
 Job Docs - Draft Documents  to Customers  
 

Create Draft Job Docs to email customers or generate PDF for internal review.  
 

Follow the steps in Creating Job Docs to step 13. 
Make sure to click YES to “Do you want to fill in the Job Doc in the Web App”  
 
1. Fill in your Job Doc as required and then click Create Draft. 

 

 
 

The following buttons will now be available: 
2. Reassign 
3. Email the Job Doc 
4. Print – this produces a PDF report 
5. Add Steps 
6. Setup/Edit the Form. 
7. Edit details e.g. Customer, Supervisor etc. 
8. Delete. 

 

 

 

9. Select from the Customers email addresses. 
 

10. Click SEND . 
 

11. The status will change to Pending. 
 

 
 

 
 

12. The customer will receive an email with two 
links: 
 
a. Opens the job doc for the user to review 

and either Accept or Reject. 
 

b. Opens a PDF version of the form complete 
with headers and footers 

 
The link will only be active for 24 hours. 
After the user clicks Accept or Reject it will show 
the logon page for Safetyminder. 
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13. When the Customer clicks REJECT: 
 

14. A box pops up for them to type a 
reason for the rejection of the 
document and: 
 

15. Clicks  Send. An email is sent to the 
web user with this information & the 
status changes to Rejected. 
 

16. When the Customer clicks ACCEPT the 
status changes to Draft and an email is 
sent. 

 

 
 

 

 
 

 

The process repeats itself until the customer clicks ACCEPT. See the flowchart below. 
 

Then you click #5   (Setup) from above and click SUBMIT this assigns the job doc to the selected Supervisor and sends 
them a notification.  
 

 
 

The Job Doc is completed and signed off in the mobile app under Job Docs 
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