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Create Work Confirmation

1. Log in "Suppliers Portal"

2. Click “Orders”

3. Click PO Number
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4. Select “Create work confirmation” then Click “Go”

5. Select “All Pay Items” then click “Go”

6. Select work confirmation line

7. Click “Next” after selecting work confirmation line
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8. Enter contract number in work confirmation  
    EX:1-8870

9. Select Date and Period of Performance

10. Enter Requested/Delivered or Progress

11. Click “Submit” after all steps
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