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Calling up checklists spontaneously Deactivate checklists

=R -6

Department name Betriebsverpflegung He.. &) & —

flowtify menu
Filter checklists by area ——% " - <+——— Filter by area
show upcorming checkiist Expands or collapses the "Upcorning’
section

Countdown until the checklists can Wartungen, halbjahrlich

Collective signature for checklist still
pending

be used
All currently published checklists

Aktuell

Kilchia - Relnlgunigen, tiglich Number of positive completed tasks

Colour coding of an area

Schadlingskontrollen - Alle

Checklist that is not assigned to a Abteilungen, wochentlich +«——— Total number of unfinished tasks

particular area (without colour)

Name of the checklist Betriebsbegehung, monatlich s <«——— Number of critical tasks

Remaining time to finish the

. Kontrollen BGN, jahrlich
checklist ‘ ;

Expired/Done checklists Expands the "Expired" section

Beendet

Lager - Temperaturmessungen,
Processing still possible, but checklist taglich o

has already been completed

) ) .. Krisen-Management Checkliste L Total number of problematic tasks
Time since the processing is no longer . S 0‘ P

possible.

Spontane Probenentnahme - |
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Meaning of individual buttons and displays

% Red circle with a small "x" = to leave a window or dialogue
Alternative to Android’s "Back" button.

Grey with check mark = Another action must be executed
before the button turns to active.

Green with check mark = for successful confirmation
of an action

Blue with arrow = another action follows before the
task can be completed

Red with "X" = to report a problem. A reason/explanation
must be given for the cause of the problem

Attention

* The red rectangle with the "X" is often mistakenly used to leave a dialogue
(especially during follow-up-checks). This leads to unnecessary error
messages in the administration. Use the small "x" in the circle to leave
dialogues and tasks!

* We are already working on a graphic optimization to prevent this
misunderstanding.

Practical examples can be found on
pages 10 & 11

Rotated arrow

Speech bubble

B OB

20.05.2019 - 07:45 Uhr

¥4 90.05.2019 - 18:15 Uhr

- to reset a task whose value was entered

incorrectly. Function is only available in certain screens.

Camera icon - for taking photos spontaneously

- for adding a comment; has no influence on the

"completed" or "unfinished" status of a task

Shows the time within which a checklist has to be
completed

02°C Temp., MHD, Hygiene
Fischkiihlhaus
*First in First Out” Prinzip

Task with green background and check mark

"First in First Out’ Prinzip

PacoJet griindlich reinigen 01

v
- Task completed successfully
Yellow highlighted task with warning sign
- Task has a critical value

o Task highlighted in red with an "x”

- Task has a problem

Spiilmaschine, reinigen
Produkt: TM LERADES C MA

Achtung: Dichtungen, Spiilarme & Siebe reinigen! G...

Grey highlighted tasks with lock
&| - Task has not yet been released for

processing
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Areas

Betriebsverpflegung He... ONS)

Alle Bereiche

Administration
Checklisten: 5 Aktiv

 Checklisten: 3 Aktiv

Kiiche
Checklisten: 1 Aktiv, 1 Beendet

Lager / Kiihleinheiten
Checklisten: 1 Aktiv

By tapping on the funnel symbol
you can display all available areas.

Select the desired area by tapping on
the coloured area. Only the checklists
that are relevant for this area will then

be displayed.

You can change the area anytime by
tapping the funnel symbol again.

Good to know:

If the app is closed and reopened at a
later time, the last selected area will
appear.

If there are several tablets in
operation, you can, for example, set
the kitchen tablet to "Kitchen" and the
bistro tablet to "Bistro” to make it easy
for each department.

Menu

N iy @ Online

Berichte

Alle Bereiche
Anleitung

Aktuell
Web Dashboard

Lager - Temperatui
gen, taglich

1 Minute verbleiben

Feedback
Impressum

Kiiche - Reinigungsy Filiale verlassen

1 Minute verbleiben — —

Speisetemperaturen, mittags o

16 Minuten verbleiben

Speisenausgabe - Feierabend, taglich o

1 Stunde, 31 Minuten verbleiben

Schadlingskontrolle, wochentlich o a

5 Tage, 2 Stunden, 0 Minuten verblelber

Kiiche - Grundreinigungen,
wochentlich @

5 Tage, 2 Stunden, T Minuten verbleiber

Speisenausgabe - Grundreinigungen,
wichentlich (11

age, 3 Stunden, 0 Minuten verbleiben

Krisen-Management Checkliste
Spontane Checkliste
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Tap on the three colored lines in the
upper right corner to open the menu.

In the menu you can:

» see if the device is online or offline

* generate reports

* open the online manual

* go to the web administration

* send feedback

* view the imprint

* log off the device from the
department

Good to know:

If unexpected problems should occur,
check first whether your device is
"online"!

If it shows a status other than "green/
online", this is most probably the
reason for possible synchronization
problems between the device and the
server.

In this case, the first step is to
reconnect to the Internet. This will

5 Tage, 12 Stunden, 4 Minuten verbleiben solve most problems in a few seconds.
Especially in terms of reports.
Info: Info:
* Below the area name you can see how many checklists in an area are * Please also have a look at the online manual before using flowtify the very first

time. We show you in less than 3 minutes the most important functions of the
flowtify app in short animations.

currently "active" or already "finished”.
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Deactivation

Deaktivieren

Lager - Temperaturmessungen,
taglich

iiche - Reinigungsplan, taglich
Kiiche - Reinigungsplan, taglich

Speisetemperaturen, mittags

Speisenausgabe - Feierabend
taglich

Info:

By tapping on the minus symbol
next to the menu selection, you can
either deactivate entire checklists or
individual tasks.

When should | "disable" tasks or
checklists?

Always when, for a legitimate reason,
the task or checklist cannot be
completed before it expires!

What do | have to do to deactivate a

task or checklist?

*  When you tap on the minus button,
you will receive a selection of all
tasks or checklists currently possible
to deactivate.

* Select one or more by clicking

* Then tap on the blue arrow

* Enter the reason why the task or
checklist should be deactivated.

* Select the blue arrow

* Now enter your name and signature
and confirm with the green button

* By "Deactivating" you prevent that "unfinished" checklists or tasks will pop up
in the administration. The deactivation shows that you have not simply
forgotten the tasks or checklists, but that you had a good reason for doing so!

Spontanuous Checklists

Spontanevent

Wihlen Sie eine Checkliste aus, die Sie
sofort starten méchten. Verwenden Sie die
Bereicheauswahl um die Liste zu filtern.

Betriebshegehung, monatlich
Kontrollen BGN, jahrlich

Krisen-Management Checkliste

Kiiche - Grundreinigungen, wochentlich
Kiiche - Reinigungen, taglich
Kiiche - Reinigungsplan, taglich

Lager - Temperaturmessungen, taglich

Important:
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By tapping on the plus symbol you get a
selection of checklists for spontaneous
activation.

You can either search for a specific
checklist or use the filter to reduce the
selection accordingly.

When should | open tasks/checklists
"spontaneously"?

Whenever there are activities that
cannot be planned regularly, such as
irregular goods deliveries or unplanned
physical-sample drawings that need to
be documented.

What do | have to do to start a checklist

spontaneously?

* Tap the plus button

¢ Select the desired list

* Confirm the selection by tapping on
Start

* Now the checklist with the note
"Spontaneous checklist" appears in
the "Current" overview and can now
be handled normally

* "Spontaneous checklists" can only be started with an existing internet

connection.

* The administrator defines the runtime of a spontaneous checklist.
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Temperature Input

If you are prompted to enter a

& -18°CTemp., MHD,Hy.. & & )

Make sure that you have entered the
"First in First Out" . .
correct sign and decimal places!

The correct input of the sign:

* You can change the sign by tapping
the + symbol. It does not matter
whether you enter a number before
or after it.

The correct input of the decimal place:

* After you have entered the numbers
before the decimal point, tap on the

-18 dot symbol on the lower right of the

keyboard, next to the zero.

Now you can enter the

corresponding decimal places.

Temperatur auf Display

4 5 6 C
1 2 3 <
0
Important:

* The large red X at the bottom left of the screen is not intended to leave or
cancel the input. This is done via the small "x" in the upper right corner.
Alternatively, you can use the Android-typical backspace key.

temperature, please note the following:
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Critical Values

If you are prompted for a follow-up-
check due to a temperature deviation,
you will see this dialogue.

What do | have to do for follow-up-

checks?

* Tapon "Next" to leave the dialogue.

* Inthe overview that is displayed, you
can see the countdown to the follow-
up check as well as a grey lock
indicating that no processing is
currently possible.

* Tap on the small "x" in the upper
right corner to continue with other
activities in the meantime.

* You will be reminded automatically
as soon as the final measurement
can take place.

Kritscher Wert

Erwarteter Wert: 0 bis 2
Eingegebener Wert: 4.5

Nachkontrollieren in 00:55

Weiter

& 02°C Temp., MHD.. & t@@

“First in First Qut” Prinzip

Titel Eingabe Status
MHD- & Hygiene-Kontrolle Ja um 21:02 v
durchgefiihrt?

Gemessene Temperatur  in 00:49 [+ ]

Important:

* The large red "X" at the bottom left of the screen indicates that tasks are
"problematic". However, this would be wrong at the moment, since the re-
measurement should be carried out first!
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Follow-up-Checks

Lager - Temperaturmessung... @ X

21.05.2019 - 21:02 Uhr Spontane Checkliste

% 22,05.2019 - 11:02 Uhr

02°C Temp., MHD, Hygiene
Fleischkiihlhaus

“First in First Out" Prinzip
Nachkontrolle erforderlich

02°C Temp., MHD, Hygiene Fischkiihlhaus
*Firstin First Out" Prinzip

07°C Temp., MHD, Hygiene
Gemiisekiihlhaus
“Firstin First Out" Prinzip

& 02°CTemp.,MHD.. ©® B

"First in First Out” Prinzip

Titel Eingabe Status
MHD- & Hygiene-Kontrolle Ja um 21:02 v
durchgefiihrt?

Gemessene Temperatur  Nachkontrolle

If a final measurement is due, you will
be informed by an alarm clock and a
yellow flashing note in the title of the
corresponding checklist as well as in the
title of the corresponding task.

How does a follow-up-check work?

* Tap either "Go to task" or "Later" in
the alarm clock.

* If you have selected "Later", you will
see a yellow blinking title of the
checklist and task until you have
edited the task again or until its time
has expired.

* Select the task as usual and enter the
measured value.

Important:

* If the new value corresponds to the
expected value, the task is marked
"green/done".

* If the value deviates again from the
expected value and there are no
further measurements, either an
action instruction appears, or the
task is marked as critical (yellow) and
you do not have to do anything else.

Instructions

Wurde die Temperatur

von 75°C nicht fiir 3Min.
gehalten, gilt es das Produkt
nachzuerhitzen!

[[] Hiermit bestatige ich, dass ich
die Anweisungen gelesen habe
und akzeptiere.

Important:
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Instructions for action can appear as a
result of deviations from the expected
results value. It is intended to support
you in the further handling of a task.

What to do with instructions?

* Read the information displayed
carefully

* Confirm that you have read and
understood the information by
checking the blue box and then on
the blue check mark.

* Now enter the action you have taken.
This should result from the action
instruction. Then select the blue
check mark.

* The task or the individual
confirmation type within the task is
now marked as critical (yellow).

Wurde die Temperatur

von 75°C nicht fiir 3Min.
gehalten, gilt es das Produkt
nachzuerhitzen!

4 Hiermit bestatige ich, dass ich
die Anweisungen gelesen habe
und akzeptiere.

* It can also contain individual sub-items of a task, follow-up-checks or
instructions for action - the principle is the same every time.
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Generate Reports

R . You can access the same reports on
mobile devices as on the Web

Berichte
Dashboard.
Priiferbericht >
& eritetenc Important:
* A prerequisite for calling up reports
is an existing internet connection.
e 22052019 How do | generate a report?
o . * Tap on the three colored bars at the

top right to open the menu.
* Select "Reports”
* Now the view you see on the left will

D Filtern nach Bereichen

D Filtern nach Labels

open
e () 2% () | *© There are different setting options
here:

First select the report type. The
”Assessment Report" is activated

-
by default.

* Specify the time period that the
report should cover.
* Now you can, depending on the

type of report, use filters to

reduce the amount of results to

M Fitt h Bereich . .
B4 Fittern nach Bereichen the desired topics

Kiiche Bistro Lager / Kiihleinheiten

Good to know:

* Via "Filter by labels" you can, for
example, only display tasks that have

a certain label, like ” CCP".

Administration Datenlogger

Speisentemperaturen MITARBEITER

Filtern nach Labels

Temp.: Gerat Gerate Reinigung/Desinfektion

MHD/Verfallsdatum CCP Temp.: Waren

L o) RS o gl

Collective Signatures

Kiiche - Reinigungsplan, tagli... © &

21.05.2019 - 15:00 Uhr

e

¥ 21.05.2019 - 21:00 Uhr

Unterschrift: Durchfiihrender MA L

PacoJet griindlich reinigen 01 b 4

PacoJet griindlich reinigen 02 v

Durchfiihrender MA bod

Nachname:

Daniel Vollmerl

Bitte unterschreiben Sie fiir Kiiche -
Reinigungsplan, taglich:

Weitere Unterschrift

x o [ B 8 & 8 =

ist is hat

1092131415000 7081010
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Collective signatures can be requested
after the last task in a checklist has been
completed.

It does not matter if one or more tasks
were successful, problematic or critical!
It is only a matter of documenting the
actual status of a list after completion.

How do | sign a collective agreement?

* As soon as the last task in a checklist
has been completed, a blue field with
a pencil symbol appears.

* Tap on the blue field

* Depending on the setting, you will
first be prompted to enter a text, such
as your first & last name and then
sign the form. Alternatively, only one
signature can be requested.

* Confirm the dialog with the green
check mark.

Good to know:

* Collective signatures can still be made
up to 12 hours after completion of a
checklist. If this is necessary, open the
"Finished" section. For all checklists
that show the pen symbol, no
collective signature has been
provided yet. You can do this now!
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Login/Logout of Devices flowtify Knowledge Base
In case you want to log in or out of the If you have further questions about flowtify, you will find more information in our
device, proceed as follows. help center. The help center offers help for the app as well as for the Web
Dashboard.
Logout of the device:
Authentifizierung * Open the menu in flowtify (the three | If you are already in the Web Dashboard, you will find a link to the help center in

coloured bars at the top right) the menu bar on the left. Alternatively, you can enter the following address in your

* Select "Leave department" browser:

* Now you can see the dialogue as
shown here https://flowtify.de/knowledge-base/

* Enter the user name and password

Benutzername merken with which the device was currently

logged in

* Select "Login"

* In the following dialogue you will see
an overview (similar to the one
below)

* Select the door with the arrow to log

= T out of the device

) ) @ Login device:
Willkommmen bei

* In the dialog shown above, enter the f Rk DA
Flowtify user name and password fhorciche tccscne

* Select "Login" feabar
* In the following dialog you will see an

Bitte wahlen Sie eine Filiale fiir dieses Gerat.

overview (similar to this one) ISy ey
Autohof * Select your department by tapping
on its name o
* All data for your department will -
Backerei Vollmer then be loaded
Betriebsverpflegung Hermann

Important:
* Login/logout only works with a working internet connection.
* Please ask your superiors for username & password.
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Practical Example 1: "No Delivery Today"

It sometimes occurs that deliveries
are cancelled, for instance, due to
public holidays.

Flowteria Hermann B 6 =

| Howdoldocument correctly in this
Aktuell case?

Speisenausgabe -
Speisetemperaturen, mittags @ Possibility:

bbbt s * Deactivate a checklist or task via the
minus button. Enter "No delivery" as
reason, for example. See page 4
"Deactivate".

Wareneingangskontrolle @

1 Stunde, 48 Minuten verbleibe

Good to know:

* If the delivery arrives one day later, but
the checklist for the delivery is not open,
you can spontaneously open the

Deaktivieren checklist for the acceptance of goods via
Speisenausgabe - the plus button. See also page 4
Speisetemperaturen, "Spontaneous checklists".

mittags

S hinuEn e Important:

Wareneingangskontrolle * The goal should always be to ensure that
| Stunde, 48 Minuten verbleiber no checklists run as unfinished business!
This leads to unnecessary work in the

administration, since first of all "why
hasn’t it been done" has to be
researched.

* If atask or checklist cannot be completed

Kiihitemperaturen Lager 03,
nachmittags

2 Stunden, 48 Minuten verbleiber

Lager - Temperaturmes-

sungen, taglich . e
yStarden 48 Minuter verbleibian on time, you always have the possibility

Speisenausgabe - to deactivate the checklist with an
Grundreinigungen appropriate reason.
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Practical Example 2: "Wrong Number Input"

Titel Eingabe Status

Intakt, Alarm aus, Co2 Neinum 14:37
Flaschen gesichert &

sauber?

MaBnahme/ Vertippt

Begriindung:

Wartungsintervalle  Jaum 14:38 v

wurden eingehalten?

Aufgabe zuriicksetzen
Sind Sie sicher das Sie die
Aufgabe zuriicksetzen wollen?

Abbrechen Ja

In the buzzing daily business it can
happen that you make mistakes when
entering temperatures or yes/no
confirmations and thus by mistake
produce critical values.

How can | cancel my entry in this

case?

* Reset the task using the rotated
arrow.

Important:

* Atask canonly be reset as long as there is
still time for processing.

*  For temperature inputs, you can only reset
tasks after the final measurement! This can
take up to 20 minutes.
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Practical Example 3: "The Auditor is here!"

Berichte

& Priiferbericht >
Von 01.09.2019
bis 07.09.2019

Filtern nach Bereichen

m Speisenausgabe

Administration

Datenlogger Speisentemperaturen

MITARBEITER

Filtern nach Labels

Reinigung/Desinfektion

Gerate

MHD/Verfallsdatum
CCP Temp.: Waren Warenannahme
Rickstellprobe Grundreinigung

Feierabend Vorbereiten Acrylamid

Info:

* The "assessment report" is the most compact type of report. It is the fastest to generate,

As it is known, visits are carried out by the
veterinary office and service providers
without prior notice.

If no responsible person with access to
the Web Dashboard is on site during a
visit, you as an employee can also
generate the desired reports via the app.

Please have a look at "View reports" on
page 7. It explains how to create reports.

Good to know:

* If the inspector only wants to chck
individual inspection points in an area,
such as "Kitchen" and "Storage / Cooling
units", the area filter is suitable.

* Use the "Temp.: Device" label to call up
all tasks related to the cooling units.

* If you now generate a report, you will
only have displayed those tasks that
correspond to one of the two areas and
the label.

even with a weak internet connection, because it is reduced to the essentials.
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Practical Example 4: "Done on Tablet but not in Report"

=Rl

: ® onli
Betriebsverpflegu i
Berichte

Anleitung

m Web Dashboard

Lager - Temperatui

A Feedback
gen, taglich SeRNG

Impressum

Kiiche - Reinigungsy Filiale verlassen
Speisetemperaturen, mittags

Speisenausgabe - Feierabend, taglich

Schadlingskontrolle, wochentlich

Kiiche - Grundreinigungen,
wochentlich

Speisenausgabe - Grundreinigungen,
wochentlich

Krisen-Management Checkliste

Important:

Under certain circumstances, the information
on the tablet may reflect something other
than what colleagues see in reports or email
notifications.

There is usually a relatively simple reason for
this:

One or more tablets of a company have not
yet been synchronized with the server!

What do you need to be aware of in this

case?

* First, check whether all devices in the menu
are set to "green/online".

* [fthis is not the case, the device is offline and
has not yet connected to the server in order
to exchange data and synchronize with the
web dashboard and other connected
devices. Please consult your IT department in
order to establish a working internet
connection.

* In case of problems it is recommended to simply restart the tablet!



