L ¥ .

@  Job Docs - Mobile Aug-23
From the Main Menu select: Job Docs A
e Job Docs o o, CHECKLISTS

Nzdbtest ; FORMS
e C(Click on the required sub-menu. %, Emergency Numbers 2 usa

4 Report Issues Suggestions &... s
In the example below a Job Doc-Other has been R
. g . 4? Job Docs n > PERMITS
created, this has an additional field to choose >
@

the type of form to be completed. - P

SWMS

-— Read & Sign Off

A. Create New Job Doc - the same process applies to JSA, SW

Click a to create a new Job Doc in any of the menus: < OTHERS_New )

1. Select the Customer or add a new one as per section G. Custorner
Yellow Submarine Ltd

2. Select the Worksite or add a new one as per section G.
When the Customer has only one worksite this will automatically

Worksite

Hope Centre

populated.
Doc Mo
3. The Doc No will auto populate. 212
Job No
4. Select the Job No or +ADD to create a new one — see below. 78a - +AD o
5. Job Name will populate according to the Job No selected. Job Name
Garden
6. Select the type of template to be completed. Template Type
Note: this field only displays in Job Docs/Other. Checklists -

If you are using States & Division in Staff/Personal Details this
will limit the forms displayed.

Form

C01 - EQUIPMENT HIRE CHECKLIST-v2

Assigned to

7. Select the form to be completed.
George Foreman -
8. Select who will be in charge of the Job Doc — this will default to

Multi User Sign Off
the person logged on.

W 0 N O 0N & WIN R

4 ADD STAFF
9. Tick if Multi User Sign Off is required & click +ADD STAFF — see
below. Create Date
21 Apr 2021

10. Create Date & Prepared by will auto populate.
Prepared by

11. Click ° to save and when the Job Doc is assigned to you it George Foreman 11 °

will open ready for completion — section C below.

=
o

New Job Info x 4. To create a new Job No:
a. Typeinalob No.
' b. Typeinalob Name.
a 78a

c. Click Save.

Gerden If you have Simpro Configured see Get Jobs.
Contact support@safetyminder.co if you wish to pull jobs details from Simpro

C osac

X CANCEL
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9. To add staff for multi sign off:
a. Tap in the Staff field.

b. Select Staff member to add Multi Signoff List x
c. Click OK » d O Rover Alpine
d. Click Kevin Woodsnzos @ - @ @ Mobile Craig b
e. Once all staff have been added click > SAVE AND CLOSE| O George Foreman
Mobile Craig O vt
Super Women
e O Rod Jensen

> SAVE AND CLOSE X CANCEL T
i c

B. Re-assign Job Doc

On all of the tabs is the option to Re-assign Job Doc. Re-assign X

1. Select the staff member to re-assign to.

2. Click SAVE. ‘

1 George Foreman -

2 © SAVE

% CANCEL

C. Complete the Form
From the NEW & DRAFT you can now fill in the < OTHERS f

This will move it from your task list to the user selected.

form: Q  Search »
Unless otherwise provided, this form
must be completed and signed by the
1. Select |® Complete the Form| or continue NEW  DRAFT  LOCK  SIGNOFF REVISION quip pplier prior to equip
being used on site and where there is
fro ma bove Step A#11. supply only of the plant / machinery.
Work through and complete the form. Doc No:144, Job No:78a
Section A - Supplier to
Garden Complete Yes/No
2. Click a\Hli\3] keeps the form on the Kemit Frog O New

Draft Tab. Yellow Submarine Ltd - Hope Centre
19/02/21 (V1) z 3

Choose Action

3. Click [XeJe{ which will save and open the

form ready for signatures.
1 ®  Complete the Form

X Cancel

{)  Re-assign Job Doc

. Q Search -
5. To amend the form click \/A\4{3e N\ 3. R I\ 6 3

This takes you back to the draft tab. 2| Frog | StOnatre [ Sl
NEW  DRAFT  LOCK SIGNOFF REVISION AVl T

6. If everything is okay click the plus in the

signature box & G DANEYE for more Pachicil 4, Jeb Nozea m

signatures as required. Garden 5 7

Kermit Frog & Lock

7. Click , Yellow Submarine Ltd - Hope Centre
19/02/21 (V1)

The Job Doc will now close and move the SIGN
OFF tab.

Choose Action

® View the Form 4
See notes below regarding signatures. %! cancel

§  Re-assign Job Doc
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D. SIGN OFF & REVISION Tab

From the Sign Off tab you can do the following:

NEW DRAFT LOCK SIGN OFF  REVISION

1. Add more signatures to the form as per #6 above and notes below.
Doc No:180, Job No:2101HT
2. For Multi Sign Off Job Docs view or Add Staff on the Read & Sign Off

. New Subby Test
List. g

Heidi Thonig @ signed off

3. Allows you to email the form - see E below. Over the Hill Ltd - Move over

4. When the job is finished you can archive the Job Doc so that no
longer shows on the Mobile App — see F below.

Choose Action

10

- Add Staff to Read & Sign Off List
3>
4
5o
6 x

E. Email the Form

The contacts for this customer will display along
with the job supervisor and project

Add Additonal Signatures
5. Re-Assign the job as per B above.

6. Cancel to return to the list of Job Docs. Email the Form
Job Completed
The Revision Tab is for forms that have 2 parts e.g. signing into a
confined space and then out again at the end of the day or access
permits that are issued and then completed/cancelled.

Re-assign Job Doc

Cancel

Contacts x New Contacts 3 X

Company

0 General Health Ltd
admin@genhealth.co

Contacts

Jane

Goddle

managers/supervisors:

1. Select those you wish to send the job doc to.

1 Steve Major

admin@genhealth.co ‘
09 Jane@goddle.com

Job's Supervisor

George Foreman 053450987

heidit@celoces.com

@ SAVE

X CANCEL

2 & ADD NEW EMAIL ADDRESS

4 > SEND AND CLOSE X CANCEL

F. Job Completed

NOTE: Once this process is completed the Job Doc will
no longer be available on the Mobile App:

1. Click YES to the confirmation message.
2. Sign the Panel.
3. Tick the “This Job is now completed” box.

NG 4+COMPLETE

Confirm

2. If required lick ‘+ADD NEW EMAIL ADDRESS|.

3. Complete the fields and [SAVE|. This will add a
new contact to the customers details.
Last Name & Mobile phone are optional.

4. Click > SEND AND CLOSE|

Supervisor Signature X

rm will be Sign off the job document

NO

W CLEAR

This Job is now completed

3=
[ ecwe
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G. Add Customer & Worksite

After you click on select EI use the search field to find the customer:

3. Click|ok]

1. Start typing the name of the customer.

2. Ifyou find the right customer select it.

4. If the required customer is not in the list click to create a new one.

Customer

1 Q. Purpl

Purple Submarine Ltd - Andy

@]
39 Green Water Lane, Seaside , VIC

Purple People Eater Ltd - Ken

2°

92 Monster Lane, Hilvale , VIC

CAN 3 oK

4 + ADD

5 Beach Fun Ltd

New Client x

90 Sand Lane

Sunshiny

8012

Lionel

Messi

042309120

Lionel@thebeach.com

QLp -

Create default worksite using these details

G

7 Beach Fun Ltd

8 © SAVE

X CANCEL

Complete the customer details

Create default worksite using these details

will be tick. Untick if not required.
You will then need to manually add a
worksite as per below

The Site Name will be the same as the
company name, change as required.
Complete the remaining details.

CLICK[+SAVE.

9. Select the worksite.

10. Click @ or

12. Complete the details.

13. CLICK [+SAVE|.

11. Click to create a new one.

WORKSITE

Q

o Beach Fun Ltd
9 90 Sand Lane, Sunshiny, QLD

11— 10

OK

New Client Site *

12

Toilet Block

20 Dirty St

Cleanup

SA v

8090

13

© SAVE

X CANCEL

NOTE: Fields with red lines under them are compulsary.

NOTES:

e Job Docs can also be created, filled in and assigned from the web app. These will go straight to the Draft Tab.

e Depending on the form setup Signatures are either active on the Draft or Lock tab.

e |If they are active on the Draft tab then additional signatures cannot be added on the LOCK or SIGN OFF tab.

e Remember to check if a Template Type should be used in a specific register e.g. P&E Inspections as some of the
data may not populate if you create Job Docs/Other.
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Signuture X m
There are two different types of signature boxes as show.

1. Add your signature on screen. 1 -

2. Tick the confirmation box.

3. Click IAYE.

NOTE: This will only become active after 1 & 2 have been O 1]
completed.

(7] | have read and understood the
4. For the next staff member +ADD ITEM . 3 m
JOB ROLE/
EMPLOYEE NAME POSITION SIGNATURE DATE & TIME

Rover Alpine ([ | birector M 21/02/2021 12:00:
+ Add Item 4
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