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Add Contractor Company

Before Contracted Workers can be 
added to Damstra Safety, the Company 
that they belong to must be added to the 
‘Contractor Company Register’.

This is found under ‘People’ in the ‘Menu 
Bar’.

Introduction



Add Contractor Company

The Contractor Company Register stores 
and displays records of all Contractor 
Companies that your Organisation may 
contract to.

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.

Add record



Add Contractor Company

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

● The Company Name

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

● 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.

Short form
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● The name of the contact at the 
Company that your organisation 
liaises with

● Their email address

● The person at your organisation that 
manages the relationship with this 
company. Smart Search will help 
locate this person as you begin to 
type.

Short form cont.
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● And finally, under ‘Business Type’, 
select which type of legal entity the 
business falls under from the 
picklist. 

Once all information has been entered, 
click ‘Save’.

Short form cont.
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The Company has now been 
successfully added to the Company 
Register, exposing additional fields of 
information across a number of new 
tabs.

Many of these new tabs relate to 
information we may want to record 
about a Company in the future, but in 
this video we’ll go through recording 
initial, key information on the ‘Company 
Details’ and ‘Insurances’ tabs.

Full Record
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The ‘Company Information’ section 
records key, fundamental information 
about the Company itself.

If the company has cleared your 
approval process, tick the box.

Supply the Company’s tax and/or 
Company Registration numbers, noting 
that the fields and terminology for 
these will vary depending on the 
Country selected for your organisation 
in Vault Settings

Company Information
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Enter the Vendor Number for the 
company, if your organisation uses one.

Provide the Company’s address details.

Optionally add any notes that might be 
relevant in the ‘Notes’ free-text field.

If the Company has completed your 
organisation’s induction program, tick 
this check-box. Optionally, if the 
induction is only valid for a period of 
time, specify the date that the 
induction is valid until.

Company Information cont.
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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
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The ‘Company Categories’ section 
allows us to select which industry or 
other category this company belongs 
to. This selection will make it easy to 
find this company from the Company 
Register when searching for 
Companies of a particular category.

The options shown here will depend 
on the settings your organisation has 
selected in Vault Settings, help with 
which is available separately in the 
Support Portal.

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

Any existing policies are displayed in 
the ‘Insurances Information’ section. 

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.

Add Insurance 
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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.

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

Once all information is entered, click
‘Save’ to return to the Company 
Register. 

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

Broker Details




