
           

Sub-Contractor Training Notes 
Update - July 2007 

 
1. Initial Sign Up 
Go to the website home page at www.mycontractor.com.au and click on the ‘New 
contractor membership’ tab in the top right of the screen (indicated below). 
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2. Enter your business details  
Type your business details into each of the boxes on the registration form.  
When complete, review the terms and conditions page and then tick the box confirming 
that you have read them and agree.  
Next, click the ‘Register’ button at the bottom of the page.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Complete sign up 
After clicking the register button, you will be presented with the following page. 
 
Click on the ‘Log In’ button (indicated below). 
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4.  Enter the rest of your business details 
You will then be taken to the following screen. 
Please enter the rest of your business details. This will allow the system to easily find 
you when required. It will also allow other businesses to find you when they are looking 
for sub contractors to work for them. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5. Policies 
Further down the page you will come to the following boxes: 
• ‘Additional Company Information’ (Section 1 below) 

o In this box you can describe in more detail your business and the services 
you perform, as well as any other information you want others to see about 
you. 

• ‘OH&S Policy’ (section 2 below)  
o This is where you can detail the information about your company’s OH&S 

policy. If you already have one written, click on the browse button to locate 
the file on your computer. When you have found the correct file, click ‘save’ 
and it will save to your profile.  
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6. Uploading your insurance policies 
You have the facility to upload your insurance policies onto your profile. This will allow 
head contractors to match their requirements with the level of cover that you have. The 
other benefit of this facility is that the system will automatically notify you when your 
policies are about to expire. 

 
To upload your policy details, click on the ‘Insurance’ tab on the top row of buttons and 
the following screen will appear. 
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Next, click the ‘Add new Insurance Policy’ button (indicated above) and the following 
screen will appear. 
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 You may need to scan in a copy of your policy onto your computer.  
ossible or you have difficulty, please call us on 02 9552 6617 or email  

mycontractor.com.au and we can help you 
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7. Editing your profile 
The next time you log onto the site, you will arrive at the following screen. Your screen 
will have all of your details listed on it. 
 
To edit any details on your profile, simply click on the ‘Edit’ button on the top row 
(indicated below). 
 
This will allow you to edit any of your details in the same way that they were first 
entered. 
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