
Page 1 of 3 
 

 Project Management Apr-22 
 

This is where documents and other register entries are collated for a specific job no (see below), they include: 

• All Job Docs – including those in draft mode. 

• Hazardous Substances Stored 

• Plant Inspections 

• Fitness & Welfare Checks 

• P&E Assigned 

• Other Documents – these are added in Documentation/Customer Document 
 
From here you can email documents and create new job numbers, click +ADD NEW. 
 
Use the filters and search box to narrow down the selection and help you find a particular job, double click to see what is 
loaded against this project. 
 

 

 
 

A. Create New Job No 
1. Select the Customer. 
2. Select the Work Site. 
3. Type in a Job No. 
4. Type in a Job Name. 
5. Select a manager – multiples can be selected. 
6. Select a supervisor – multiples can be selected. 
7. Select any sub-contractors who might be working on the project. 
8. Click +ADD FILE to add any documents required. 
9. Click  SAVE. 
 

 
 

  

https://safetyminder.com.au/knowledge-base-2/customer-documents/
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B. Email Documents 
 

In each of the sections you can email completed documents to customer contacts or internally to staff: 

1. Click either SELECT ALL or tick the box for each item required. 

2. Click EMAIL. 

 

 
 

  

 

3. Select any required customer contacts. 

4. Select staff contacts as required. 

5. Change the subject if required. 

6. Click SEND. 

NOTE: Both customer and staff contacts can have multiples 
selected. You can also select to only email the customer or 
a staff member. 

 

NOTES:  
 

• This is only available for Safetyminder Plus customers. 

• See below for the full Project Management screen. 
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