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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.



Updating reviews or notes for an existing
Worker is done via the Worker Register,
this is found under People in the menu
bar.

The Worker Register shows all current
Workers within the organisation, along
with key information about each
individual Worker.
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Update Worker Reviews / Notes
Edit Worker
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Locate the Worker for whom you wish to
update Reviews / Notes by searching the
Worker Register.

Once found, click ‘Actions’, then 'Edit’.
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Click the Reviews / Notes tab.

If any reviews or notes have already been
added to the Worker record, a summary
of the item will be shown here. Further
detail can be seen by clicking the item to
open it.

To add a new item, click 'Add’
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Update Worker Reviews / Notes
Reviews / Notes Tab
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Add Item

Edit Worker - 3127 - Michael Farley
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Populate the form, completing all . . |

re[evant ﬂe[ds as you go Edit Worker - 3127 - Michael Farley

Select the Form Type. The selectable e E= |
options here are set by your organisation . : .
in Settings. -

Enter the name of the Reviewer for this
item. Smart Search will help you find the
right person as you type.
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Add [tem cont.

Edit Worker - 3127 - Michael |
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Select the Date of Review either by v
typing the date in the field, or by clicking | =
the calendar icon and selecting the date s —m

from the date picker

Then, select the Expiry Date
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Update Worker Reviews / Notes
Add ltem cont.
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Edit Worker - 3127 - Michael Farley

Enter the Reviewers Position. - .

Add any Findings as a result of the item St Pt
and note any Actions required.

NOTE: These are free-text comments
only and do not generate Corrective

Actions. Fz_t—|

Select the Status of the overall item.
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Update Worker Reviews / Notes
Add ltem cont.

Optionally add any criteria you wish to
record in relation to this item.
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Update Worker Reviews / Notes
Add ltem cont.

0 % a
Edit Worker - 3127 - Michael Farley

Worker Details ~ Govemance  Inductions  Licences  Traing  PPE  Medical ContactDetais | @ Open

Form Type
Reviewed By Bob Newmar Organize ¥ New folde , I @
Date of Review 311012018 -

Expiry Date * 2810272018 P

To attach a copy of any files that relate
to the item, click 'Add File’, then drag and
drop the file or click to locate it. A copy R

will be added to therecord. K&

Criteria S

e easy to locate Delete

» Drop files to upload (or ciick)

Title ~  LastModified Modified By Revision
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Update Worker Reviews / Notes
Save ltem
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Once all fields are filled-in, click Save
Reviews/Notes' to save the item and
return to the Reviews / Notes tab.
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To edit or delete an existing item, click
Actions’, then Edit’ or ‘Delete.

Once all required changes have been
made, click Save'to return to the Worker
Register.
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