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Steps for Primes to Report Payments to

Subcontractors

Follow

Reporting payments to Subcontractors and Suppliers

As the Prime Contractor on an active contract you will be required to report payments made to

downline subs and suppliers.  The process is very intuitive and the system will prompt you at

each step.

1. Go to the online portal for the contracting organization.

2. Login to your account by entering your email username and secure password. 

If you don’t remember your username use the “Account Lookup” option.

If you have forgotten your password use the “Forgot Password” link to request a password

reset. 
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3. The Homepage Dashboard will show all incomplete audits (payment reports) in red text.

Click on the red number to continue.

4. On the next screen a list of all incomplete audits with their status will disp[ay and can be

further filtered for time periods and organizations for easy access.  To complete an audit, click

on the word “Incomplete”, “Incomplete: Past Due”, “Incomplete: Due Soon”, etc. See image

below.
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5. Click the Action Required to Report (#) subcontractor payments”.

6. The system will allow multiple options for reporting the payments made to subcontractors.

If you want to use the bulk payment reporting page to report all payment information for all

subcontractors, click the option “Submit ALL Incomplete Records”.
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7. If you select “Submit ALL Incomplete Records”, you’ll be taken to a page that will allow you to

enter all the relevant information quickly by tabbing through the required fields. The instructions

in red text will provide additional guidance.  Payment information includes:

Payment for the audit period (the amount PAID during that month which may not 

necessarily correspond with work performed during that period).

 Payment Date & Prompt Payment information.

Payment details, Comments and attachable documents  (Check number and copies of

canceled checks).

8. After completing the required fields, click the button to Save.

9. When all payments have been reported, If any of the active subcontractors/suppliers

received no payments during this audit period simply click the “Mark (#) Remaining
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Subcontractors as Zero” button to complete the report. 

10. You can also submit responses for an individual subcontractor by clicking the Action

prompt “Submit Response”. Repeat the steps until you have completed all incomplete audits. 

Note: Subcontractors and Suppliers who are required to confirm payments will now be notified

to complete their part of the payment audit.   
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