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How to Migrate your Contractor Account from
Legacy System / Create New Contractor Account

1 Follow the steps outlined in the "How to Register a User Account" user guide.
Then, enter the username and password that you used to register the contractor.
Then click "Log in"
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2 Click "Contractor"

3 Search any component of the Contractor Name to see if an account has already
been created for your organization in the system. Search by clicking "ENTER" on
your keyboard.

If the contractor account does not yet exist, then click "Request Approval for a new
Contractor"
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4 If the contractor account does not yet exist, then click "Request Approval for a new
Contractor"

5 If you have an existing DIR registration, enter your 10-digit PWCR number in the
"Please Enter the PWCR Number" field to maintain your registration status. Please
note that if your PWCR number is in the format "PW-LR-1234567890", you must
remove "PW-LR-" and only type in the digits.
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6 Select the entity type from the drop-down that pops up when you click "Please
select a legal entity type"

7 Enter what you would like your Contractor name to be listed as in the "DBA (Doing
Business As)" field. If you do not use a DBA name, please enter your legal
entity name here.
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8 Complete the "President Name" field.

9 Complete the "Business Email" field.
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10 Enter approved domains for your contractor. For the "Approved Domains" field,
you can add any email domains that are used within your entity that should
automatically be approved to link to your account. For instance, you may add the
domain "contractor.com" so that any user with an email address ending with
"@contractor.com" will be automatically approved if they request to join your
organization. Note that this is an optional feature.
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11 Enter the physical address of the contractor, and the mailing address if different
from the physical address.

12 Select the available crafts by clicking the > icon. Please note that the < icon does
not currently work to remove an icon from the "Selected Crafts." If you
have accidentally added a craft unintentionally, please refresh the page.
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13 Click "I am authorized to perform both roles" if you want to have all permissions in
managing the contractor entity on the platform.

14 Enter your 9 or 11 digit Tax ID Number in the "Tax ID Number" field.
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15 Affirm the statements by clicking "Yes" and checking the box to agree to Privacy
Policy and Terms and Conditions

16 Click "Register"
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17 Click on your name in the top right corner.

18 Click "Logout"



Made with Scribe - https://scribehow.com 11

19 Click "Log in"

20 Enter your email address and password. Click "Log in"


