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Confirmed Attendees

The Confirmed Attendees tab will display employees who have been confirmed to attend the
booked session. An employee is confirmed once they have had all their documents verified
and completed all E-Learning if it is part of the mobilisation requirements.

:l Unconfimed atendoes @ | Skils (o) Sesson detals  Session history

Confirmed attendees + Add attendees Export v
Attended
Snowing1-160f 16 1
3 Other sessions
O -+ Attendee + Company + Attended Job titles SemimE el < Previously mobilised ¢ Finger scanrequired  Signature. Attendee’s email
sent confirmed for
o No Labourer 2 14Jun2024 No Yes o
o No Scaffolder Intermediate 14 Jun 2024 No Yes o
o No Cleaner 2 14Jun2024 No Yes o
o No Rail Labourer 2 124n2024 No Yes o
o Communications
No © 130n2024 No Yes o
Technician
o No Scaffolder Advanced) 2 14 Jun 2024 No Yes o

An email is sent to the company that mobilised the employees confirming their spot on the
booked session. You can view this email from the Employee’s profile.

To view the email:
1. Search for the Employee’s profile.

2. Clickthe ™™°™ button, then select Emails about employee.

Stanton, Beth Ann (Beth)
Damstra ID: 618022 e More.

Permanent
© Emails about employee!

Worksite access Job titles Company .
- Employee’s signature
9 terminals at 2 worksites 4jobtitles QA Testing Company
ccony © Current skills overview
& View GR code Date of birth Crews enfeations st
20 Dec 1980 Risk Management Team © When editing this profile, be aware of the below [ Verifications history

company note

CC Only - TWMS Portal Created. & Download log

EID Access cards
O Deleted records

5765730 No cards have been printed
Branches G Refresh worksite access.

Department jerolga

Risk Management coordinator Demo Bt 8 Status/temination history

3. Check the subject of the email to see if this is the correct email confirmation from
the session booked for the employee. This is the same email that was sent to the

company informing them that their employee was confirmed for the booked session.
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Booking made for Stanton, Beth Ann (Beth) at DEMO DMST: Contractor Site Induction

Unknown 10:48am
Booking made for Stanton, Beth Ann (Beth at . Sentio o Andrew Aguine aa: wnology.com o Glenn Masa nologycom © Jeanette Braid jbraidadamstratechnology.com © J.pee D Guzman  deguzman@damstratechnology.com o

This year Dear Glenn Masa

Alerts 15May 2024 Thank you for the Contractor Site Induction booking request and for meeting all of Demeo Site A requirements. The essential documents have been processed and we would like to confirm the booking below

Overstay alert 14 hours - Stanton, Beth Ann (B_
Please ensure this confirmation notice is passed onto Beth Ann (Beth) Stanton before Wednesday, 19 Tune 2024

Booking date [For [Booking type

Wednesday. 19 June 2024 [Beth Ana (Beth) Stanton (618022) of QA Testing Company|Contractor Site Induction

Everyone must sign the attendance sheet and provide their DAMSTRA ID number.

Please also bring along this confirmation email on your induction day.

The induction is conducted face-to-face at the following site address:
Training Room
Important information:

All attend jred to wear full PPE cap , long pant: it pants), long sleeve hi-vis/long sleeve with hi-uis vest over top, hard hat).

Induction start time:

7:308m sharp - please arrive 10 minutes early

Please be advised - ndividuals who arrive Iate will be turned away and an 3lternative booking will need to be arranged
Test Mobilisation Email Confirmation

Thank you

Demo Site A

Once the session is completed, the worksite user has the option to mark the employee as
attended or reschedule if the employee didn’t make it to attend or remove the employee
from the session.

To access this feature, custom access and permission is needed.
To mark as attended:

1. Tick the check box next to the employee’s name then click the Mark as attended

button at the bottom part of the screen.

Confrmecationdoss @ | Unconimedalondees @ | SWis @ | Sessondetals | Sessioniislory

Confirmed attendees + Add altendees  Export v
—

Showing ‘ 1

9 o No First Aid Offices.

Protiniin

son amai no sert No ves o Jpeedeguzman 021

Specter, Corina - p
Specter.C S Mo First Aid Oificer Carfrmation smai not e Mo Yes o cornaspecterddagr
fesd Clarce iy No Fire Safaty Officer Confemstion mainatsert X No Yes [ claricereadidugmal
peesm o Fire Safoty Officor Confimation emalnotsert. X No Yes o PINaoeEoaMplo:

,
now v4 :

et & support 1 setected

© servicondamsiralechnology com

- Contactus

& Reschedule attendees

2. You can Reschedule the employee if was not able to attend the session by clicking

the Reschedule attendees button.
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1 selected x Deselect all

[l Remove attendees B Reschedule attendees v Mark as attended

3. Bulk selection of employees is also possible when marking the employees as

attended, rescheduled, or removed from the session.

3  Skis@  Sessondetals  Session history
Confirmed attendees + Acd attendees | | Export~
Attortort
1
O - Attendee & Company & Attended Job tlles S v nobl ! Attendee's e
o 94 Lesdiog Company Mo First Ald Officer crtrrraon email ot s No Yes o Jpeedeguzman 0210
Damstra ID: 618022 P a1
Damstra Testing
First A Confrmation amall not ser
e ?mm_mﬁm No st A Officer o Mo Yes o Cofinaspoctoriagr
Read, Clarice (Curly) Damstra Technology Confimation amal ¢
et Sep—— Mo Fire Safety Officer Canfermation ormuil ot sert No Yes o claricereadidsgmai
Doe_iohn Hyne Timber
et e T—— No Firo Safely Officor Confrmation emall not ser Ho Yes o ohndosgexampio.
v
1
Holp B suppart
3 selected = Daselectall
2 seniceadamsiratechnology com
o Contactus

@ Remove attendees & Reschedule attendees v Mark as attended

The Action () button will also give you the same option but this time it is for per
employee.

Reschedule attendee
« Mark as attended

 Remove attendee

Note: You must add the attachment before you mark attendance. The reason for this is that
when you mark the employee as attending, this is when the skill gets added to their profile. If
you add the attachments after marking them as attended, the attachments won’t go onto
the employee’s profile.

Under Confirmed attendees, you will also have the option to add more attendees by clicking

the *Addattendees [y tton, Added employees also need to complete all the requirements
based on the job title selected.

To export the selected session:

1. Select ¥P°~ tab.
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2. Selected sessions can be exported via PDF, CSV file, and as a spreadsheet.

B Download as PDF

[ Download as C5V file

@ Download as spreadsheet

3. Selected sessions can also be printed and copied from

& Print table

(1 Copy full table to clipboard

Unconfirmed Attendees

The Unconfirmed Attendees tab will display employees who have been registered for the
session but have either not had all their documents verified or not completed all their E-
Learning if it is part of the requirements, or the session already reached the maximum
attendees and no more spot available for the next employee’s booked on the same session.

The reason why they haven’t been confirmed will be listed.

Unconfirmed attendees

These employees had their mobilisation request processed, but have
not been confirmed to attend

‘Session history

Attondad
Prefened proriy ded
1 citizen, Jonn Damstra Testing Company Numbsr 3 + Missing DMS DMST CoNactor Management Portal

P 1300722601 Trainng No
+ Missing First Ald Theary
. Misss

2 Dos_john Hyne Timber

+ Missing Fee Testing No
+ Missing First At Theary

MS DMST Contractor Management Portal 14 Jun 2024 - 1039 AM

@ Reorder priority

Next confrmation check

14.un 2024 - 723 PM

An email was also sent to the company that mobilised the employees stating the employee
was not confirmed outlining the reason why and that the employee needs to be rescheduled
for the next available session.

Sample email correspondence for incomplete requirements.

|Induction request not yet approved |

Sontto

[/, Waming icon Induction request not yet approved

We cannot vet aporeve the request for M i ) of
to complete the
on 18 June, 2024

Thomas will only be confirmed to attend the above session once this request is
approved

Documentation required

Some essential hasn't yet been y supplied. See which and the
reasons below:

[“Waming  CPB - Safety Essential Training - Working with Live
icon Services
Employee to complete
The employee neads to compiste this online course.
Ifyou reguire help, email service@damstratechnology.com for
assistance.
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Sample email correspondence for a fully booked session.

|Booking NOT made. Room is full, for|

Sent o

At this time we cannot confirm a booking for of . as the is fully booked on Monday, 10 June 2024.

The next available dates for are:

Next three sessions

Spots for a session are limited and only allocated once requests are approved. Those
that have met all worksite requirements and completed the required training will be
allocated spots first.
If vou do not complete the above before the induction cut off date, or the session
becomes full before the above is completed, the next three sessions are:
[&-Tick icon Open Tuesday, 11 June 2024
23 spots left 7:25 AM - 8:30 AM
Location: Confirm with site rep

[FiTick icon Open Wednesday. 12 June 2024
25 spots left 7:25 AM - 8:30 AM
Location: Confirm with site rep

[&2Tick icon Open Thursday, 13 June 2024
23 spots left 7:25 AM - 8:30 AM
Location: Confirm with site rep

To re-schedule Kane's booking, please login to your company portal and complete a re-schedule on this booking.
Thank you
DAMSTRA

Ability to mark unconfirmed attendees

This feature allows level 3 users with appropriate custom permission to "mark as attended"
unconfirmed attendees should they wish to let the workers attend the session without being
confirmed.

To mark unconfirmed attendees:
1. Go to Learning Management - Learning Calendar.

2. Select Petls> to go to session details page.

3. Select the Unconfirmed attendees tab.

Confirmed attendees (s Unconfirmed attendees 2 Skills (2 Session details Session history

4. Click the ™ then select ‘Mark as attended’.

1 Citizon_john Damstra Tosting Company Number | o M

DMS DMST Contractor Maragoment Portas 14 Jur 14.Jun 2024 - 423 PM

£ Reschedule attendee

241039 AM
. ! & Viark 5 stendsd

2 Doe_John ‘Hyne Timber

5. Click ‘Mark as attended’ to continue. Note that this action cannot be undone once

marked as attended.
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Mark as attended x

This will mark John Citizen (Damstra 1D: 352407) as "Attended’ for this
Session

—

L} This can't be undone and will mean:

= [f all other requirements for these mobilisations have been
successfully completed. these employees will be able to
access these worksites

s Any skills for these sessions will be added to these
employee’s profiles

= Note, once an employee is marked as attended, no skills will
be able to be added or removed from these sessions

» Mote, once an employee is marked as attended, this session
will not be able to be cancelled

6. You have just marked an unconfirmed attendee as attended.

Confimed attendees (& Unconfirmed attendees (@ skills 2 sessiondetalls  Session history

Unconfirmed attendees £ Reorder priority

These employees had their mobilisation request processed. but have
ot been confirmed to attond

Atended
Showing 1- 2 of 2 1
O Frefered prictity Attondoo Company Outstanding roquiremonts Attondod  First confirmation check 3 Next confirmation check (3
1 Citizen John  Damstra Testing Company Number 1 + Missing DMS DMST Contractor Management Portal 14 Jun 2024 - 423 PM 14 Jun 2024 - 423 PM
P 13007228011 Training Yes by J-pise De Guzman
- Missing First Aid Theory
02 Doe. John Hyne Timber - Missing DMS DMST Contractor Managemont Portal 14 Jun 2024 - 10:39 AM 14 Jun 2024 - 10:39 AM
Ph 407961373 Training by J-pee De Guzman
+ Missing Fee Testing % No -
- Missing First Aid Theory
+1more

Note: The outstanding requirements still need to be supplied and completed to
activate the mobilisation.

Ability to reorder priority for confirmation

This feature allows level 3 users to rearrange the order of priority for confirmation should the
user wish to approve the employees at the bottom of the list.

To reorder priority:

1. From the Unconfirmed attendees tab, click Reorder priority button.

Confirmed attendees & | Unconfirmed attendees @ | Skitis 2 Session history

Unconfirmed attendees —\

These employees had their mobilsation request processed. but were
ot confirmed to attend before the session closed for booking

2. Dragand move the attendee to the top to rearrange the priority.
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Unconfirmed attendees Cancel _

 Attended

Preforted priority @ Attendee Company Outstanding requirements Atiended  First confimation chock (@ Next confimmation chock @)
1 Doe.Jonn Hyne Timber * Missing DMS DMST Contractor Management Portal Traning 14.un 2024 - 1039 AM 14 Jun 2024 - 1039 AM
i Pre 0407961373 * Missing Fee Testing W by J peo Do Guzman
* Missing First Aid Theory
2imore
W2 Citizen Jorn Damstra Testing Company Number | + Missing DMS DMST Contractor Management Porta Traning 14.un 2024 - 423 PM 14.Jun 2024 - 423PM
P 13007226011 « Missing First Aid Theory i by 1 po0 De Guzrman

3. Click the _ tab when done and you have just re-arrange the priority.
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