
DAILY STAFF CHECKLIST TUTORIAL



SMARTPROBE Daily Staff Checklist Tutorial

• Log into smartprobe.com.au • Click on “Daily Checklist” to start creating your 
customizable Daily Staff Checklist

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.



SMARTPROBE Daily Staff Checklist Tutorial

• Select your option from the “Tab Name” drop 
down box

Eg: Staff Daily Checklist | Cleaning – Hygiene |Staff 
Manual Procedures 

• Select your “Organization” name

• Select your options from the “Time” drop down 
box

Eg: Preopen | Open | Midafternoon | Preclose | Close



SMARTPROBE Daily Staff Checklist Tutorial

• Select your option from the “Area” 
dropdown box

Eg: Bar 2 | Main Bar | Three Lantern Bar |John Street 
Cafe | Main Kitchen

• Select your option from the “Category Name” 
dropdown box

Eg: Main Bar or “Add New Category” for another specific 
area/section within your business



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

• 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”



SMARTPROBE Daily Staff Checklist Tutorial

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

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



SMARTPROBE Daily Staff Checklist Tutorial

• STAFF Log onto www.smartprobe.com.au via 
a PC, Laptop, Tablet or Smartphone with their 
personal “Username” and “Password”

• Click “Staff Daily Checklist” button 

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


SMARTPROBE Daily Staff Checklist Tutorial

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

• Then click the “Submit” button

• Under “Select The Area” STAFF choose their 
specific commencement time 



SMARTPROBE Daily Staff Checklist Tutorial

• STAFF then add their “Staff Number”                     
and “Staff Name”

• STAFF are responsible to “Tick” each box, after 
a specific duty/task has been completed. 

• Once the Daily Staff Checklist has been actioned the
STAFF member clicks the “Submit” button.                   

• A log will be generated and management can check all
staff members logs via the “Checklist Logs” report.



SMARTPROBE Daily Staff Checklist Reports Tutorial

• How to run a Daily Staff Checklist Report

• Management STAFF click on “Checklist Logs”

• Select “Tabname”, choose specific title

Eg: Staff Daily Checklists, Cleaning – Hygiene etc

• Under “ Date Range” choose the specific date/s 
you require for the report 

Eg: Today, Yesterday, Last 7 Days, Last 30 Days, etc

OR choose a specific date range (From – To)



SMARTPROBE Daily Staff Checklist Reports Tutorial

• Select “Organization”, choose your business
name

• Select “Time” choose one of the following

Eg: Preopen, Open, Midafternoon, Preclose, Close



SMARTPROBE Daily Staff Checklist Reports Tutorial

• Select “Area” choose specific location

Eg: Main Bar

• Click “Submit” button to retrieve Daily Staff 
Checklist report



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



ASSISTANCE

We want you to experience the full benefits of 

If you need assistance or have any questions, please do not hesitate to contact us 
at anytime

helpdesk@smartprobe.com.au

M  0410 557 727

O   02 8605 2942

www.smartprobe.com.au

mailto:helpdesk@smartprobe.com.au
http://www.smartprobe.com.au/

