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Admin: Add New Sub Contractor 

 
To add a new Sub Contractor, choose 
the Sub Contractors link from the 
Admin menu.   
 
There are 2 steps to adding a Sub 
Contractor:  
 
1. Add the Sub Contractors company 
 
2. Create a user login for the 
company. NOTE: This step can be 
skipped if your Sub will not be logging 
into FinishLine to log their progress. 
 
Click on Add New.  FinishLine 
prompts you to type in a Company 
Name and press Continue.  
 
The program will search to see if this 
company already exists in this project 
to avoid creating duplicates. If the 
program does not find the company 
in the database, you can click Add 
New Sub Contractor.  
 
If the Sub Contractor is already in the 
database, just select them and 
update their information. 
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If you are adding a record, fill out the 
Sub Contractor Form. 
 
Company Name, Which inspection 
types they are available in, First, Last 
and Email are required. 
 
Save the record.   
 
After saving the record you can go 
back into the record and click on a 
link to Create the Sub Contractor 
Portal User. 
 

 
 

 
To go back into the Sub Contractor 
record, edit the record by clicking on 
the pencil to the right of the Sub 
Contractor name. 

 

 
 

 
Click on the Link to create “Portal 
Access User”.   This will take you to 
another screen to assign them to the 
appropriate security group, and 
create the user. 
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Put a check in the Security group that 
the Sub Contractor should belong to. 
(Typically this will be listed as “Your 
Project Name – Portal User”) 

Then click on Create Users. 

 

 

 

 

 

 

 

 

 

After Creating the user, you can 
either go to USERS to see the Sub 
Contractor users Username and 
Password, 

OR  

you can go back into the Sub 
Contractor’s record and you will see 
the username (in parenthesis) 
automatically assigned to the user. 

The password will be the letters 
“pass” followed by the 1st and last 
number of the username.  In this case 
it would be: 

Username:  57431 
Password:  pass51 

 

 

 

 

 


