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This presentation document has been prepared by Damstra Technology Limited (“Damstra") and is intended for off line demonstration, presentation and educational 
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The information is not version controlled and as such is subject to change without notice.
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[DISCLAIMER] 



The Web Portal is a convenient web 
based  access point for loading H&S 
data into Damstra Safety. 

The Configuration of the Web Portal 
can be modified according to the 
specific requirements of a particular 
site. 

The Damstra Web Portal



“Corrective actions are required to 
remedy the underlying root causes for 
any event”. 

To Commence an Update or the 
Signing off of a Corrective action simply 
select Corrective Action.

Corrective Action
Initiate Update/Sign Off



When making ANY type of change to a 
corrective action in Web Portal.

You must first stipulate its WEB ID - in 
the correct format:

● 'Corrective Action Type’.
● A ‘Dash’ with no space.
● The ‘Incident ID‘.
● A ‘Dash’ with no space.
● The ‘Corrective Action ID’.

The ID can be found on the assignment 
email in both the ‘subject’ and ‘body’ of 
the text and copy / pasted from the 
assignment email.

Corrective Action
Web ID



The ‘Person Reporting’ MUST also be 
stated:
Select the appropriate option from the 
dropdown.
Then assign the applicable person 
directly from the personnel list in the 
‘Person Reporting Name’ field.

If: The applicable person can not be 
found in the personnel list.

Select ‘Other’ from the dropdown and 
the ‘Person Reporting Name’ field will 
become free text to enter their name.

Corrective Action
Person Reporting



Depending System settings:

The option to reassigned a corrective 
action to a new worker, may be 
available. 

If it is, and reassignment is your desired 
updated: 

Search for the new responsible person 
in the ‘Reassign Responsible Person’ 
field.

Update the ‘Comments’ field 
appropriately.

Click ‘Save’.

The Corrective action will be 
reassigned.

Note: Comments are required 
whenever an update is made.

Corrective Action
Reassign Person



When commencing the work on a 
corrective action, it’s ‘Best Practice’ to 
change the status of the record to 
reflect this.

Click the status dropdown and select
‘Underway’.

Choose the ‘Status as at’ date from the 
‘calendar’.

Then Update the ‘Comments’.

Continued on next slide.

Corrective Action
Status Underway



Continued from previous slide:

Add a ‘file’ if required.

Click ‘Save’.

And these updates are recorded against 
the corrective action in Damstra Safety.

Corrective Action
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If an update, such as a brief progress 
report, needs to be carried out:

Update the ‘Comments’.

Add a file if required.

Click ‘Save’.
These updates are recorded against the 
corrective action in Damstra Safety.

Corrective Action
Progress Report



Once the corrective action has been 
completed it should be signed off.

This is done as another status update:
Click the status dropdown and select
‘Completed’.
Choose the ‘Status as at’ date from the 
‘calendar’.

Then Update the ‘Comments’. 
Click ‘Save’.

The Corrective action is now signed off 
as completed in Damstra Safety.
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