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Document Control & Review 

in Safefood 360



Session Overview

Purpose: 

• To learn about how to effectively control documents in Safefood 360

• To understand the difference between periodic reviews and a document review for approval

• To cover some useful tips about the Documents module in Safefood 360

Session Leader:

• Braden Snapp, Customer/Technical Support Manager, Safefood 360

Timing:   

• 45 Minutes

Agenda:   

• Doc Control in Safefood 360 Advantages (2 minutes)

• An Overview of the Documents module (10 minutes)

• Documents Module

• Review Record vs. Review for Approval

• Document Review

• Versions

• Reporting

• Practical Exercises (25 minutes)

• Tips and Tricks (5 minutes)

• Questions

Document Control and Review with Safefood 360°



Requirement Safefood 360 Solution

Version Control

Approval Process

Recurring Reviews

• Most recently approved version is the only available to those without 

Edit rights to the Document module

• All links from programs to documents are automatically updated to 

the most recent approved.

• Streamlining and automating the need to create a review and 

approval process

• Complete audit log of all approvals and reviews

• Ability to set up a schedule for each document to be reviewed

• Can create alerts and reminders for many or a single user

• Can upload a new version directly to the document from the 

review record

What does Doc Control look like in Safefood 360
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Documents Module: Where to access the Reviews and Documents

Management Module
Document Review records can be accessed here.

Documents Module
Documents, Document Review and Document Approval 
Process actions can be accessed here

Add Document
Add a new document

Information about the Document
Download, preview, and basic information about the 
document.

Search Documents
Note use of wildcard.

View Archived records 
by clicking this and 
toggling between OFF 
and ON
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A Review Record is not a Document

Review Records are created when a document is put on a schedule. A 
separate record is created from the document to check “Is the 
document still ok?”

“Awaiting Document Review”

Awaiting Review IS for a Document

If an action says it is “Awaiting Review” it is part of the Approval 
process. The document is waiting for someone to accept the new 
updates to the document

“Awaiting Review (Jane Doe)”
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A Document Review Record Is a type of Management Review Record

A Management Review record is 
a scheduled record that is linked 
to the document. It lets you look 
up that document to see if it is 
still valid. If not, the document 
can be replaced. If it is still valid, 
after completion there is a record 
certifying that the document is 
acceptable as is.

Document Review record is also 
used in the Supplier Portal to 
obtain updated Documents from 
Suppliers.

Management Review

(But can also be viewed through 
Master Data)

Next Review for this 
document

A checklist of requirements 
that your company would like 
to check during the scheduled 
review
Note that this can be 
changed.

Document to be reviewed can be 
clicked here

If the document is not valid after review, it 
can be replaced here
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Document Approval Process - Can include Reviewer, Approver, or 
None

Download the 
document here to view 
changes

Reject the changes 
after reviewing the 
document

Status of the approval 
process with person(s) 
awaiting action.

Accept the changes after reviewing 
the document

Preview the Document 
here (in the 
application) to view 
changes

View the associated Document 
Review records for this document.

View all the programs where the 
document are being used.
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Versions: Complete audit trail of all document versions

Version changes ONLY when new 
document is approved

List of all previous versions and 
document file names.

Status of each previous 
version

Audit log of each previous 
version, with a list of 
approvers and reviewers.
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Useful Actions for the Document without Editing properties

Preview the document

Download the document to your 
computer.

Delete or Archive the document

Email without setting up an Alert or 
Scheduler if it is not needed. Links or 
the original document can be sent

Link related documents together here, 
or link them to programs where the doc 
should always be available.

See a complete history of all changes 
made to the document here.
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Options when Emailing a Document
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Include yourself 
as a CC

Include a link to the 
document, an 
attachment, or both

Add emails with comma separator Actions > Email



Document Reporting

Click on the Reports tab in Document 
to access the Report Registers
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Reporting: Documents by Approval Status

Change the drop down to view 
documents in different statuses

Can export registers / reports to 
Excel.
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Reporting: Documents by Approvers

Change the drop down to select 
different approvers and see the status

Also, it is possible to limit the Status 
to only a certain action
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Reporting: Documents by Master Folder

Look up documents by their folder location.
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Using Report Program for Doc 
Approvals

Document Control and Review with Safefood 360°

Click on Utilities > Reports and click on Add 
Program

Select the Documents module, Report 
Registers, and the By Approver report to 
send on a schedule to the approver

Then, name the report after the approver 
and send it to that person in Excel format. 
The Approver can use the report as a 
reminder of open documents that need their 
approval.



Documents Linked to 
Programs
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click

A Document linked to a program or test will 
always show the most recent approved 
document

But a completed record will retain the 
version from when the record was done.

The Preview function allows users without 
Word to view documents directly in 
Safefood 360.

And the document can still 
be downloaded after 
previewing if desired.



Difference between Documents and Attachments
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This is not the same as adding a document to a program or record through a link or 
selecting it as a procedure. In this case, it will be the controlled version.

Adding a document as an attachment to a record or program does NOT link it to a 
controlled version in Safefood 360. This is best used for external guidelines or 
picture examples



Do or Do Not. There is no try. - Yoda
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Download and Add a New Document
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We will pretend this is 2018

Activity Continued – Approvals and Scheduler



Reviewing and Approving the Document
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Reviewing and Approving the Document
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One Year Later…
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Completing the Document Review Record
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Completing the Review Record, Continued



Tips & Tricks
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