
Create a New Awarding Body 

 

Step 1: Navigate to https://dirhelp.service-now.com/pw. On the Public Works Portal landing 
page, click Sign up. 
 

 
Step 2: When asked "What will this account be used for?", select I am an awarding body, then 
click Go to next section. 
 

 
Step 3: Fill in your personal account details: First name, Last name, Email, Password, and Re-
enter Password. Click Go to next section. 
 



 
Step 4: On the Business/organization registration code page, select No for "Do you have a 
registration code?" then select Create a new business/organization. 
 

 
Step 5: Fill out your awarding body business information. Check the required acknowledgement 
boxes at the bottom of the page. 
 
The following fields are required for new contractors: Awarding body entity type, Legal entity 
name, business email, business phone, Address Details, TIN (only include numbers) 

 



Step 6: Review all of your details in the summary section, then click Create your account. 
 

 
 
Step 7: After submission, you will need to verify your new account via email. Your new 
Awarding Body will be visible on your PWCR dashboard. You will also receive a registration 
code that other contacts can use to automatically link to your business. 
 
The example code below is “1772ef18”.  You can provide this code to any secondary users to 
auto approve their link requests. 

 


