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Update Files for Contracted Worker

Damstra Safety provides the ability to 
store copies of files that relate to a 
particular ‘Contracted Worker’ in the 
‘Contracted Worker Register’.

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

Introduction
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Locate the Contracted Worker involved 
and click ‘Actions’, then ‘Edit’.

Edit Worker Record
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Click on the ‘Files’ tab.

The Files register shows any existing 
files already added to the Contracted 
Worker’s record.

Files can be either uploaded and 
stored within Vault, or linked-to from 
an external server.

To store a copy of a file, click ‘Add 
File’, then Drag and Drop the file to the 
target area, or click to locate. Vault will 
upload and store a copy of the file.

Add local file
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To add a link to a file stored elsewhere, 
click ‘Add URL’. Provide a title for the 
file, then enter or paste the address 
and click ‘Save’. Vault will add a link to 
the file.

Add URL



Update Files for Contracted Worker

To view an existing file, simply click the 
title in the register.

To edit or delete an existing file, click
‘Actions’, followed by the appropriate 
selection.

Once all file activity is complete, click
‘Save’ to return to the Contracted 
Worker Register.

View, Edit and Delete Files




