FINISHLINEM

LIST MANAGEMENT SOLUTIONS

Adding a New Subcontractor to FinishLine

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.
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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.

christina batungbacal | My Account | Logout
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D D A? Sub Contractor Item ntact [Show Description]

[] 10313 X Christina New Christina Batungbacal (christina@punchlist.net) 72X
[] 10458 x Derak Stone (batungbacalchristina@yahoo.com) X
) D 10750 Color Me Tom Orr (tom@punchlist.net) 7 x

X Kenny Glass Romey Carothers (; y m) 7 x

Select... v][ continue » |

Sub Contractor Search: | [ e

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

christina batungbacal | My Account | Logout
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Reports Name or Company: [Zaps Electric Co| Continue »

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 *;”.

optional)

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

Click on the Save button.

christina batungbacal | My Account | Logout
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Contact Info

/
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save |[Save &Copy

SUB CONTRACTOR: ZAPS ELECTRIC CO.

Admin Menu > Sub Contractor List >

<Main Sub Contractor> v |

v@Slngle O Multiple
Zaps Electric Co.

) Description:

Gan
Checklist
Exterior
Interior
Punchlist
Safety
Warranty

First Name | Tom/Steve

LastName  [Orr/Smith

Email Address |

Primary Phone ‘ ‘

Cell Phone [ 808-443-4644/808-415-44

No User/s Assigned to this Sub - (Save record first to create a portal user)

Save & New |[ Save &Next || Cancel

(The phone numbers are
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Step 2 — Adding the Subcontractor to the correct Task

From the Administrative Tasks Menu click on the Task/Description link.
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Install Offline FinishLine Client

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.

christina batungbacal | My A t | Logout

FINISHLINEY TASK/DESCRIPTION MANAGER

Help
Punchitist | o Record Saved
Dashboard
FinishLine Portal « Back to Admin Menu | Inspection Types Association Grid | Rebuild Index | New Task Wizard
Rapocts [ Q][ Al Task/Description v [Add New |
_ | All Inspection Types W | Level: [ All Levels v |
A=Active Showing 28 Items
D D A? Task/Description Item Sub Contractor Action Location/Item  Priority
[[] 10741 x ceiling Clean 77X
[] 10743 x Dirty Clean X
[] 10744 x Sagging Repair 77X
(] 10742 x Water stain marks Paint P2 X
[] 11445 X Checklist 1 Area clear and swept clean X
[] 11447 x_ Electrical X
Dirty Clean 2 X
Incomplete Finish 2 X
[J 11456 Incorrect Replace X
[J 11451 x Inoperative Repair 2 X
(] 11449 x Missing Add X
[] 11455 x User Defined Action Required X
[[] 10746 x Flooring Correct X
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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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T~

TASK/DESCRIPTION: ELECTRICAL

Admin Menu > Task/Description List >
Parent [ <Main Task/Description> v
Task/Description Name: [Electrical

[JJ Description:

O

Active:

Selectable?

Comments:

\ o

Or upload new: | | Upload File

Show Icon on Plan: @ No O Yes

Default Resolution Action |
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Step 3 — Creating a login for the new subcontractor

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

christina batungbacal | My Account | Logout
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Security

User Management

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.

christina batungbacal | My Account | Logout

FINISHLINEs USER DIRECTORY

Punch List I o Record Deleted
Dashboard

FinishLine Portal
manne fors « Back to Admin Menu | Add New User
Reports

_ Total of 2 users in the system

Project: [Current v]

Init. Party: [All

v Sort: [Last Name

vlasc v|

(J Show Groups [ Fiter ] [ Reset ] [ Downlosd to Excel | /

User Search: [tom@punchlistnet | Go

1-2

First
Name

Last

[[] 1D Active 75

D48 X

(e x
[select..  v]]

Steel Chriss

Stonesteel  Icon

Continue » |

Primary

Email Address Project

Username

Imtlatmg
Party

Update Date

2022-05-28
00:07:50.82
2022-05-27
22:52:01.907

batungbacalchristina@yahco.com chrisss Sub contractor  Christina New

Christina@Punchlist.net icons Sub contractor Christina New

User Search:
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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.

christina batungbacal | My Account | Logout

FINISHUNEY = USER:

Punch List User Information

Dashboard

FinishLine Portal )
First Name

Reports

R o e

Email Address [tom@punchlist.net

Username

[ | Reveal Passwiord
Password Password must contain at least 4 letters (or special characters) and 2 digits

Signature ‘ Finishline

Default Initiating Party Type: [g,p contractor

Active? ®@ves O No

User of these groups: [project 1 - Admin
& Project 1 - Portal User (Subs)
Jproject 1 - Punch User (Inspector)

d |m' Save & Send Welcome Email H Cancel ]

Next click on the Object Access link at the top of the page.

christina batungbacal | My Account | Logout
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Help
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Dashboard
FinishLine Portal User Information
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Change the dropdown box from Project to Sub Contractors and click the Save
and Go button.

christina batungbacal | My Account | Logout

FINISHLINEM USER: TOM ORR
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Dashboard X L. ) .
Edit Record Master Permissions Object Access Delete User  Exit

FinishLine Portal
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| Edit All Parties' WOs
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()| ) Work Orders GUI

()| () Reports - Work Orders
(7)1 ) Edit Actions for All Subs
(J| [ View All Plan Views
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[ Save

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.

christina batungbacal | My Account | Logout

FINISHLINEy ADMINISTRATIVE TASKS MENU
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Dashboard FinishLine Security
FinishLine Portal Plan Views (Ad User Management

Plan Types (Ad
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g "Complete’
Install Offline FinishLine Client

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.

christina batungbacal | My A t | Logout

FINISHLINEY USER DIRECTORY

Punch List
G « Back to Admin Menu | Show Passwords | Add New User
ashboard

FinishLine Portal i
Total of 15 users in the system
Reports

Init. Party: [All v|Sort: [Lastname _ v|[asc_v| [J Show Groups

User Search: I

Go

1-4

Last First
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["] 1D Active

[ 46 x  batungbacal christina  christina@punchiist.net christina

s2 X orr Tom tom@punchlist.net tomo

48 X Steel Chriss batungbacalchristina@yahoo.com chrisss
/ 47 X Stonestesl Icon Christina@Punchlist.net
" =
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I
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2022-07-12
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From here you can edit or add to the email before it goes out. Or just send it
as is.

christina batungbacal | My Account | Logout

FINISHLINEY SEND EMAIL TO USER/S

Punch List Users Selected: 3

Dashboard

FinishLine Portal i
s Subject FinishLine Project Access

Reports Email Subject

EZN oo

Merge:
{{First Name}}
{Last Name}} i A\
&Em‘ e Hello {{First Name}},
{{Username}}
{{Passwiord}} FinishLine inspection software is now available for you to use

Project URL:
https://betaS.a3db.n... Download for Apple (iPhone/iPad)
Project Access Key:

User: Chriss
Pass: Chriss123

Download for Android Devices
https:/iplay.google.com/store/apps/details?id=air.com.active3db finishlineMobile&hl=en_US&gl=US

After downloading the app you will need to enter your project name and project password

Project Name: Chriss
Project Password: Chriss123

After your project has been added to the FinishLine app you will need to login with your username and

Email Body

—— .

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