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Welcome to the Chainformation user guide. In this version of Checklists 2.0 manual, we will
learn how to access checklists reports and manage relevant options.

Checklists 2.0 Reports dashboard has a simple, user-friendly interface that offers valuable
insights and actionable intelligence to easily track the results of checklists within your
organisation. Checklists reports module has four standard widgets as follows:

1. Open checklists widget shows status of checklists that are currently ongoing.

2. Attention required widget shows new and persistent issues (deviations) in open checklists.
3. Checklist history widget shows performance of different units in past checklist iterations.
4. Recent activity widget shows a live feed of recent user activity on the Checklists module.

You can also create custom widgets on your Reports dashboard to track progress on checklists
from specific areas and individual locations.

This document only has user guides on how to view and manage data on different widgets in
the Checklists 2.0 and Audit checklists Reports modules. Please see the user guide for Checklists
2.0 Set-up and Audit Checklists to learn how to create new checklists 2.0, audit checklists and
schedule them for completion from different units and roles. Refer to the user guide for
Checklists 2.0 Completion to get detailed instructions on how to complete a checklist 2.0 for
your current unit and manage its relevant settings.

NOTE to SUPER ADMIN: You must first make the proper settings for local, central and global
levels of Checklists 2.0 and Audit Checklists Reports functions in your system setup to control
which Roles in your organisation are allowed to view checklists 2.0 and audit checklists reports.
See the User Guide for Roles Administration

Here is a list of features of the Checklists 2.0 Reports module that we will discuss in this
manual.

Access Reports dashboard 2
Open checklists 4
View selected open checklist report 5
Attention required (Deviations) 7
Recent activity widget 9
Checklist history 1"
View selected checklist history report 12
View detailed checklist history report of a location 15
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Access Reports dashboard

Once you have logged in to the Chainformation platform, follow these navigation steps to go to

your Checklists 2.0 Reports dashboard and review progress on open and past checklists from

different locations in your organisation.

Note: You must have Checklists 2.0 Reports module enabled for your role on at least local level
to access Reports dashboard. See the user guide for Roles administration

1. Click the Checklists 2.0 button in the left-side menu to open the Checklists 2.0 module.

2. Go to Reports tab on this module to review checklist reports.
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You can review data on different widgets as follows:
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3. Open checklists widget shows the total number of checklist iterations that are currently
ongoing for different locations. Open checklist iterations are classified into three categories
based on their completion status.

3(a): “Completed” status refers to the checklists on which all checkpoints are completed in the
ongoing iteration by the respective locations.

3(b): “In progress” status refers to the checklists on which some checkpoints are completed in
the ongoing iteration and some checkpoints are not answered yet.

3(c): “Not started yet” status refers to the checklists on which no checkpoint is answered yet in
the ongoing iteration.

4. Attention required widget shows the total number of deviations reported in all ongoing
checklist iterations. These deviations are divided into two categories:

4(a). “New issues today” refer to the checkpoints that are reported as Not OK in the current
iteration but were OK in the previous iteration.

4(b). “Past unresolved issues” refer to the checkpoint deviations that have occurred at least
twice in a row.

5. Recent activity widget shows a live feed of recent user activity on the Checklists module in
the last 24 hours that might include:

(5a) A user answered or updated a checkpoint
(5b) A user added or removed attachment from a checkpoint
(5c) A user added a comment on a checkpoint

Note: Tracking user activity on audit checklists seems redundant because audits are usually
conducted by the same specific users on all locations. So, Recent activity widget is not found on
the Audit checklists Reports dashboard.

6. Checklist history widget shows the total number of past checklist iterations ended in the
selected time period e.g. last week for different locations. Checklist history iterations are
classified into three categories based on their completion status.

6(a): “Completed” status refers to the checklists on which all checkpoints were completed by
the respective locations before the iteration ended.

6(b): “Partially completed” status refers to the checklists on which some checkpoints were
completed before the iteration ended and some checkpoints were skipped or missed.

6(c): “Skipped” status refers to the checklists on which no checkpoint was answered before the
iteration ended.
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7. Checklist history widget also includes a pie chart for non-compliance status. This graph shows
the percentage of non compliance referring to checklists that did not meet the set compliance

threshold. See the user guide for compliance threshold

Red color on the non-compliance pie chart represents failed control limits while green refers to
ones that met the control limit.

8. Four standard widgets on the reports dashboard show data from all available checklists, areas
and business areas. You can create custom widgets on your Checklists 2.0 Reports dashboard to
see data from specific checklists, locations, areas and business areas. See the user guide for

Custom Reports widgets

9. You can drag a reports widget from its original position to a new position on the dashboard.
Now, we will review details of data available on all Reports widgets.

10. You can click on the Show more button or Filter icon on a widget to access the relevant
table.

Open checklists

On Open checklists table, you can review data from ongoing checklist iterations as follows:

Checklists 2.0 Templates Manage checklist schedules Reports
—
< Open checklists v

otal number of open chedl ‘s- B Cheokists - Locations ~ Areas - Business areas ~
SRS ) (o)

U1 Checklists LT Schedule name U1 Sharedtolocations 1} Duein Checklist status
12 [4(a)

Fire safety rounds Fire safety schedule 2 46 minutes left m
Da\\y gym opening Daily morning routine Gym 10 Tihleft

»®

Checklist status info M

1. You can view names of all open checklists and their connected schedules under Checklists
and Schedule name headers respectively.

2. You can view the number of locations for which a checklist iteration is ongoing under Shared
to locations header.
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Note: If a checklist schedule is shared with a location but this location has marked it not
applicable, this location is not included in the number of open checklist iterations of this
schedule until it’s applicable again for this location.

3. You can see the time left when an ongoing checklist iteration closes in the Due in column.

4. You can see the completion status of an ongoing checklist iteration from different locations
under the Checklist status header.

4(a). Green color represents locations that have completed all checkpoints in this iteration.

4(b). color represents locations that have completed some checkpoints in this iteration
i.e. checklist is in progress from these locations.

4(c). Grey color represents locations that have not answered any checkpoint in this iteration i.e.
checklist is not started yet from these locations.

5. Open checklists table also includes a deviations counter that shows the number of deviations
reported in all ongoing checklist iterations listed on the table.

You can click on this counter to view details of these deviations. See the user guide for
Attention required (Deviations) table

6. You can filter data on the Open checklists table to view the status of ongoing iterations from
different checklists, locations, areas and business areas. See the user guide for Filter function

on Reports dashboard

7. You can click on a checklist row to view the detailed report of its ongoing iteration.

View selected open checklist report

Open checklist report page of a checklist schedule has two tabs.

8. Checklists tab shows completion status of checkpoints and deviations reported on these
checkpoints from each location.

Note: If a location has marked a checkpoint not applicable, this checkpoint is not considered for
calculation of Checklist status from this location until it’s applicable again for this location.
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Back Daily gym opening A
Checklist name Daily gym opening Last edited 2024-10-17 Anders Hall
Schedule name Daily morning routine Gym Due in 11hleft
Created by Anders Hall

Checklist schedules ~ Locations ~ Areas ~ Business areas ~

Dally gymopening  Daily morning routine Gym

12 Locations 11 Checklist status 11 Deviation Total number of open checklist iterations in all listed
locations @
Edinburgh 811
inburg / © @ Completed 0
Manchester o1 None 10 n progress 4
Not started yet 6
Milano 710 (1]
New York om None
Checklist status info v
Newquay 011 None
Northampton om None
Total t deviations of open checklists

Salt Lake City om None l::l
Titan am None
Verona 711 2]
9. You can click on a location name in the Checklists tab to view the detailed open checklist

report of this location.

Milano - Daily gym opening, Daily morning routine Gym & x

770
Period 11 Sections 14 Checkpoints Answers Comments Attachments 11 Reported by
20250408, 11:00- 20250408,  Reception Computers and point-of-sale syster @ OK A Daniel Tortoriello
22:59
© Today, 19:41
Show more
Sanitation
Show more
Tum on lights and check that fr.. @ Not OK 3 Daniel Tortoriello
. © Today, 19:41
Facilities Check equipment Q ok A Daniel Tortoriello
@ Today, 18:04
Show
Clean equipment © ok Daniel Tortoriello
© Today, 18:04
Show more
Restock Q o« A Daniel Tortoriello
© Today, 1817
Show more

Walk through Q ok - g Daniel Tortoriello
9(a). You can download an offline copy of the detailed open checklist report of the selected

location.

10. Checkpoints tab on the selected open checklist report page shows the number of locations
that have answered a checkpoint OK, Not OK or not answered it yet.

Note: If a location has marked a checkpoint not applicable, this location is excluded from
checkpoint status columns until this checkpoint is applicable again for it.
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11. You can view the summary of locations that have completed, in progress and not started yet
the ongoing iteration of the selected checklist schedule on its detailed report page.

12. You can view the summary of deviations from different locations in this iteration of the
selected checklist schedule.

13. You can review attachments added on different checkpoints from all locations in this
iteration on the Gallery widget. See the user guide for Checklist gallery

14. If a checklist is connected with two or more schedules, you can switch to see the open
checklist report of different schedules from the Checklist schedules filter on this checklist report

page.

Attention required (Deviations

On Attention required (deviations) table, you can review details of deviations reported in
ongoing iterations of different checklist schedules as follows:

1. You can view names of deviation checkpoints, checklist associated with this checkpoint and
its connected schedule under Checkpoints, Checklists and Schedule name headers respectively.

2. You can see the frequency status of a deviation in the Deviation status column.

2(a). color represents the number of locations that have reported a checkpoint as Not
OK in the current iteration but have answered OK in the previous iteration.

2(b). Red color represents the number of locations that have reported a checkpoint as Not OK
at least twice in a row.

https://chainformation.com/userguides


https://chainformation.com/userguides

S CHAINFORMATION

Stick to your concept

Checklists 2.0 Templates Manage checklist schedules Reports
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1) [1(b)]
S ———— o n
Pcneckpans kit

now 117 Schedule name 13 Deviation status 11 Total locations 11 Scoring
Restock
6 Show more
Maintanance check
Daily gym opening Daily morning routine Gym o 1
Show more
o lscues todey © Does this unit have fully Fire safety rounds Fire safety schedule 2(a) 1 Critical
@ Pastumesolved 3
When electrical systems,
Fire safety rounds Fire safety schedule 1 Major P
@»Shaw more i
Computers and point-of-s.
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Show more

3. “Total locations” column shows the total number of locations that have reported a
checkpoint as Not OK in the ongoing checklist iteration.

4. You can also see the Scoring category (if any) of a deviation checkpoint on the Attention
required table. See the user guides for compliance threshold and checkpoints scoring

5. You can filter data on the Attention required table to view the deviations from different
checklists, locations, areas and business areas. See the user guide for Filter function on Reports
dashboard

6. You can click on a deviation row to view its details e.g. names of all locations that have
reported this deviation, comments, attachments (if any) added on deviation checkpoint and
name of the colleague who has reported this deviation.

Back
Checklist name Daily gym opening
Checkpoint name Computers and point:
Schedule name

Checklist schedules ~ Locations

Daily gym opening

1% Locations Answers
Edinburgh @ Not oK
Verona © Not ok

of-sale systems

Daily morning routine Gym

Daily morning routine Gym

Daily gym opening A

2024-10-17 Anders Hall
9h left
Anders Hall

Last edited
Duein
Created by

- Areas ~ Business areas ~

Computers and point-of-sale systems

Comments Attachments 11 Reported by

Daniel Tortoriello

found 5+ errors  support Account

U1 Automated action

None
_ Create automated 7(a)
action
v Create one time task 7(b)

#)

O Chat with reporter 7(c)

7. You can take different actions as follows to find out the reason for a deviation and prevent
this deviation from happening again.

7(a). Create automated action

7(b). Create one-time task
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7(c). Chat with reporter

8. Clicking on the Create automated action button will open the Automated action tab where
you can create an automated task or send notification action for this deviation checkpoint. See
the user guide for automated checkpoint actions

9. You can create a one-time task for this deviation checkpoint and assign it directly to the
selected staff members or staff members from the selected roles and locations.

Available locations and users for assighnment of one-time tasks are fetched based on your access
level in the Tasks module. See the user guide for Tasks manager

Remember, you can create a new automated action for a deviation checkpoint or edit an
existing one only if you have access to edit the relevant checklist. See the user guide for

Checklists Management

You don’t need editing access for the relevant checklist to create a one-time task for a deviation
checkpoint. All users who have access to the Tasks module can create one-time tasks for
deviations.

Note: If an automated action or one-time task is already created for a deviation checkpoint, you
can review it on Automated action and One-time task tabs respectively.

1 Automated action One time task x

1 I
Send a notification to selected roles on the local location

1 When the answer is Not OK. 3

Add action

10. Clicking on the Chat with reporter button will open the Chat window with the colleague who
reported this deviation where you can send them an inquiry message. See the user guide for
Chat module

Recent activity widget

Remember, the Recent activity widget displays user actions on open running checklists from the
last 24 hours. If a checklist iteration has ended, user actions from this checklist are not displayed
on the Recent activity widget even if these actions were reported in the last 24 hours.
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5 minutes ago

Q John Storemanager at Birmingham .
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n Storemz
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led attach John Demouser at New York 25 minutes ago

ckpoint W Answered the checkpoint Turn on lights and check that front desk is organized © oK View checklist |
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wered the cneunpunn e o s -
non lights and check that @ OK View checklist ‘ ‘ compliant checklists ‘ ‘ v

By default, the Recent activity widget shows user activity on all available checklists from all
areas and business areas.

1. You can filter data on the Recent activity widget (Show more state) to see user activity on
specific checklists and schedules from different locations, areas and business areas. See the user
guide for Filter function on Reports dashboard

2. If you have saved some filter choices on the Recent activity widget, these saved filters are
also accessible on the dashboard. See the user guide for Saved filter

3. You can open a checklist in “View mode” from the Recent activity widget to review its Start,
End date, time, checkpoints status and answer submitted by the specific location on each
checkpoint.

- Support Account ¥
&  Birmingham (-]

< Daily gym opening

@ Edit checklist

E Start date & time : 2025-04-09, 08:00 (UTC +1) C:, End date & time : 2025-04-09, 19:59 (UTC +1) 2.0
Walk through ) Completion
9 Checkpoints statu <-E
mode
Walk through all areas of the gym to ensure cleanliness (locker rooms, showers, floors)
Completed 8
% f
Not 0K 73% Notcompleted 3 =

Y . © oeviations 1
Comment . y

o Checkpoint log

Today, 1839

John Storemanager
Qe Added attachment 4

Remember, you can’t make changes on any checkpoint when a checklist is opened in “View
mode.
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4. Though, you can switch to “Completion mode” if you are viewing the checklist progress from
your current location and you are allowed to complete this specific checklist schedule. See the
user guide for Checklist 2.0 Completion

Checklist history

On Checklist history table, you can review data from past checklist iterations as follows:

1. By default, the Checklist history table shows data for checklist iterations completed in the last
week.

You can also choose to see data for checklist iterations completed Today, Last month, Last
quarter, Last year or a custom range.

Checklists 2.0 Templates Manage checklist schedules Reports

< Checklist history Lastweek v v

Total number of past checklist Checklists ~ Locations ~ Areas ~ Business areas ~ Saved filters ~
iteratior I D

0 Checklisls - T Schedule name 12 Total locations 11 Non compliance Status 11 Closed
114

5(c)
Daily gym opening On-demand Gym Routines 1 RS 20250408, 18:44
Safety Check - Daily Daily Routines 1 —_— 202504-09, 2020
o Ccompleted 2% (2111) 1
Partislly 6% (71114) Fire safety rounds Fire safety schedule 2 50% — 20250408, 18:45
completed —
y © This checklis has iterated
®  skipped 92% (105/114) Safety Check - Daily Daily Safety check 8 7 times and share 0 202504-10, 13:59 _f
@‘Da\\y gym opening Daily morning routine Gym 10 14%), ® Noncom 20250410, 04:59
Checklist status info v A 14% (8/5
é 36%
Total summary of non-compliance
in all listed locations ©®
15%

2. You can view names of checklists and their connected schedules that have at least one
completed iteration in the selected time period under Checklists and Schedule name headers
respectively.

3. You can view the number of locations that have completed at least one iteration of each
listed schedule under the Total locations header.

Note: If a checklist schedule is shared with a location but this location has no applicable
iteration of this schedule in the selected time period, this location is not included in the number
of total locations for this schedule on Checklist history table.

4. You can see the percentage of non-compliance on a specific schedule from all listed locations
in the selected time period if compliance threshold is enabled for its connected checklist. See

the user guide for compliance threshold
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5. You can review the summary of completion status of checklist iterations by the listed
locations in the selected time period under the Status header.

5(a). Green color represents iterations in which all checkpoints were completed by a location.

5(b). color represents iterations in which some checkpoints were completed before the
iteration ended and some checkpoints were skipped or missed

5(c). Red color represents iterations in which no checkpoint was answered by a location before
the iteration ended.

6. You can see the date and time when the latest iteration of a checklist schedule in the selected
time period has ended in the Closed column.

7. Checklist history widget also includes a pie chart for non-compliance status that shows the
percentage of non compliance in all listed locations.

Red color on the non-compliance pie chart represents failed control limits while green refers to
ones that met the control limit.

8. You can filter data on the Checklist history table to view the data of past iterations from
different checklists, locations, areas and business areas. See the user guide for Filter function
n R r h r

9. You can click on a checklist row to view the detailed report of its previous iterations in the
selected time period.

View selected checklist history report

You can review data on checklist history report of a checklist schedule as follows:

1. Locations column shows all locations that have at least one previous iteration of the selected
schedule in the selected time period.

2. Checklist status column shows checklist completion status of all iterations by a location in the
selected time period.

2(a). Green color represents iterations in which all checkpoints were completed by this location.

2(b). color represents iterations in which some checkpoints were completed before the
iteration ended and some checkpoints were skipped or missed

2(c). Red color represents iterations in which no checkpoint was answered by this location
before the iteration ended.

3. “Non compliance” column shows the number of iterations in which a location was flagged as
non-compliant due to its score falling below the established threshold.
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4. Deviation column shows the percentage of Not OK checkpoints in reference to all
checkpoints answered by a location in the listed iterations.

Back @ Today eek Last month Last quarter Last year E Custom range

Checklists & Schedules ~ Sections ~ Checkpoints ~ Locations ~ Areas ~ Business areas ~ R Hide filter

Checklists:  Daily gym opening

1 1 1
[1s5@@)] [15m0)] [15(c))

Checklist schedules:  Daily morning routine Gym
LT Locations 1% Checklist status 11 Non compliance 11 Deviation @ma“‘“mbﬁ pe asaipns in alllisted locations ©
® Total checklist iterations: 7
) Completed 2% (1/60)
— Set compliance threshold: 100% =
Manchester — (D) C2) Pl o
o Non compliant 88% Partially completed  10% (6/60)
- 29% (2/7) )
New York |3 (2) 2] ®  Skipped 88% (53/60)
=" e Compliant
71% (5/7)
Newquay -_—0 2 Note: Glick the “See detailed report” 7((:)
button for more detailed results.
Nonham — (5 (2) CU% W rorarenbeklist iterations: 7 ist status info ~

e Deviation

Titan ® ¢ 2 ) @“ 20% ," 20% (2/10;
Completed checkpo ‘“5ummary of nen-compliance in all listed locations

13% (10/77,
Edinburgh| ! !

@ Total checklist iterations: 6

Verona @ Completed iterations (29%)
17% (1/6) @ Noncompliance  90% (18/20)
Milano _ —— Partially completed (12%) @ Compliance 10% (2/20)
17% (1/6)
Birmingham ® e Skipped ( 13% ) 5
67% (4/6) T
m @‘ Total summary of deviations in all listed locations

@ Deviations 17% (9/54)

No deviations 83% (45/54)

Birmingham
20250409,
18:39

5. You can click on the history icon at the end of a location row on the selected checklist history
report page to see the detailed report of this location in each listed iteration from the selected
time period. See the user guide for Detailed checklist history report of a location

Remember, the detailed report of a location shows data from previous iterations of only one
schedule. So, if you are viewing the report of two or more schedules from the same or different
checklists, the option to view the detailed report of a location will be hidden. Refer to item 10 in
this user guide to learn how to view checklist history report of multiple schedules

6. You can view the summary of iterations in which a checklist was completed, partially
completed or skipped by listed locations on the selected checklist history report page.

7. You can click on a relevant pie chart color from item 6 to sort locations in the table on the
basis of Completed, Partially completed or Skipped Checklist status.

7(a). Clicking on the Green part allows you to sort locations based on highest to lowest or
lowest to highest number of completed iterations.

h ://chainformation.com rqui


https://chainformation.com/userguides

ﬂ CHAINFORMATION

Stick to your concept

7(b). Clicking on the part allows you to sort locations based on highest to lowest or
lowest to highest number of partially completed iterations.

7(c). Clicking on the Red part allows you to sort locations based on highest to lowest or lowest
to highest number of skipped iterations.

8. You can view the percentage of non-compliance from different locations in all listed
iterations as a pie chart on the selected checklist history report page.

Red color on the non-compliance pie chart represents failed control limits while green refers to
ones that met the control limit.

9. You can view the percentage of deviations from different locations in all listed iterations as a
pie chart on the selected checklist history report page.

Red color on the deviations pie chart represents checkpoints reported as Not OK while green
refers to ones that were reported as OK.

10. You can click on a relevant pie chart color from item 9 to see data for only those checkpoints
that were reported as either OK or Not OK.

11. You can review attachments added on different checkpoints from different locations in all

listed iterations on the Gallery widget. See the user guide for Checklist gallery

12. You can select two or more schedules connected with the same or different checklists from
the Checklists & Schedules filter to view cumulative data from all iterations of these schedules
in the selected time period on the selected checklist history report.

13. You can select one or more sections of a checklist from the Sections filter to see data for
only these sections from all iterations of the selected schedules in the selected time period.

14. You can select one or more checkpoints of a checklist from the Checkpoints filter to see data
for only these checkpoints from all iterations of the selected schedules in the selected time
period.

Remember, you can select sections or checkpoints from the same checklist only. So, Sections
and Checkpoints filters will be disabled for selection when you have selected schedules from
the two or more checklists in the Checklists & Schedules filter.

Also, you can’t add sections and checkpoints together in the filter. So, the Checkpoints filter is
disabled for selection when you have added at least one section in the filter and vice versa.

15. You can filter data on the selected checklist history report page to view the data of past
iterations of selected schedules from different locations, areas and business areas. See the user
guide for Filter function on Reports dashboard
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16. You can click a location name on the selected checklist history page to access line graph and
location performance benchmark reports.

View detailed checklist history report of a location

Once you have opened checklist history report of a location as demonstrated in the previous
section (item 5 in the user guide for selected checklist history report), you can review data on
this report as follows:

1. Detailed report header shows the name of location, checklist and its connected schedule for
which you are viewing this report.

2. Period column shows the Start and End date, time of the iteration for which you are viewing
the data on the page.

3. You can switch to see data from other iterations in the selected time period from the header
row of the detailed report.

@hecklist deteport for Mil

&for Daily gym ogening, Dam)rning rquiine Gym F"-'; 20f6 > Last 3
Period 11 Sections 1% Checkpoints I Scoring  Answers Comments Attachments 11 Reported by
2025.04-09,08:00-  Reception Computers and point- Major © ok E ﬂﬂﬂﬂ | N
2025-04-09,19:59 ot
Show more © 20250409,
1818
7 a) Daniel
Sanitat M K (
anitation eler ° Tortoriello
Show more © 20250409,
1818

Turn on lights and Major © ok Daniel
Tortoriello
© 2025-04-09,

1818

nnnnnnnnn

Facilities Check equipment Q o Daniel
Tortoriello
Show more © 2025-04-09,
18:18
ok Daniel
Clean equipment Major o
o ' ° Tortoriello
Show more © 2025-04-09,
7(b) 18:18
Restock Minor © NotOK 30 pes limited stock Daniel
Tortoriello
Show more © 2025-04-09,
1818
Walk through Major © ok Daniel
i Tortoriello
Show more J ® 20250409,
1818
Sect ult 87%

uuuuuuu

Locker Rooms. Inspect locker rooms Q ok Daniel
Tortoriello
Show more © 2025-04-09,
1818
Maintanance check Major Q Daniel
Tortoriello
Show more © 20250409,
1818
Restock Minor © oK Daniel
Tortoriello
Show more © 20250409,
18:18
Section result 100%
Compliance
threshold: 100%

Final checklist
result
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4. Sections column shows the name of each section in the selected checklist.

Note: If you have added one or more sections in the filter (item 10 in the user guide for selected
checklist history report), the detailed report of a location shows data from only selected
sections in each iteration.

5. Checkpoints column shows the name of each checkpoint in the selected checklist.

Remember, if a location has marked a checkpoint not applicable, you will not find this
checkpoint in the detailed report of this location from the previous iterations where it was not
applicable for the selected location. Though, you may find this checkpoint in the detailed report
of this location from the previous iterations where it was still applicable for the selected
location.

Note: If you have added one or more checkpoints in the filter (item 11 in the user guide for
selected checklist history report), the detailed report of a location shows data from only
selected checkpoints in each iteration.

6. Scoring column shows the scoring category (if any) of each checkpoint listed in the report.

7. Answers column shows the OK or Not OK status of a checkpoint in each iteration where this
checkpoint was answered. If this is a measurement checkpoint, you can also view its reported
value in the Answers column.

8. You can review comments and attachments (if any) added on a checkpoint in their respective
columns on the detailed report of a location.

9. Reported by column shows the name of the user who answered a checkpoint and the date,
time when this answer was submitted.

10. Section result row at the end of each section in the detailed report of a location shows the
total compliance score of all checkpoints from this section in the selected iteration.

Note: If you are viewing the report of individual checkpoints (item 5 in this user guide), Section
result data is not shown because all checkpoints from a section might not be selected.

11. Final checklist result row at the end of the detailed report of a location shows the total
compliance score of all checkpoints from all sections of this checklist in the selected iteration.

Note: If you are viewing the report of individual sections (item 4 in this user guide), Final
checklist result data is not shown until all sections of this checklist are selected in the filter.

Remember, a red border around the section/checklist compliance score indicates this score fell
below the set compliance threshold while a green border around this value indicates the score
met the compliance threshold. See the user guide for Compliance threshold and Checkpoints

scoring
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12. You can get an offline copy of the detailed checklist history report of the selected location by
clicking the “download” button.

This will open the “Download detailed report” overlay for selecting the time period and format

of the download.

== ., Download detailed report

Would you like to download the report for the entire period you've

selected, or just for this page?

1 Z(a-)— Entire period

@ Only selected page

etailed re

1 Would you like to download the report as an Excel or PDF file?

1 2(b) Excel

12(a). You can choose to download the report from only the selected page or all pages from the
selected time period.

12(b). You can download the report as an Excel or PDF file.

12(c). Click the “Download” button to get the file with your selected pages from time 12a and
format from item 12b.

Note: If you are viewing the report of individual checkpoints or sections (items 4, 5 in this user
guide), the downloaded report includes data from only selected checkpoints or sections.

View line graph (performance metrics) report

1. When you click a location name on the selected checklist history report page (item 11 in the
user guide for selected checklist history report), this opens the line graph (performance
metrics) report of this location in the selected time period for all the checklist schedules
selected in the filter.

2. You can remove this location from the filter to see data from all available locations or add
more locations to see data from the selected locations.
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Back Today Last week Last month Last quarter Last year [=) Custom range
@\; o e
Checklists & Schedules ~ Sections ~ Checkpoints ~ Locations ~ - - o X Hide filter
Checklists:  Daily gym opening @ Safety Check - Daily ®
Checklist schedules:  Daily morning routine Gym & Daily Safety check &
Performance metrics: Completion rate and deviations Percentage of completed checkpoints @ Percentage of checkpoints with deviations
27%
Devi
£
De
40 10%
®
]
L L J ) o [ [ L d

3. Performance metrics graph shows the percentage of completed checkpoints and deviation
checkpoints by the selected locations on each day of the selected time period e.g. last week.

Green dot on the graph refers to the percentage of completed checkpoints in selected checklist
iterations and red dot refers to the percentage of deviations i.e. Not OK checkpoints.

4. You can hover your cursor over a dot to review the data from which this percentage value is
calculated.

Locations performance benchmark comparison

1. When you scroll down the Line graph report page, the location performance benchmark
comparison section shows up.

This section shows no data until you select some valid preferences for display from the Location
performance benchmark filter.

Back Today  Llastweek  lastmonth  Lastquarter Lastyear [ Customrange
o
)
"% @ ° ® L4 ° ° °
Tue Wed Th i St Su Mo
§J Location performance benchmark [ Checklist &= Sections 7= Checkpoint
compa betwe s by selecting you s
V| Che O Loe X Hide filter
Louauuné Birmingham @ Edinburgh®  Milano®  Verona ®
Checklists:  Dally gymopening ® Fire safety rounds ®
Checklist schedules:  Dallymoming routine Gym ®  Fire safety schedule ®
Daily morning routine Gym ® &

Daily gym opening
100%
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2. Select at least one schedule from the Checklists & Schedules filter.

Remember, you can select up to 4 schedules for comparison from the location performance
benchmark filter.

Also, only those checklists and their connected schedules are available for selection in the
location performance benchmark filter that you have already added in the checklist history

main filter. (Refer to item 12 in the user guide for selected checklist history report)

3. Select the locations whose performance for the selected checklist schedules you want to
compare.

Remember, you can select up to 20 locations for comparison from the location performance
benchmark filter.

4. Now, you can review the performance of all selected locations in the selected time period for
each selected schedule in a bar graph.

5. Height of a location bar refers to the percentage of checkpoints answered by this location.
5(a). Green part of the bar refers to the checkpoints that were answered OK.
5(b). Red part of the bar refers to the checkpoints that were answered Not OK.

6. You can hover your cursor over a bar in the graph to review the data from which this
percentage value is calculated.

7. You can also compare performance of each location for specific checkpoints and sections.

8. Go to the Checkpoints tab on the location performance benchmark page and select the
required checkpoints for comparison from the filter.

Back Today  Lastweek  Lastmonth  Lastquarter Lastyear [ custom range

§J Location performance benchmark [ Checklist &= Sections ~ %= Checkpoint
RS fordisplay.

Compare progress between locations by selecting your Fegere

W Checklists & Schedules - @ | Checkpoints ~ @ | Locations ~ O R Hide filter
Locations:  Birmingham @ Edinbugh @ Milano ®  Verona ®

Checklists:  Daily gymopening @ Fire safety rounds ®

Checklist schedules:  Daily moming routine Gym @ Fire safety schedule @

Checkpoints:  Walkthrough ®  Tur on lights and check that front desk is organized ®  Clean equipment ®

Daily gym opening - Daily morning routine Gym:

& Turn onlights and check that front deskis organized © Eo 8 Walk through @
00 00%
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9. Go to the Sections tab on the location performance benchmark page and select the required
checkpoints for sections from the filter.

Back Today  Lastweek  Lastmonth Lastquarter Lastyear [ customrange

§J Location performance benchmarswm [ Checklist &= Sections  #= Checkpoint
ispiy.

Compare progress between locations by selecting ¥

\/  Checkiists & Schedules ~ @ = Sections ~ ®  Locations ~ |© X Hide filter
Locations:  Bimingham @ Edinburgh ®  Milano®  Verona ®

Checklists:  Dallygymopening ® ~Fire safety rounds @

Checklist schedules: Dally morning routine Gym @ Fire safety schedule @

Sections:  Reception @ Facilties ®

Daily gym opening - Daily morning routine Gym:

B Reception ©® B Facilities ® B

100% 100%

Dail,
tor
yields the follo

o Notok
5%(1/22)
© . 0K
18%(4/22) checkpoints

Remember, you can select up to 4 checkpoints or sections for comparison from the location
performance benchmark filter.

10. You can click on the history icon in the top right corner of the location performance graph to
see the detailed checklist, section or checkpoint report of a location in each listed iteration from
the selected time period. See the user guide for Detailed checklist history report of a location

Review checklist gallery

1. When you click the Expand icon in the Gallery widget on the selected open checklist or
checklist history report page, this redirects you to the Checklist gallery page.

Back Today Last week Last month Last quarter Last year E Custom range

Checklists & Schedules ~ Sections ¥ Checkpoints ~ Answers ~ Users ~ Locations ~ X Hide filter

Areas ~ Business areas ~ é é

Checklists: Daily gym opening

Checklist schedules: Daily morning routine Gym

Verona Titan Milano Milano Birmingham
2025-04-08, 16:54 2025-04-08, 18:03 2025-04-08, 18:04 2025-04-08, 19:41 2025-04-09, 18:39
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2. Gallery page for an open checklist shows attachments added on different checkpoints from
different locations in the ongoing iteration of the selected schedule.

3. Gallery page for the checklist history shows attachments added on different checkpoints
from different locations in all listed iterations of the selected checklist schedules from the
selected time period.

In addition to normal filter options e.g. Checklists & Schedules, Sections, Checkpoints, etc., you
can also filter attachments on the Gallery page based on:

4. checkpoint answers i.e. OK or Not OK

5. Users who have added these attachments

Filter function on Reports dashboard

Every widget on the Checklists 2.0 Reports dashboard and its subpages have a dynamic filter
that allows you to narrow down the data shown on a page to specific checklists, areas,
locations, etc. You can also save your choices as a quick filter or custom widget.

Follow the navigation steps demonstrated below to filter data on a page by selecting the
relevant options from the available filter menus.

Checklists 2.0 Templates Manage checklist schedules Reports
——

< Checklist history 89 Save filter as a new widget 389 save filter Last quarter v \va
Total number of past checklist Checklists « Locations Areas - Business areas ~ Saved filters ~ m
iterations in all listed locations @
Italy & Midlands & PlayLand & [ Filter name 3 Resetfilter | [] Update filter
s Playland History
1% Checklists 11 Schedule name 11 Total locations T Noncon git 44- s 11 Closed
Daily gym opening Daily morning routine Gym 3 - q0° - 2025-07-06, 23:59
Completed 0% (2/541) 9(b P> Rename
Partially 1% (31541 Safety Check - Daily Daily Safety check 3 2025-07-06, 13:59
it oetete<f3(C) 2

@ skipped 99% (536/541) Safety Check - Daily Daily Routines 1 2025-04-10, 17:48

1(a). When you select an option from the Checklists filter on the Open checklists table, this will
list all the schedules connected with the selected checklist that have an ongoing iteration for at
least one location.

1(b). When you select an option from the Checklists filter on the Attention required table, this
will list deviations (if any) in ongoing iterations of all schedules connected with the selected
checklist.
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1(c). When you select an option from the Checklists & Schedules filter on the Recent activity
widget, this will show all user activity entries (if any) in ongoing iteration of the selected
checklist schedule.

1(d). When you select an option from the Checklists filter on the Checklist history table, this
will list all the schedules connected with this checklist that have at least one completed iteration
in the selected time period.

2(a). When you select an option from the Locations filter on a page, this will show checklist data
(if any) from the selected location.

2(b). When you select an option from the Areas filter on a page, this will show checklist data (if
any) from all locations in the selected area.

2(c). When you select an option from the Business areas filter on a page, this will show checklist
data (if any) from all locations associated with the selected business area.

Note: When you have added at least one location in the applied filter, Areas and Business areas
filters are disabled for selection to avoid selection of areas and business areas irrelevant to the
selected location.

3. You can click the Filter icon or Hide filter button on a page to hide the options added in the
applied filter. This will keep the applied filter effective in the background and help you use more
space on the page to review the available data without scrolling.

4. You can click the Reset filter button to remove all options from the applied filter and return
the available data on a page to its default state.

Saved filters

When you have added one or more options in the applied filter on a widget, you can save the
selected options as a quick filter on the selected page.

Checklists20  Templates  Manage checklist schedules  Reports Q
—

< Checklist history 39 Save filter as a new widget 289 Save filter Last quarter v <
Total number of past checklist Checklists ~ Locations ~ Areas ~ Business areas ~ Saved filters ~ m
iterations in all listed locations @
taly @ Midlands @ PlayLand & [ Filter name Y Resetfiler | [ Update filter
s Playland History
12 Checklists 11 Schedule name U1 Total locations U Noncon gqit -1(3 s 11 Closed
Daily gym opening Daily morning routine Gym 3 *q0? 2025-07-06, 23:59
Completed 0% (2/541) WRename
Partially 1% (3r541) Safety Check - Daily Daily Safety check 3 2025-07-06, 13:59
completed Delete gﬁ]

@ skipped 99% (536/541) Safety Check - Daily Daily Routines 1 2025-04-10, 17:48

5. Click the Save filter button on a table to save the selected options as a quick filter on this
page.
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6. Enter an appropriate name for this filter and click the Save button.

[1 Save filter

Save your filter for future use.
Filter name*

( PlayLand activity| ]
A name that summarizes this filter

7. Now, you can apply this filter quickly on the page from your list of Saved filters.

8. When you have applied a saved filter on a page and add or remove some options from this
filter, you can click the Update filter button to save the updated filter.

9. You can also edit options added in a saved filter, rename or delete it by clicking the relevant
option for it from the Saved filters list.

When you have added one or more options in the applied filter on Open checklists, Attention
required or Checklist history widget, you can save the selected options as a custom widget on

your Reports dashboard. See the user guide for Custom dashboard widgets

10. Click the Save filter as a new widget button on a table to save the selected filter as a custom
widget on your Reports dashboard.

Note: You can’t create a custom Recent activity widget on your Reports dashboard. So, Save
filter as a new widget button is not found on this widget.

11. Enter an appropriate name for this widget and click the Save button.

[1 Save filter as a new widget

To save this filter as a new widget, please provide a name for the
widget and click "Save". The widget will be added to the Reports
dashboard and can be easily accessed in the future.

Widget name*
[Europe History| J

A name that summarizes this widget
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Now, the widget with the selected filter options will be added on your Reports dashboard.

Custom dashboard widgets

Follow the navigation steps demonstrated below to add a custom open checklists, attention
required or checklist history widget on the Reports dashboard.

@"Select the category in which you'd like to create a new widget.

O o,

Open checklists Attention required Checklist history

Cancel

1. Click the + Add new widget button on the Reports dashboard.
This will open the category selection dialog for the new widget.
2. Click the category in which you want to create the new widget.

This will open the Create new widget dialog for the selected category.

Safety check devialions(’@
All deviations reported in current iteration of Safety Check- Da"(E

Checklists ~ Locations - Areas ~ Business areas ~
1T Checkpoints 1T Checklists LT Schedule na... 1% Deviation st... LT Total locatio... 1T Scoring
Floor pads and ...
Check for Safety Check - .. Daily Safety che... 1] 1
Show more

3. Enter a widget name. This should be explanatory, short and concise.
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4. Enter a brief presentation (If needed) of the new widget in the Summary field.

Remember, summary of a custom widget in item 4 replaces tooltip info on the custom widget.
If you don’t add a custom description, standard description from the selected widget type is
shown on the new widget.

5. Select at least one filter option to show data on the custom widget. See the user guide for
Filter function

6. Once you have entered an appropriate name and selected relevant filter options, click the
Save widget button to show this widget on your Reports dashboard.

7. You can also save a custom widget from the applied filter on the relevant default widget.
Refer to items 6, 7 in the user guide for Saved filters

8. When you are on a custom dashboard widget and add or remove some options from the
applied filter on this widget, you can click the Update widget button to save the widget with the
updated filter.

Checklists 2.0 Templates Manage checklist schedules Reports
—
< Europe history 39 Savefilter as a new widget 22 Update widget Lastweek v A4
Total number of past checklist Checklists ~ Locations ~ Areas - Business areas ~
iterations in all listed locations ©
Italy & Sweden & London & Midlands & & Reset filter
51
1% Checklists 17 Schedule name 11 Total locations 11 Non compliance Status 17 Closed
Daily gym opening Daily morning routine Gym 4 (92%) [ 2025-07-06, 23:59
® Completed 2% (1/51)
Partially 4% (2/51) Daily gym opening On-demand Gym Routines 1 (100%) 2025-07-07,13:10
completed
@ skipped 94% (48/51) Safety Check - Daily Daily Safety check 4 — 2025-07-07,12:59 ‘v

9. You can delete a custom widget from your Reports dashboard by clicking the relevant option
for it on the dashboard.

Checklists 2.0 Templates Manage checklist schedules Reports + Add new widget
I
i Europe history Last week v Y : i Safety check deviations Y '(@
Delete
g .
9 o) widget
§ @® Completed 1%
87 1 New issues today 1
87 Partially completed 2% 1

Total number of past All deviations reported @ Pastunresolved issues 0
checklist iterations @ Skipped 97% in current iteration of

Safety Check- Daily

Non-compliance status Show more
]
95% @ Non compliance 95%
95%
Percentage of non- @ Compliance 5%

compliant checklists

Show more
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