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Dashboard

Access all modules assigned to your organisation.
Step 1

Step 2
See all tasks and actions assigned to you at a glance.
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How to set up your organisation structure and add members

Log in to Safety Manager
Step 1

Step 2
Select “organisation” from the menu on the left

Step 3

Step 4

Create departments by selecting this option on the dropdown menu - then click                            

On the right hand side of the screen there is an Action List. Here you can manage departments by creating 
sub departments. There is also a Help section here with useful tips.
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How to set up your organisation structure and add members

You can add members by selecting this option from the dropdown menu, then click 
Step 5
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Access the Risk Assessment module from the dropdown menu on the left of 
your dashboard.

Step 1

Step 2

Step 3

Step 4

Step 5

OR

Enter your title, selet the template that you wish to use and click create. Fill in the required fields

You can save the Risk Assessment as a draft, which will allow you to go back and edit. The status will appear 
as              . Click view and the select 

Once complete you can view the Risk Assessment in PDF format.

You can select save and publish which will complete the Risk Assessment. The status will then appear 
as                   . The only option to make changes once published, is to create a new revision of the Risk 
Assessment by clicking                          .  

To start a new Risk Assessment click the                      button
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Audits

Access the Audit module from the dropdown menu on the left of your dashboard.
Step 1

Step 2
To record a new Audit click                      button.

Step 3
Enter your title, selet the template that you wish to use and click create. 

Step 4
Once complete you can view the Audit in PDF format.
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Audits

Active Audits lists all ongoing Audits with the next review date.
Step 5

Step 6
Completed Audits lists all closed Audits
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Incidents

Access the Incident module from the dropdown menu on the left of your 
dashboard.

Step 1

Step 2
To start a new Incident report click the                       button

Step 3
Enter your title, selet the template that you wish to use and click create. 

Step 4
Once complete you can view the Incident in PDF format.
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Incidents

All Incidents: view a full listing of recorded incidents. This lists reporter, assignee and co-ordinator 
of the accident report, along with the current status i.e: shows investigation “in progress” or if the 
investigation is “complete”.

My Investigations: this shows all Incidents currently assigned to you to investigate.

Coordinating: shows all Incidents which you are assigned as coordinator.

Step 5

Step 6

Step 7
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Accidents

Access the Accident module from the dropdown menu on the left of your 
dashboard.

Step 1

Step 2
To start a new Accident report click the                       button

Step 3
Enter your title, selet the template that you wish to use and click create. 

Step 4
Once complete you can view the Accident report in PDF format.
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Accidents

All Accidents: view a full listing of recorded incidents. This lists reporter, assignee and co-ordinator 
of the accident report, along with the current status i.e: shows investigation “in progress” or if the 
investigation is “complete”.

My Investigations: this shows all Accidents currently assigned to you to investigate.

Coordinating: shows all Accidents which you are assigned as coordinator.

Step 5

Step 6

Step 7
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Smartforms

Access the Smartforms module from the dropdown menu on the left of your 
dashboard.

Step 1

Step 2
To start a new template click the                       button

Step 3

Step 4

Enter your title, select the template that you wish to use and click create. 

Follow the three steps as outlined below:
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Smartforms

Drag options from the left hand side menu over to the right in order to add to your form, 
in the picture example here we’ve added Radio Buttons (Horizontal).

Then adjust your template settings in order to show/hide fields if desired.

Publish

Step 5

Step 6

Step 7
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