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Adding a New Employee 
 
To complete this, you will need the following: 

• Each employee’s details 

• Each employee’s emergency contact details 

• A passport-style photo per employee 

 

 

 

 

 

• A photo identification per employee (Both Front and Back copies are required) 

 

▪ Physical or Digital copy of 
Driver's Licence 

▪ Passport 

▪ Marine Licence 
 

▪ Firearm's Licence 
▪ Proof of age 
▪ Kiwi Access Card 

 

 
1. Go to the Damstra Technology website (www.damstratechnology.com) 
2. Click Contractor Login and enter your Username and Password provided to you in the email, 

confirming your Company’s registration with Damstra Technology. Then click log in.  

 

 
 

3. Hover your mouse to the Employees Tab and select Add New Employee 
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***Another way to get here is from Home, click the Employee Management tile and select Add New 
Employee Tab.*** 

 

 
 

 
 
 

4. Enter all details within the Add New Employee online form. 

• Personal Details 

• Photo 

• Contact Details 

• Emergency Contact 

• Proof of Identification 

• Other Details 

 



 

 

 
 

 
5. You are not required to fill out the Other Details under step 6. Once all details are entered, click 

Submit button.  
 

 
 

 
6. You may now repeat the above process of Adding an Employee for the additional employees as 

required. 

 
 

Damstra Technology will now verify the new employee submission/s within 24-48 hours. Provided 
all details have been entered correctly for each employee. You will receive an email confirming the 
employee has been successfully verified and is now ready to be registered to work at the worksite. 

 


