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A ‘Pending Event’ is any event type that 
has been loaded via the Web portal or 
the Notify app but has yet to be 
managed through to Active events. 

Events loaded directly into Damstra
Safety can also be left as Pending if not 
fully managed at the time of entry.

Pending Events
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All Pending Events are held in either the 
events or non-work-related events 
registers, which are located in the menu 
under Risk. 

Events Register

'Events Register'
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Locating Pending Events can be done in 
several ways. 

The best way is using a custom filter by 
changing the filter parameters to show 
only ‘Pending’ events with required 
Statuses and Types.

Locate Event via My Filter
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Any custom filter options can be easily 
named and saved to ‘My Filters’ for 
future use.

Locate Event via My Filter cont.
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You can also search directly for the 
event ID number if you have it.

Locate via Event ID Search
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Once the required event has been 
identified, simply access the edit mode 
to manage.

Either select ‘Edit’ from the actions
dropdown

OR

Select the ‘ID number’ 

Note: If you select the ‘ID number’ you 
will need choose edit from the actions
dropdown within the event itself before 
you can proceed.

Edit
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Once in edit mode work your way 
through the mandatory information in the 
‘Event Tabs’.

Note: If you the event has been loaded 
into the incorrect register, it can easily be 
converted to a non-work-related event 
by clicking “Convert to” and selecting the 
appropriate option.

Check/Update/Add
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Ensure that the information provided is 
correct and update if required.

Also add any additional information that 
may have been left out.

Check/Update/Add cont.
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Once the event has had all the required 
information checked, updated or added. 

To take it from ‘Pending’ to ‘Active’:

Ensure that its status, in the ‘Event 
Details’ tab, is correct according to your 
company procedures.

Then click ‘Save to Events’.

Save to Active
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The event has now been moved to the 
‘Active Events’ within the register ready 
for further management action or 
reporting functionality.

Active Event




