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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.



During their time with your Organisation,
\Workers may go through one or more
Inductions and may hold or gain Licences
that relate to their role. In this guide, we'll
go through how to update a Worker's
record to include details about both
Inductions and Licences.

This procedure is common to all Worker
Types, hamely:

* Workers
* Contracted Workers
* Other Person Types

In this guide, we'll show the procedure
using a Worker.
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Maintaining a Worker's Inductions and
Licences records is done via the Worker

Register.

This is found under People in the Menu
Bar.
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Update Inductions / Licences

Edit Worker
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Worker

rrrrr

Locate the Worker involved by searching S
the Worker Register. e

Once found, there are two ways to initiate
editing the Worker. Either:

Click ‘Actions’ then ‘Edit’
Or

Click the Worker to view their record,
then click ‘Edit’
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Starting with Inductions, click on the
Inductions tab.

In the Company/OHS Induction section,
click the ‘Person Inducted’ check-box if
the Worker has completed your
Organisation’s initial Occupational Health
and Safety Induction.

Record the date that the Induction was
completed by typing the date into the
field or by clicking the calendar icon and
selecting the date.
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If there are any files relating to the
Induction, e.g. a scanned, signed form,
click the ‘Attach File’ button and locate

the file.
A copy will be added to the record.
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If there are any files relating to the
Induction, e.g. a scanned, signed form,
click the ‘Attach File’ button and locate

the file.
A copy will be added to the record.

I@ DAMSTRA

Company/0OHS Induction

Edit Worker - 908 - Michael Farley

ng  PPE  Medkal Reviews/No

NNNNN

0 % &

@ Help




Update Inductions / Licences

Adding Inductions
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Edit Worker - 908 - Michael Farley

Begin typing the name of the Induction
you wish to add. Smart Search will help e -
find the right entry as you type. The B— S E—
options available here are determined by

your organisation in Settings.

Inductions that are delivered via an -
Online LMS are appended with “(Online)".
When adding an Online Induction,
additional steps are required which we
will cover in this guide.
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Enter the date that the Induction was
completed.

If the Induction expires after a particular
amount of time, enter the Expiry Date,
otherwise, click ‘No Expiry’.

Tick the ‘Active’ check-box if you'd like an
escalation to be sent to the Worker's
Supervisor once the expiry date nears.
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Note that if your Organisation’s Safety
system is integrated with a LMS Provider
and this Induction is delivered

electronically, the ‘Induction Date’, ‘Expiry’

and ‘Active’ buttons will be greyed out
and these details will be added
automatically once the Worker
successfully completes the online
course.
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Optionally add any relevant notes to the
free-text Notes field.

To attach a file relating to the Worker's
Induction, e.g. a scanned form, click
‘Browse’, then locate the file. A copy will
be added to the record.

Once all mandatory and relevant fields
have been completed, click ‘Save
Induction'
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Edit / Delete Induction
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Edit Worker - 908 - Michael Farley
The Induction now appears in the =
Worker's Inductions Register. - .||
To edit or delete the details in the future, .
click ‘Actions’, then make the appropriate o
selection. -
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If your system is integrated with an LMS
provider, an additional ‘Online LMS’
button is available.

Click it to reveal additional options:

Click the 'View URL for Person’ button to
display the URL that the Worker must
visit in order to access any online
Inductions.

Click the ‘Email URL to Person’ button to
generate an email to the Worker
containing the link.
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Update Inductions / Licences
Licences Tab
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Next, we'll cover Licences. —
Click on the Licences tab.
The Licences Register shows the details
of any existing Licences.
To add a new Licence, click ‘Add’
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Update Inductions / Licences

Add Licence
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As with Inductions, work your way Bowem g T o | S |

through the form, filling-in all mandatory — y o |

and relevant fields as you go. = =

Enter the Licence Type being added.
Smart Search will help as you begin to
type. The options available here will
depend on your Organisation's selections
in Settings.

Enter the Licence Number.
Enter the /ssue and Expiry Dates for the

Licence and tick the ‘Active’ checkbox if
required.
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Update Inductions / Licences
Add Licence cont.
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Enter any comments in the free-text

Comments field. -

Workers. o Attach File | |
Attach any relevant files, such as a copy E
of the Licence. '

Then click ‘Save Licence’,
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Licence Saved.

Edit Worker - 908 - Michael Farley

The Licence details are now stored in
your Damstra Safety system and are
displayed in the Licences Register.

Once all details have been updated, click
‘Save Worker'to return to the Worker
Register.
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