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 Form Statuses & Locking   Sep-23 
 

This process is used to lock forms and keep track of versions. 
 

1. To view superseded forms tick the box as shown – this relates to former versions of a form. 

2. Type in the search box to narrow down the forms displayed. 

3. There are four template statuses: 

a. Creating – in this state you can edit and refine your template They can be tested end to end in: 
Job Docs/Template Testing. 

b. Locked – these forms can be used in the relevant Job Docs menu or other registers e.g. P&E Inspection. 

c. Superseded – once you have created and locked a new version of a form then the previous one will be marked as 
superseded. As a default these will not show in the grid. 

d. For archived forms – see section B. 
 

 
 

  

4. The Editing User is the person currently working on the form; this temporarily 
protects the form so another user cannot inadvertently open it. 
 
If you logout with clicking back then that form will not be available to other users.  
 

If asked, open the form and click BACK  to return the form to Edit Mode 
 

 

  

5. Before forms can be locked you need to add the appropriate 
staff to Key Roles & Responsibilities under Authorised 
Document Controller 
 
The Administrator user will automatically be added to the role 
when your database is created. 
 
Other users can be added as required. 
  

 

  

6. Locking a Template: 
a. The LOCK button will be greyed while the form data is loaded. 
b. Once it has gone blue, click  LOCK on the template info page.  
c. Click YES to the confirmation question. 

This may take a while, it is important to wait for the grid to come up. 
d. The Form is now available to use in Create Job Docs and registers.  

See NOTES below regarding Documentation. 
 

 

 

 
 

https://safetyminder.co/knowledge-base/template-testing/
https://safetyminder.com.au/knowledge-base-2/key-roles-responsibilities/
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7. To create a new version open the form - double click or select edit to 
open it. Click CREATE NEW VERSION 
 

8. This will open a new form and update to the next version number 
and make the status “Creating”. 
a. The locked form can still be used in Job Docs. 
b. Forms in creating status can be tested in Create Job 

Docs/Template Testing 
 
When the form has been tested properly you can lock as per #6. 
 

 

 
 

 
 

  

9. When you ✓LOCK the new 
version, as per step #6a, the 
previous version will now show 
as Superseded and as per #1c 
and can only be viewed by 
ticking the box. 

 
 

 

10. If you are creating similar forms you can use the  Copy  function to generate a new form. Copies can be created 

from forms with template status Locked or Creating. 
The new form will default to Version 1 and not be linked to the original for Documentation purposes. 

 

 
 

 

11. It is important to type in a new Code (Document ID) & Title, to 
avoid confusion with the original form. 
 

12. Click SAVE. 

 
 

 
 

A. Update Formsminder Version:  
 

1. Hold down CTRL+F5 on your keyboard. 

2. In the message box click CONFIRM. 

3. Check version number. 
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B. Archive Forms:  
 

When a locked form is no longer required i.e. you are do not use this form anymore and a new version is not required. 
Open the form you need to archive: 

4. Tick  “Archive Template”. 
5. Click  SAVE. 

6. Click  Back. 

 
 

7. In the grid you can now tick the Archived box and see them. 
 

 

 
 

8. In Create Job Docs or registers the form 
will no longer appear in the selection list. 

 
 

 

NOTES:  
 

IMPORTANT: Contact us at support@safetyminder.co if you need any help. 
 

When certain forms are locked they will also push into the appropriate folder in Documentation: 

• Other which includes Checklists, Forms, Plans & Permits. 

• Safe Work Method Statements 

• Work Instructions-Policies-Procedures  
 

When new versions are pushed this will also push through to the appropriate Document Distribution menu. 
 
 

Work Instructions-Policies-Procedures require a specific workflow see Forms used for Documentation Only. 
 

 

Click the links below to see what specific template types are used for: 

• Audit Report Internal 

• Drug & Alcohol Screening 

• Fitness & Welfare Checks 

• Plant Inspection 

• Post & Post Use Check List in Shared Plant & Equipment 

• Warehouse/Office Inspection 
There are specific fields that are used in some of the above Forms that may not populate when using Template Testing. 
 
 

• When a locked form needs to be updated or changed use Create New Version. 

• To create a different form with similar information or fields use the  Copy  button. 

Remember to give it a unique Document ID & Title. 
 

 

 

Locked Forms are available in the mobile app to Create Job Docs. 
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