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DAMSTRA WORKFORCE MANAGEMENT

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

Employees Company
Employes Management
Expiry Dates
Site Access Check
Inducted Employees Search
Skills Search
Quick Employee Overview

Online Training Access Codes

Add New Employee

Replacement Card Raguest

Employee Transfers & Linkad Profiles

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

Damstra6, Test 158853 View Profile
Dezn PhilippaTest T 272877 —_— Edit Details
Dean TestPhilippa G 267272 View Profile
Deanking, TestPhilips M 220778 Edit Details
demo user, Workplace 366620 Edit Details

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

Inductions/Registrations

Inductions AsOfDate | Expiry Date | Induction Alerts Induction
Status
| DL - NSW - CONTRACTOR REGISTRATION 30/03/2022 | 30/03/2024 | Missing: Holcim: General Induction - Step 1 Assessment ®

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

Inductions/Registrations

Inductions AsOfDate  ExpiryDate  Induction Alerts Induction

Status
HOLCIM - NSW - CONTRACTOR REGISTRATION 30/03/2022 | 30/03/2024 | Missing: Holcim: Genersl Induction - Step 1 Asseszment x
fGroup Jas of [Expiry

nsurance
nsurance

bilty
‘ompensation / Sole Trader Insurance
ssment (Missing)

Miwms Licsncs Fas
Photographic Identification

1o
Photographic Identification 10171900
Photographic Identification Phato 10 Sighted 4/06/2018
lob Titles
[Electrical Engineer
foroup 1 Diplems: Electrical Enginesring 30/03/2022 1/01/3000

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.

i | VG | 2 e || it | Tt

www.damstratechnology.com



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

Employees Company
Employese Management
Expiry Dates
Site Access Check
Inducted Employess Search
Skills Search
Quick Employee Overview
Online Training Access Codes
Add New Employee

Replacement Card Request

Employee Transfers & Linked Profiles

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

Expiry Information ol = &=

This page is provided to help your company manage and ensure all company and employee records in TWHMS are correct and up-to-date. There are different types of data and records stored in TWMS, therefare expiry information is broken into the categories below.
Items can be fixed by clicking on the Fix This buttons listed against them. If ne Fix This buttens appear, your company may have an account issue. To rectify account issues, contact accounts@damstratechnology.com.

Note: All columns in the grids below can be sorted by dicking on that column's name.

ID\splay items that expire within| 1~ | months or expired up to | © | months ago. I

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
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