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 Overview 
 

 
By the end of this Module, you will be able to: 

1. Approve a Subcontractor  

2. Add a Subcontractor 
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Approving Subcontractors 
 

 
 

1. From your Dashboard select the “Contract Administration” link. 
 
 
 
 
 
 
 
 
 

2. Type in the Contract (number) only in the search field or select “Show first 10”. 
 
 
 
 
 
 
 
 
 

3. Select the “Contract” you are wanting to open. 
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4. Select “Subcontracts”. 
 
 
 
 
 
 

5. Select the Subcontractor you are wanting to approve. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select the “Subcontract Type” from the dropdown list for the Subcontractor (this 
information may already be entered but please verify it).  
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7. Select what “Work Classification” the Subcontractor is from the dropdown list (this 
information may already be entered but please verify it).  

 

 
 
 

8. If “Verbal” permission was given prior to the official documentation being entered into 
the system, please select the date that verbal approval was given by selecting the 
calendar icon. 
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9. Select the appropriate box if the Subcontractor is a “Trucker”, “Supplier”, or “Broker”. 

 
 
 

10. Once you have selected the appropriate box you will need to enter the dollar amount 
the agreement is worth. (This will be the same workflow for “Suppliers” or “Brokers”.) 
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11. Add any comments you wish regarding the Subcontract in the “Comments” area by 
simply clicking in the box and start typing. (Spell Check will work in this area.) 

 
 

12. Once all the information is entered into the system select “Save” to complete this task. 
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Adding Subcontractors 
 

 
1. Like “Approving Subcontractors” follow steps 1-4 from that section, then select the 

“Component Action Menu” then “Add”.  
 
 
 
 
 
 
 
 

2. Enter the next consecutive “Subcontract Number” you are assigning to the Contract. 
(8 digits is the standard format 00000001).  
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3. Enter the “Vendor” name for the Subcontract. When you start typing the system will 
start filtering the names automatically.   

 

 
4. Select the “Subcontract Type” from the dropdown list for the Subcontractor being 

added. 
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5. Select what “Work Classifications” the Subcontractor is from the dropdown list.  
 

 
 

6. Select the appropriate box if the Subcontractor is a “Trucker”, “Supplier”, or “Broker”.  
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7. Once you have selected the appropriate box you will need to enter the dollar amount 
the agreement is worth. This will be the same workflow for “Suppliers” or “Brokers”. 

 
 
 
 
 
 
 
 

8. Add any comments you wish regarding the Subcontract in the “Comments” area by 
simply clicking in the box and start typing. (Spell Check will work in this area.) 

 

 
9. Once all the information is entered into the system select “Save”.  
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