Chapter One

Adding a Contractor (Admin Level Access Only)

1. Selectthe _ hyperlink located at the left bottom of the Contractor List.
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2. Start typing the _ in the space provided.
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3. Asyou type the letters, the database is checked for existing contractor names. If one exists,
another box with available contractors pops up as shown in the screen below. If the contractor
exists in this list, you can select it and the _ will be populated with that name.

Add Contractor
"

P
Fields /.-"'"'— i

——— "
l
!

Contracor Name

=y
o

——

T ——
e . i [ ATAY BT INNG COBDOBATION  dde
VendoriD i ndlinilstntenndhiniietbilind bt

AJAX CONSTRUCTION, INC.

AddressLine 1 [

—] AJAXPAVING INDUSTRIESINC(DOT
Addressline 2 | PR o

I AJAXPAVING INDUSTRIES OF FLORIDA LLC
. —
City | AJAXPAVING INDUSTRIES, INC.
State F AJAX-VILA, AJOINTVENTURE
Phone I

uuuuuuu

=
3
-3
7]
S
]

P W W NN, NN e Y WY

BacktolList

4. Once the Contractor Name has been selected, you can click on the Lookup /Address button
shown in the screen above. A screen with available addresses for that contractor pops up as
shown below. If no address exists, just enter the information in the appropriate boxes.
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ADDRESS1 /‘ﬂﬁESSZ PREQ PHONE ZIP  STATE CITY  ADDRTYPE

510 GEME GREEMNROAD 34275 FL NOKOMIS DINVC
510 GEEN GREEM PREQ 9414862600 34275 FL NOKOMIS MYFL
Backto Create A

Ref Page: C\V1

5. Once you select an address, the rest of the screen will populate with the information as shown
below. Make sure you press the - button shown in the screen below so the record will be
saved.
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