
QUICK REFERENCE GUIDE

HOW TO

ADD A PRIMARY CONTACT AND 
SEND WELCOME EMAIL

1 Within the Employer (Subcontractor Company) Record, in the Primary Contact section, 
select the blue plus        icon.​
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Select New, enter an Email 
address and Validate and 
complete form​. 2
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3 Select the Contact Type 
(Project or Company)​.

4 Select whether to Send 
Welcome Email Immediately ​.

5 Select Submit. 

Subcontractor onboarding 
email has been sent.
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