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DAMSTRA WORKFORCE MANAGEMENT

How to check new induction status

There are 4 areas where users may check employee’s newly registered induction status and their missing
requirement.

» Home Page

» Online Booking/Registration Page

» Employee Management Page

» Site Access Check Page

» Inducted Employees Search Page

Online Booking/Registration Page

To check induction status on the Online Booking/Registration page,

1. Loginto https://portal.damstra.com.au/
2. You will land on the home page which looks like the screenshot below
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& Your account currently has 0 e-mail alerts set up. Please go to the login management page & edit your options if you require alerts.

Online Booking Expiry
or Registration a Dates
Book your inductions, site familiarisations, Check your employee records, make sure

registration, or other training online. everything is correct and up-to-date so
site access is not affected.

Site Access

Employee Company Details
Management

View your employees and their inductions, Edit your company details and upgrade or N N
skills, and details, or add new employees renew your TWMS Portal Feature Pack. Company Skills Matrix
0 your company. Documents

3. Hover your mouse to Bookings & Registrations, then select Online Booking/Registration System.
4. There are 4 tabs in this page:
e In Progress: is where you can check the progress of the induction requests you made for
the past 30 days.
o Fixesrequired - induction requests with declined paperwork sits here
o Yet to send for approval - induction requests which have been started and left to
continue later.
o Being reviewed by Damstra Technology — newly created induction request sits here

www.damstratechnology.com


https://portal.damstra.com.au/

Online Booking & Registration System
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Mo requests sent for approval

e Approved: gives a list of approved inductions for the past 30 days. If the induction date is
not yet locked, you may reschedule the induction by clicking the three dots in red box
below.

Online Booking & Registration System
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o Declined: gives alist of declined induction requests for the past 30 days.

Online Booking & Registration System
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e Cancelled: gives a list of cancelled induction requests for the past 30 days. Under the

date cancelled, you will see if it was automatically cancelled by the system, or if somebody
did it.
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