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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

To help encourage a culture of good
Health & Safety habits among your
‘Workers' and ‘Contracted Workers',
Vault includes support for recording
nominations and selections for
awards that your organisation may
offer in recognition of observed
good behaviours
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For ‘Contracted Workers', this is
managed via the ‘Contractor
Company' record in the ‘Company
Register’.

This is found under ‘People’ in the
‘Menu bar’.
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Find the Company involved by
searching the ‘Company Register’.

Once found, there are two ways to
initiate editing the Company record.

Either click ‘Actions' then ‘Edit’.

or click to view the Company record,

then click ‘Edit’.
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Click the ‘Incentive Scheme' tab.
The register shows the details of any
previously nominated or selected
recipients.

To add a new recipient, click ‘Add".

I@ DAMSTRA

Contractor Incentive Scheme

Add Recipient

Edit Company - 62

@ %a




Work your way through the form,
filling in all mandatory and relevant
fields as you go.

Type the name of the ‘Contracted
Worker' being nominated or
selected.

Select the type of award from the
drop-down list.

Enter the date either by typing it
directly into the into the Date field,
or by clicking the ‘calendar icon’ and
selecting the date.
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Contractor Incentive Scheme
Incentive Scheme Form cont.
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Enter the name of the person
nominating and/or selecting this

recipient, then supply some detail

about what was observed in the
‘Justification' free-text field.

Once all information has been
entered, click ‘Save Incentive
Scheme'.
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Contractor Incentive Scheme
Incentive Scheme Form cont.
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To edit or delete an existing record,
click ‘Actions’, then select the
appropriate option.

Once all updates have been made,
click 'Save' to return to the
‘Company Register’.
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