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a. Recording Payments Received 
and Paid to Subcontractors 

Step 1: “Login” at 
www.cleveland.diversitycompliance.com  

 
Figure 1: Login Screen 

  

Handout   # 02 

http://www.cleveland.diversitycompliance.com/
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Step 2: Click “Contract Audits”  
 

 
Figure 2: Home Page 

 

Step 3: Select a contract and click an “Incomplete”  
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Step 4: The screen below will appear, click “Report payment received from the City of 
Cleveland”  

 

 
 

Step 5: The screen below will appear, click “Report payment to Prime1”  
 

 

                                                           
1For Development Contracts – Include payments received from all funders to pay for the project. 

Shows “Subcontracting goal attainment” 
based on “Confirmed payments” 
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Step 6: The screen below will appear, perform the following steps: 

a. Enter under “Amount for March” the Total of payments made in that month 

b. Enter under “Payment Date” the last payment date made that month 

c. Enter under “Comments” enter the details of  “all the payments received in the month”, include 
the following: (a) Payment Received from and/or Self-funded (b) Date, (c) Check Number, (d) 
Comments. 

d. Click “Save” when complete 

 
 

 

Step 7: The screen below will appear, select a subcontractor and click “Submit Response”  
 

 
 

  

 
Include details for all the payments received 

in that month: 
• Payment Received From 
• Date 
• Check Number 
• Comments 
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Step 8: The screen below will appear, perform the following steps: 

a. Enter under “Amount PAID for March 2014” the Total of payments made in that month 

b. Enter under “Payment Date” the last payment date made that month 

c. Enter under “Comments” enter the details of  “all the payments received in the month”, include 
the following: (a) Date, (b) Check Number, (c) Comments, (d) amount 

d. Click “Review” when complete 
 

 

 

e.  “Review” entries and make any changes necessary 

f. “Save”  
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b. Adding Subcontractors to the Project (Development Projects Only) 

Step 1: From Home Page, click “Contract”  
 

 

Step 2: The following screen will appear, click “View”  
 

 

 
 
 

  



            Quick Start Guide for General Contractors / Prime Contractors                                                

7 
 

 

Step 3: The following screen will appear, click “View Subcontractors” button 
 

 
 

Step 4: The following screen will appear, click “Add First Tier Subcontractor” button 
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Step 5: The following screen will appear, click “Get Vendor” button 
 

 

 
 

Step 6: The following screen will appear, enter the company’s name in the “Business 
Name/DBA” field which you are interested in adding to the project and click “Search All 
Matches” Button: 
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Step 7: The following screen will appear, click “Select Vendor” or if not listed, click “Add 
New Vendor” Button:  
 

 

 
 

Step 8: The following screen will appear, at minimum, enter information for every field 
which has an “ * ” and click “Review”: 
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Step 9: After review, click “Save”.  

Step 10: the following screen will appear, at minimum, please answer all the questions 
which have a “ * ” and click “Review”: 

 

 

 
 

When describing 
the type of work, 
please be specific 
and include at least 
an action verb to 
describe work 
performed  

 

If “Type of 
Participation” = 

Subcontractor or 
Trucking & Hauling 

then Certified 
Payrolls are required 
on Monthly Report 
Audit (MRA) or in 

LCPtracker. 
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Step 9: After review, click “Save”. 
 
 

c. Record “Missed Payments” to a subcontractor 
a. If you have paid $ prior to the vendor prior to the vendor being set up and/or once you realized that you missed 

recording a payment you made to one or more subcontractors, please record the payment(s) in the next monthly 
“Contract Audit: Audit Notice for Month Year” and include in the following details: [(a) Date Issued, (b) Check 
Number, and (c) comments].  In addition include the “Total Amount” which should also match the amount entered in 
the Comments section in order for the subcontractor to verify. This provides a subcontractor with an opportunity to 
confirm any past or missed payments entered in B2Gnow in this matter. 

 
 
 
 
 
 
Last Update: 04-15-2014   ♦    Saved as: 03. b2gnow for prime or general contractor 

a. Place $0.00 as the 
Start “Paid to 
Date” Amount. 

b. If you had made 
payments 
previously, follow 
the steps listed 
below under 
“Record Missed 
Payments” 
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