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How to use the Subcontractor Portal 

 

 

How to reject a job on the Subcontractor Portal. 

  

The details on the next page will help you: 

• to reject a job that was assigned to you on the Subcontractor Portal 
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1. Click the icon next to Assignment 
Status. 
(Note: A new pop-up window will 
open.) 
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2. Choose the New Status: 
SUBRETURNED: Returned by 
subcontractor (wrong trade etc). 
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3.  Choose the Reason Code from the 
Drop-Down Options 
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4. In Status Memo explain why the job is 
rejected. 
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5. Click Save. 
(Note: The job will disappear from 
your list and will be sent to Mitie to be 
reassigned.) 
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