
                                                                                                  Subcontractor Payment Confirmation Steps 
 

Step 1: When the Prime or General Contractor enters a payment for you 
(the subcontractor) will receive an Email similar to the following: 

 

Step 2: Click the hyperlink after “To respond, visit:” 

 

 

 

 

 

 

Step 3: The screen below will appear:  

 

Step 4: Click “Use this method” hyperlink under                                         
“Option 1 – Rapid Reporting” 
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Step 5: Click “Confirm Payment Received” hyperlink to see details:  

 

 

 

 

 

 

 

 

Step 6: Once the following screen appears, please answer the         
Questions and click “Save” to submit. 
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Another method is to confirm payments received: 

Step 1: “Login” to your account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Once you are login, the following screen will appear, click          
“Incomplete Audit” and repeat “Steps 5 & 6 from previous page”. 
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