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Click on the
“Directory” tab
on the top
home screen 

Click on
“Directory”

Click “Search” to
get a full list of
subcontractors

Use the
“Company/
Contact Search”
to filter
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To edit subcontractor information, click on the name
you’d like to edit

Click on “Act
on Selected
Companies” 

Click “Bulk
Field Update”
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A new window will open, click:
Append: Add to the trades already saved to the
subcontractor
Overwrite: Delete previously saved trades and add
the trades you have selected
Remove: Remove selected trades from the
subcontractor
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Click “Save”


