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This is found in Administration/Company Set up/Company Info. 
In the Info section: 
1. Enter the Legal Company Name and if applicable any Trading Name you are using. 

Tick the boxes as required to display either or both names. 
2. The Company ID is your database name and cannot be changed. 

3. Select your industry type, use the   to create a new one. 
4. Enter your Business and Company registration numbers. 
5. Select your Time Zone, when creating new staff members this will be default and can be changed if necessary. 
6. Enter the name you wish to use on email signatures. 
7. Enter a Company Bio. 

8. To add a company logo click on  , navigate to your file and click open. 
 

 

 
 

  

9. Licensing Info displays how 
many licences have been 
assigned and used. 

 
Contact sales@safetyminder.co 
if you need more licences. 
 

 
 

  

 
 

10. Enter the address details you 
would like to use in forms and 
reports etc. 
See notes 

  

https://safetyminder.co/knowledge-base/industry-type/
mailto:sales@safetyminder.co
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11. Enter name, phone and email contact details. 
See notes on how to use this in forms and 
reports. 
 

12. Click  SAVE when finished, see image above. 

 
 

 

NOTES:  
 

• These fields can all be used in template forms using the following field names in text boxes: 
[CompanyName] 
[CompanyAddress] 
[CompanyFullAddress] 

 

[CompanyPhone]    
[CompanyEmail] 
[ABNNo] 

[CompanyMobile] 
[CompanyBio] 
 

[CompanyContact] 
[CompanyContact2]  
 

• For [Logo] use an image box. 
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