
 Compliments & Feedback 
 

Here you can record all external compliments, feedback and complaints received, along with any actions that are taken 
and raise any corrective actions that may be required. 
  

1. The “No” will auto populate. 
2. Select the Date Received – change from current date 

as required. 
3. Select who is was Received By. 
4. Select the Type. 
5. Select how it was made. 
6. Type in the Subject it relates to. 
7. Type in the name of the person providing the 

information. 

8. Type in an address – optional. 
9. Record Phone No and or Email. 

NOTE: at least one must be completed. 
10. Complete the description. 
11. Type in any actions that need to be taken – optional. 
12. Assign the task. 
13. Click  SAVE. 
A task will be sent to the assigned staff member for 
completion. 
 

 
 

 

14. Completed Date will populate when the task is signed off in the mobile app. 
15. Signed Off will be ticked when completed on mobile app. 
16. Comments/Close Out is completed in the mobile app. 
17. Documents can be added at any stage both in the web and mobile app. 
 
See next page for adding Corrective Actions. 
 

 
 

Task  will need to be signed off in the Mobile App in Registers/Compliments & Feedback 
 

 

 

  

https://safetyminder.co/knowledge-base/compliments-feedback-mobile/


Add Corrective Action:  
  

When you tick for corrective actions this will open the box 
show to add an item to the Corrective Actions register. 
 

Complete the fields and click SAVE 
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