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There are 4 steps involved in adding a new subcontractor to FinishLine. 

Step 1 – Adding the subcontractor company 

Step 2 – Assigning subcontractor to correct Task 

Step 3 – Creating a login for subcontractor 

Step 4 – Email login credentials to the sub 

 

Step 1 – Adding the subcontractor company. 

From the Dashboard, click on the gear icon to access the admin area. 

 

From the Administrative Tasks Menu click on the Sub Contractors link. 
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From the Sub Contractor Manager Menu, Click on the Add New button. 

 

Type in the Name of the Subcontractors Company and click Continue Button. 

 

The program will first check to see if your subcontractor already exists for 
this project.  If your query returns a result of 0, click on the Add New 
SubContractor button. 
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On this screen choose the “All” checkbox for Available in these types. 

Add in the Contact info for this sub.  If there are more than one contact, 
separate their names and phone numbers with a backslash “/” and  separate 
their email addresses with a semicolon “;”.    (The phone numbers are 
optional) 

The email address or addresses are where the reports will be sent. 

Click on the Save button. 
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Step 2 – Adding the Subcontractor to the correct Task 

From the Administrative Tasks Menu click on the Task/Description link. 

 

Locate the Task for which this sub is responsible and click on the blue pencil. 

If this task does not exist you can create it using the New Task Wizard link. 
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Here you you will choose the subcontractor from the Default Sub-Contractor 
dropdown.  Then click on the Save button. 
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Step 3 – Creating a login for the new subcontractor 

From the Administrative Tasks Menu click on the User Management link. 

 

 

From the User Directory menu, input their email address into the User 
Search: box. This will verify they are not already in the system.  If No Users 
Found for this email address, click on the Add New User Link. 
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Add the Users First Name, Last Name and Email Address.  Create a 
Username and Password.  Put the Company name in the Signature field.  Set 
the Default Initiating Party Type to Subcontractor.  Select the group 
permission of  Project – Portal User (sub). Click Save. 

 

 

Next click on the Object Access link at the top of the page. 
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Change the dropdown box from Project to Sub Contractors and click the Save 
and Go button. 

 

 

On this page you will checkmark the All Box for the company whose items 
they should be able to see.  Then click the save button. 
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Step 4 – Emailing the login credentials to the subcontractor 

Click on the User Management link. 

 

 

In the User Directory menu, Put a checkmark in the box to the left of the 
user(s) who you wish to email with their login credentials.  Then change the 
dropdown selection from Select… to Batch Email… and click continue. 
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From here you can edit or add to the email before it goes out.  Or just send it 
as is. 

 

 

 

 

Any questions? Email support@punchlist.net or call 1‐888‐869‐8685 

 


