)

DAMSTRA

Update Contracted Safety
Worker Reviews




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

vendor Number

Your System offers the ability to store
reviews about Contracted Workers within
the parent Contractor Company record.

This is found under ‘People’ in the ‘Menu
Bar'.

Locate the Contractor Company in the
Contractor Company Register, then click | Sudercegser |
‘Actions’, then 'Edit’. :
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Contracted Worker Reviews
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Click the ‘Contracted Worker Reviews' . e
tab.

The tab allows for three different review g ® - om
types: ‘
e Periodic Reviews = |EEECTEISEE.

e Non-compliance reviews T S

e and Contract Termination
Reviews

Click the ‘Add’ button in the section -
matching the type of review you'd like to
add. Regardless of the review type
selected, the form is identical.
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Update Contracted Worker Reviews

Add Review

Note that only the date is mandatory, all
other fields are optional and left to your
discretion.

e Enter the date of the review and, if the
review relates to work on a particular
project, select the project from the pick
list.

e Enter the worker and reviewer's name
in the smart search fields.

e Notes can be entered into the free-text
‘Comments' field.

e To attach any related files, such as a
report document, Click ‘Attach file' and
locate the file. Your system will store a

copy.

Once all information has been entered,
click ‘Save'.
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Edit, Delete Review

@DAMS'RA 0%‘

Edit Company - 65

The review is now displayed in the

relevant review register. i

To edit or delete the details of an existing
review, click ‘Actions’, followed by the _ . - |
appropriate selection.
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