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[DISCLAIMER]

This presentation document has been prepared by Damstra Technology Limited (“Damstra") and is intended for off line demonstration, presentation and educational

purposes.
The information is not version controlled and as such is subject to change without notice.
Damstra does not accept any responsibility or obligation to inform users of this presentation of such changes.

This includes any copies of this presentation taken and modified outside of the Damstra domain.



Introduction

The Compliance Section of Damstra
Safety provides the ability to identify,
assign and manage the progress of
associated tasks, for example a task
identified during an H&S Meeting or
Toolbox Talk, using Corrective Actions. Assign

|dentify

Best practice is to load Corrective
Actions in order to record what actions
have been taken and / or to assign an
individual to carry out a particular
corrective task.

Manage Progress
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Note that the number of options and
wording maybe different, depending
on system settings.

This guide explains how to add, delete
and edit Corrective Actions using the
Configurable Compliance Modules
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Edit Item
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“ Inspections

First, open the desired Compliance
Module, then locate the Item you wish
to add a Corrective Action to, then edit

the item.
To do this, click Actions then Edit, ik
o e
Click the Event ID to view the record,
then click Edit.
-
LN
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Add Corrective Action

To load a new Corrective Action, click
‘Add Corrective Action'.

Then, complete all the mandatory and
relevant fields as you go.
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Manage CA within Compliance Module
Add Corrective Action cont.
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Select the Worker type that will be
responsible for this Corrective Action.

Type the person’'s name. Smart Search
will make this easier.
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Select the 'Date Assigned', either by
entering the date directly or by
selecting from the calendar.
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Date Assigned

Add Corrective Action

«  February 2019
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Set Current Status

Add Corrective Action
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Set the current Status. This will need to
be updated as the Corrective Action is
undertaken.

Then, state as of what date this status
is valid.
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Email Notification

Add Corrective Action

If an assignment email needs to be
sent to this person, tick the checkbox.

An Email notification will be sent once
this Corrective Action is saved.
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Add a ‘Reference ID' if required.
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Add Reference ID

Add Corrective Action
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Update the ‘Action Required'.

I@ DAMSTRA

Add an Action Required

Add Corrective Action
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Add a Comment

Add Corrective Action

Add a ‘Comment’ on this Corrective sttt :
Action.

Note that Comments are designed to
be populated by the person

completing the Corrective Action.
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Attach any relevant Files or URL links.

Once done, click ‘Save Corrective
Action'.
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Add File or URL

Add Corrective Action
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Notification Email

A ‘notification email’ to the person you
assigned this Corrective Action to is
now shown.

The ‘recipient and ‘subject’ will be
automatically populated, though this
can be manually altered if required,
and additional recipients or CC
recipients can be added.
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Optionally attach any related files.
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Attach File
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Notification Email cont.

Notify - 4028

The email automatically includes
comprehensive details about the
Corrective Action, including the name
of the inspection, the date for
completion and the person
responsible.

Add any additional comments or notes,

which can be added as free text.
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Notification Email cont.

You can also see the details of who
created this Corrective Action.

Click 'Send' to send this email to the
recipient.
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Save Corrective Action

This new Corrective Action will be
saved to the register.
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Multiple Corrective Actions

Multiple Corrective Actions can be
added to a record.

Simply repeat these steps whenever a
new Corrective Action needs to be
loaded.
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If a Corrective Action needs to be
edited or deleted, this can be done via
the ‘Actions’ button.

Note that deleting an item is
permanent and cannot be undone.
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Edit or Delete

Edit Inspections - 11397
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To complete these updates, click
‘Save'.
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Save Record
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