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Learning Calendar is used to manage face-to-face induction training that is a requirement
for mobilisation. An enhancement has been made to the Learning Calendar where you can
now attach documents to the attendance learning calendar which allows worksite users to
add skills and attachments to learning sessions removing the need to manually supply the
attendance register to Damstra. This will make the attendance tracking self-manageable to
the worksite and eliminate unnecessary admin tasks.

This feature allows custom permission and can be configured from the user details page:

1. Login to EPP and click System Settings - User Login Accounts.

2. Click the User Login Details tab of the user you want to grant access to.

User login accounts @

Set who ean log in to your Damstra system and the access they have

Users &  Change history

Users searcn by name Q  Fiterby ol
Showing! - 5056 1o
Flibyrame AL A B C D E F G H J K L M NOGPOGR RS T UV WX VvV 2
- User Email + Worksites user can see +Role + Accountstatus
Demosite A View Level3 © Vald account Details> =
‘ - - 9 stogn s
Demosite A View Level3 © Vald account Details> =
‘ Demosite A View Level 3 g;z:‘::‘:? Details > =
Demosite A View Level3 © Vald account Details> =
Demo Site A View Level 3 © Valid account Details > | -
remm— Demosite A View Level3 © Vald account
DemosSite A View Level 3 g;z:‘::‘:?‘;:::f:l Details > | -
Demosite A View Level 1 © Vvald account Details>

3. Click Permissions & Access Tab then Learning management from the left side menu.

4. Under Learning calendar, tick the Create/edit sessions.

Ja} Se D

Alert & notifications Damstra preferences Change history

® L)

Account. Permissions & access

Permissions & access

5 Role & worksite . .
Learning management permissions

@ Actions
Damstra Learning

2 Workforce manager

& Company manag 3

£2 Learning management

& Work management

This user can
[ Add/edit Damsira L earning users
[0 Schedule lessans and manage automatic scheduling rules

(1) Manage which organisation-wide lessons companies can
schedule to their employees

() Manage which worksite-specific lessons companies can
M Access control schedule to their employees
& Health & safety

Leamning calendar
w Reports

This user can

Create/edit sessions
“This incluck
well as editing session details

[0 Add organisation-wide qualifications (o sessions

D Reschedule attendees
() Reorder booking priority for unconfirmed attendees

() Mark attendance for sessions

e Additional permission to Add organization-wide qualifications to the sessions is

available if required for the user to do so.
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e Worksite contacts/users who have the custom permission will be able to turn
this on for others equal or lower to their level.

Scheduling a session in the Learning Calendar

Schedule session

When creating a new in the learning calendar, worksite users will now have the
option to add a skill to the session so that when employees are marked as attended, the skill
will automatically be added to their profiles.

Learning calendar @

Schedule session
Learning sessions that companies can book empls

Filter by session type

The below skill type will be selectable from the list except if linked to Damstra Learning
lessons, restricted, parent, and payment skills:

» Worksite Skills
» Communications Skills
» Organisation-wide qualifications

Demo Site A Quick search for employee. company of visitor Q

Date. time and location

Sescion date Session fun over Session location
Fri.21 Jun 2024 1 dayss Training Room
ttme — + Add another location
09:00 am ] 10:30 am ]

Worksite's time zone Worksita's time zone

Recurring session?

No

Capacity skills
Max. number of attendees

Skills added to employee's profile after attending (optionad

Select shils

Q search
Availability and booking details

[ After Hours Store Access (DMS39)
Late booking fee will be charged @ Derma Site A Cor

= [0 Assessor (DMs:

Restrict booking access to companies with permission (O Authorisal d Appoint Form (DMS64)
No

[ Authorisation to Famil and Appoint Form Signed by
Attendee (OMS58)
Demo Sita A Communication

Session notes (optional)

To learn more about how to create a new session, please click here.

Editing a session in the Learning Calendar

When editing a session in the learning calendar, worksite users will now have the option to
add skill and attachment to the session so that when employees are marked as attended, the
skill and attachment will automatically be added to their profiles.
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The below skill type will be selectable from the list except if linked to Damstra Learning
lessons, restricted, parent, and payment skills.

» Worksite Skills
» Communication Skills

» Organisation-wide qualifications

Skills and attachments can no longer be edited after an employee is marked as attended for
the session.

To add an attachment/skill to a scheduled session:

1. Go to Learning Management and select Learning Calendar.

Leaming management

Damstra Learning

Launch Damsira Leaming
Damsira Leaming users

Lesson scheduling

Learning sassions

Leaming calendar

Search
Induction & registration search

Online training report

2. Select the session and click the details tab.

Schedule session

Learning calendar @
Lea ksites and 5 Car

=R =] 14 Jun, 2024 > 12 Sep.2024 Export v
,., s avaltto ot foo Ml Scsson il Ml Closetforbooking 8 Past sossion
1 1

O Dpate .ocation me Session Name Confirmed vs. max attendees Unconfirmed attendees

Fri. 14 Jun 2024 Today | Training Room 09:00am - 10:00am Contractor Site Induction 0710 Details >
Training Room 09.00am - 10:00am Permanent Site Induction 0/20 0 Details >

Fri. 21 Jun 2024 Training Room 09:00am - 10:00am Contractor Site Induction 0/10 o Details »

Wed, 26 Jun 2024 Training Room 09.00am - 10:00am Contractor Site Induction 0/10 o Details »

Fri. 28 Jun 2024 Training Room 09:00am - 10:00am Contractor Site Induction 0/10 8] Details >
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3. Scroll down and look for the Skills tab then click the *"*“*" button.

4. Select the skill name from the drop-down list.

Confirmed atterciees @ Unconfirmed attendees @ Skills (o) Sessiondetails  Session history
Skills

The betow skil will be addded profies of all

employees marked as attended for this session

‘Add skil to this session

D Onoe added. this skill can be removed unlil an employee is marked as ‘attended for this session

Q pearch

After Hours Store Access (DMS38)
Demo Site A Commurcation

Assassor (DMS223)
V0 / Anorsaons

amil and Appoint Form (DMS64) Cancel

amiland Appoint Form Signed by

5. Upload the attachment for the selected skill.

6. Click the - button to Add the Skill to the session. Click <™= {0 cancel the
process.

7. You can add more skills by repeating the process.

8. Click the ™ BEM& 1) t+on if mistakenly added the skill.

9. Click the X button if replacing or removing the attached document.

Authorisation to Familiarise Approved and Signed by Site (DMS48 ) W Remove

Upload skill attachments (optional

Drop files here or click to upload

Attachments for this skill

= TEMP DOCUMENT (1) (1) (1).pdf @

10. If multiple documents need to be attached for the skill added, drop the file or click
the upload option.
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Authorisation to Familiarise Approved and Signed by Site (DMS48 ) W Remove

Upload skill attachments loptional)

Drop files here or click to upload

Attachments for this skill

= TEMP DOCUMENT (1) (1) (1.pdf =

Update

11. Click button once completed.

Authorisation to Familiarise Approved and Signed by Site (DMS48 ) W Remove

Upload skill attachments (optional)

Drop files here or click to upload

Attachments for this skill

= TEMP DOCUMENT (1) (1) (1.pdf =
[ TEMP DOCUMENT (1) pdf x

What happens if | mark an employee as attended?

Marking the employee as attended will:

» Activate the employee’s mobilisation if all requirements for this mobilisation have
been completed, this employee will be able to access this worksite.

» Add any skills and attachments attached to the session to the employee’s profile.

» Disabled skill editing — no skills and attachments will be able to be added or removed
from the session.

» Disable session or cancellation — this will prevent accidentally cancelling the session

as employees have already attended.

Attended Employees
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Attended employees will have an active mobilisation and any skills and attachments used for
this session will be added to their profiles. Skill records automatically added to the Learning
Calendar attendance will have an icon as an indicator.

Communications

This record was attained when
this employee attended the
below session:

Showing 1-50f 5
19 Jun 2024 - 9:00am - 10:00am
Demo Site A - Contractor Site

= Name s Code & Worksite Status 2 Level 4 Start date + Expiry date | WMo

Training Room

~ Attendance List DMS168 Demo Site A Valid Competent 19 Jun 2024 n/a &m0 .

w Emergency Response WVETBT-005 Demo Site A Walid Learning Pathway n/a n/a

v Emergency Response Team DMS5233 Demo Site A Valid Competent 7 Nov 2023 n/a &0 L

~ First Aid Attendant DMS235 Demo Site A Valid Competent 7 Nov 2023 n/a & 0 ..

v Testskill 00 Test123 Demo Site A Valid Competent 26 Feb 2024 n/a ()
Worksite skills + Add worksite skill
* nuwe 3

Showing 1-10 of 10 This record was attained when
this employee attended the
below session:

= Name  Code + Worksite Status ¢ Level # Start date & 19 Jun 2024 - 9:00am - 10:00am
Demo Site A - Confractor Site
v Admin DMS245 Demo Site A Valid Competent 50ct 2023 Induction
Training Room
~ Authorisation to Familiarise Approved and Signed by Site DMs48 Demo Site A walid Competent 19 Jun 2024 n/a & (v} -
~ Damstra Forms (Samm) Super User DMS210 Demo Site A Valid Competent 50ct 2023 n/a o .
v Damstra Forms (Samm) Template Manager DMS224 Demo Site A valid Competent 50ct 2023 n/a & 3
~ Dragline Excavators - VoC VOCDE Demo Site A valid Competent 28 Mar 2024 28 Mar 2025 &0 L3
w First Aid Theory FAO232 Dema Site A Walid Competent 15 Dec 2023 15 Dec 2024 & -
v & Hazardous Chemical Officer HCO23 Demo Site A Valid Competent 6 Nov 2023 n/a ..
v Safety Officer n/a Demo Site A walid Leamning Pathway n/a n/a -
~ Stanwell Training n/a Demo Site A Valid Leaming Pathway n/a n/a L3
~ Trainee DMS249 Demo Site A Valid Competent 50ct 2023 n/a -
Ideagen Limited. T:+44 1629 699 100 e: info@ideagen.com w: www.ideagen.com /6

Copyright © Ideagen Limited


mailto:info@ideagen.com
https://www.ideagen.com/

