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How to use the Subcontractor Portal 

 

 

How to upload completion documents. 

  

The details on the next page will help you: 

• to add completion documents. 

 

 

 

 

  



Page 2 of 10 

 

 

1. Go to Documents tab. 
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2. Click Create. 
(Note: A new pop-up window will 
open.) 
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3. Click inside the white box. 
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4. Select the file from your computer and 
click Open. 
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5. Select the Document Type from the 
drop-down options.  
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6. Select the requirement type from the 
drop-down options. 
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7. Add the document title. 
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8. In Notes add a brief description 
related to your file. 
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9. Click Save. 
(Note: Once the file is uploaded you 
can see the documents on the 
Subcontractor Portal. Here you can 
also see any documents provided by 
client or Mitie Supply Chain. 
Please repeat the process to add the 
Job report from your engineer, quotes 
and any other required documents.) 

 
 


