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Add and Event

“An Event is anything that has caused or 
had the potential to cause harm” 

Also, an unplanned or Undesired 
occurrence that adversely effects the 
completion of a task 

Events Register
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Events in Damstra Safety are characterised 
as one of two types: 

An ‘Event.’

Or

A ‘Non-work-related event.’ 

And they are stored in separate registers 
which are found under Risk in the menu 
bar.

Events Register
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Adding an event is done via the 
applicable register.

To initiate logging a new event.

Click Add and this will load the ‘Short 
Form’.

Initiate

'Short Form'
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The Short Form contains only the fields 
needed to record an Events minimum 
mandatory information.

The Short Form
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Select the type of event you wish to Add.

The short form will load any extra 
mandatory fields required.

Note: For this presentation, an Injury type 
event will be used as an example.

The Short Form cont.
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Populate the ‘Person Reporting’ and 
‘Involved’ by selecting the appropriate 
option from the dropdowns.

Then assign the applicable person 
directly from the personnel list by 
searching for the required name.
These fields use smart search functionality 
to zero in on the required person.

Person Reporting/Involved
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If the ‘Person Reporting’ or ‘Involved’ is a 
Third party simply select the ‘Third 
Party/Visitor’ option from the dropdown 
and search, if the individual is recorded in 
your system select as normal.

If the individual is NOT recorded, click
‘Add Third Party/Visitor’ and complete
the Pop-up form with all the information 
available or required.

Third Party / Visitor
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If the event is of a ‘Sensitive’ nature tick
the checkbox and then select the 
Sensitive Users who should be given 
visibility of the Event from the picklist.

Note: The Event will only be visible to the 
Users you select and will be hidden from 
all other Users, including other Sensitive 
Users.

Sensitive Event
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Ensure that the accountable site and 
department fields have defaulted 
correctly.

Accountable Site/Dep.
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If the Accountable Site or Department 
need to be changed select from your site 
structure either by:

Scrolling the structure 

or 

Searching via site name 

Then choose the applicable Department 
from the dropdown.

Accountable Site/Dep. Cont.
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Use the Location field to be specific
about where on site the event occurred

Note: If the Event Happened offsite Tick
the checkbox and instead use the most 
accurate address for the event's location.

Location
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For Date and Time select from the easy-
to-use Calendar and Clock functionality.

Date and Time
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The ‘Subject’ field list’s most of the 
probable event scenarios.

Select the most appropriate option 
relating to the event.

Note: The Subject field may be free text if 
configured that way by your administrator.

Subject
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For the ‘Description’ ensure a full and 
detailed account of what happened is 
entered.

Description
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The Category & Severity MUST be 
selected from the dropdown lists.

Category and Severity
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Fully detail the extent and type of injury 
or Injuries sustained.

Injury Description
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Stipulate the ‘Treatment Required’ and 
‘Current Medical Condition’ of the 
affected party including any additional 
information if available.

Treatment and Medical
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Click Save.

And Pop-Up notification will advise the 
‘Event has saved successfully’.

'IF' saved successfully -Your event details 
have now been added to the company 
‘Event Register’ in a ‘Pending’ status and 
the Event will open in ‘Edit’ mode.

Save Short Form
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If ‘mandatory’ information has been 
missed colour coding on the form will 
direct you to the required fields.

Simply update these fields and click
Save again.

Your event details have now been added 
to the company ‘Event Register’ in a 
‘Pending’ status and the Event will open in 
‘Edit’ mode.

Missing Information
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If you have accidentally loaded the event 
into the incorrect register, it can easily be 
converted to a non-work-related event by 
clicking “Convert to” and selecting the 
appropriate option. 

Convert-to
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Once the Event has been saved to the 
events register. 

The record can be left as a ‘Pending’ event 
- to be managed at a later date/time.

The record can be updated with additional 
information but left as ‘Pending’ event.

OR

The record can be updated with additional 
information and saved as an ‘Active’ 
event.

Edit Pending Event
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Updating the Pending event is done by 
adding any additional information 
required into the appropriate event tab 
and then Clicking ‘Update Pending 
Event’.

This will leave the event in a ‘Pending’ 
status until you are ready to ‘Save to 
Events’.

Update Pending Event
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Once all updates have been made to the 
event record and you are ready to ‘Save 
To Events’. 

Ensure the event status -which is located 
in the ‘Event Details tab’,  is in the 
required status according to your 
company procedures and click Save to 
Events.

The event details have now been added to 
the company’s Register as an Active Event.

Save to Events
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The event details are now ready for any 
appropriate further action or reporting 
functionality.

What Next?




