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FEATURE GUIDE

KYNECTION · SUBCONTRACTOR PORTAL · PART 2

Configure Subcontractor
Portal Access
Setting a subcontractor up before they are invited anywhere: granting the portal
role on their contact record, then configuring what their company is required to
provide.
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CONTENTS

What this feature covers
Three stages, eight steps: assigning the portal role, opening the company, and setting its
requirements.

CH 01 Assign the portal role
Start on the subcontractor's contact record.

00:00–00:46

CH 02 Open the company
Companies are managed separately from the contacts inside them.

00:46–01:10

CH 03 Set the required forms
What the subcontractor must complete before they are approved.

01:10–01:44

The role sits on the contact. Portal access is granted to a person, not to a company, so each company needs
a nominated portal user.

Requirements are per company. Only ask for what applies, so a labour-only trade is not chasing plant
registrations.

The invitation email is editable. Its subject and body are configured here rather than being fixed.

READ AS Screens are captured from the walkthrough video at the timestamp shown on each step. Company names,
policy numbers and dollar values are demonstration data.
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CHAPTER 01 00:00–00:46 · WATCH FROM 00:00

Assign the portal role Start on the subcontractor's contact record.

STEP 1 · 00:13 IN THE VIDEO

Open Contacts
Contacts lists everyone in the system with their company, role and email.

CHAPTER 01 · STEP 1 OF 4

STEP 2 · 00:15 IN THE VIDEO

Find the subcontractor

Select the contact who will be the portal user for that company.

CHAPTER 01 · STEP 2 OF 4
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CHAPTER 01 CONTINUED · 00:00–00:46

Assign the portal role

STEP 3 · 00:24 IN THE VIDEO

Set the access
Set the contact's access to Sub Contractor Portal, alongside their name, job title, ACN, email, address and region.

CHAPTER 01 · STEP 3 OF 4

STEP 4 · 00:38 IN THE VIDEO

Confirm the details

The saved record shows the email, phone, address and the Sub Contractor Portal group.

CHAPTER 01 · STEP 4 OF 4
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CHAPTER 02 00:46–01:10 · WATCH FROM 00:46

Open the company Companies are managed separately from the contacts inside
them.

STEP 1 · 00:53 IN THE VIDEO

Open the companies list

Sub Contractor Manager Companies lists each company with its contact, portal type, status and risk rating.

CHAPTER 02 · STEP 1 OF 2

STEP 2 · 01:03 IN THE VIDEO

Configure access and responsibilities
Against the company you set what access it has and what it is responsible for providing.

CHAPTER 02 · STEP 2 OF 2
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CHAPTER 03 01:10–01:44 · WATCH FROM 01:10

Set the required forms What the subcontractor must complete before they are
approved.

STEP 1 · 01:23 IN THE VIDEO

Configure the claim template

Progress claim settings cover the subform template, progress claim, quantity field and class total field, along with the
invitation email subject and body.

CHAPTER 03 · STEP 1 OF 2

STEP 2 · 01:40 IN THE VIDEO

Select the compliance items

Training logs, licence competency and approval requirements are selected here, then the configuration is saved.

CHAPTER 03 · STEP 2 OF 2
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NEXT

Where to go next
This guide covers one part of the module. The rest of the series covers it end to end.

N E X T  U P  -  S u b c o n t r a c t o r  0 3

Invite a subcontractor to a project

B A C K  T O  S u b c o n t r a c t o r  0 1

Use the Subcontractor Portal (module overview)

T H E  R E S T  O F  T H E  S U B C O N T R A C T O R  P O R T A L

Ask your Kynection account manager for the other guides in this series

MORE IN THIS MODULE

Subcontractor
01

Use the Subcontractor Portal (module overview)

Subcontractor
03

Invite a subcontractor to a project

Subcontractor
04

Complete induction and compliance

Subcontractor
05

Review compliance and project access
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