QUICK REFERENCE GUIDE

~ ADD A SUBCONTRACTOR TO A
- PROJECT IN HAMMERTECH

1 Go to Employers > Active.

2 Click on the blue plus o icon.

3 Select the Employers from the drop-down list and select Import.

If the subcontractor is not in list, ensure Pre-Award process has been completed.

< | Employers/Create

~ Import an employer from the company database
Employers I a Import

) Import Review o X
4 Complete Import Review
detalls ~ Employer Details
Business Name
ABN /NZBN
5 SeleCt Import. Parent Employer
w Start Date
Start Date dd/mm/yyyy
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