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Admin: Add a User for an Existing Sub Contractor

To Add a User for an
Existing Sub

Contra Ctor, navigate Hello General Admin | My Account | Logout

to the Admi | ADMINISTRATIVE TASKS MENU
0 the Admin FINISHLINEZ

section and click on Punch List FinishLine Security

Dashboard Plan Views (Advanced) (1813) User Management

User Management.

FinishLine Portal Plan Types (Advanced) (1775)

Reports Tools

licates Fi

Locations/Items (106) Tmpor:

I
Priority (0) Refresh Labels

Task/Description (687) . S—"

Actions/Resolutions (1058) fecans Loy

Fix Inspection Type Association

Inspection Types (11) Grid

Sub Contractors (66) Multi-Project Data Download
Initiating Party Types (8)

FinishLine Project Level Settings

FinishLine Relationship Types (0)

Add missing "Complete" actions

Install Offline FinishLine Client

Then click Add New

User.
Hello General Admin | My Account | Logout
___QuickRepots> | - IJSER DIRECTORY
FINISHLINEY
« Back to Admin Menu | Add New User
Punch List
Dashboard

Total of 23 users in the system
FinishLine Portal

Regorte Project: | Current :

_ Init. Party: [ Al +)Sort: [ Last Name 4 |[ ASC * Show Groups | Filter ~ Reset = Download to Excel

User Search: Go

1-10 11-20 21-23 » All Users

ID Active Last Name First Name Email Address Username Initiating Party Primary Project
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Put in the user’s
First Name, Last
Name, email
address, username,
and password. The
signature can be the
company that the
user works for.

Then choose sub-
contractor in the
dropdown menu.

Select the Portal
User checkbox.
Then save it.

Hello General Admin | My Account | Logout

USER:
FlﬂfsﬂLlNEB’ User Information

Punch List

Dashboard First Name

FinishLine Portal
Last Name
Reports

Email Address

Username
Password

Signature

Default Initiating Party Type:

Active?

User of these groups:

John

Plumb
john@PLS.com
johnplumb

sasans Reveal Pas:

ntain at least 4 lettel

ord
wor special characters) and 2 digits

Password must co

Plumb Level Square Company

5-Sub Contractor

% Yes Mo

FinishLine - Admin
#| FinishLine - Portal User
FinishLine - Punch User

Now to give them
access to a specific
sub contractor’s
punches, click on
the Object Access
link at the top.

Hello General Admin | My Account | Logout

USER: JOHN PLUMB

___Quick Reports» |

FINISHLUINE™

User Information
Punch Lie Edit Record Master Permissions Object Access Delete User Exit
Dashboard
FinishLine Portal First Name John
Reports Last Name Plumb

Email Address

Username
Password

Signature

Default Initiating Party Type:

Active?

john@PLS.com
johnplumb

Password must contain at least

Plumb Level Square Company

5-Sub Contractor

® Yes No
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Select Sub
Contractors from
the dropdown, then
select Save and Go.

Hello General Admin | My Account | Logout

L QuickRepons» | = SER: JOHN PLUMB
FINISH LlNEB’ Object Permissions

Punch Ust Edit Record Master Permissions Object Access Delete User  Exit

Dashboard

Sub Contractors ¢ | Save and Go *

FinishLine Portal

Reports

Edit All Parties' WOs
Edit Actions for All Subs

2
]
©
=
o
*
o
=
@
<
5]
a
]
o

Access Project
Work Orders
Work Orders GUI

FinishLine

Save Cancel

View All Plan Views

Use All WO Action Types

Delete Work Orders

Manage Users

Look through the
list and find the
ones we want them

to have access to.

We will choose their
company, Plumb
Level Square Co.
and select the All
box (grey column),
then save it.

This will allow them
to see punches from
that subcontractor
company.

Plumb Level Square Co. + o
Plumbing

ABC Plumbing

XYZ Plumbing
Proof Positive
QT Electric
Reld Witlin
See Thru Windows
Serta Mattress Co. (IL)
Seura
Shaw Industries Group
Shockey's Electric
Show the Way Signs
Specialties Inc.
Sponge Cushion Inc
Sub Contractor of Choice
The Temperature Regulators

Trinity Lighting

Valley Forge Fabrics Inc.
Versa Wallcovering
VideoDataPhone LLC
X¥Z Cleanin,

Save Cancel
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To see the people
who have access to

Quick Reports »

Hello General Admin | My Account | Logout

ADMINISTRATIVE TASKS MENU

that subcontractor, FINISHLUINE
. Punch List FinishLine Security
go back to Admin,
Dashboard Plan Views (Advanced) (1813) Group Management
SE|eCt FinishLine Portal Plan Types (Advanced) (1775) User Management
Subcontractors. Reports
Spaces (70) L.
Locations/Items (106) S
Priority (0) Import
Task/Description (687) ety Labile
Actions/Resolutions (1058) sEbale Fiwhey.
Inspection Types (11) Acsessiog
Fix Inspection Type
Sub Contractors (66) Association Grid
Initiating Party T) Multi-Project Data Download
FinishLine Project Level
Settings
FinishLine Relationship Types
(0)
Add missing "Complete"
actions
Install Offline FinishLine
Client
Find the

subcontractor in
question, then click
on the blue edit
pencil.

At the bottom of
the page you will
see the name of the
person and their
username.

71401 X Plumb Level Square Co.

John Plumb (John@PLS.com)

— X, |

Hello General Admin | My Account | Logout

FINISHUINEM
Punch List
Dashboard
FinishLine Portal
Reports

Admin

SUB CONTRACTOR: PLUMB LEVEL SQUARE CO.

Admin Menu > Sub Contractor List >
Parent <Main Sub Contractor> *

Sub Contractor Name: |plumb Level Square Co.

Description:
Active: o]
Selectable? o
Comments:

Available in these types Al
# 1-Interior
# 2-Exterior
# 3-5ite
7 4-Safety
# 5-Checklists
# 6-Maintenance

(e First Name John

Last Name Plumb
Email Address John@PLS.com
Primary Phone 555-867-5309

Cell Phone

Portal Access John Plumb (johnplumb)

Save Sawe & Copy| Save & New| | Save B Next Cancel Delete...




