
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP ONE | Associate Contractors through the Contractor 
page 

 
Click on the Person tab and select contractors 

 

 

Type the name you are searching for, tick the Include Unassociated box and click 
search. Once found, click the name of the person you would like to associate. 
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To reduce search results, choose the contracting company this person is working for by 
clicking the hand and search for the company 

 

 

 

 

Click associate 



 

 

 
 

STEP TWO| Associate Contractor through Global Lookup 
 

Under the person tab, select ‘Lookup global’ 
 

 
 

Type the name and the date of birth of the contractor you are trying to find. Once 
found click into that person 
 

 
 



 

 

 

Click associate 

 

 
A warning will appear ensuring you are wanting to associate the person, click associate 

 



 

 

 

 

STEP THREE| Associate Contractor through Lookup ID 
 

Under the person tab, select ‘lookup by ID’ 
 

 
 

Type the Onsite ID of the contractor you are trying to find. Once found click into that 
person 

 



 

 

Click associate 
 

 
 

A warning will appear ensuring you are wanting to associate the person, click associate 
 


