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Pending Substances

Once a record of a Substance has been 
added to the Substances Register in 
Damstra Safety, managing changes to 
that record such as the quantity or 
storage location, is made easy via 
webforms that can be accessed by 
anybody within your business, even if 
they are not a Damstra Safety user.

Help with the configuration and usage of 
these webforms is available separately in 
the support portal, however in this guide, 
we’ll show how to manage the 
information received in your Damstra 
Safety system.

Introduction



Pending Substances

The procedure begins in the Pending 
Substances register, which can be found 
under Assets in the Menu Bar.

Pending Substances Register

“Pending Substances Register”



Pending Substances

All substance updates submitted via a 
webform are received here for 
processing by a Damstra Safety user.

By default, unprocessed submissions are 
displayed with the newest submission 
listed first.

To manage a submission, click ‘Actions’, 
then ‘Edit’.

Manage Submission



Pending Substances

In the Webform Data section, the 
information supplied via the webform is 
displayed.

Read through the details included to 
understand what needs to be updated, 
noting in particular the Action field, which 
will indicate the intention of the 
submission.

In this example, we can see that Laurie 
Davison has provided an update on the 
quantity of Gasoline stored in the Outside 
storage area of the Auckland Warehouse. 
According to the information submitted, 
as of 18/12/2018 the quantity stored 
there is 400 litres.

Interpret Details



Pending Substances

Now that we understand what the 
submission is trying to tell us, we can 
choose whether we wish to accept the 
changes, and which fields in the existing 
Substance record need to be updated.

In the Current Location of Storage Data
section, existing Sites where this 
Substance is located are displayed.

In this example, we know that the update 
is related to the Auckland Warehouse
site, so we should select this by clicking
‘Actions’ then ‘Edit’.

Determine Site



Pending Substances

The contents of the submitted form are 
now displayed on the left, in comparison 
to the existing record, on the right.

We can now copy fields from the form to 
the record via the corresponding ‘arrow’ 
icons.

Note that the Checked by and Authorised 
by fields will not be copied and must be 
entered manually, if required.

Copy Changes



Pending Substances

Once the required changes have been 
copied across, click ‘Save’ to commit the 
changes, then click ‘Finish Processing’ to 
return to the Pending Substances 
Register.

Save Changes



Pending Substances

The form has now been processed and is 
removed from view.

The changes to the Substance record 
may be verified by viewing the 
Substance Register, where the changes 
will be visible.

Processing Complete




