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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.



In Damstra Safety, topics such as
Meetings and Toolbox talks can be
recorded in up to Seven configurable
Compliance Modules, depending on
the needs of your organisation.

These Configurable Modules can be
found above the H&S groups Module
within the Compliance section menu .

Your organisation may show less than
seven of these modules in your
system, and these modules may be
named differently.
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Introduction cont.

This guide explains how to add, delete
and edit records in the Configurable
Compliance Modules.

For this guide, we'll use the Inspections
module, however all configurable
modules work identically.
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Add a New Record
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To add a new record, click the ‘Add’ - _
button. This will open a form for o
entering the details of the item being
added.

Fill out the form by populating all = o et
mandatory and relevant fields.
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Select the Type of Item you wish to
add.

The items shown here can be
customised in Settings, Help with

which is available in the Support Portal.
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Select ltem Type

Add Inspections
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Type a Subject

DAMSTRA S

Add Inspections

Type a Subject for your ltem. IS
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Enter Due Date
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Enter the due date by typing it directly
into the field, or selecting it from the [
calendar.
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Select Accountable Target
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Add Inspections
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To select an employee to be
accountable for this item, start typing
their name in the Accountable field.
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Smart Search will locate the person as
you begin to type.
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Select Assighed Person Type
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Select the Person Type that you wish to
assign this item to.
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Select Assigned Target
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Add Inspections
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Enter the person's name responsible
for this Iltem in the ‘Assigned To' field.
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Manage Configurable Compliance Modules

Enter Site(s)
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Enter the Site(s) that the item relates to
by searching or scrolling the |
Organisational Structure
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Cancel
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Set Status
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Enter the status of the item.

rrrrrrrrrrrrrrrrr

This should be kept up to date as the
item progresses.
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Cancel
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Add Findings
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Add Inspections

Add any relevant Findings or notes into
the free-text ‘Findings' field.
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Add Corrective Actions
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Add Inspections
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Enter one or more Corrective Actions if
required.
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Help with this topic is available in the
Support Portal.

......

ttttt

I@ DAMSTRA




Manage Configurable Compliance Modules

Add File(s)

Add Inspections

Finally, if you have any relevant files
you wish to attach to this Item, such as
a photo or document, click ‘Add File"

Either Drag and Drop a file into this box
or click to choose a file from a folder.
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% | Inspections / Add Inspections

Type a title for the file if you wish, or _—
leave the field blank.

If left blank, the title will be populated
by the name of thefile.

Then, click 'OK'.

Title File(s)

Snowe| 10 v |entries | Showing 0 0.0 o 0 e

7b

Snaw| 10 v |entries

Person Responsible.

Filename.

Completion
ote.
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Add Action

Add File
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Save ltem to Register
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Add Inspections
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Once all information has been added,

click ‘Save’ ‘ p ...
The item has now been added to the s
register. | ==
=
o
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Edit or Delete Record
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To Edit or Delete a record, click
‘Actions’, then select the appropriate
Action. [N

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