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How to use the Subcontractor Portal 

 

 

How to change status - Completed. 

  

The details on the next page will help you: 

• to change status - Completed. 

 

 

 

 

  



Page 2 of 4 

 

 

1. Click the icon next to Assignment 
Status. 
(Note: A new pop-up window will 
open.) 
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2. In Status Memo box add a brief 
description of the works done in site. 
(Note: As you can see the New Status 
is pre-selected as SUBFINISH: 
Subcontractor Work Finished.) 
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3. Click Save. 
(Note: The job Assignment Status is 
now SUBENGCOMP: Awaiting recall 
period to end. Once the recall period is 
ended you can apply for payment 
using the Application for Payment.)  

 
 


