payment is not
automatically reported (451, 491 prefix Task Orders or Local Agency contracts need
reporting).

Audit Information
Audtt Respanse Status

Not complete
3 sub responses to be submitied; payment to pnme 1o be submitted
Reporting deadling is 11462047

Audit will be locked B/16/2291

Audit Period
Payment fo Prima
Warked As Final Audit?

Repart Payment to Prime

No {imark audit as rnnl}

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 Sub or Supplier/Vendor.

Review the Subs, Suppliers/Vendors Section
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If the commitments were not met or modifications are not approved, Civil Rights and the Project
Engineer should be involved to determine the disincentive.

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.

Difference

Payments Payments Percent T ens = e
$779,366.76
$80,137.05 10.2&20./ 10.282% above goal
$80,137.05 10.282% 10.282% above goal
$0.00 0.000% Goal matched

Civil Rights: Final Payment Date vs Close Date
(Civil Rights Only)

Use the Final Payment Date for the contract closing date once the last payment has been paid. This
is located on the main page of the contract. Project personnel can view the Final Payment Date but
not the Close Date.

Regarding audits, the B2GNow system could be a minimum of 45 days behind due to lags of the
system. If a CDOT contract has been closed and final pay has been billed, the audit prompt and the
15 day window for required response may lag. The Close Date will be used once all discrepancies
are resolved.

You can view on the Main tab of the contract.

n Contract Dates

Award/Start Date 6192017 (Projected) End Date 619/2020
Nofice To Proceed Date 6/9/2017 Final Payment Date

B2GNow contracts cannot be closed until all audits have been resolved.

Close Contract

Contract Status Open
Close Date * (mm/ddfyvyyy)
Contract Secondary Status New Spec. - With Audits| ™|
Prime Contractor Rating Not Rated ﬂ
Closeout Comments
Close Out Contract
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Civil Rights: Navigate the Closeout Tab

Alerts | Comments | Messages | Closeout |

Main ‘ View | Settings | Subs | Docs | Change Orders & Task Orders
Site visits| Repuri3|

Compliance Audit Summary ‘ Compliance Audit FY | Reviews

Compliance Audit List

Closeout/Payment of Sub
(Civil Rights Only)

When a Sub or Supplier/Vendor for the final time, “Mark audit as final” should be marked.
If not, the payments need to be added prior to closeout.

Click “Report Payment to Prime”.

Conplanc Aud L

it o Sty PP ok e i g
(vt 1 ool il Hit Ui
Select “mark audit as final” until you

V\ have received final payment from CDOT
and paid out all subs

Ensure CUF Questionnaires and approved Professional Services Closeout Report forms are
complete and uploaded in B2GNow.

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

Once in the contract, navigate to the Closeout tab.

Main | Wigw | Settings | Subs | Docs | Change Orders & Task Orders | Alerts | Comments | Messages | Closeout |

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

Change Settings to reflect that final payment was made.

5 TLM Constructors, Inc. [In
Final Payment Made? » < LM Constructors, Inc, [12Y
202458323 F 24
u AMILLSZNT nstructors.:

Ensure Final Payment Date is entered. Refer to Final Payment Date vs Close Date section for
clarification.

Change Settings and complete the Additional Information Section as normal.
Choose work type.

Commitment fields may be left blank.

Click “Review”.

Click “Save”.
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