
How to…  
Enter Subcontractor Information 

• All Subcontractor Information needs to be 
entered into EEBACS 



Click on “Add New.” 



Enter the Subcontractor. 

Check the categories 
that apply. (You must 
have at lease one box 
checked.) 

Enter the contact 
information. 

Enter the point of contact. 



Select any Pay Item the 
subcontractor will be 
responsible for. 

Select any work Item the 
subcontractor will be 
responsible for. 

Enter the amount of the 
subcontract and the award 
date.  The final amount will 
have to be entered at the 
completion of the 
subcontract. 

Enter any remarks. 

Check yes for submission of 
SF1413.  Add a scanned 
copy to the “Add 
Document.” 

Click on “Save & Close.” 



You can search the 
subcontractor you 
are looking for. 

You can add more 
subcontractors 

You can edit 
the subcontract 
information.  

You now have the basic 
information for the 
subcontractors.   
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