DAILY STAFF CH ECK:iT TUTORm’



SMARTPROBE Daily Staff Checklist Tutorial

IMPORTANT NOTE

We can provide a full service set up for all your HACCP or Food Safety Procedures. The Daily Staff Checklist is
fully automated , providing clear transparency for all business logs/reports and is audit compliant.

* Log into smartprobe.com.au

HOME GALLERY OUR COMPANY SPECIFICATIONS OPERATION MANUAL FOOD SAFETY MEDICAL CONTACT

Smart Probe

Aadic! P Alarms

e Click on “Daily Checklist” to start creating your
customizable Daily Staff Checklist

anquiriesgkamartprabe.com.au
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HOME GALLERY OUR COMPANY SPECIFICATIONS OPERATION MANUAL FOOD SAFETY MEDICAL CONTACT

Wy ACCOUNT

DASHBOARD | LOGS | TEMPERATURE CHECK LOG | COOLING LOGS | DAILY CHECKLISTS| CHECKLIST LOGS

Daily Daily
Date Current  Min Max Probe Violtage
Cecember 2 2013 3 23 a7 Caliar Boflieshop Cool Room 29y
2008 - . -
B Cooking and Cooling
Cecemper 32018 120 104 93 13 Caliar Kag Room 298V
Cecemper 3201811118 275 233 a7 Cnef Food Splke 29y
Cecemper 32018 120 32 24 36 Funclian Bar 2 Door L-Bench Faper 29y
Cecemper 32018120 7.3 iz 95 Funclian Bar 2 Door Lipright Fridge 29y

Decemper 32118 11220 34 23 41 Function Kichen Coalroom #1 28y
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paily Checklist Daily Checklist

Staff Dadly Checklsts E'

It Kilchens Lidcon
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Daily Checklist

Daily Checklist
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SMARTPROBE Daily Staff Checklist Tutorial

* Under the “Item” section, click the “Add More
Items” to create your customizable tasks for
your business. You can add as many tasks as
you require. Once you have created your
“Daily Staff Checklist” for the Eg: Main Bar,

click the “Submit” button

Daily Checklist

Tabk Hame

- - K i~hens A= T
Crganization _" ub Rchens Lidco =
Time PEI -
Ares Main Bar L Delete
categony Main Bar " Delete
Mame
It select e " Add More tems
Erm e
Delete
Turn on glass chillers
Cut Fruit for Bar 1 and Bar 2
Eet up Bollards in front of main |

* Under the “Item” section if you need to
DELETE a task you have created, Tick the box
above the task that is no longer required,
then click the “Delete” button and this will
remove that specific task from that particular
“Daily Staff Checklist”

Daily Checklist

&dd More tems.

| Delete
1]
]



SMARTPROBE Daily Staff Checklist Tutorial

* Once you have completed all sections of
your Daily Checklist, click the “Submit”
button to store your newly procedure
created HACCP or Food Safety

* Below is an example of how your “Add
More Items” would appear in your items
drop box for additional selection

Daily Checklist

Tab Name r
Organizetion I C I Kitchens Lidcon |~ Dﬂ”}f ChECkhSt
e ' Tab Name Staff Daily Checkiists v
Ajsa Mam Ba b e : .
Organization Dooley's Club Kitchens Lidcom |+
calego airt Ba
Hame Time OPEN e
, - [v Add WMore tems
- i Ares Main Bar -
FY
B et i €D rom g dihwrashar on, prales & gl rack sk up category Main Bar w Delete
. F " r ) Mame
ltem Cut fruit for Bar 1 & Bar 2 ~ Add More tems
Delete

TikErs

Cut Fruit for Bar 1 & Bar 2

22t uwp bollards in front of main bar
=UDmi
ba arole formatic ~re the 5§ on back rc H



SMARTPROBE Daily Staff Checklist Tutorial

e STAFF Log onto www.smartprobe.com.au via  Click “Staff Daily Checklist” button
a PC, Laptop, Tablet or Smartphone with their
personal “Username” and “Password”

DASHBOARD | LOGS| TEMPERATURE CHECK LOG| COOLING LOGS| DALY CHECKLISTS| CHECKLIST LOGS| INCOMNG DELWVERES LOGS| PR

L ONIRRY PROBE

LOCATIONS | WY PROFILE| SETUPEMAIL ALERTS| CHAMGE PASSWORD| LOGOUT

HOME GALLERY OUR COMPANY SPECIFICATIONS OPERATION MANUAL FOOD SAFETY MEDICAL CONTACT

LATEST LOGS

Ay

] \/. il h
AN Ly AN /| ' i i
SR ..o # bty %P Daily ~ Daily Temperature Check
ﬁfeguard your VaCanei d FO roc Date Current Min Max Probe Voltage
o KA 17 '
¢ December 3 2018 3 248 32 Celler Bottleshop Cool Room 289V
VT SRR X AL 2 15:04 - :
S Cooking and Cooling
December 3 20138 10.3 9.8 11.8 Cellar Keg Room 288V
15:10
December32018 317 238 317 Chef Food Spike 299V Incoming Delivery
USERNAME 15:08
December 2 2018 3 24 3.6 Functicn Bar 2 Door U-Bench 288 _ )
PASSWORD 1508 2 : .
' Staff Daily Checklists
t passy December 3 2018 83 5.0 98 Functicn Bar 2 Door Upright Fridge 299V

14:32


http://www.smartprobe.com.au/

SMARTPROBE Daily Staff Checklist Tutorial

* Under “Select The Area” STAFF need to * Under “Select The Area” STAFF choose their
choose their specific area Eg: Main Bar specific commencement time

* Then click the “Submit” button

Daily Shift Checklists Staff Daily Checklists

r‘-: SO T TPt i
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SMARTPROBE Daily Staff Checklist Tutorial

 STAFF then add their “Staff Number” * Once the Daily Staff Checklist has been actioned the
and “Staff Name” STAFF member clicks the “Submit” button.

« STAFF are responsible to “Tick” each box, after ° A log will be generated and management can check all
a specific duty/task has been completed ’ staff members logs via the “Checklist Logs” report.

Stﬂff Daify ChECkffsts All bar accessories to be returned to cupboard I:I
e.g. Pens, tongs, staplers
...................................................................................... All glassware {including plastic jugs, & cups) to
Select The Ares - IPEN e | ke remowved from GO roeocm I:I
--------------------------------------------------------------------------------------- Heno ticdkets to be given to Cashier at end of
shift
Clean & wipe dry drip tray at the water station Eﬂ
Wipe down all bottles, caps & pourers
Main Bar Spirit & Wine bottles replenished at end of shift
et a bar & keno till |:| (extra stock in cupboards)
Set up G0 room e.g dishwasher on, grates & I:I Bottle display shelfs to be wiped down
glass rack set up Wipe down all other surfaces
Retrieve anit fativge mats and place on floor I:l Make sure members locunge is kept clean & tidy
Fill up ice well ] throughout the day
Cut lemon & limes {Lemon sliced & lime |:| Do general chedck
wedges) hMake sure all glasses are cleaned and polished,
Turn on glass chillers |:| regdy for the day -
Cut fruit for Bar 1 & Bar 2 |:| Fill up cups at water station during the day
S5et up bollards in front of main bar |:| Heep S room clean throughtout the day
S5et up wine glasses on bar (Triangle formaticn
no more the 5 on badk row) I:I




SMARTPROBE Daily Staff Checklist Reports Tutorial

* How to run a Daily Staff Checklist Report * Under “ Date Range” choose the specific date/s

 Management STAFF click on “Checklist Logs” you require for the report

cpe L Eg: Today, Yesterday, Last 7 Days, Last 30 Days, etc
* Select “Tabname”, choose specific title : u u v g

OR choose a specific date range (From — To
Eg: Staff Daily Checklists, Cleaning — Hygiene etc . ge )

Staff Daily Checklists

Staff Daily Checklists Stff Daiy Checiist
. — L E December 03 2018 - December 03 2018
Tabname | Staff Dady Checkists “'. Cnganization N
Date Aange El:-m garirg - Hygina
Pect Cointrolk Dady - Ougiter OTHERS
Organization Fauipment Quaiity Polioy
Teems and Candibons :la
Frivacy Polcy

Time Teamasialy

Expanance




A Y
DASHBOARD| LOGS| TEMPERATURE CHECK LOG| COOLING LOGS| DALY CHECKLISTS| CHECKLIST Logg) [ V/H0ARD! LOGS| TEMPERATURE CHECKLOG| COOLNGLOGS| DALY CHECKLETS CHECKLBTLOGS

LOCATIONS | WY PROFLE| SETUPEMAL ALERTS| CHANGE PASSWORD| LOGOUT
LOCATIONS | MY PROFLE| SETUPEMAIL ALERTS| CHANGE PASSWORD| LOGOUT

aff Daily Checklists
aff Daily Checklists

T Staff Dady Checkists

Tabname: Staff Dady Checkists El

Date Range Navember 04 2018 - December 03 2018 \




DASHBOARD | LOGS | TEMPERATURE CHECK LOG | COOLING LOGS| DaILY CHECKLISTS] CHECKLIST LOGS

LOCATIONS | MY PROFLE| SETUP EMANL ALERTS| CHANGE PASSWORD| LOGOUT

Staff Daily Checklists

Staff Dady Checkists :I

Novembes 4 2018 - Decamber 03 2018

DASHBOARD | LOGS| TEMPERATURE CHECK LOG| COOLNG LOGS| DAILY CHECKLISTS| CHECKLIST LOGS)
LOCATIONS | MY PROFILE| SETUPEMAL ALERTS | CHANGE PASSWORD| LOGOUT

aff Daily Checklists

Staff Dady Checkists |:|

Date Range E November 04 2018 - December 03 2018

_ml-:uummm



SMARTPROBE Daily Staff Checklist Reports Tutorial

Example of Daily Staff Checklist Report

* The report will provide details of the following

Area, Staff No, Staff Name, Item Name, Login Date & Time, Submit Date & Time, Status

Staff Daily Checklists

Tabnarme: Staff Daily Checklists S
] bl
Drate Range B rcvember 04 2018 - December D2 2018
— . . I Uk Kitchens Lidcorm |~
Crganization
Time JPEL -~
Area Kain Bar e
— 4
EXCEL &
Login Submit
Area staff no staff Name Item Mame Status
Oate&time Cate &time
05-11-2018 05-11-2018
hMain Bar o Eet a bar & keno till Unchecoed
09:18:28 10:20:11
Set up GO room e.g dishwasher 05-11-2018 05-11-201%8
hain Bar o Unchedoed
on, grates & glass rack set up 09:18:28 10:20:11
Retrieve anit fativge mats and 05-11-2018 05-11-201%8
hMain Bar o Unchecoed
place on floor 09:18:28 10:20:11
05-11-2018 05-11-2018
hMain Bar o Fill up ice well Unchecoed
09:18:28 10:20:11
Cut lemaon & limes {Leman 05-11-2018 05-11-2018
hMain Bar o Unchedoed
sliced & lime wedges) 09:18:28 10:20:11
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