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Welcome to the Chainformation user guide. In this manual, we will learn how to create audit
checklists, schedules and conduct audits of different units in your organisation.

Audits checklists have almost identical functionality as compared to Checklists 2.0. The main
purpose of separating audits from regular checklists is to allow only users with an appropriate
access level to schedule and conduct audits of different units. So, local staff from these units
can’t interfere in completion of audit checkpoints and data collected from a checklist run as an
audit of a unit is not mixed up with regular checklists shared with this unit.

NOTE to SUPER ADMIN: You must first make the proper settings for local, central and global
levels of Audit checklists and Audit reports functions in your system setup to control which
Roles in your organisation are allowed to conduct audits of different units, manage audit
checklists, schedules and reports. See the User Guide for Roles Administration

Here is a list of features of the Audit checklists module that we will discuss in this manual.

Create a New Audit ChecCkKIist.......... ..ot e e s s m s s s e e e e e eennnnn 2
Create an Audit Schedule.......... . e e s e e e e s nnmnn s 4
Conduct Audit of @ Unit.........ccoeeeiiiiiieeeeeeeeee s s s 8
Audit checklist OPLIONS..........coo i e 1"

Create a New Audit Checklist

Once you have logged in to the Chainformation platform, follow these navigation steps to
create a new audit checklist.

Note: You must have Administrate right on at least local level of Audit checklists module to
create a new audit checklist. See the user guide for Roles administration

1. Click the Audit checklists button in the left-side menu to open the Audit checklists tab.

Note: You cannot create or edit Audit checklists on the Chainformation mobile app due to
screen space restrictions. Therefore, you must log in to the Chainformation website platform to
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create a new audit checklist or edit a saved checklist. However, users with appropriate rights can
easily access, start and complete a scheduled audit in the mobile app.

S S -]
. o
SendSMIS 14 Name 11 Checkpoints 11 Start date & time U1 End date & time 11 Lastedited
e e :

2. Click the (+) icon in the top-right corner of the Audit checklists page to create a new audit.
This will open Create new audit checklist pop-up.

You can create the new audit checklist from an audit template or manually following the

navigation steps demonstrated in the user guide on how to create a checklist 2.0.

< New audit checklist

Checklist name

Translation h Understanding Audit checklistand ~
— Gym audit its schedules
() swedish
- P — + Audit checklist: Once a checklist is
@) English . created, it can be shared with the
relevant areas or units responsible
() ceman Description for scheduling it. A checklist can

have multiple schedules, however a
schedule can only belong to one
checklist

* Audit schedule: After a checklist is
shared, it can be set to run at

Checkpoints specific times, intervals, and during
N certain operational periods.
Manage checkpoints, sections, conditions and actions Schedules assign the checklist to

the appropriate units and roles

11 checkpoints responsible for completing it

Create Audit checklist - Create the
checklist by incorporating relevant
checkpoints.

Compliance threshold 2. Share Audit checkist - Share it to
Seta COmDI\EnCE threshold areas and units who will manage its
scheduling
3. Create Audit schedule - Set the time,

intervals and operational period of
the schedule.

4. Share Audit schedule - Assign to the
units and roles that will complete the
Sharing settings checklist

Share the checklist for scheduling and editing in selected areas or with individual
units.

QR-codes

List of QR-codes for expart

3. You can also create an audit checklist from a checklist 2.0 by clicking the Generate audit
checklist option for this checklist on the Checklists 2.0 table.
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Checkpoints status
rrrrr

Owrorgarisaton

Similar to creating a checklist from a template, when you choose to create an audit checklist
from a checklist 2.0, this checklist name, checkpoints and compliance settings are copied to the
new audit checklist.

Create an Audit Schedule

1. Follow the navigation steps demonstrated in the previous section to access the Audit
checklists module and go to Manage audit schedules tab on this module to schedule an audit.

U —

St e U1 Schedule name 11 Checkists Schedule type 11 Operational from 15 Operational until 17 Last edited
ot scheduled yet

Standard audit schedule Restaurant audit n audit on audit Closes 2 hours after start 20240622

Note: You must have Share right on at least the local level of the Audit checklists module to
create a new audit schedule. See the user guide for Roles administration

You cannot create or edit Audit schedules on the Chainformation mobile app. Therefore, you
must log in to the Chainformation website platform to create a new audit schedule or edit a
saved schedule. However, users with appropriate rights can easily access, start and complete a
scheduled audit in the mobile app.

2(a). Click the (+) icon in the top-right corner of the Manage audit schedules page to create a
new audit schedule.

2(b). If an audit checklist is not connected with any schedule yet, you can click on this audit row
from Shared with me filter on Manage audit schedules tab to access New audit checklist
schedule pop-up for this audit.
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2(c). If an audit checklist is not connected with any schedule yet, you can also access New
checklist schedule pop-up for this audit by clicking New audit checklist schedule option on
Audit checklists table.

This will open the New audit checklist schedule pop-up.

New audit checklist schedule
Name-

Audit schedule for gym

® Audit control
Answers will be registered as audits.

3. On New checklist schedule pop-up, enter a Checklist schedule name. This should be
explanatory, short and concise.

4. After entering a schedule name, click DONE button to go to Edit audit schedule page.

< Edit- Audit schedule for gym

Understanding Audit checklist and ~
its s

Translati :
Audit schedule for gym chedules
Swedish
@ Engish
Scheduled checklist
German

@Tms checklist will run according to this schedule.

Gym audit

Report setting

& Alowot view the report for this schedule.

Operational period
The schedule will be active and operational according to these settings

@ Continuously operational until stopped

Operational for a selected period

~
(=3}

7(c)

20250123 B

Checklist time schedule
The checkist will open and close according to this schedule.

Audit control

Start on audit Close after 8hours

Checklist access
‘The checklist can be viewed and completed by staff from the selected roles on the
units it's been scheduled for.

2

Unit assignment
Assign units from entire areas and/or individually selected units to this schedule.

S
H

5. If you start creating a schedule by clicking a not scheduled audit from Manage audit
schedules tab (item 2b) or clicking Schedule audit checklist option for it from Audit checklists
table (item 2c), this audit checklist is pre-selected in Scheduled checklist field.
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5(a). You can select a different audit to connect with this schedule from Checklist dropdown.

6. By default, all users with appropriate access level on the Audit checklists Reports module can
view report for this schedule.

6(a). If you don’t want other users to see report for this audit schedule, you can deselect “Allow
other users to view the report for this schedule” option in Report setting.

7. By default, an audit schedule is “continuously operational until stopped” once you have
saved this schedule.

7(a). You can set an audit schedule to “Operational for a selected period”. This means this
schedule will be available for conducting audits from operational period start date to end date
of this period.

7(b). You can set an audit schedule to “Not operational” status from Operational period
settings.

Remember, when an audit schedule is set to Not operational status or has expired i.e. its
operational period has ended, it’s not available for conducting audits unless its operational
period settings are updated.

By default, an audit schedule is set to close 8 hours after start in each completion period.

8. You can set End time of an audit completion period to a different value on Checklist time
schedule card.

9. Select the required value for End time of each compilation period of this schedule from the
Close checklist after field.

10. After selecting the appropriate End time setting for this audit schedule, click DONE button
on Checklist time schedule pop-up to save this setting.

Checklist time schedule

Schedule type

® Audit control
Answers will be registered as audits.

Checklist opening and closing times @

Close checklist after 3 Hours

Open

CANCEL DONE

11. Click Edit (* .) icon on Checklist access card to select roles you want to share this audit
schedule with.

https://chainformation.com/userguides


https://chainformation.com/userguides

S CHAINFORMATION

Stick to your concept

12. After selecting required roles on Checklist access card, click DONE button on this pop-up to
save these selections for this schedule.

Checklist access

Select the roles that should be able to view and complete the checklist when it's scheduled for their unit.
= Roles
01 SuperAdmin
(] 02 Executive Team
|_] 02 Support Team
04 Regional Managers
) o5site Manager / Franchisee

|_J 06 Store Supervisor

[_J 07PTs/Instructors

(] 08 Receptionists

13. Click Edit ('\‘) icon on Unit assignment card to select units you want to share this audit
schedule with.

14. On Unit assignment card, select areas and business areas you want to share this schedule
with.

This schedule will be shared to units from these areas and business areas once you save it. See
the user guide for Sharing selection

E——

Unit assignment

The checklist will run on all |kttt elected areas and/or individually selected units. ¢
Business areas m Areas

Corporate owned O w I
Franchised Finland

Mobile Units O usa

NW Sweden

Individual units

In addition to the general assignment above, you can assign individual units too.

Support Office Add unit
Birmingham Remove unit
Edinburgh Add unit
Northampton Remove unit
B ooy Add unit

/Assign units from entire areas and/or individually selected units to this schedule. m

R No areas and business areas selected vt
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15. You can also share an audit schedule with individual units directly by adding these units in
its unit assignment settings.

16. After selecting required units, areas and business areas on Unit assignment card, click DONE
button on this pop-up to save these selections for this audit schedule.

17. Now, review all settings on Edit audit schedule page and click Save button to save this
schedule.

Once you save a new audit schedule, users associated with selected roles can use this schedule
to conduct audits for selected units. See the user guide for Conduct audit for a unit

Conduct Audit of a Unit

1. Follow the navigation steps demonstrated in the previous section to access the Audit
checklists module from your profile menu on the Chainformation website platform.

If you are accessing the platform from the Chainformation Companion 2.0 mobile app, you can
open your profile menu by clicking the hamburger icon in the top-left corner of your mobile
screen.

= Q e .
= * Stateside Burgers
M Support Account aee -~ ST REEETE
& &%e SupportOffice ~
You have been invited to answer the form: "Franchise
Menu Survey"
A Home
(O 0Comments
S Profile
M Support Account
et B Pages
Shared page: Stateside Burger's Operations
g Files
Q 0lLikes (O 0Comments
B Forms
Anders Hall edited this
Tasks
Anders Hall
3 £ Forum
Shared page: Operations Manual Overwiew 2% our organisation
Q OlLikes O 0Comments Q

Checklists 2.0 /

M Support Account Audit checklists
w

Posted 8%  Scan unit QR-code

Our core success factors
o Settings
Version 1.6.1(318)
QO OlLikes (O 0Comments
© Contact support
=] 9
[+ Logout

News:

You will be redirected to the Shared with me filter on the Audit checklists page where you can

find all audit checklists shared with you.
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Home Audit checkiists Audittemplates Manage audit schedules Audit reports
—

Pags a

Fie

‘Shared with me Ongoing audits
11 Name

11 Unit in i 11 Last edited
Tasks . s (e g
Restaurant audit Helsinki 219 Standard audit schedu. 53 735 (UTC 20250123
P
S
S ”®
oo vty
Not started
eckists 20 o
1% Name 17 Checkpoints 17 Schedule name 11 Start date & time 11 End date & time 1T Last edited
FO Auicreciss °
11 Not scheduled yet 20250123
Restaurant audit 9 Standard audit schedule On audit Closes 2 hours after start 20250123

2. In the list of Ongoing audits, you can find audits that are currently ongoing for different units
in your organisation.

3. You can click on a scheduled audit checklist from the “Not started” list to start a new audit for
a unit.

<« Audit checklists : < Audit checklists m H

Ongoing Not started Ongoing Not started

o=
o= =
=

= =

checkpoints left Helsinki 9 checkpoints
Restaurant audit Restaurant audit 0%
22% o on audt
6 1h 55 min remaining @ Onaud
9 checkpoints left Northampton
Restaurant audit
0%

e 1h 59 min remaining

This will open the checklist completion page for this audit schedule.

4. Click the Start button on this checklist completion page to get the list of units for which you
can start this audit schedule.

5. Click on the unit name for which you want to start this audit.
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Remember, you cannot select a unit to start a new audit when an audit iteration is already

ongoing for this unit.

6. Switch ON the Start toggle button to see the Start and End time of the audit iteration you are

going to start.

7. Click the Start button again to confirm the start of this audit iteration for the selected unit.

Restaurant audit
< Restaurant audit <

Select unit
Please click 'Start’ to select a unit and complete
ihe Checkist Please select the unit that you will be

conducting an audit on.

42 This checkiist is designed for conducting audits
Start

Select unit*
Completed 0
0%

d

Notcompleted 9

checklist to conduct audit in different units Edinburgh
Latest audit: 2025-01-28 11:42
S|
ignage ol
> Manchester
l Latest audit: 2025-01-28 11:42
Milano
Latest audit: 2025-01-2812:15
Trash cans
New York

Trash cans

Entrance

Checkout machine

&« Restaurant audit

Select unit

Please select the unit that you will be
conducting an audit on

Select unit*

Manches -

B @ 202502131542
% 20250213 17:42

Once you start this audit, it cannot be undone.
carce m

Completed 0

Notcompleted 9

0%

checklist to conduct audit in different units

Signage

Trash cans

Now, you and your selected colleagues can complete checkpoints on this audit checklist for the
selected unit before End time of this ongoing iteration. Refer to user guide for Checklists 2.0

completion

Audit checklist options

Users with appropriate access rights can edit an audit checklist, generate audit template,
checklist 2.0, view audit report, delete responses submitted to an audit schedule and delete an

audit checklist from its options menu. See the user guide for Checklists 2.0 Set-up for detailed

instructions on these settings
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:

e N,
or

Notstarted O Delete audit checklist
14 Name U1 checkpaints 41 Start date & time 11 End date & time U1 Last edited

250128

Remember, no checklist opened and reminder notifications are sent for audit checklist
iterations. Also, users can’t make an audit checklist schedule Not applicable for a unit. So,
“Global/Personal push notifications” and “Not applicable for this unit” options are not found
for an audit checklist.
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