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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.



Damstra Safety provides the ability for
anyone within your Organisation to
submit observations of safe or unsafe
practices, which can then be recorded in
the Compliance section for review.

A safe observation is where something of
a positive or proactive nature has been
observed that promotes or displays
health and safety best practice.

An unsafe observation is when something
has been observed that did not result in
injury, illness or damage, but had the
potential to do so.

I@ DAMSTRA

Introduction




Entering Observations

There are two ways to add an
Observation:

Via a Web Portal,
Or via the Notify app

In this Video, we'll be focusing on how to
view submitted Observations in the
Compliance Section of Vault
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Observations Register
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To view saved Observations, first click on o
the Compliance section, then
Observations. s
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Observations Register cont.
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By default, all Observations with
Corrective Actions that have either not
yet been started, or are underway, will be
shown, as well as key summary
information.
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Manage Observations
Filtering Observations
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Observations

You can change the filter to include all
types of Observations by filtering on the
Corrective Action Status.

You can also filter results by Department,
Classification, Category, and also by date.
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There are three actions you can perform
on an Observation: view, edit or delete.

To perform one of these actions, first
locate the Observation you wish to take
action against, then click ‘Actions’.
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Manage Observations
Performing Actions
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Manage Observations
View an Observation
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To View the observation, click ‘View'. ;

All information about the Observation is . ez
then listed, as well as information about | -

any Corrective Actions raised within the Cl
Observation. o
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To view more details about the
Corrective Action, click on the ‘ID’ field.
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View Corrective Action
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To edit the observation, either click
‘Actions’, then ‘Edit’,

Or first view the Observation, then click
‘Edit'.
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Manage Observations
Edit Observation
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All information fields can now be edited if
required.

If a Corrective Action is required as a
result of this Observation, click ‘Add
Action'.

I@ DAMSTRA

AMSTRA

Time(if applicable)

Subject

Edit observation - 102

nnnnn

Add Corrective Action

0 %a




Manage Observations
Add Corrective Action cont.
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Add Corrective Action
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Populate the mandatory fields.

Select the Person Type from the
‘Responsible By’ field.

Then, type the name of the Person
responsible for this Corrective Action into
the ‘Responsible’ field.
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Manage Observations
Add Corrective Action cont.
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Add the date that this Corrective Action
was assigned by typing it directly into the
‘Date Assigned' field, or by selecting from
the Calendar.

Repeat this for the ‘Date for Completion’
field.

Camments
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Files
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Manage Observations
Add Corrective Action cont.
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Set the ‘Current Status' of this Corrective
Action. This will need to be updated as
the Corrective Action is undertaken.

Then, state as of what date this status et 4. 8
was valid, in the same fashion as the date = I -
assigned. o8
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If an assignment email heeds to be sent
to this person, tick the ‘Notify Responsible
Person' checkbox.

An Email notification will be sent once
this Corrective Action is saved.

Next, add a ‘Reference ID' if required.
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Add Corrective Action cont.
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Add Corrective Action cont.
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Update the ‘Action Required' with a
description of this Corrective Action. .

Add a comment to this Corrective Action. a

Note that comments are designed to be
populated by the person completing the
Corrective Action.
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Add Corrective Action cont.
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Lastly, attach any relevant files or URL
links by clicking ‘Add File', or ‘Add URL'".

Once done, click ‘Save Corrective Action'. e
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Notification Email
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A notification email to the person you
assigned to this Corrective Action is now
shown.

The recipient and subject will be
automatically populated, though this can S
be manually altered if required, and 7 [RIEE] i) (8 (s () (Pl e
additional recipients or CC recipients can
be added.
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Attach Related Files
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Optionally, attach any related files'.
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Notification Email Details
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Notify - 4042
The email automatically includes
comprehensive details about the
Corrective Action.
Any additional comments or notes can _—
be added as free text. oRnEs A EEs momEs R
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Notification Email CA Details

Attach File

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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This new Corrective Action is now saved

to the register.
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Manage Observations
Delete an Observation

To Delete an Observation, click ‘Actions’,
then ‘Delete’.

Note that if a Corrective Action is
attached to this Observation it will also be
deleted, even if the responsible person
has already been notified.

Click 'Yes' to confirm the deletion.
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Delete an Observation cont.

You will be advised that this Observation
has been deleted by the confirmation

window appearing in the top right-hand ——
corner. o
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