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 Training  Oct-23 
 

Clicking on the task from your home page will open it directly. 
Or from the main menu select Profile > Training. 
Type in the search bar to help you find specific records. 
 

 

 
 

A. Loading new certificates or documents. 
1. Open the task and select  View Details, check the dates and details are correct, amend refresher date as required. 
2. Click +ADD FILE…. 
3. Tap on the box to upload a file. 
4. Choose where to upload the file from and select your document. 
5. Click ✓ OKAY. 
 
NOTE: this can also be done by your administrator in the web app. 
 

 

 
 

B. Email a file 
 

 
 

1. Click on the item to be sent & select  
 Email the Certificate. 
 

2. As required select from the Staff contacts or: 
 

3. Select a Customer & Contact. 
 

4. Click  Send and Close. 

 

   

https://safetyminder.co/knowledge-base/adding-files-in-the-mobile-app/
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C. Updating existing or expired records. 
 

1. Select the date of the new 
certificate. 
 

2. Change or remove the instructor. 
 

3. Change the Refresher Due Date. 
 

4. Click VIEW FILE. 
 

5. Tap on the file to be replaced and 
click + Upload new version. 
 

6. Tap on the image. 
 

7. Choose an action to find or take a 
picture of the new certificate. 
 

8. When you have selected a new file 
a warning shows that you are 
replacing the current file. 
 

9. Click ✓ OKAY to save the new file. 
 
NOTE: Old versions of your certificates 
are saved in the web app. 
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