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Admin: Set a Default Sub Contractor   

 

To Set a Default Sub 

Contractor to a specific Task, 

navigate to the Admin 

section and click on the 

Task/Description link. 

 

 

 

From the 

Task/Description 

Manager select  

“Level 1” from the 

dropdown menu, then 

click on Filter to make it 

easier to view the 

Parents. 

This allows you to have a 

shorter list to review.   
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Now you’ll only be 

viewing the Parents and 

you can easily view which 

ones are not assigned to a 

default sub contractor. 

We will assign a default 

sub contractor to the Task 

of Appliances.  

Navigate to the Task 

you’d like to set a default 

sub contractor by clicking 

on the blue edit pencil. 

We will choose the Task 

of Appliances.  

 

 

 

 

From this page you can 

set the default sub 

contractor for this specific 

Task. 

Make your selection for 

this task from the Default 

Sub Contractor dropdown 

menu. We chose 

Specialties Inc. for the 

Default sub contractor for 

the Task of Appliances.   

Then save it. 

NOTE: This sub contractor  

is the responsible party 

who will be assigned this 

task each time you create 

this specific item.  

 

 

 


