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Welcome to the Chainformation user guide. In this version of Checklists 2.0 manual, we will
learn how to create new checklists and schedules in the module.

With this Checklists 2.0 module, the checklist/tasklist (what to do) is separated from Schedule
(when, who and where). Now, you can connect one checklist with multiple schedules, which is
valuable if you have locations with different opening hours as an example. These schedules
could be recurring, one-time and on-demand. You can also create Brand Audit Checklists and
audit schedules in a separate module. See the user guide for Audit checklists

Checklist and Audit schedules have their own sharing selection and time settings which are
independent of each other. This allows you to run the same checklist or audit with different
time schedules for different locations, areas, business areas and/or roles. It will allow you to
exactly tailor access to local conditions.

This document only has user guides on how to create a new checklist 2.0 and schedule it for

different locations. Please see the user guide for Checklists 2.0 Completion to get detailed

instructions on how to complete a checklist 2.0 for your current location and manage its
relevant settings. Refer to the user guide for Checklists 2.0 Reports dashboard to learn how to
review and manage checklist reports data from ongoing and past iterations.

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

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

Create @ NeW ChecCKIist 2.0.......ccoiveiiirmiiiieeiieesiressirrnsssressrenssssensssrnssssensssrnssssenssssnssssenssssnnsssensns 2
Create @ ChecCKIiSt SCREAUIE........cueuiiieiirieiireeirreireeirreaeren s rrssssrenssrrnsssrenssrsnsssrenssrsnsssrenssrenns 17
Create a New Checklist Template..........ccoooeiiiiiiiiiiiir s 25
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Create a New Checklist 2.0

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

Note: You must have Administrate right on at least local level of Checklists 2.0 module to create
a new checklist. 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 tab.

Note: You cannot create or edit Checklists 2.0 on the Chainformation mobile app due to screen
space restrictions. Therefore, you must log in to the Chainformation website platform to create
a new checklist or edit a saved checklist. However, all users can easily access, use and complete
a scheduled checklist in the mobile app.
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2. Click the (+) icon in the top-right corner of the Checklists 2.0 page to create a new checklist.

This will open Create new checklist pop-up.

Create new checklist

Create manually
Selecting this option allows you to manually create a new checklist from scratch, tailoring it to your specific needs
and requirements

AT N

4

Fire safety n

Daily|
~, Create using templates

~  Selecting this option allows you to speed up checklist creation by duplicating and customizing existing templates to
suit your current needs, saving time and ensuring consistency.

7

Daily openin

Daily gym o]

Checklist name

Daily compliance routine

7
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3. You can choose to create a new checklist using a template. See the user guide for Checklists
2.0 templates

When you choose a template to create a checklist, this template name, checkpoints, compliance
settings are copied to the new checklist and you can save this checklist after selecting
appropriate sharing settings for it. You can customize checklist data duplicated from a template
according to your requirements before saving this checklist.

4. You can choose the “Create manually” option in the Create new checklist pop-up to create a
new checklist from scratch.

4(a). Enter a Checklist name. This should be explanatory, short and concise.
4(b). Enter a brief presentation (If needed) of the new checklist in the Description field.

5. After you have chosen a checklist template or entered its name, description manually, click
DONE button on the Create new checklist pop-up to go to the New checklist page.

< New checklist

Content language Understanding Checklist 2.0 and its ~

ce checklist schedules
Swedish
(® English

German

checklist

A brief description of the checklist (optiona
& Al assistance @Compliancemresho\d

i Set a compliance threshold

E‘ QR-codes

List of QR-codes for export

Checkpoints

Manage checkpoints, sections, conditions and actions.

Sharing settings
Share the checklist for scheduling and editing in selected areas or with individua
ocations

6. Click on Compliance threshold card on Create new checklist page to set a compliance
threshold for this checklist (if required).
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Compliance threshold
® \
@ = When you activate compliance threshold for a checklist, you specify the percentage required for it to be considered approved
= You then assign points to checkpoints based on their importance—minor, major, or critica
= Only checkpoints with assigned points are included in the compliance threshold calculation. If too many scored checkpoints are

skipped or marked as "Not OK," causing the total score to fall below the specified percentage, the checklist is deemed to have
& failed the compliance threshold

.
Enable compliance threshold ()

Ensure compliance and determine if checklist scoring meets your set threshold.
Set a compliance threshold |

100% -

Non- compliance action

If compliance falls outside of the approved limit set action m
@—) Add action

7. When you Enable compliance threshold for a checklist, this feature calculates an overall
compliance threshold level based on checkpoints scores.

By default, the compliance threshold of a checklist is set to 100% after you enable it.
8. You can select another value from the “Set a compliance threshold” dropdown.

For example, setting the compliance threshold at 90% means that a score of 90% or higher is
considered compliant. Refer to items 28, 29 in this user guide to learn how to set checkpoints

scoring

You can add action to alert selected colleagues when checkpoints score on this checklist falls
below the established threshold in an iteration.

9. Click on Add action button to open Send notification editor.
10. On Send notification editor, choose roles and users who should get this notification.

10(a). When you choose “Staff from selected roles on the local location” e.g. local manager to
receive this notification, all users who have access to this role from their profile will receive a
notification every time this checklist is flagged non-compliant in an iteration.

10(b). You can choose “Staff from selected roles and locations” e.g. global sales manager from
company head office to receive non-compliance notification from this checklist.

10(c). You can also choose “Selected staff members” to receive non-compliance notification
from this checklist.
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Send notification

If compliance falls outside of the approved limit, it will be sent to the selected recipients.

Send notification to*

[Stah‘ from selected roles on the local location - ]

Staff from selected roles on the local location
Staff from selected roles and locations

Selected staff members

Selected email addresses
Selected phone numbers (SMS)

Cancel

11. By default, users get non-compliance notifications on browser and mobile app.

You can also choose to send this notification as email and SMS to selected colleagues on their
primary email address and phone number (if available) under Notification method header.

Send notification

If compliance falls outside of the approved limit, it will be sent to the selected recipients.

send notification to*

Staff from selected roles and locations -

Who is the recipient of this notification?

Roles to notify*

01 SuperAdmin @ -

Staff with a matching role on any selected location will be notified
select locations*

Support Office & -

The notification will be sent to users with a matching role on any selected location.

Notification methods m
Non compliance notifications are sent once the checklist closes.

Notification in browser and mobile app SMS Email @

m Cancel “

12. You can also choose to send this notification to Selected email addresses or phone numbers
(SMS) externally, that are not even associated with any user in your organisation.

13. Once you have added all required details on the Send notification editor, click the OK button
to save this automated non-compliance alert.

14. Now, click the DONE button on the Compliance threshold card to save compliance settings
for this checklist and non-compliance (if any).

This will redirect you to the New checklist editor page.

By default, QR-codes are disabled for a checklist.
https://chainformation.com rgui
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15. You can Enable QR-codes from the QR-codes card on the New checklist page to add
mandatory QR-code conditions for checkpoints on this checklist. Refer to item 32 in this user
uide to learn how to add mandatory QR-code condition for checkpoints

Checkpoints

QR-codes @

Enable QR-codes o
& Export list
Price marking Show code

Windows and display Hide code

(=] [m]
[=]7%: i
& 8

ur-coges

16. Once you have added at least one checkpoint on this checklist, you can view and Export list
of all checkpoints on this card. Refer to items 21-65 in this user guide to learn how to add new
checkpoints in a checklist

17. Click on the DONE button on the QR-codes card after enabling QR-codes for this checklist to
save this setting.

18. Click on the Checkpoints card on the New checklist page to manage checkpoints, sections,
conditions and actions for the new checklist.

19. You can use the Al assistance feature on the New checklist editor main page or Checkpoints
page to generate checkpoints from ChatGPT.

2 Al assistance|—|

=9
Recent questions ‘l
(D Please note that Al-generated results may vary. If you're not satisfied with the outcome, you can adjust your

request and try again
¢ Retail Store Audit Checkli
¢+ Retail Store Fire Safety Checklist &

') Please create a checklist that should be completed daily before we open our restaurant. |All checkpoints in the
7 Weekly Restaurant Cleaning Ch... checklist should have clear instructions for proper checking of all necessary requirements. This may include

checkpaints for kitchen appliances, food storage, dining area, etc

Cancel Show preview of results
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19(a). On the Al assistance modal window, add your text prompt in the Ask Al search bar to
generate relevant checkpoints from ChatGPT.

19(b). Click on the Show preview of results to review checkpoints generated by Al based on

your request.

© Al assistance

(0] Please review the Al-generated checkpoints based on your request. You can change the name, description, and answer options, as well as add conditions
and actions on each checkpoint after clicking "Add checkpoints”. Any previously added checkpoints will remain saved. If you're not satisfied with the
results, you can click "Back" to change your request.

Checkpoints ‘

Clean Areas

Ensure a thorough inspection of the floor, tables, chairs, and other high-traffic areas to maintain hygiene and safety.

0K Not OK

Inspect Equipment 19(d) 19(C)

v ¥

Back Add checkpoints

19(c). After reviewing the Al-generated checkpoints, click the Add checkpoints button to add
these checkpoints in your checklist.

Any previously added checkpoints will remain saved after adding the Al-generated checkpoints
in the checklist. You can change the name, description, and answer options, as well as add
conditions and actions on each checkpoint after clicking "Add checkpoints". Any previously
added checkpoints will remain saved. Refer to items 22-65 on this user guide to learn how to
edit checkpoints in a checklist

19(d). If you're not satisfied with the results, you can click "Back" to change your request and
generate checkpoints based on the new request.

20. You can also insert one of your recent questions in the Ask Al to generate checkpoints
search bar.
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< Checkpoints

Content language # Checkpoints I'd Checkpoints summary

Swedish % Clean Areas @ s ® ¥ 16 Checkpoints Add
English 1 Section Add
@ 9 #  Inspect Equipment @ J @ | |
German
# Dress Code e /s & W

# Clean Entrance e /s ® W
S Al assistance
# Table Setup @ s @ ¥
m i Atmosphere @ v ® ¥
# Menu Check @ s ® W
#  Specials Ready e s ® ¥
Kitchen Equipment e /s & §
i Inventory Check @ s @ ¥
# Stock Stations e /s ® W
i Safety Check @ v ® ¥
i Payment Ready @ v ® ¥
#  Music Setup e s ® ¥
# Restroom Clean e /s & §
% Staff Briefing @ J & ¥

E} Add checkpoint

21. On the Checkpoints page, click the Add checkpoint button to manually add a new
checkpoint.

This will open the New checkpoint pop-up.

New checkpoint l

Translation

4 You can change this later. I
1
Checkpoint name

Cooler temperature

Attach phato of latest reading

22. On New checkpoint pop-up, enter a checkpoint name, description (if needed) and click
DONE button to go to Edit checkpoint page.
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< Edit checkpoint
Translation General Conditions Actions Status
O Swedish Recommended for most checkpoints, where

Checkpoint name the reporter have to confirm if a checkpoint
® English is OK or Not OK based on a given
Cooler temperature
description.
(O Geman
fizes this checkpoint Measurement
Recommended for checkpoints when the

reporter need to register a numeric value of
Attach photo of latest reading some sort, where different values are
considered OK or Not OK

A more detailed description of the checkpain
All undefined numbers are considered Not
) OK.
Answer options

m (O staus (® Measurement
Answers can be OK or Not OK Answer must be a numeric value
m Measurement unit
Choose measurement unit*
Favenhei . 65 |
Value ranges
Any value* Min* Max* Is*
Between - 355 °F | - | 427 °F QoK ~
Any value* Number* Is*
Greater than or equal to~ 428 °F O No.~
Add range
Scoring

Please select an appropriate category for this checkpoint and assign the corresponding score

Select checkpoint category*
Major checkpoint 10 pts -

23. Select Answer options for the new checkpoint on the General tab of the Edit checkpoint
page.

24. If you select the “Status” answer option, users will answer this checkpoint as OK or Not OK.

25. If you select the “Measurement” answer option, users will answer this checkpoint by
entering a numeric value in a defined unit.

26. If you have selected the measurement answer option, select “Measurement unit” in which
users will answer this checkpoint. This is only a label with no actual functionality.

27. Select “Value ranges” that should be considered OK or Not OK. You can choose value ranges
as follows:

27(a). Any value between selected minimum and maximum numbers is OK or Not OK e.g. cooler
temperature between 35.5°F and 42.7°F is OK.

27(b). Any value greater than or equal to a selected number is OK or Not OK e.g. cooler
temperature greater than or equal 42.8°F is Not OK.
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27(c). Any value less than or equal to a selected number is OK or Not OK e.g. cooler
temperature less than or equal to 35.4°F is Not OK.

Remember, all undefined numbers that don’t fall under any of listed value ranges are
considered Not OK. So, you should add at least one OK range for a measurement checkpoint.

28. Enable Scoring feature if this checkpoint answer should be considered when calculating
compliance score of this checklist (if applicable).

Remember, Scoring feature for a checkpoint will be available only if Compliance threshold is

enabled for this checklist. Refer to items 6-8 in this user guide to learn how to enable
compliance threshold for a checklist

29. After enabling checkpoint Scoring, select an appropriate compliance category and
corresponding score for this checkpoint.

30. Now, go to Conditions tab to add mandatory comment, attachment or QR code conditions
for the new checkpoint.

< Edit checkpoint @

Translation General Conditions Action:

< Mandatory "
R codes
O Swedish a
Mandatory* When* Use answering conditions to require a

@ English QRcode  ~ Always . comment, attachment or QR-code from staff
members before they can complete the

() German checkpoint.

Mandatory® When*

or

Attachment ~ Always -

- {" I =

Comment
A\Ways(—‘|31 (a)l
Reported value is OK

Reporled value is Not OK

31(a). You can add “attachment/comment is always mandatory” condition.
31(b). You can add “attachment/comment is mandatory when answer is OK” condition.
31(c). You can add “attachment/comment is mandatory when answer is Not OK” condition.

32. You can add mandatory QR-code condition for a checkpoint that means users can answer it
only after scanning QR-code of this specific checkpoint.

Remember, you can add mandatory QR-code condition for a checkpoint only if QR-codes are
enabled for this checklist. QR-codes of all checkpoints in a checklist are found in QR-codes card
on checklist editor page. Refer to item 15 in this user guide to learn how to enable QR-codes for
a checklist
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33. Now, go to Actions tab to add automated actions for this checkpoint.

< Edit checkpoint

Translation General Conditions Actions Automated actions
; Actions added here will run once the defined
O Swedish
trigger action-trigger occurs.
Add action 99 99

(@ English
O e Automated task You add multiple actions with different or

erman

similar triggers

Send notificalion

34. Click on the Add action button on the Actions tab to add an automatic action.

35. Click on the Automated task button from Add action dropdown to create an automated
task action.

This will open the Automated task editor pop up.

< Automated task

Describe the task to be assigned. Details about the reporter, location, affected checklist and checkpoint will automatically be added to the task

description. Comments and attachments from the reporter will also be added.
.‘ Create task when*

Answer is Not OK

When should this task automatically be created?
Add task details
Check electric appliances
Aftitle for the automated task
Taskiintro
You've i
Staff name in location name reported eckpoint Electric appliances & Fuses in Safety Check - Daily as Not OK.
Description
Please check why electric appliances on your location have problems.
A brief description of the automated task (optional)
High priority -
Select priority for this task
Assign task
Aﬁj\gnmakh:’
Staff from selected roles on the local location -
Who is this task for?
As.s\grﬂaskh: users with selected roles if it's generated from*
Only their current location -

Should task be assigned to users f it's generated from their current location or any of their lacations?

42(a) | .. oo

05 Site Manager / Franchisee &

Staff with a matching role on the local location will be assigned the task.

Deadline

Choose a time period for the task's due date after activation (optional)

No deadline
@® Deadiine

2 | Days -

Cancel
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36. Choose when this task should be created for selected colleagues.

36(a). If you choose the “Answer is Not OK” option, a task will be created for selected
colleagues when a deviation occurs on this checkpoint i.e. it’s answered Not OK in a checklist
iteration.

36(b). If you choose the “Checkpoint is skipped” option, a task will be created for selected
colleagues when this checkpoint is not answered in a checklist iteration.

Note: We don’t create repeated tasks from an automated task action with identical information
for the same assignees in Tasks module until the previous task from the same checkpoint and
location is already completed.

A new task can also be created even if the previous one is incomplete when the relevant
location changed the checkpoint status in an iteration i.e.

e Not OK — OK — Not OK for ““Answer is Not OK” option (item 36a)
e Skipped — Answered — Skipped for “Checkpoint is skipped” option (item 36b)

Now, add task name, assignment options and other relevant details.
37. Write a Task name for this automated action.

38. Task intro including name of user who answered this checkpoint, their location name,
affected checklist, checkpoint, comment and attachments (if any) will automatically be added to
the task description.

39. You can further describe what needs to be done in the Description field.

40. You can define priority of tasks created from this automated action by selecting either of
these three options:

e low
e Medium
e High

Note: All automated tasks have the default Medium priority unless you select another option.
41. Choose roles and users who should be assigned this task.

42. You can choose “Staff from selected roles on the local location” e.g. local manager as task
assignee. Users who have access to this role from their profile will be assigned this task when
checkpoint action defined in item 23 is reported from their current location or any location from
their profile based on the rule defined below (item 42).

https://chainformation.com/userguides


https://chainformation.com/userguides

ﬂ CHAINFORMATION

Stick to your concept

43. “staff from selected roles on the local location” option for task assignees has two
secondary options as follows:

43(a). “Only their current location” option is selected: Task is assigned to users from selected
roles on the local location only if the user currently belongs to this specific location. This task is
not assigned to users who have access to the selected role and relevant location from their
profile but currently belongs to a different location.

43(b). “Any location the user belongs to” option is selected: Task is assigned to all users with
selected roles on the local location even if a user currently belongs to a different location.

44. You can choose “Staff from selected roles and locations” from the “Assign task to”
dropdown (item 41) e.g. global sales manager from company head office.

45. You can also choose “Selected staff members” as task assignees.

46. Choose a time period for the due date of tasks created from this automated action (if
required).

47. Once you have added all required details on Automated task editor, click OK button to save
this checkpoint action.

48. Click on the Add action button on the Actions tab to add another automatic action.
49, Click on the Send notification button to create an automated notification action.

This will open the Send notification editor pop up.

Edit Send notification

The outeome of this checkpoint will be sent to the selected recipients.
Seﬂd notification when*
Answer is Not OK -
| When should this notification be sent?
| Staff from selected roles and locations -
Who is the recipient of this notification?
Roles to notify*

01 SuperAdmin @ v

Staff with a matching role on any selected location will be notified
Select locations*

Support Office ® -

The notification will be sent to users with a matching role on any selected location
Notification methods

Checkpoint updates are sent immediately after reported (OK or Not OK). Skipped updates are sent once the checklist closes

o

https://chainformation.com/userguides
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50. Choose when this notification should be sent to selected colleagues.

50(a). If you choose the “Answer is Not OK” option, a notification will be sent to selected
colleagues every time a deviation occurs on this checkpoint i.e. it’s answered “Not OK” in a
checklist iteration.

50(b). If you choose the “Answer is OK” option, a notification will be sent to selected colleagues
every time this checkpoint is answered OK in a checklist iteration.

50(c). If you choose the “Checkpoint is answered” option, a notification will be sent to selected
colleagues every time this checkpoint is answered either OK or Not OK in a checklist iteration.

50(d). If you choose the “Checkpoint is skipped” option, a notification will be sent to selected
colleagues every time this checkpoint is not answered in a checklist iteration.

51. Choose roles and users who should get this notification.

51(a). When you choose “Staff from selected roles on the local location” e.g. local manager to
receive this notification, all users who have access to this role from their profile will receive a
notification every time checkpoint action defined in item 23 is reported from their current
location.

51(b). You can choose “Staff from selected roles and locations” e.g. global sales manager from
company head office to receive this notification.

51(c). You can also choose “Selected staff members” to receive this notification.
52. By default, users get checkpoint update notifications on browser and mobile app.

You can also choose to send this notification as email and SMS to selected colleagues on their
primary email address and phone number (if available).

53. You can also choose to send this notification to Selected email addresses or phone numbers
(SMS) that are not even associated with any user in your organisation.

54. Once you have added all required details on Send notification editor, click OK button to
save this checkpoint action.

55. You can add more automated tasks following items 35-47 and notifications following items
48-53 from this user guide.

56. Now, review all information you have added on General, Conditions and Actions tabs of Edit
checkpoint page and click Save button to save this checkpoint and its settings.
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This will redirect you to Checkpoints page of New checklist editor where you can add more
checkpoints in this checklist by following items 21-65 from this user guide.

< Checkpoints

Translation # Checkpoints Checkpoints summary

(O Swedish 4 Checkpoints Add
i1 Cooler temperature
@ English 2 Sections Add
O German (Copy) Cooler temperature
m i Entrance V4 m
i Entrance e s @& Ed‘t
B ) Delete
i Service time at checkout L s -

Add checkpoint

57. You can also create copies of added checkpoints by clicking the Copy checkpoint button
next to its name.

58. This will create a new checkpoint with exactly the same settings as in the original checkpoint
that you can edit as required.

By default, all checkpoints in a checklist are added in one section.

59. You can add more sections in a checklist by clicking the Add button next to Sections label in
Checkpoints summary card on Checkpoints page.

60. This will open the Add section pop up where you can add a new checkpoints section after
adding its name.

Add section

You can change this later

60(a)}— .- .-

Exterior

60(b)

What should we call this section?

61. You can edit a section name or delete this section by clicking Edit (¢ ) icon next to its name.
Remember, when you delete a section, all checkpoints in this section are also deleted.
62. You can delete an individual checkpoint by clicking Bin icon next to its name.

63. You can move checkpoints up and down in a section or move them to another section using
drag and drop feature.
https://chainformation.com/userguides
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64. You can also move checkpoints sections up and down using drag and drop feature.

65. Once you have added all checkpoints and sections, click Save button on Checkpoints page to

save these checkpoints and sections.

This will redirect you to the New checklist editor main page.

< New checklist

Understanding Checklist 2.0 and its

Content language
schedules

Swedish
open
© ften [ -
German
© Alassistance

QR-codes
List of QR-codes for export

Checkpoints
Manage checkpoints, sections, conditions and actions.

16 checkpoints

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

66. Click on the Sharing settings card to set sharing preferences for this checklist.

New checkll Sharing settings

Checklist managers within the selected areas can view and schedule this checklist and in some cases have

ot 'ng toeditit.
S | -
R Notshared (@ Share
@ Eng 7
Quick selection

[ Ger'

Quick selection

- Update quick selection

Save as new quick selection

Europe

2 Alassistanc

Manual selection

& Selecting only locations does not require choosing business areas or areas. However, selecting an
area also requires choosing at least one business area, and vice versa

& Business areas -] Areas

Gym&Fitness Italy
NW Sweden
PlayLand UK

Trampoline Park USA

mqivmual locations

As an addition, you may share the checklist with individual locations outside of the general sharing selection.
Locations

Milano

|

67. By default, a checklist is set to “Share” status.
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68. You can also set its status to “Not shared”.

Remember, when a checklist is set to Not shared status, it’s not available for scheduling to any
user except checklist creator.

69. If you choose to keep “Share” status for this checklist, select areas/locations and business
areas to which you want to share it. See the user guide for Sharing selection

70. You can also share a checklist with one of your quick selections and save manually added
sharing options as a new quick selection. See the user guide for Quick selections

Once you save this checklist, it will be available for scheduling to users with appropriate rights
from selected areas and locations. See the user guide for Create a checklist schedule

71. Click the Save button on the Sharing settings card to save sharing preferences for this
checklist.

This will redirect you to the New checklist page.

72. Review all checkpoints, settings for this checklist and click Save button on New checklist
page to save it.

Remember, a new checklist is not available for completion until it’s connected with at least one
schedule.

Now, we will learn how to create a new checklist schedule, share it to different locations and
roles for completion.

Create a Checklist Schedule

1. Follow the navigation steps demonstrated in the previous section to access Checklists 2.0
module and go to Manage schedules tab on this module to schedule a checklist.

u
irmi
Checklists 2.0 Templates Manage schedules Reports
—

m 11 Schedule name 11 Checklists Schedule type 11 operational from 13 Operational until 11 Last edited

Fire safety rounds On-demand On-demand Closes 2 hours after start 2024-06-22

Daily gym opening Recurring schedule 2024-12-08, 08:00 (UTC +0) 412:08, 19:50 (U 20241017

Daily opening routines Recurring schedule 2024-12-09, 08:00 (UTC +0) 2024-12-09, 11:59 (UTC +0) 2024-06-07
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Note: You must have Share right on at least local level of Checklists 2.0 module to create a new
checklist schedule. See the user guide for Roles administration

You cannot create or edit Checklist schedules on the Chainformation mobile app. Therefore,
you must log in to the Chainformation website platform to create a new checklist schedule or
edit a saved schedule. However, all users can easily access, use and complete a scheduled
checklist in the mobile app.

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

This will open New checklist schedule pop-up.

2(b). If a checklist is not connected with any schedule yet, you can click on this checklist row
from Shared with me filter on Manage schedules tab to access New checklist schedule pop-up
for this checklist.

2(c). If a checklist is not connected with any schedule yet, you can also access New checklist
schedule pop-up for this checklist by clicking Schedule checklist 2.0 option on Checklists 2.0
table.

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

4. By default, new schedule has Recurring type.

5. You can change this to One-time or On demand schedule type.

.
New checklist schedule
Daily compliance schedule J
i

Schedule type

®

(@ Recuming schedule
Recommended for checklists that occur regularly.

One time schedule
Recommended for checklists that just need to be completed once.

’

On demand schedule

E —Recommended for checklists that only have to be completed under certain circumstances. E
CANCEL DONE
hu

6. After you have entered a schedule name and chosen its type, click DONE button on New
checklist schedule pop-up to go to Edit schedule page.

https://chainformation.com/userguides


https://chainformation.com/userguides

S CHAINFORMATION

Stick to your concept

< Edit - Daily compliance schedule

Name

Translation
Daily compliance schedule
() swedish hat should wre call this schedule? You can change this ater.
(@ English

Scheduled checklist

ms checklist will run according to this schedule
Checklist*

Daily compliance routine

() German

Understanding Checklist 2.0 and ~

its schedules

relevant areas or units responsible
for scheduling it. A checklist can
have multiple schedules, however
a schedule can only belong to one
checklist

« Checklist schedule: After a

checklist is shared, it can be set to
run at specific times, intervals, and
during certain operational periods.
Schedules assign the checklist to
the appropriate units and roles

responsible for completing it.
Repurl setting

Allow other users to view the report for this schedule

Create Checklist 2.0 - Create the
checklist by incorporating relevant
checkpoints:

2. Share Checklist 2.0 - Share it to

areas and units who will manage

Operational period
its scheduling.

The schedule will be active and operational according to these settings.

@

Create Checklist schedule - Set
the time, intervals and operational

_ i period of the schedule
) Not operational

(@ Continuously operational until stopped @

( ) Operational for a selected period

IS

share checklist schedule - Assign
to the units and roles that will
complete the chex

Start date

2024-12-09 ]

7. If you start creating a schedule by clicking a not scheduled checklist from Manage schedules
tab (item 2b) or clicking Schedule checklist 2.0 option for it from Checklists 2.0 table (item 2c),
this checklist is pre-selected in Scheduled checklist field.

7(a). You can select a different checklist to connect with this schedule from Checklist dropdown.

8. By default, all users with appropriate access level on Checklists 2.0 Reports module can view
report for this schedule.

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

9. By default, a checklist schedule is “continuously operational until stopped” once you have
saved this schedule.

9(a). You can set a checklist schedule to “Operational for a selected period”. This means this
schedule will be available for completion in iterations defined in its time settings from
operational period start date to end date of this period. Refer to items 11-23 in this user guide

to learn how to set time settings of a checklist schedule

9(b). You can set a checklist schedule to “Not operational” status from Operational period
settings.

Remember, when a checklist schedule is set to Not operational status or has expired i.e. its
operational period has ended, it’s not available for completion unless its operational period
settings are updated.
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< Edit - Daily compliance schedule

Translation Checklist time schedule 7 Understanding Checklist 2.0 and  ~
- its schedules

The checklist will open and close according to this schedule.

Checklist 2.0: Once a checklist is
created, it can be shared with the
relevant areas or units responsible
for scheduling it. A checklist can
have multiple schedules, however &

schedule can only belong to one
Monday 08:00 until 20:00 checklist

) Swedisn

(@) English

() Geman

Checklist schedule: After a checklist
is shared, it can be set to run at
specific times, intervals, and during

Tuesday 08:00 until 20:00

Wednesday 08:00 Until 20:00 certain operational periods
Schedules assign the checklist to

Thursday 08:00 Until 20:00 the appropriate units and roles
responsible for completing it.

Friday 08:00 Until 20:00

1. Create Checklist 2.0 - Create the

Saturday 08:00 Until checklist by incorporating relevant
checkpoints.

Sunday 0800 until 2. Share Checkist 2.0 - Share it o
areas and units who will manage its
scheduling

Checklist access 7 3. Create Checklist schedule - Set the
time, intervals and operational

The checkdist can be viewed and completed by staff from the selected roles on the period of the schedule.

units it's been scheduled for 4. Share Checklist schedule - Assign o

the units and roles that will complete

° m the checklist.
a%
Unit assignment & Save schedule

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

°
H

10. By default, a checklist schedule is set to recurring daily from 08:00 AM to 08:00 PM each
day.

You can change time settings of this schedule on Checklist time schedule editor.

11. Click Edit ('\‘) icon on Checklist time schedule card to access time settings editor pop-up.

Checklist time schedule

o Schedule type

@ Recurring schedule
Recommended for checklists that occur regularly.

. Onetime schedule
~ Recommended for checklists that ust need to be Completed once.

~ On demand schedule
" Recommended for checklists that only have to be completed under certain circumstances

Repetition

(a) ® Daily
Checklists opens and closes within the same day.

) N

~/ Checkiists opens and closes within the same week.

| Monthly
~ For checkiists that opens and closes within the same month.

Vearly
For checkists that opens and closes within the same year.

3] 3] ] [R]

Checklist opening and closing times

12. If it’s a recurring schedule, you can set it to repeat Daily, Weekly, Monthly or Yearly.
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13. By default, a daily recurring schedule has Start time 08:00 AM and End time 08:00 PM each
day.

13(a). You can change Start or End time of a completion period by clicking its value.

14(a). You can copy Start, End time of a completion period to next period of this schedule by
clicking Copy to next button.

14(b). You can copy Start, End time of a completion period to all periods of this schedule by
clicking Copy to all button.

15. You can add additional periods on the same day by clicking Add (+) button.
16. You can disable a completion period by clicking toggle button for this period.

Remember, when a checklist completion period is disabled, this checklist schedule is not
available for completion in this specific period until this period is enabled again.

Checklist time schedule

,,,,, y ’m O
+

(E N P
: ©
03 1
04 0 0 o e @
05
06 30
- s +

Remind time

Provide a reminder for this checklist before closing time, based on the specified number of days and hours. The countdown begins upon starting the checkiist.

Minuses befors cosing

ours batore closing Minses before closing
o - o - @ I

13(a). You can change Start or End time of a completion period by clicking its value.

14(a). You can copy Start, End time of a completion period to next period of this schedule by
clicking Copy to next button.

14(b). You can copy Start, End time of a completion period to all periods of this schedule by
clicking Copy to all button.

15. You can add additional periods on the same day by clicking Add (+) button.
16. You can disable a completion period by clicking toggle button for this period.
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Remember, when a checklist completion period is disabled, this checklist schedule is not
available for completion in this specific period until this period is enabled again.

17. When you set a schedule to recurring weekly, it has only one completion period by default
that starts 08:00 AM, Monday and ends 08:00 PM, Sunday.

18. When you set a schedule to recurring monthly, its completion period starts 08:00 AM on
first day each month and ends 08:00 PM on last day of this month.

19. When you set a schedule to recurring yearly, it has only one completion period by default
that starts 08:00 AM, January 1 and ends 08:00 PM, December 31.

You can change time settings of weekly, monthly, yearly completion periods, add additional
periods and disable a period by following navigation steps demonstrated in items 13-16.

20. When you set a schedule type to One-time, this checklist schedule can be completed only
once for a location.

21. You can set opening and closing times of a one-time checklist schedule by clicking Open and
Close time fields respectively.

22. When you set a schedule type to On demand, this checklist schedule has no pre-defined
Start date and time. So, it never starts automatically for any location. Instead, users who have
access to complete this checklist schedule starts it manually on its completion page for their
current location when required.
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< Fire safety rounds

‘ (i) Start the on-demand checklist. Start
Checkpoints status
Checkpoints 0
Does this unit have clear and accessible escape routes?

s firefighting equipment available on required places?

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

23. You can set End time of an on-demand completion period to a different value from Close
checklist after field.

Checklist time schedule
Schedule type

(~ Recurring schedule
" Recommended for checkists that occur regularly

() One time schedule
"~ Recommended for checklists that just need to be completed once.

(@ O demand schedule
checkists that

Checklist opening and closing times @

Cosececkstatr .
open oncemans s

Remind time Weeks

24. You can add a Remind time for this checklist schedule.

A checklist reminder for all schedule types is sent in all their completion periods before closing
time. When the reminder time of a checklist completion period comes and a location has not
completed all checkpoints on this checklist in this iteration yet, all users who have access to
complete this checklist schedule for this location receive a reminder as a push notification on
mobile app.
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25. After you have set an appropriate schedule type and required time settings of its completion
periods, click DONE button on Checklist time schedule pop-up to save these settings for new
schedule.

This will redirect you to Edit schedule page.

26. Click Edit (“. ) icon on Checklist access card to select roles you want to share this schedule
with.

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

03 Support Team

a

04 Regional Managers

a8

05 Site Manager / Franchisee

S

06 Store Supervisor

Q

07 PTs / Instructors

(<]

08 Receptionists

CANCEL m

28. Click Edit ('\‘) icon on Location assignment card to select locations you want to share this
schedule with.

- test

Location assignment
n

The checklist will run on all locations from the selected areas and/or individually selected locations

Quick selection
lish Quick selection

Europe -

man

Manual selection

@ Selecting only locations does not require choosing business areas or areas. However, selecting an area
also requires ehoosing at least one business area, and vice versa

& Business areas [—] Areas

Gymé&Fitness Italy
NW Sweden
PlayLand UK h
Trampoline Park USA

Individual locations

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

Milano
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29. On the Location assignment card, select areas and business areas you want to share this
schedule with.

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

30. You can share a schedule with individual locations directly by adding these locations in its
location assignment settings.

31. You can also share a checklist schedule with one of your quick selections and save manually

added sharing options as a new quick selection. See the user guide for Quick selections

32. After selecting the required locations, areas and business areas on the Location assignment
card, click the Done button on this pop-up to save these selections for the new schedule.

33. Now, review all settings on the Edit schedule page and click the Save button to save this
checklist schedule.

Once you save a new checklist schedule, users associated with selected roles from selected
locations can complete it for their current location in iterations defined from Checklist time

schedule settings. See the user guide for Checklist 2.0 completion

Create a New Checklist Template

Remember, you must have Administrate right on at least local level of Checklists 2.0 module to
create a new checklist template. See the user guide for Roles administration

1. Follow the navigation steps demonstrated in the previous section to access Checklists 2.0
module and go to the Templates tab on this module to schedule a checklist.

Note: You cannot create or edit checklists templates on the Chainformation mobile app due to
screen space restrictions. Therefore, the Templates tab is not available on the app and you must
log in to the Chainformation website platform to create a new template or edit a saved
template.
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m  Support Account v
Searh L Snohe e
A Home Checklists 2.0 Templates Manage checklist schedules Reports @—>
—
[ Pages
Search Q
[Za] Files
Shared with me . ot "

14 Templates 11 Checkpoints |1 Description 11 Last edited 11 Created by

B Foms
Created by me

Daily opening routines 6 Tobecompleted prior to opening each 2024-06:07 Anders Hall Anders Hall
o morning
Tasks.

Safety Check - Daily 2 20250225 Anders Hall Anders Hall
@ Foum
° .
& Ourorganisation
%5 systemsetup _‘
[ sl user aciviy
B cheists20

45 Auditcheokiists

2. Click the (+) icon in the top-right corner of the Templates page to create a new checklist
template.

This will open the Create new template pop-up.

Create new template

You can change this later.

Template name

Restaurant closing routines

A name that summarizes this template DCeBU T =iE@®

- Description

This checklist should be completed before closing a restaurant every nigrrt]

A description of the template (optional)

3. Enter a Template name. This should be explanatory, short and concise.
4. Enter a brief presentation (if needed) of the new template in the Description field.

5. After entering a template name and description (if any), click the DONE button on the Create
new template pop-up to go to the New template page.
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< New template

Template name

Translation Understanding Templates ~
Restaurant closing routines
O Sswedish
S Templates are useful for creating
@ English checklists, especially when you need
(—Desription muttiple checklists that share many of
O German This checklist should be completed before closing a restaurant every night. the same checkpoints. With a template,
you can quickly generate a checklist and
A description of the template (optional then make edits to specific checkpoints
as needed

Note: It's important to understand that

once a checklist is created froma

template, they are no longer linked. Any

Set a compliance threshold changes you make to the template won't
affect the checklist, and changes to the
checklist won't impact the template
They function completely independently
after generation.

Compliance threshold

Example: If you have a "Daily
Maintenance” template with 10

QR-codes

List of QR-codes for export

checkpoints, you can use it to create two
checklists—one for "Warehouse
Maintenance" and one for "Office
Maintenance.” After generating the
checklists, you can edit the checkpoints
in each checklist independently (e.g.,
removing warehouse-specific
checkpoints from the office checklist)

Checkpoints

Manage checkpoints, sections, conditions and actions.

You can add checkpoints, compliance threshold and sharing settings for the new template
following the navigation steps demonstrated in the user guide on how to create a checklist 2.0.

6. You can also create a template from a checklist 2.0 by clicking the Generate template 2.0
option for this checklist on the Checklists 2.0 table.

Checklists 2.0 Templates Manage checklist schedules Reports
—
Search Q
Shared with me : N : : N ’
11 Name Checkpoints status 11 Schedule name 11 Start date & time 14 End date & time 1T Last edited
0/4 Not scheduled yet 2024-12-08

@ Edit checklist 2.0

0/27 Daily Safety check 2025-03-04,08:00 (UTC+0) 20250304, 08:59 (UTC o@»% Generate template 2.0
Fire safety rounds 0/6 Fire safety schedule On-demand Closes 2 hours after start . Generate audit
* checklist
Safety Check - Daily 0/28 Daily Routines On-demand g;ﬁfs 30 minutes after _ﬂ

B Schedule checklist2.0 |

O Delete checklist 2.0

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

Once you save a template, you and your selected colleagues can use this template to create
new checklists 2.0. Refer to item 3 in the user guide on how to create a checklist 2.0
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