
Inviting Workers as a 
Subcontractor



To begin, login into the MSite Web Browser from your 
laptop, and enter the following details:

 Company: usually YourCompanyName.msitecloud.com 
       (Must not contain spaces. Is not case sensitive)

 Email Address: You@youremail.com

 Password: Your password 

LOGGING IN 
(SUBCONTRACTORS)



When you Log In. You will see this, Home Page. 
From here you can:

 Add a worker manually

 Invite New Workers

 Invite Existing workers

 View Progress of existing invitations

SENDING INDUCTION 
INVITATIONS



Here, we are going to look at how 
to “Invite a New Worker”.

Note: This is a worker who has 
NEVER been set up in MSite for 
your company.

 Select “Invite New Workers”.
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 Select “Send”

Fill in the contact details of 
the worker:

 First Name

 Last Name

 Email Address

 Mobile Number ( Best used as 
a back up if the employee does not 
have an email address)
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 Email Address

 Correct Format – Beneath

 Select “Send”
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To invite more than one 
worker to site.

 

“Bulk”

You can do this by selecting
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The “Invitation Page” will 
now open.



 Roll

 Trade

 Intended Place of Work / Site

Select the workers:
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MSite will inform if there is any 
“Online induction” content or “Site 
specific” content, the worker will 
need to complete, before they arrive 
to site.
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Book Site Induction

This is the date and time the 
worker is to arrive at site for 
their “Onsite Orientation”.

Open the “Booking Calander” 
by selecting this box.
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SENDING INDUCTION 
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 Green means there is good 
availability on that date.

 Yellow means there is 
limited availability for that 
date.

 No Booking slots, means no 
availability.

 Select the available time 
slot for the chosen date.



 Confirm required checks, in 
accordance with UK visa 
and immigration 
enforcement guidelines.

 As a Subcontractor, the 
responsibility to check your 
workers have a right to work 
in the UK is yours.

To confirm you have carried out 
the correct checks, Select this box.

Select “Save”.
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Employer’s Right To Work



An invitation and link, to start the 
“Online induction” using MSite, will 
now be sent to the worker.
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The Worker will now start their Online 
Induction and Pre-Registration by 
selecting on “Complete 
Registration” and following the 
necessary steps.
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Complete Registration



THANK 
YOU
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