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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.



Company register
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My Dashboard

Vault provides the ability to store
details of projects that involve a
Contracting Company

This is managed by editing the S o .
‘Company' record in the ‘Company : '
Register'. This is found under People
in the ‘Menu bar'.

‘Company Register’
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Locate the Company involved in the
‘Company Register’,

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

Either:
Click ‘Actions’' then ‘Edit’.

Or, click the ‘Company ID' to view
the record, then click ‘Edit".
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Update Projects
Edit Company

Company Register
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Add Project

Edit Company - 65

Click the 'ProJects' tab + Project Name Supervisor Start Date End Date status >
24 rongate Susar o 25022017 08/0812017 m Actions »
The page shows any existing o [
projects loaded against the |
‘Company' record.

To add a new project, click ‘Add'.
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The 'Projects Undertaken by
Contractor' section stores the key
details of the project.

Work your way through the form,
completing mandatory and relevant
fields as you go.

Enter the 'Project Name'.

Select the '‘Project Status' from the
drop-down list.
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Update Projects
Add Project Form
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Update Projects
Add Project Form cont.

Depending on the chosen status,

you may need to enter the start date

for the project, the end date or both
by either typing the date in the field,  |jise-

or by clicking the calendar icon and '
selecting the date from the date
picker.
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Type the name of the person at your
Organisation responsible for the
project into the ‘Supervisor' field.
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Smart Search will help find this
person as you type.
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Update Projects
Add Project Form cont.

The 'Post Contract Evaluation’ - npany Register / Edit Company - 65
section is where we can record
observations around the Contracting
Company's performance on the
project.
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Type the name of the person at your
Organisation responsible for the
evaluation in the ‘Responsible’ field.

Again, Smart Search will intelligently
find the person as you begin to type
their name.
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Add Files

The 'Files' section is where copies of
any files relating to the Contracting
Company's involvement in the
project may be stored - for example,
a scanned copy of a signed
agreement, work permit or
insurance policies.

To add a file, click ‘Add File', then \

drag and drop the file or click to || »Drop fles to upload (o cick
locate it.
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Select File Category

Select Category

At the prompt, select the ‘Category’

Vault will store a copy of the file, and o

it will then appear in the ‘Files’ o

register. .
=] -

To edit the category, click the

‘Category Name' and select the new Ston| 10+ enies

‘Category’ from the drop-down list,
then click the ‘tick'.
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Update Projects
Download File

Regi Edit Company - 65

To download a copy of the file,
simply click the ‘File Name'. |l
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To delete the file from Damstra
Safety, click ‘Delete’. This action
cannot be undone.
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Once all mandatory and relevant
fields have been populated, click
‘Save Project’. o e
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Update Projects
Project Saved

Edit Company - 65

The project now appears in the . — il e
‘Projects' register. P ) —_—
- ‘ f 22 Eagle Judy Flinders
Click ‘Save' to return to the R
‘Company Register’. —
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Editing the Project
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Updating the progress of a project is o st : =
done by editing the project. R E_—
Click ‘Actions’ then ‘Edit’ to edit the e

Company record, then go to the
‘Projects’ tab.

Edit Company - 65

Locate the project in the ‘Projects’ 5
Register and click ‘Actions’, then — _— .

I@ DAMSTRA




Project Saved

Make the appropriate amendments
for your scenario, for example the
‘status’ of the project may have

changed, then click ‘Save Project’.

The record is saved and changes are
reflected in the ‘Projects’ Register.
Click ‘Save' to return to the
‘Company’ Register.

Edit Company - 65
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