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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

John Smith
Before Contracted Workers can be
added to Damstra Safety, the Company Fernside Electrical Limited
that they belong to must be added to the N
‘Contractor Company Register’.

This is found under ‘People’ in the ‘Menu
Bar'.
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Add record
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The Contractor Company Register stores  |[S—_——

and displays records of all Contractor # .

Companies that your Organisation may . = . :

contract to.

Riteskills Agancy Limited

To add a new Contractor Company to the
Register, click the ‘Add’ button.

This will load a ‘short form' which collects
the minimum, mandatory information
required to add a new Company.

Extellia Holdings Limited

Neil Trent joinery Limited
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Add Contractor Company
Short form

Populate the form, completing all
fields as you go including:

Company Name * |m.- ide Electrical Limited |

The Company Name

Trading Name |\ rnside Sparkie |

Site * |J oup |

The Trading Name of the business,
which may be different to the
Company Name

Contact Person * h ~
Email Address * [
Contractor Manager * @

Business Type *

The site that would typically work
with this Company. If a Company is
used across the whole organisation,
the Company can be loaded at the
global level.

Rydalmere Plant
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Add Contractor Company
Short form cont.

The name of the contact at the

Company that your organisation , Company Name* ernside Flectrical Limiec
liaises with Trading Name Femside Sparki
Site *
Their email address Contact Persan * [Fautsurion |
Email Address * |‘. burton@fernside.nz |
The person at your organisation that Contractor Manager * @ e |
manages the relationship with this Business Type * ’

company. Smart Search will help
locate this person as you begin to

type.
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Add Contractor Company
Short form cont.

Add Company

And finally, under ‘Business Type', e :
select which type of legal entity the *
business falls under from the contact
plellSt Email Address * Cburton@fermsidenz
Once all information has been entered, — — |
click ‘Save'. e
I:I ” fV' L ,. f w|:
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Full Record

Contractor Companies / Edit Company - 214
The Company has now been .

successfully added to the Company
Register, exposing additional fields of
information across a number of hew
tabs.

© Company Information

Approved Company
Company Name * Fernside Electrical Limited

Trading Name Fernside Sparkies

Many of these new tabs relate to
information we may want to record
about a Company in the future, but in eghebeved o SUEAE

this video we'll go through recording Suciaess Type * Company
initial, key information on the ‘Company Eimpany Number

Details’ and ‘Insurances’ tabs. Business Number

Site * ABC Group

Etm@*%'b

Vendor Number

Contractor Manager * @ Susan Lobb

Address
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Add Contractor Company
Company Information

The ‘Company Information’ section Edit Company - 214
records key, fundamental information Insurances  Govemance  Fles  Projecs  Conracted Worker Reviews  Incentive Scheme  Related
about the Company itself.

© Company Information

If the company has cleared your Approved Company o
approval process, tick the box. Cormpay barm' Femnside Electrical Limieg
Trading Name Fernside Sparkies
Supply the Company’s tax and/or e
Company Registration numbers, noting . -
Registered for GST/VAT

that the fields and terminology for
these will vary depending on the
Country selected for your organisation
in Vault Settings

GST/VAT Registration Number * | 123456789 |

Business Type * Company

Company Number | 238002 |

Business Number | 1429031721067 I |

Vendor Number

Contractor Manager * @ Susan Lobb

I@ DAMSTRA




Add Contractor Company
Company Information cont.

Enter the Vendor Number for the vender tumber

company, if your organisation uses one. Contractar Manager * © susan Lot
Provide the Company's address details.
Optionally add any notes that might be possiadires Postal cot
relevant in the ‘Notes' free-text field.

If the Company has completed your

organisation’s induction program, tick Company oM inducton B
thls Check—box Opt'onal_l_y, |f the Use this checkbox to indicate that the contractor company has completed the Induction of the Company. The expiry,
induction is only valid for a period of

time, specify the date that the el omd

induction is valid until. © Company Contact
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The ‘Company Contact’ section stores
the details of who at the company your

organisation interfaces with, and how.

Supply all mandatory and relevant
information.

Company Contact

Company / OHS Induction

Valid Until

Company Contact
Contact Person *
Phone No.

Mobile No.
FAX No.

Email Address *

© Company Categories

Aircraft Engine Maintenance
Building

Electrical

Masonery

Transport

b

I Use this checkbox to indicate that the company has

10112021 | 6

Asbestos Removers
Communications
Engineering
Painting

Trenching

of the C



Company Categories

valid Until 1oni2021 | @

© Company Contact

The '‘Company Categories’ section

allows us to select which industry or SRR S
other category this company belongs SIS adhnaanaid

to. This selection will make it easy to Mobile o ozz1332322
find this company from the Company FAX No.

Register when searching for emall Address * e

Companies of a particular category.

Company Categories

The options shown here will depend versf Engine Mamtenance bestos Rem
on the settings your organisation has
selected in Vault Settings, help with
which is available separately in the

Support Portal.
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Add Insurance

@ DAMSTRA 0% &
% Contractor Companies / Edit

The ‘Insurances' tab records details
about insurance policies that the
Company holds, along with the details
about their insurance broker.

Company Details  Insurances  Governance  Files

© Insurances Information

.
a8
=
Any existing policies are displayed in e
the ‘Insurances Information’ section. e N

To add the details of a policy, click the -
‘Add’ button and fill-in the form. Note -
that the policy types available for
selection will depend on the options
your organisation has selected in Vault
Settings.

B
g
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Add Contractor Company
Add Insurance cont.

To store a copy of a related file in your
System, click 'Add File' to locate the
file on your Computer, in which case
Vault will store a copy.

Or to link to a file stored elsewhere,
click ‘Add URL" and enter or paste the
file's address.

Once all policy details have been
entered, click ‘Save Insurance’ and
repeat this procedure for any other
insurance policies you'd like to record.
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Add Contractor Company
Broker Details

|

AAAAAAA 0% a
Edit Company - 214

Additionally, if the Contractor
Company's broker details are relevant
to your Organisation, you may record
these in the ‘Broker Details’ section

below.

Eﬂﬁl‘-‘*ﬂ—*ﬁﬂ'

Once all information is entered, click E—
‘Save'toreturn to the Company  |EEEEE
Reqister.

nnnnn

The Company is now stored in Vault
and Contracted Workers from this
company may how be added via the
Contracted Worker register. You can
find help with this in the Support Portal.
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