Subcontractor manager guide

Subcontractor company manager

A builder has invited your company onto one of their projects. Working on invited projects is
free. You see that project and the tasks the builder gives your company, and you can add your
own workers if the builder allows it.

Accepting an invitation

1. Open the email from TradieDash and set your password (the email may say "Reset your
password". That is your invitation).

2. Sign in at tradiedash.com.au/app. Your invitation is shown with the project name and trade.
Press Accept invitation.

3. Confirm your business name and press Continue, then enter your own name and press Join
project.

Job management for trade teams

Welcome to TradieDash

priya.singh.sample@example.com

This account isn't linked to a business yet. If
you've been invited to a project, accept the
invitation below. Otherwise, ask the business
that invited you to check your email address.

Harper Building Co (sample) invited
Sparkline Electrical (sample)

Project: Townhouses stage 1 - Electrical -
free to join

‘=

Sign out

Invite-only - Your company's data stays private to your

company

Your invitation, with (1) Accept invitation.
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?OUI' business name ]

[ Sparkline Electrical (sample)| ]

Cancel

Confirm your business name.
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?our hame

( Priya Singhl

Cancel

Your name, as the builder will see it.
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Dashboard n ®

Welcome back, Priya

< Get your crew on the job %
10of 7 done
Co—

2 Confirm your trade company
This is the company name builders see on their
projects.

3 View your authorised projects
You see only the projects you were invited to —
never the builder's other work.

4 Invite your own workers
Add your crew (free). Each worker sees only the
tasks you or the builder give them.

Show all 7 steps

= A
Open tasks Overdue
I -
n n
] —
L O m =
Dashboard Jobs Schedule More

Your Dashboard after accepting.

Common problems

I see "This account isn't linked to a business yet" and no invitation.
The invitation was sent to a different email address, or it has expired or been withdrawn. Ask
the builder to check People & access and resend it.

Accessing assigned work

1. Open Jobs to see the projects you have been invited to.

2. Open the project to see its address, instructions, documents and your company's tasks.
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€ J-0002

Shared by Harper Building Co (sample) - Lot 4 Ridge Street, Robina QLD
Townhouses stage 1

In progress

2, Customer Greenfield Developments (sample)
© Address Lot 4 Ridge Street, Robina QLD
(& Sscheduled Sun 15 Nov, 6:30 AM - 3:00 PM

:&. Builder'screw 2 people

) Labour Oh 00m logged

m Read and acknowledge the work instructions before starting

Sign in at the site office before starting. Hi-vis, boots and hard hats at all times. Keep the driveway clear for deliveries between 7 and 9 am.

| My team on this project .I.g:» Add my worker I

People
° Priya Singh - sub admin Y
active
no tasks yet - can add own workers - NOT acknowledged v1 - missing: SWMS, White card
| Tasks (1)
| Electrical rough-in, townhouse 3 Open
Medium = db Repair 3 No due date

The builder's project, as your company sees it. (1) Add my worker.

What you can and can't do

You CAN See this project's address, instructions and documents; work
on the tasks given to your company; record progress, photos
and time; add your own workers (if allowed).

You CANNOT See the builder's other jobs, customers, quotes, invoices,
prices or costs; see other trades' tasks; change project rules;
invite other companies.

Acknowledging current instructions

1. On the project, read the work instructions and press "I have read and understood these
instructions".

2. If the builder publishes a new version, you will be asked to acknowledge it again.
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€ J-0002

Shared by Harper Building Co (sample) - Lot 4 Ridge Street, Robina QLD
Townhouses stage 1

In progress
Customer Greenfield Developments (sample)
@ Address Lot 4 Ridge Street, Robina QLD
) scheduled Sun 15 Nov, 6:30 AM - 3:00 PM

:&. Builder'screw 2 people

@ Labour Oh 00m logged

m Read and acknowledge the work instructions before starting

Sign in at the site office before starting. Hi-vis, boots and hard hats at all times. Keep the driveway clear for deliveries between 7 and 9 am.

| My team on this project 2+ Add my worker
People

° Priya Singh - sub admin g

active
no tasks yet - can add own workers - NOT acknowledged v1 - missing: SWMS, White card

| Tasks (1)

| Electrical rough-in, townhouse 3 Open

Medium | do Repair i No due date

(1) Acknowledge the current instructions.

< J-0002

Shared by Harper Building Co (sample) - Lot 4 Ridge Street, Robina QLD
Townhouses stage 1

In progress
Customer Greenfield Developments (sample)
© Address Lot 4 Ridge Street, Robina QLD
() Scheduled Sun 15 Nov, 6:30 AM - 3:00 PM

+ Builder'screw 2 people

@ Labour Oh 00m logged

a Work instructions v1 acknowledged

Sign in at the site office before starting. Hi-vis, boots and hard hats at all times. Keep the driveway clear for deliveries between 7 and 9 am.

| My team on this project 2+ Add my worker
People
Priya Singh - sub admin Aetive
no tasks yet - can add own workers - instructions v1 acknowledged - missing: SWMS, White card
| Tasks (1)
| Electrical rough-in, townhouse 3 Open
Medium | ds Repair 5 No due date

3, Unassigned

Acknowledged.

Uploading required documents
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1. On the project, under Job documents, press Upload.

2. Choose the document type. Documents the project requires are listed first, marked
"required for this project".

3. Pick the file (PDF, photo, Word/Excel or CSV, up to 20 MB).

What kind of document?

SWMS - required for this project

White card -+ required for this project
Plan

Certificate

Insurance

Licence

Photo

Report

Contract

Other

Required documents are listed first.
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€ J-0002

(3] Scheduled Sun 15 Nov, 6:30 AM - 3:00 PM
« Builder'screw 2 people

) Labour Oh 00m logged

a Work instructions v1 acknowledged

Sign in at the site office before starting. Hi-vis, boots and hard hats at all times. Keep the driveway clear for deliveries between 7 and 9 am.

| My team on this project 2+ Add my worker

People

Priya Singh - sub admin

active
no tasks yet - can add own workers - instructions v1 acknowledged - missing: White card
| Tasks (1)
| Electrical rough-in, townhouse 3 Open
Medium Repair 3 No due date
Unassigned

| Materials used (0)
None recorded.
| Job documents (1) Upload

SWMS-sample.pdf uplg

The uploaded document. The builder now sees it as provided.

Result: The builder no longer sees that document as missing for you under People &
access.

Adding your own workers

1. More — Team — Invite user. Enter your worker's name and email and send the invite (free).
2. On the project press Add my worker, choose them, then press Add to this project.

3. Each worker sees only the tasks you give them.
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< Invite user

Name
Josh Taylor

?nall ]

lame@example.com

Role
Trade / Subcontractor
Sees only the jobs and tasks they are assigned. Records time, photos and progress. No money or customer records.

Trade / company

Visible sites

Working on a builder’s project? After inviting, open the project — My team on this project — Add my worker.

Inviting your own worker: (1) name, (2) email, (3) Send invite.

< J-0002

Shared by Harper Building Co (sample) - Lot 4 Ridge Street, Robina QLD

Townhouses stage 1

In progress
Customer Greenfield Developments (sample)
O Address Lot 4 Ridge Street, Robina QLD
B3 Scheduled Sun 15 Nov, 6:30 AM - 3:00 PM

:&. Builder'screw 2 people

@ Labour Oh 00m logged

m Read and acknowledge the work instructions before starting

Sign in at the site office before starting. Hi-vis, boots and hard hats at all times. Keep the driveway clear for deliveries between 7 and 9 am.

| My team on this project 2+ Add my worker

People
° Priya Singh - sub admin 5
active
no tasks yet - can add own workers - NOT acknowledged v1 - missing: SWMS, White card
| Tasks (1)

Everyone in your team is already on this project — invite more people from More — Team.

Adding a worker to this project.
Common problems

"Add my worker" is missing.
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The builder has not allowed your company to manage its own workers on this project. Ask

them to switch it on.

Reviewing and completing tasks

1. Open a task given to your company. Use "Assign one of my workers" to hand it to your
people.

2. If the builder requires every assigned worker to submit, each person presses Submit my
part. The task completes when everyone has.

3. Add notes and photos as evidence. Required completion photos must be added before the

task can be completed.

€  Task VA

Electrical rough-in, townhouse 3

Open Medium do Repair

« Townhouses stage 1

Every assigned worker submits their part

?.&* Assign one of my workers ]
= Townhouses stage 1
& — - Nodue date
Unassigned
Unknown user
After 2 day(s) overdue
| Description

Rough-in to planrev C. Leave the switchboard for final fit-off.

| Checklist (0/0) + Add

| Photos (0/10) 1@ Add

(1) Assign one of my workers.
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