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Bring your Free Seats into 
SafetyCulture (iAuditor)

So you’re looking to add Free 
Seats to your account? 

Here are a few tips and tricks 
that should make this process 
super easy and ensure your 
team members are set up for 
success from day one. 

Quickstart Guide

Make a plan

Pick a date

Let them know

Personally welcome them
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Make a plan for your teams 
to use their Free Seats

Step 1:

Here are a few common ways other teams 
use their Free Seats. 

● Contractors and casual staff
Communication surrounding key events 
onsite or regulation changes via Heads 
Up; hazard, near miss, and observation 
reporting directly to the contract owner 
using Issues. 

● Suppliers
Send Actions to suppliers you work 
closely with so that you can maintain a 
constant conversation until the 
non-conformance or task is resolved.

● Seasonal staff
Visual merchandising setup 
explanations or updates on weekly 
sales via Heads Up video 
communication. 

The draw of a free seat is that it’s, well, free! Yet it’s always important 
to know how you want your teams to use their seat. By drafting and 
documenting a clear purpose for how they should plan to use the tool, 
you’ll get the best possible results.

Once you have a clear use case identified, 
we recommend you think through the 
following questions to help you start to set 
up your plan: 

● Who needs to be invited as a free seat? 

● Are they all familiar with how 
SafetyCulture is used? If not, schedule a 
quick call. 

● Do they know how to download the 
app?

● Do they all have email addresses?

● Are they expecting the invite? If not, 
send them a quick email or text. 

● Will the invites be sent during a time 
when they’ll be able to accept them? 

Remember, once you’ve invited your staff, they’ll need to download 
the SafetyCulture (formerly iAuditor) app to complete the signup 
process. You can print the poster we’ve included on page 7 to 
ensure everyone knows where to go or even circulate it around 
digitally. 

Unsure of where to start?
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Pick a date!
Step 2:

It may sound like we’re making this into a big event, but it’s important to 
select a roll-out date for your teams. By selecting a date, you’re choosing a 
time and place that will ensure they are prepared and readily set up to join 
your SafetyCulture team! Remember, if they’re not expecting an invite, or 
aren’t sure who “SafetyCulture  by SafetyCulture” is, they may not finish 
their setup.

Here’s a simple email template, 
which you might find helpful in 
getting your team set up and 
started.

Subject: Upcoming invite to join our team on SafetyCulture 
!
 
Hi team,

On [date] around [time] you’ll be receiving an invite from 
me to join our SafetyCulture account. We use 
SafetyCulture at [your company] to [your use case]. 

Your invite will come in the form of an email with the 
subject line “Activate your SafetyCulture account.” It will 
also include instructions on how to access your account. 
Please use the email included in the invite to open and log 
into your account. [Include additional instructions with 
account details if needed].

In order to use iAuditor, you’ll need to download the app. 
Luckily, it’s pretty simple, use the QR code below to open 
the app on your app store and download it. 

Please feel free to reach out to me directly if you have any 
questions. [If training sessions available, list here]. We 
would like to have everyone signed up and ready to use 
the platform by [due date]. 

Regards,

[Sign-off details]

Once you’re ready to go, it’s time to send off 
the invites. From the User’s menu, you can 
select to either add Free Seats in bulk via a 
CSV upload or add them individually into 
the table. See details here. 

Make your administration of those free 
seats easy and simple by moving them into 
groups once you’ve added them. 

Groups will help you organize and track 
your free seats in the relevant teams they 
belong to. Plus you can create permissions 
and access levels using those groups to 
simplify administration. 

https://help.safetyculture.com/en_us/1064076604-rJfze_FVD
https://help.safetyculture.com/en_us/1064273113-Hyv7g_tVv
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Let them know
Step 3:

Invited your team? The next step is getting them on board! 

Luckily, it’s pretty simple, but every once in a while, people need a little 
nudge. You can confirm who has accepted their invite on the User's menu 
(shown below). 

 

If there are a few lagging behind, we recommend you send weekly reminder emails or give 
them a call just to check in on how they’re going through the process. Don’t hesitate to share 
a support article to help them accept the invite in their own time. 

Your newly added team member can expect to get an email that looks something like this, 
with the subject line, “Activate your SafetyCulture account” - 

*Note: if they can’t find 
the invite, remind them to 
double-check their spam.

https://help.safetyculture.com/en_us/1372423282-S176GNYVD
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From here, you can assist them by completing the invite flow. 

1. First, ensure you always have access to the base generic email account 
(e.g., contractor@gmail.com, supplier@outlook.com).  

2. Second, make sure you set their password for them so that their first login is simple. 

3. Finally, send them a direct email with their details.

Do you have staff without company email addresses? 

In situations such as this, we recommend you use generic email aliases 
(Gmail, Outlook) and make sure you set that person’s password. Alias 
formulas typically follow the same pattern.

Base email + alias (number, name, or identifier) @emailprovider.com

contractor@gmail.com

● contractor+1@gmail.com
● contractor+2@gmail.com
● contractor+3@gmail.com 

supplier@outlook.com

● supplier+A@outlook.com
● supplier+B@outlook.com
● supplier+C@outlook.com

servicer@gmail.com

● servicer+tim@gmail.com
● servicer+jenny@gmail.com
● servicer+aquith@gmail.com 

company@outlook.com

● company+cleaner@outlook.com
● company+logistics@outlook.com
● company+project@outlook.com

Your email alias may look something like this:

Still no luck? 

Reach out on chat, phone, or via email to our Support Team. 
They’ll know what to do!

https://help.safetyculture.com/en_us/1064338956-rk7_1_FNv
https://support.google.com/a/users/answer/9308648?hl=en
https://support.microsoft.com/en-us/office/add-or-remove-an-email-alias-in-outlook-com-459b1989-356d-40fa-a689-8f285b13f1f2
https://help.safetyculture.com/en_us/1064338956-rk7_1_FNv
mailto:contractor+1@gmail.com
mailto:contractor+2@gmail.com
mailto:contractor+3@gmail.com
mailto:supplier+1@outlook.com
mailto:supplier+2@outlook.com
mailto:supplier+3@outlook.com
mailto:servicer+tim@yahoo.com
mailto:servicer+jenny@yahoo.com
mailto:servicer+aquith@yahoo.com
mailto:company+cleaner@outlook.com
mailto:company+logistics@outlook.com
mailto:company+project@outlook.com
https://safetyculture.com/contact-us/
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Whatever your best mode of communication, use a few minutes to cover 
the ins and outs of how your team uses SafetyCulture daily. 

Customers often choose to send a video message with Heads Up, an email, or set up 
classes or webinars. Some even use their toolbox talks or daily shift handover meetings. 

To cover how your team uses iAuditor. Encourage people to:

● Ask questions and share “how to’s” 

● Try out logging an Issue, viewing a Heads Up, or adding an update to an Action. 

Most of all, enjoy the connection across your team. 

Feel proud that you’re now starting your journey of continuous operational excellence. 

Once your team member accepts their invitation to join, they’ll be greeted 
with a few messages to show them the ropes of SafetyCulture. Of course, 
our most successful teams couple that simple invite flow with a more 
personal welcome. 

Personally welcome your team
Step 4:

Need further assistance?
We’re always here to help
Contact our support team for free 24x5 support 
for general queries, requests & technical issues.

https://safetyculture.com/contact-us/
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Scan the QR code to join 
your team on SafetyCulture!

SafetyCulture is the app that your team currently uses to do things 
like:

Log on-site observations 
and near misses

Update progress against 
non-conformance

Review updates 
to processes and 
requirements


