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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.



The Training Needs Analysis’ matrix
provides a graphical representation of
Training requirements and certification
status by Person.

Its data is automatically populated via
other modules within Damstra Safety
and requires no user input, however
Users can make use of the information to
quickly and easily determine the current
Training landscape across the
Organisation.
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Training Needs Analysis Matrix
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The Training Needs Analysis’ matrix can
be found under ‘People’ in the ‘Menu
Bar'.




The user interface of the Training Needs
Analysis Matrix is divided into the
following parts:

Filters and display options at the
top.

Training Courses listed in columns
and grouped by Category.

\Xorkers listed in rows.

..and Status indicators where
people and courses intersect.
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Person Type Selection

Site Selection

Training Needs Analysis
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Select between ‘Workers', ‘Contracted Governance o | | Contracted Workers _ Volunteer |
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Students or Volunteers. Compliance 3

Risk =l )
Select the area of the matrix corresponding to the person and training. Select Training or No Trg

Assets - Filter by Person/Course Category / Course Person

Regardless of which ‘Person Type' is
selected, the functionality of the Training People 5
Needs Analysis’ matrix remains the same.
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Filters and Display Options
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Click the ‘Category / Course’ button to
determine which Training Courses’ are
displayed.

By default, all ‘Courses’ in the ‘Course
Register’ are selected, however the User
may select or deselect individual
‘Courses’ using the check-boxes either
by scrolling the entire list, or by
selecting a ‘Category’ in the drop-down.

Adjust the maximum number of courses
that can be shown at once via Settings >
General > Options and Preferences

Once the required Training Courses’ are
selected, click ‘Save' to apply the
selection.
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Category/Course Selection Cont.
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n the drop down box. Training Scheduled and Training Complated status are auto populated from the Training Schedued tab.
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Vault Contractor

Contracted

Third Party
Worker Name

Training

Control over which People are displayed
is available via the ‘Filter’ by Person’
drop-down list:

Student Register

Person Alphabetical is the default view
and displays all ‘Workers' of the selected
Person Typein A-Z order.

‘Person Department’ filters to only
People in a particular ‘Department’,
which may be selected in the adjacent

drop-down and applied using the "Apply’

button.
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Control over which People are displayed
is available via the ‘Filter by Person’ drop-
down list:

‘Person Alphabetical is the default view
and displays all ‘Workers' of the selected
‘Person Type' in A-Z order.

‘Person Department’ filters to only
People in a particular ‘Department’,
which may be selected in the adjacent
drop-down and applied using the ‘Apply’
button.
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Filter by Person cont.

People of a particular ‘Position” may be
selected by choosing ‘Person Position’
and typing a ‘Position hame’ into the S
adjacent field. Smart Search will help find  |iE—-——

the ‘Position” as you begin to type.
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People that work a particular ‘Shift' may
be selected in similar way, if your
Organisation uses this.
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Once the required combination of
Training Courses’ and ‘People’ has been
set, the current Training Requirement
status of each Person per Training
Course’ may be determined via the
status indicator in the square where
‘Person’ and ‘Training Course’ intersect.

Training Requirement statuses are
indicated with colours and, in some
cases, letters.
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Colours represent the primary status and
may be one of the following:

M : Training Course is not required for
this Person.

M : This person has passed this Training
Course and certification is current.

W This person is scheduled for this
Training Course.

W This person is currently undertaking
this Training Course.

L1 : This Training Course is required for
this Person but is currently not
scheduled or being undertaken, or this
Person has undertaken this training, but a
pass mark was not achieved.
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Letters represent secondary information
that add context to a current training
status where required.

For example, the letter 'E' means
‘Expired’ and coupled with a colour, gives
a more detailed picture than the colour
alone.

The letter 'E' is only used in conjunction
with ‘yellow’, orange’ or ‘red’ squares and
their presence indicates that
certifications are being allowed to lapse.
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Red, Yellow Square + E

Iuell SWIYTIOA
SIIpIS YSr
Beueyy 1uod
A1 U] 91 unRed
piopA paoueApy
2x3 paoueApy
A1 uawabeueyy
Bujuies) ynea
L0l s3les
UN0S3Yy UewnH
SIS ApJes
anpjuRsalday
Jajes Buibeueyy
0 Bey ;o 3po
O3Hd) PIY 1814
PIY Isiid

lado uonennsia
uaauas Aeydsia
3sH ewojdiq
Uaps [earuaud
Bupesado ajes
PuUAIT Jasely
Bupesado ajes
abeueyy 10afoid
00 £j22S HSOI
¥ )M O mOH
uasaday S B H
2uey auy Juoly
ydwod pry i1sid
Y oM J1ed
aseds pauyuod
4ad o mesueyd

1 Ul ¥ )2unRd

c
.0
)

©
RS
=
)

P

O

O

(@)

c
£
1)

X

0}
w

c

O

A

-

0}
(ol
i)
<
T

o
)

=
o
X
0}
(%)
@©

<

B : The Person is scheduled to take this
Training Course, but their existing

certification has expired




Status Letters: |, S
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Green Square + 1, S
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B : Holds current certification but
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All Statuses and Triggers

Not Required

n/a

Required Training Required

Training marked as required or outcome of previous Training recorded as ‘not passed’

Required Previous Training Certification has gxpired

Current certification expiry date exceeded

Scheduled Training is Scheduled Added as Attendee to scheduled Training Course

Scheduled E Previous Training expired and person is scheduled Current certification expiry date exceeded and Added as Attendee to refresher Training Course

In Training In Training Scheduled Training date = today’s date or later and outcome has not been updated

In Training E Previous Training gxpired and person is jntraining Current certification expiry date exceeded and Scheduled Refresher Training date = today’s date or later and outcome has not
been updated

Current Certification is Current Outcome of Training recorded as ‘passed’ and certification expiry not yet exceeded

Current S Previous certification is current and person is scheduled Added as Attendee to scheduled refresher Training and current certification expiry not yet exceeded

Current | Previous certification is current and person is jn training Added as Attendee to scheduled refresher Training and current certification expiry not yet exceeded and scheduled Training
date = today’s date or later and outcome has not been updated




Further Status Detalls
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This ‘orange square’ indicates that a
Person is currently attending this
‘Training Course’, however when we
hover it indicates that the course started
and ended in the past.

This anomaly will occur if a Person is
scheduled to attend a Training Course’,
but the outcome of the course - that is,
whether the Person passed or failed - is
not updated.
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Keeping Statuses Current

Amending the Person’s Training record
to indicate that the ‘Course’ was ‘passed’
will cause the square to change to green
in the TNA Matrix.

Amending it to ‘'not passed’ will change it
to red’.



Exporting Data
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Marking Course (Not) Required
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Where a ‘Training Course' is made o B
‘Training Required’ for a Person, this will - e e
reflect in that Person's “Training Record'. ' S :




Using TNA
Further Help

ted Workers Third Part

Find Contractor Company in Company Register - Vault .3 Add Third Party / Visitor - Vault 3

Setup S to Vault Apps for Contracted Worker - Vault Find Third Party / Visitor in Register - Vault
Update Inductions and Licenses for Contracted Worker - Vault (2 Manage Third Party / Visitor - Vault 3

[

Update Files for Contracted Workers - Vault
Update PPE for Contracted Worker - Vault .2
Help with scheduling Training Courses’

and assigning attendees can be found in

the ‘Support Portal'.

Add Training Course to Course Register - Vault .J Add a Worker to Worker Register - Vault CJ
Find Training Course in Course Register - Vault C.J Find Worker in Worker Register - Vault C.J
edule ] se and endeg - Setup Access to Vault Apps - Vault 3
Record Outcome of Scheduled Training ch’@’au\t () Update Inductions and Licences for Worker - Vault CJ
Manage Course Material - Vault Update PPE for Existing Worker - Vault CJ
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