
           

Head Contractor Training Notes 
Update - October 2008 

 
1. Logging in 
Go to the website home page at www.mycontractor.com.au and enter your user name 
and password in the appropriate boxes in the top left of the page (point 1). 
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http://www.mycontractor.com.au/


2. Setting up your Watchlist 
In order to set up your watchlist, click on the “watchlist” tab on the top row of the page. 
 

To edit your Watchlist 
When on the Watchlist page, click the “Edit Watchlist” button located towards the top left 
of the page (under the ‘Watchlist Report’ title). 
 
A. Editing your Insurance Requirements 
This is where you input the minimum insurance requirements that you need your 
contractors to meet. To do this, start by highlighting the insurance type by clicking on the 
box on the left (1) and making a selection from the drop down list. Once the insurance 
type required is selected, input the dollar value of the coverage you require into the box 
on the right (2). 
 
Repeat the same steps for each of the insurance types required, inputting a dollar value 
for each. 

 
B. Editing your Contractor List (subscriptions) 
Next you must tell the system which contractors you want it to watch and compare 
against the insurance requirements you have set in point A above. To do this, simply 
click on the boxes under the “Subscriptions” heading and individually highlight the 
required contractors from the drop down list. 
 
This list can be as long as you like, just keep repeating the process listed above. 

 
C. Sub contractor aliases 
You also have the ability to give each subcontractor an alias. The alias may be a 
reference code that you use in other reporting or accounting systems. This feature 
allows you to more easily merge or compare records with other reporting or accounting 
tools. To do this, simply enter into the “alias” box on the right, the code that you wish to 
use for that contractor. 
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3. Monitoring your Watchlist 

Your Watchlist shows you the immediate status of each of your contractors in an easy to 
read table. Using a traffic light style warning system, you can differentiate between 
contractors who are: 

 
 

 

 

 

 

 
 
One month prior to the expiry of a contractor’s licence, the contractor will display as amber 
on your Watchlist and mycontractor.com.au will automatically send you a warning email. If 
the documentation is not updated, you will be notified again via email on the date of expiry. 

GREEN 
Have Workers Comp, Workers Liability, Comprehensive car  
or Professional Indemnity insurance totally up to date 
 
AMBER 
Have one or more of the above insurances coming up for renewal 
 
RED 
Have one or more of the above insurances expired 
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3. Sending Emails 

To send emails via mycontractor.com.au, simply click on the “Email” tab at the top of the 
page. This system allows you to simply send emails to one or more of the contractors on 
your Watchlist. 

To do this: 

1. Fill in the subject box at the top of the page. 
2. Input your message into the subject field. This can be typed in, or it can be cut and 

pasted from another program such as Microsoft “Word” 
3. Identify the recipients by highlighting them in the list on the left and then clicking the 

“Add” button (To send an email to your entire watchlist, you can use the “Add All” 
button). 

4. Mistakes can be undone by again highlighting the name you want removed and 
clicking the “Remove Button” 

5. If you wish to add a name that is not on the list, simply enter the email address into 
the “New Value” box then click the “Add New” button to the left. 

6. When the list is complete, and the email is ready to send, click on the send button at 
the bottom of the page. 
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4. Profile 

To view your current profile, click on the “Profile” (A) tab at the top of the page. This will 
show you your current profile in the system. If you need to change any of the details in your 
profile, click on the “Edit” (B) tab. 

Once you have made your changes, click “save” to complete. 
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5. Contractor Search 
Should you require the services of another sub contractor, you can quickly search the 
database of trades people to find the contractors who meet your requirements. 

1 Click on the “Contractor Search” tab at the top of the page. 
2a If you know the name of the company that you are searching, input the name 

into the box and click “Search”.  
2b If you do not know the name, yet have the company’s ABN, simply enter it into 

the appropriate box and click “Search”.  
2c  If you are not looking for a specific company yet require the services of a 

specific trade, you can refine the search by ticking the type of trade you require 
in the top list, and their location in the bottom list. You will then be presented 
with a range of sub contractors who meet your specifications. 

Once the list of sub contractors is finalised, you can review each one’s details to ensure 
their insurances etc meet your requirements. 
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5. Requesting Quotes 

You also have the option to request quotes from contractors. The system enables you to 
send quote requests to the mycontractor.com.au contractors, as well as other contractors 
not currently on the system. 

To do this: 

1 Click on the “Add new item” tab at the top of the page and select the “Quote” 
option. 
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You will be taken to the Quote section of the website, see following page. 
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Quoting – Screen 1 

2 Then fill out the following form as per the instructions under each heading. 
3 You might have a detailed job specification file, which you can upload for the 

contractors to view. To do this, click the ‘Replace with new file’ and enter the 
location on your computer where the file can be found.  
If you are not sure, click the ‘Browse...’ button (indicated above) to find the 
location. When you have stored the file, highlight it and click the save button. 

4 Once you have filled in all the job details, click ‘save’.  
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Quoting – Screen 2 

You will then be taken to the second quoting screen, where you can check to make sure all 
the job details are correct. If a change needs to be made, click the ‘edit’ (1) button along the 
top. If the job details are correct, click ‘send quote’ (2).  
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Quoting – Screen 3 

If you selected the ‘send quote’ option, you will be taken to the third quoting screen. 

The contractors who appear under “Send quote to contractors” are the contractors on the 
mycontractor.com.au database who perform the services you selected under ‘Required 
Service Type’ on screen 1. You can also send your quote request to other contractors by 
entering their email addresses in the ‘Other Recipients’ box – enter only one email address 
per line. 

Then click ‘Send’ to email out your quote request.  

 

 

 

 

 

Contract Monitoring. 
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Contract Monitoring 

The contract monitoring feature allows head contractors to monitor the status of the 
contracts you have in place. 
 
The function allows you to upload copies of contracts, assign management responsibilities 
and set reminders so you can avoid being caught out by an expired contract. 
 
Step 1. 
 
On your main watchlist page, click on the button on the top right corner titled “Add New 
Item” 
 

 Click once and a drop down menu will appear. 
 

 Click on “Contact” 
 

 You will then be taken to the next page 
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Contract Monitoring  

Step 2. Data Input page. 
 
On this page you will input all of the information relating to the contract you wish to monitor. 
 

1. Enter the contract name for easy reference. 
2. Enter the person in your organisation that is responsible for the management of that 

contract. 
3. Enter the date and time that the contract expires. 
4. Enter the date when you want to be notified prior to the contracts expiry date. For 

example, large and complicated contracts may require many months to relet. In 
these cases look at setting the date 3 to 4 months prior to the contract expiry date. 
Simpler contacts may only require a couple of weeks forewarning. 

5. Enter the email address in your organisation where the reminder email is to be sent. 
6. Enter the company that holds the contract currently 
7. Then you can upload a copy of the contact into the system for future reference. 

Simply check the button “Replace with new file” and then choose the file from where 
it is stored on your system. 

8. Click save. 
 
You can repeat this process for as many contacts that you wish to monitor. 
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We hope these training notes help you make the 

most of mycontractor.com.au 
 

For more information or to discuss additional needs, 
please contact Pia Vogel. 

 

CLICK HERE > Email. pvogel@mycontractor.com.au 
 

Phone. 02.9662.8941  |  Fax. 02.9662.8936 
Address. PO Box 571 Woollahra NSW 1350 
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