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From the Dashboard, click the gear icon to access the Admin Tasks menu 

If you do not see the gear icon, you do not have administrative rights. 

 

 
Click “Sub Contractors”  

 

 
Click “Add New”  
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Search to see if the sub-contractor you’d like to add is already in the system 

 

 
If the company does not find the company in the database, click “Add New Sub Contractor” and continue 

 

 
Fill out the Sub Contractor form and Save it. Separate multiple email addresses with a semi colon.  

(Each email with be sent a copy of the report with only the Items assigned to that Sub Contractor company.) 

 


