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BTSL Subcontractor User Guide 
 
Here is a brief guide that will help you to navigate our system. But remember – if you have 
any queries, please get in touch! 
 

WEBSITE TAB                           Page 

 
CURRENT TENDERS         2 
Find a listing of all the jobs currently on our system;        
Find information about each job;  
Access and download documents;  
Keep a track on jobs you have downloaded documents from;  
Add or remove jobs to your watchlist;  
Indicate if you intend to price; 
What do the icons mean?        3 
How do I price? 
Additional filters for searching our current jobs;     4 
How to save your searches. 
 
ARCHIVED TENDERS         4 
Find details of previous tenders; 
Search using key words, job number, title or closing date; 
Use additional features to refine your search. 
 
MY ACCOUNT          5 
Change your password and personal details; 
Add users (if you are an account admin); 
Review subscription details; 
Select how you want to be notified under Account Settings, add reminders  6 
and the regions, types and size of job you want to hear about. 
 
COMPANY PROFILE         8 
Tell main contractors about your company;  
Add your logo and previous projects; 
Only main contractors can view profiles. It is a chance to present what your 
company does and state your capabilities. 
 
MY JOBS          9 
Here you will find the jobs you are or have been interested in; 
You can filter by tenders where you have downloaded documents, 
or tenders on your watchlist. 
 
PUBLICATIONS         10 
A library of Weekly Reports, monthly newsletters and other articles. 
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CURRENT TENDERS 
 
When you log in to the BTSL website, you are taken to the ‘Current tenders’ page. It will 
look something like this. There is a list of current tenders with icons and on the left a panel 
that lets you search the jobs currently in our system. 
 

 
 
Hover your cursor over icons for a brief description of what they do. Look for the green 
question mark symbol for handy tips. 
 

 
 

 
 

 
The green question mark symbol is there to 
help you navigate our platform. Click on it to 
find a handy tip, such as the one shown, 
which tells you how the Additional Filters 
work.   
 
You will find the green question mark 
throughout the website. 
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What do the icons mean?   
 

 
 

 

 
Click this blue ‘i’ icon for information about the tender, including main 
contractor contact details. 
 
 
Click to view or download tender documents for that tender. 
 
 
This is where you can write your own private notes about the tender. 
 
 
Click this if you intend to price for the job (yes or no; default is ‘maybe’). 

 

 

 
Click this to add the job to your watchlist. It turns purple when a job is added. 

 

 

 
The bell icons tell you about your notifications. The grey bell turns blue when 
you are receiving updates on that particular job. Click the icon to see the 
updates. Click unsubscribe to stop getting notifications. 
 
  

 

 

Click this icon to see the downloads you have made for this tender, which are 
listed in a pop-up box. It will look something like the example below: 
 

 

 
 
 
How do I price? 
Easy. When you are ready with your pricing, you will need to send it by email to the Main 
Contractor(s) associated with that project. You can find contact details by clicking on: 
 

 the blue ’i’ icon; or   the yellow document icon and then:
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Additional filters 

You can search for jobs in different ways: by regions, job types, area or by trades. Click on 
the appropriate box and make your selections. Then click ‘Search’. (Remember to clear your 
search when finished, as your selection will remain the same until you change or clear it.) 
 

Saving your searches 
You can save a particular search to use again. Once you have searched, just give your search 
a name in the ‘Search Name’ box…  

 
ARCHIVED TENDERS 
After the tender closes, jobs move into archived tenders. You can still search for jobs using a 
keyword. You can also see a list of jobs sorted by ‘Job Number’, ‘Title’ or ‘Closing Date’. If 
you select ‘Show All’ the jobs are listed starting with the oldest. You can further refine your 
search using Additional Filters as you did for current tenders. 
 

  

 

                      … then click Save: 
 

 
The search will then be in your Saved 
Searches. You can have as many as you like! 
Click the search name or the blue eye icon to 
view the jobs in the search or the red minus 
icon to delete the search. 
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MY ACCOUNT 
 
Next stop – go to the ‘My Account’ tab and ‘Edit My Account’. This is where you can change 
your password and other details. 
 

  
 
 

Add users 
If you are the admin user of the account, you can add or remove users. The admin user is 
generally the person who was first added to your account. If you want to change who the 
admin user is, please contact us. 
 

 
 
Your subscription details 
You will be able to see your subscription settings and suspend your account.
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IMPORTANT!  
When new tenders are loaded onto our system, we notify you about the ones you are 
interested in. To make sure you are being notified correctly – go to ‘Account Settings’ (it’s 
under the ‘My Account’ tab, next to ‘Edit My Account’): 
 

 
 
Here you will find the email address where we will send invoices (Account email address). It 
is important to keep this up to date.  
 

Reminders 
Here you can select when and if you would like to be reminded about upcoming tender 
close dates for your jobs. 
 

Notification settings 
This lets us know how you wish to be notified. 
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Still under Account Settings, you can select locations, types of job and size of job. When 
new jobs are loaded, your job alert email notifications will depend on what you select here. 

 

 

 
 
Whenever you make changes - remember to click Save!   

  
 
You will also see a list of trades here, based on the ones your admin user has selected. 
When a job comes up that needs one of those trades, we will notify you by email. We limit 
you to 5 trades and if you wish to change any, you will need to get in touch with us. 
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COMPANY PROFILE 
 
The ‘Company Profile’ tab is where you can present your company and let main contractors 
know something about you. It is worth keeping this up to date with recent project 
examples, health and safety certifications, insurance etc.  
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MY JOBS 

 
You can find current and previous jobs you have been notified about, a history of your 
downloads and the jobs on your watchlist under the ‘My Jobs’ tab. 
 

 
 

My Notifications 
Here you will find every current job we have notified you about. You can rest assured that if 
there are any NTTs for these jobs, we will automatically give you a heads up.  

 
My Downloads 
These are current jobs where you have made downloads. Again, we will automatically send 
you NTTs for these jobs. 
 

My Watchlist 
Jobs that are in My Notifications or My Downloads will be automatically added to My 
Watchlist. This ensures that you are notified when we award the job. You can remove any 
jobs from this list if you do not wish to be notified of the award. The list will also contain any 
jobs that you have put on the watchlist yourself. 
 

Awarded jobs 
For jobs where you have indicated you will price, or have downloaded documents, we will 
notify you when we hear that a job has been awarded. You can also see this information on 
the Weekly Report, which is issued on a Thursday. 
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PUBLICATIONS 
 
Finally, under the ‘Publications’ tab, you can access a searchable archive of previous Weekly 
Reports. Under the Library sub-tab, you can find monthly newsletters and other articles. 
 

 
 
 
 
Remember – we are here to help. If you have any queries or concerns – get in touch! 
 
Tel: 021 0915 6678 
Email: info@btsl.co.nz 
 
 
Last updated: 23/1/25 
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