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 Shared Plant & Equipment – Booking, Collecting & Returning May-23 
From the Main Menu select Registers and scroll down to Shared Plant & Equipment. 
1. Type in the search Box to narrow down the list. Click the x to clear. 
2. Click on the scan icon to find an asset using either a QR or Bar code. 
3. Tick the box to Show Images. 
4. When you click on an item these actions will be displayed. 
 

 

 
 

A. QR or Barcodes 
 

When your company is using code scanning in Safetyminder there will be an icon on the home page:  
1. Click on the icon from the home page or in the P&E Share menu. This will open your camera. 
2. Line up the code, it will beep and show green squares when it has aquired the code. 
3. The asset will then automaically open on the summary page. Click on the details and; 
4. The action menu will open from here you can book or collect an item. 
 

 

 
 

B. Booking Asset 
 

Click on the asset you wish to book. 
 
Select Booking Shared Plant or Equipment: 
 
1. The Staff field will autopoulate with your name. 

2. Select the Start Date. 

3. Select the End dates. 

4. If required type in booking notes 

5. Select Customer, Worksite, Job No.  
All these fields are optional. 

 

6. Click  to save and exit 
 

When time comes to collect the item, scan it or click on it from 
the list and select Collecting Shared Plant or Equipment. 
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C. Collecting Asset 
  

 

When an asset is Available you can select Collecting Shared Plant 
or Equipment: 
 
1. Select the Start Date. 
2. Select the End Date. 
3. Type in Booking Notes if required. 
4. If necessary select Customer, Worksite & Job No – fields are 

optional. 
5. When COMPLETE PRE-USE CHECKLIST is greyed out then 

move to step 6. See Notes if a checklist is required. 
6. Tick the box “Item Fit For Purpose”. A signature screen will 

pop up. 
a. Sign the box. 
b. Click ✓COMPLETE. 

7. Click COLLECT. 
8. If the item is NOT fit for purpose then click REPAIR 

REQUIRED. 
See Notes below. 

 

 
 

D. Returning Items 
 

1. Click on the item being retured and select “Returning Shared Plant or Equipment. 
2. Click on COMPLETE POST-USE CHECKLIST.  

Where there is no Checklist to complete the box will be greyed, go to step #5 
3. Fill in the form & sign as required. 
4. Click COMPLETE. 
5. Tick the box “Item Fit for Purpose”. 
6. Click RETURN. 
7. If the item is NOT fit for purpose then click REPAIR REQUIRED. See Notes below. 
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E. Delete Bookings 
  

1. Click on the booking you wish to Delete. 
 

2. Select Delete from the action menu. 
 

3. A confirmation will show at the bottom of the screen. 

 
 

 

NOTES:  
  

 
 

Where there is a Pre-Use OR Post-Use 
Checklist loaded you will need to complete 
the form before being able to collect or 
return the asset. 
1. When collecting an item click on: 

COMPLETE THE PRE-USE CHECKLIST. 
 
When returning an item click on: 
COMPLETE THE POST-USE CHECKLIST. 
 

2. Fill in the checklist and sign as required. 
 

3. Then click COMPLETE. 

  

When Collecting or Returning an item if it is broken click REPAIR REQUIRED. 
This will open a repair task, complete and save. 
 
The item show as “Out of Order” until the repair is completed. 
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