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Step 1: Log into the portal https://commerceportal.nd.gov/; this would be the same log in process as when you applied 
and submitted student enrollment 
 
Step 2: Find your approved intern located on the list “Operation Intern – Students Approved for Disbursements” 

 
 
 
Step 3: Click on the blue drop-down box aligned with the Name of the Intern you are requesting funds for 

 
 
Step 4: Click on “Add Disbursement”  
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Step 5: A new window will open. Click on “Create Disbursement” 

 
 
Step 6: Enter the Salary Dates From and To; Type of Pay; Hours worked; Rate of Pay, and Amount of Requested 
(highlighted sections). If other expenses were incurred, please enter that as well. 
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Step 7: Scroll down to the bottom of this page. Sign, date, and submit. 

 
 
If you have multiple interns you are requesting, please repeat steps 2-7 
 
Once a request is submitted, an email will automatically be sent to Opintern@nd.gov for review and approval. 
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