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Add Training Course

In Damstra Safety, ‘Training Courses’ and 
their details are recorded in the ‘Course 
Register’.

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

Course Register

‘Course Register’
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To add a new Training Course to the 
Course Register, click ‘Add’ to load the 
‘Short Form’.

Add Training Course

‘Short Form’
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The ‘Short Form’ collects the minimum 
information required to add a Training 
Course to the Course Register

Note: fields marked with an asterisk (*) 
are mandatory.

The Short Form
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Populate the ‘Short Form’, completing all 
mandatory and relevant fields as you go

Enter the ‘Course Name’ and ‘Course 
Code’, if your Organisation uses one. If 
this is an Online Course, enter the Course 
ID from your LMS system

Tick the ‘Course Active’ check-box to 
ensure that the Course is available for 
selection from the Course Register. If the 
Course is not made Active, it cannot be 
selected for scheduled training or be 
loaded to an individual training record.

The Short Form continued
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Select which sites should have access to 
this Training Course via the ‘Course 
Visibility’ field.

Select your Organisation at the Global 
level if the Course should be visible to all 
sites.

Otherwise, select the correct site or sites 
either by scrolling the Organisation Chart, 
or by searching via the Site name.

The Short Form continued
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Select the Training Course ‘Category’ 
from the drop-down list.
Note: The categories displayed here 
depend on the settings your Organisation 
has chosen.

Enter the ‘Course Duration’, including the 
unit of time. For example, ‘2 days’ or ‘1 
week’

Enter the ‘Course Length’ in hours.

The Short Form continued
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If recertification in this Training Course is 
required after a set period, tick the 
‘Recertification Required’ check-box and 
specify the period in the ‘Months Before 
Recertification’ field.

Optionally, enter a ‘Course Description’ in 
the free-text field.

The Short Form continued
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Indicate whether the Course has a 
pass/fail element, by choosing between 
‘Attendance Only’ or ‘Pass/Fail’.

If the course has a ‘pass/fail’ hurdle, 
enter the ‘Pass Mark ‘.

Once all information has been added, 
click ‘Save’.

The Short Form continued
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The Training Course has now been 
saved, exposing additional fields of 
information across a number of new tabs

Many of these tabs record detail about 
the course that we may wish to add at a 
later stage

In this guide, we’ll go through adding key 
information about the Course in the 
‘Description’ tab.

Additional Fields and Tabs
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The ‘Basic’ section is where the 
fundamental details of the Course are 
captured. Many of the fields are carried 
over from the ‘short form’, but an 
additional ‘Online LMS’ field is presented

If the Training Course is delivered as 
online learning, select the ‘LMS (Learning 
Management System) Provider’ from the 
drop-down list. Otherwise, leave the field 
set to ‘No Provider’.

Note: The options available here will 
depend on your Organisation’s
agreements with external LMS providers.

Basic Section
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The ‘Refresher Course Details’ section 
captures details of any additional course 
that is required for recertification

Load the details of the Refresher Course 
here to ensure that Vault can accurately 
keep track of Course recertification. To 
do this:

Tick the ‘Refresher Course Exist’ check-
box.
Enter the ‘Name’ and ‘Code’ of the 
Refresher course.
Indicate the ‘Course Length’ in hours.

Refresher Course Details Section
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The ‘Course Type’ section allows us to 
specify whether the Training Course is 
one or more of the following types:
External: the Training Course is delivered 
by an external party.
Internal: the Training Course is delivered 
by in-house resources.
Self-paced: the Training Material is 
followed without an instructor and 
completed at a time and pace that suits 
the learner.
Computer-Based: the Training Material is 
delivered electronically, with or without 
an instructor.

Course Type Section
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The ‘Competency/Standards’ section 
captures any formal accreditations or 
credits that apply to successful 
completion of the  course

If the course is Accredited, click the 
‘Accredited Course’ check-box.

To add details of the accreditation, click 
‘Add’, then enter the ‘Credit Name’. 
Repeat this procedure if any additional 
accreditations apply

Once all details have been entered, click 
‘Save’.

Competency/Standards Section
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The Training Course is now saved to the 
‘Course Register’.

Course Saved




