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Manage Training Courses for Positions

Damstra Safety provides the ability to 
define ‘Training Courses’ that are 
required for particular ‘Positions’.

There are two ways to establish an 
association between ‘Training Course’ 
and ‘Position’:

From the ‘Position’ record in ‘Settings’.
or
From the ‘Training Course’ record.

In this guide, we’ll go through how to 
build the link from the ‘Training Course’ 
record. 

Linking Training Courses with Positions
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‘Training Courses’ are managed via the 
‘Course Register’.

This can be found under ‘People’ in the 
‘Menu bar’.

Course Register

‘Course Register’
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Locate the ‘Training Course’ involved in 
the ‘Course Register’.

Once found, there are two ways to initiate 
editing the ‘Training Course’ record.

Either: Click ‘Actions’, then ‘Edit’.

Or: Click the ‘Course ID’ to view the 
record, then click ‘Edit’.

Edit Training Course
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Click the ‘Positions’ tab.

The ‘Positions Register’ shows the details 
of any ‘Positions’ already linked to the 
‘Training Course’.

To add a link to another ‘Position’, click 
‘Add’.

Add Position
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Begin typing the name of the ‘Position’
being added in the ‘Add Position’ field.

Smart Search will locate the ‘Position’ as 
you begin to type. Additional ‘Positions’
may be added in the same field.

Once all required ‘Positions’ have been 
selected, click ‘Save Position’.

Add Position continued.
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The association between the ‘Training 
Course’ and ‘Position’ has now been 
established and all employees and 
contracted workers matching this 
‘Position’ will be marked with the course 
as required in their ‘Worker’ record and in 
‘Training Needs Analysis’.

To remove an association to a ‘Position’, 
simply tick the check-box next to the 
‘Position’ name and click ‘Remove’.

Once all changes are made, click ‘Save’
to return to the ‘Courses Register’.

Add Position continued.




