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How to use the Subcontractor Portal 

 

 

How to move a job in progress. 

  

The details on the next page will help you: 

• to move the job in progress. 
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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. In Status Memo add any relevant 
notes – this is optional. 
(Note: As you can see the New Status 
is preselected as SUBINPRG: In 
Progress (Subcontractor).) 
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3. Click Save. 
(Note: The New Assignment Status is 
now SUBINPRG: In Progress 
(Subcontractor).) 

 
 


