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Damstra Safety provides the ability 
for anyone
within your Organisation to submit 
observations of safe or unsafe 
practices, which can then be 
recorded in the Compliance section 
for review.
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A ‘safe’ observation is where 
something of a positive or proactive 
nature has been observed that 
promotes or displays health and 
safety best practice.

An ‘unsafe’ observation is when 
something has been observed that 
did not result in injury, illness or 
damage, but had the potential to do 
so.
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There are two ways to add an 
Observation into Damstra Safety

Via the ‘Web Portal’,
Or via the ‘Notify App’.

In this Video we’ll be focusing on the 
‘Web Portal’.
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The Web Portal is a convenient web 
based  access point for loading 
Health & Safety data into Damstra 
Safety. 

It can be configured differently 
according to the requirements of 
your site.

To report an Observation, first select 
the ‘Record Observation’ menu 
option.
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Populate the form completing all 
relevant fields as you go.
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First select the 'Person Reporting', 
which is the Person type that is 
reporting this observation 

Type the ‘Person Reporting Name’ 
that’s reporting this Observation. 
Smart search makes this easier 
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Add the date that this Observation 
was recorded by typing it directly 
into the ‘field’, or selecting from the 
‘calendar’.

If applicable, add the time that this 
Observation was recorded by typing 
it directly into the ‘field’, or selecting 
from the ‘clock’.
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Select the ‘Category’ of this 
Observation from the ‘picklist’.

Select the ‘Classification’ of this 
Observation from the ‘picklist’.

Note that ‘Categories’ and 
‘Classifications’ can be configured in  
Settings, help with this is available in 
the Support Portal.
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Add the ‘Accountable Site’ either by 
scrolling the ‘Structure’ itself, or 
searching via ‘Site Name’.
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Then choose the ‘Accountable 
‘Department’ from the picklist.

Note Dependent of system settings 
the ‘Department Field’ may not be 
available for you to select, if this is 
the case simply proceed to the next 
step’.
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Type the ‘Subject’ of this 
Observation in the Subject field.

Then choose whether this 
Observation was ‘Safe’ or ‘Unsafe’.
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Enter a ‘Comment’ explaining the 
nature of this observation.

And optionally attach any related 
‘photos or files‘.
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If required, add a ‘Corrective Action’ 
to the Observation by clicking ‘Add’.
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Select the Person Type from the 
‘Responsible By’ field.

And then the person ‘Responsible’.
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Add the date that this Corrective 
Action was assigned by typing it 
directly into the ‘Date Assigned’ 
field, or selecting from the calendar.

Simply repeat this in the ‘Date for 
Completion‘ field.
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Set the current ‘status’ of this 
Corrective Action. This will need to 
be updated as the Corrective Action 
is undertaken.

Then state, as of what date this 
status was valid, in the same fashion 
as the date assigned.
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Update the ‘action required’.

Once done, click ‘Save’ to save this 
Corrective Action.
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Finally, click ‘Save’ to save this 
Observation.

An Observation Saved confirmation 
window will appear.

Click OK to close this.

Your Observation has now been 
added to the company Observations 
register for further investigation and 
action.
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