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Update File Notes

Damstra Safety provides the ability to 
quickly and easily store Claim-related 
notes and files within the existing Claim 
Item, so that all the information you need 
is stored in one place.

Introduction



Update File Notes

The procedure begins in the Claims 
Management Register.

This is found under People in the Menu 
Bar.

Locate the Claim involved and click 
‘Actions’, then ‘Edit’.

Claims Management Register

‘Claims Management Register’



Update File Notes

Click on the File Notes tab.

The register shows the details of any 
existing file notes already saved to the 
Claim Item.

To add a new file note, click ‘Add’.

Add File Note



Update File Notes

Enter:

● The date that the note is being 
added

● The name of the person adding it
● Add any notes to the free-text field
● Attach any related files by clicking 

‘Browse’ and locating the file on 
your computer.

Note that a size limit of 15MB per file 
applies. A copy of the file will be added 
to the record.

Once all details have been entered, click 
‘Save Notes’.

Note Details



Update File Notes

The note is now saved and is visible in 
the register.

To view a copy of an attached file, click 
the ‘eye’ icon.

To edit the details or delete the file, click 
‘Actions’ followed by the appropriate 
option.

Once all activity is complete, click ‘Save 
All Claims Data’ to return to the Claims 
Management Register.

Note Saved




