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 Sub-Contractor Admin User Oct-23 
 

Here you will be able to manage your company documentation and staff for a main contractor.  
Once an admin user has been created by the main company an email with a link and logon details is sent to you.  

Click on the link and enter the “Company ID/Username” and password as provided, then click LOGIN. 

 

 

 
 

A. Company Details 
 

1. When you login your company information page will be displayed with all your address and contact details for you to 
enter and update as required. 

2. Click  to upload a company logo. 
3. To save any changes made click  SAVE. 
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4. The Admin User is your logon, set a new password or change contact details as required. 
 

 
 

 

5. In the Staff section you can add and manage your staff. 

6. Click  to update any details, load licences, certificates etc as required - see section B. 

7. Click REQUEST NEW STAFF to add new staff, an email is sent to the main company to action your request. 
8. New Staff will need to be enabled by the main company. 
 

 
  

7. Request New Staff: 
a. Type in a Username. 
b. Complete First and Last name. 
c. Enter mobile no, email and 

address details. 
d. Select a position and if required 

enter an Employee ID. 

e. Click SAVE. 
 

NOTE: Email and Position are mandatory 
fields and must be completed. 

 
  

9. Clicking on the Company Detail tab will show you sub menus to add the following: 
a. Licences 
b. Insurances 
c. WHS Documents 
d. In each section to upload more files click +ADD FILE. 
e. Or use the upload/download, delete buttons. 
 

 

 
 

https://safetyminder.co/knowledge-base/add-documents/
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10. For assistance click Help or Knowledge Base. 
11. When you’re finished click on your username in the top right and select LOGOUT. 

NOTE: All other menus will be greyed out and not available. 
 

 

 
 

B. Staff Profiles 
  

Personal Details: 
1. Update or change any Personal Details as required. 

2. User Settings won’t usually require any changes.  

3. Update any Address & Communication Settings as required. 

4. When you click SAVE this will return you to the Company Detail page as per above. 

5. Click on PERSONAL DETAILS to see further options. 

Here you will be able to load Inductions, Licences and Training etc. as required. 

 
This link takes you to all the staff profile KB articles: Staff – Safetyminder. 
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