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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.
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There are two ways to add a Contracted
Worker to Vault:

e Viathe ‘Contractor Company’
record that the Person is
employed by.

e Viathe Contracted Worker
Register.

In this guide we'll cover the method
using the ‘Contractor Company’. This is
found under ‘People’ in the ‘Menu bar’.
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Find the ‘Contractor Company’ that the

‘Contracted Worker' belongs to by
searching the ‘Company Register".

Once found, click ‘Actions’, then View
\Xorkers'
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This takes us to the ‘Contracted Worker
Register’, with the view filtered to only

‘Contracted Workers' belonging to the
chosen ‘Contractor Company’.

To add a new ‘Contracted Worker',
simply click the ‘Add’ button.
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This will load a ‘short form™ which collects
the minimum, mandatory information

required to add a new ‘Contracted
Worker' to the ‘Contracted Worker
Register’.

Enter the Contracted Worker's ‘First and
Last Name' and 'Sex'.

Add Contracted Worker
Add Worker: Short Form

Add Worker




Add Worker: Short Form cont.

Add Wo

Enter the Contracted Worker's ‘Hire
Date’, either by:

Typing the date into the field =

or e

Clicking the ‘Calendar’ icon and selecting e . T
the date from the ‘date picker'. ' YEEs: q




Add Worker: Short Form cont.

Add Worker

||||||||||

Choose the Contracted "Worker's Site’
from your Company Structure, either by:

Scrolling the structure
or
Searching via site name.

Once all fields have been completed,
click ‘Save'.
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Add Contracted Worker
Additional Fields and Tabs

Edit Worker - 354

The ‘Contracted Worker has now been
successfully added to the ‘Contracted
Worker 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 the ‘Contracted Worker' in the

future, but in this guide we'll go through s s
recording initial, key information on the
‘Contracted Worker Details’ and ‘Contact

Details’ tabs.
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The ‘Contracted Worker Information’
section records key information about
the ‘Contracted Worker' and their role.

Supply the ‘Contracted Worker's' unique
ID or ‘Pass Number',

Enter the ‘Contracted Worker's Email
address’. Damstra Safety will use this
detail to automatically send the
‘Contracted Worker' relevant
notifications or escalations, if this has
been enabled by your organisation in
Settings.

Note: If your system is set up to allow
Contracted Workers to create their own
passwords, the email address is a
mandatory piece of information required
to allow this.
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Select the ‘Department’ that the
‘Contracted Worker' belongs to from the
drop-down list, noting that this field may
not be displayed depending on the
settings chosen by your Organisation at
Settings > General > Preferences and
Options.

Enter the ‘Contracted Worker's Position'.
Cleverly, Smart Search functionality will
help you as you type.
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Enter the Trade Category’ that the
‘Contracted Worker' belongs to.

The ‘Contracted Worker's Supervisor' is
the person within your organisation
responsible for the health & safety of this
worker.

The person selected here will
automatically be notified if the Worker is
involved in any kind of ‘Event’.

Note: Automatic ‘Event’ notifications may
or may not be enabled for your
organisation depending on chosen
settings.
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To give the ‘Contracted Worker' access
to Vault smartphone apps:

Tick the relevant checkboxes
Identify the ‘Portal’ they need access to

Click ‘Generate’ to create tokens which
will be valid for one month.

Add Contracted Worker
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Add Contracted Worker

Employment Information

Account Executives
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The ‘Employment Information’ section is : e s

used to record the details of whether a 5

pass has been issued or returned for the —

‘Contracted Worker'. | s
If a pass has been issued, enter the ‘Pass — —

Issue Date’. A ) %
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If the pass has an expiry date, enter it
into the ‘Pass Expiry Date' field.
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The ‘Photograph’ section is where we
can upload a photo of the ‘Contracted

Worker' to Damstra Safety.

To do this, simply click the ‘plus’ icon and
locate the photo.

Damstra Safety will store a copy.

Add Contracted Worker
Photograph
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The ‘Passport’ button allows us to
optionally create a Health & Safety

‘Passport’ that may be printed and added
to the ‘Contracted Worker's' ID lanyard.

Passport

cccccccc

EEEEEEE

Print

Total: 1 sheet of paper
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Click on the ‘Contact Details’ tab to
supply personal contact information, as
well as emergency and alternative
contact information.

Once all information is complete, click
‘Save'.

Passport
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What Next?
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Contracted Worker : Fernside Electrical Limited
@
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D v PassNo. Name Company site Company Contact Supervisor Status

No fiter saved.
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Worker' is now successfully saved in the
‘Contracted Worker Register’.
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