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• Once the Job Doc is on the Lock tab in the mobile app it will move to the Job Docs/Completed Jobs in the web app.  
Refer to Job Docs on Mobile App - Section C. 

• If the user selects Make Changes from the Lock Tab in the mobile app, then the Job Doc will move back to Create Job 
Doc menu i.e. SWMS will show in Job Docs/Create New SWMS with a status of “Assigned”. 

• A Signed Off date will show once the user has archived the Job Doc on the mobile app – Section F 

• Use the filters and grouping to narrow down the job docs displayed. 
 

 

 
 

A. Icons Explained 
  

1. Multi Sign Off – section B. 
 

2. Reassign – section C.  
 

3. Print – generates a PDF report complete with Headers & Footers. 
 

4. View – shows you the completed job doc in Formsminder. 
 

5. Copy – creates a new Job Doc – section D. 
 

 
 

B. Multi Sign Off 
  

From here you can see who has viewed & 
Signed Off the Job Doc.  
 
You can also add other staff 
1. Select from the dropdown list. 

 

2. Click + . 

 
3. Delete staff that are no longer required 

by click    . 
 

4. Click SAVE. 
 
NOTE: only staff who have NOT signed off 
can be deleted. 

 
 

C. Reassign Job Doc 
   

1. Select from the “Reassign To” list. 
 

2. Click SAVE. 
 

A notification will be sent to this person. 

 
 

  

https://safetyminder.com.au/knowledge-base-2/create-job/
https://safetyminder.com.au/knowledge-base-2/create-job/
https://safetyminder.com.au/knowledge-base-2/filters-and-exporting/
https://safetyminder.com.au/knowledge-base-2/multi-user-sign-off/
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D. Copy Job Doc 

1. From the Completed Jobs screen click . 
2. A message will appear at the bottom of your screen that the operation has been completed successfully. 
3. Depending on the form type a new job doc will be created with all the existing information in it e.g. SWMS. 

The status will be assigned, and all other functions are available to edit, create drafts and complete the job doc. 
 

 

 
 

 

4. In the Job Doc you can edit all the existing fields, add extra data etc as required. 
5. To clear data when copying you need to select “Clear on Copy” for the specific repeater widget e.g. for Signature 

repeaters. This will be in either Administration/Templates/Forms or Administration/Templates/Widgets. 
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