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Managing Employee’s Induction 
 
Managing employee induction is to keep your employee’s inductions up to date. To check the status of the 
induction of your employee, can go to 
 

1. Select Employees Tab, then select Employee Management 
 

 
 
 

2. Click View Profile to load employee’s profile details 

 

 
 

 
3. You will see the Inductions/Registrations, click the arrow to expand the induction details 

 

 
 

 
4. As you expand the induction details, you will see what documents are missing and expired which 

are highlighted in red 
 

 
 

 
5. To update the missing requirements, you can click the Upload Requirements from the 

employee’s page, and this will prompt you automatically to upload what is missing. 
 

 
 

DAMSTRA WORKFORCE MANAGEMENT 



 

 

6. To update the expired documents, you can select Employees Tab then click Expiry Dates 
 

 
 
To show future expiries, adjust the first number highlighted in the image below. The second 
number backdates expiries up to 24 months. 
 

 
 

 
7. Once all missing and expired documents were updated, the induction will get Activated 

automatically. Terminals update overnight, access on-site will be granted the next day for the 
employee 

 
 


