)

DAMSTRA

Update Worker PPE  Safety




I@ DAMSTRA

[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.



Introduction

The procedure for adding or removing
PPE for an existing Worker is common to
all Worker Types in Damstra Safety,
namely:

" Workers
* Contracted Workers

" Other Person Types that your
Organisation may have enabled via
Settings.

This guide explains the procedure using
a Worker in the Worker Register.
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Worker Register

My Dashboard

Adding or removing PPE for an existing :
Worker is carried out via the Workers —_—
record in the Worker Register. This is o
found under People in the Menu bar.

‘Worker Register’
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Locate the Worker for whom you wish to
update the PPE by searching the Worker
Register.

Click 'Actions’ then Edlit.
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Update Worker PPE
Edit Worker
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Click the PPE Tab.

The PPE Table is shown. If the Worker
already has existing PPE allocated, its
details will be shown here.

To add new PPE to this Worker, click
'Add’,
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Update Worker PPE
Existing PPE Allocation

Edit Worker - 3127 - Michael Farley
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Update Worker PPE
Add PPE
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Edit Worker - 3127 - Michael Farley

In this screen, select the PPE item you
would like to allocate to this Worker. By
default, the option Show only Positional 8 -
PPE is enabled. This restricts the
selectable PPE items to only those that I
your organisation associates with the

Worker's ggition |

Untick this check-box if you'd like to
select from all PPE types added to your a
system.

uuuuuuu

Begin typing the name of the PPE item.
Smart Search functionality will help you
find what you're looking for as you type.
Click an item to select it.
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Add PPE cont.
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Edit Worker - 3127 - Michael Farley
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With the PPE selected, the stock o A u
inventory available for that item will now o L

be displayed if your Organisation has this - '
option enabled. ﬁ

If stock is available, click 'Save’'to
allocate that item to the Worker.
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Update Worker PPE
Issue Form

Files relating to the allocation of the PPE
(for example, a scanned copy of a form)
can be stored in your system.

» Drop files to upload (or ciick

Click the ‘Issue form’ button, then Drag
and Drop the file, or click to locate it on
your computer. A copy will be added to
the record.
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Update Worker PPE
Return PPE
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Edit Worker - 3127 - Michael Farley

If a Worker returns a PPE item, this can
be reflected in the Worker record.

Click ‘Actions’, then ‘Return Selected Iltem'.
State the Site and Department where the i
PPE item has been returned. This will R
update the stock inventory for that item, B
if the Stock Inventory feature is enabled. -

Note: If the returned PPE needs to be
removed from stock inventory (e.g. the
item is damaged), this can be managed
via the PPE Register > Inventory Tab.
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Once we've finished updating PPE for this
Worker, we can click ‘Save'to return to
the Worker Register.
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Save PPE update







