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CheckedSafe User Index:

Each section in the index is hyperlinked to the pages for that part of the guide just click the one you want to view
on the index page and its will take you to that page and section for guidance, every thing is explianed in each
section, if you have any problems please contact support@checkedsafe.com

Dashboard Section — (Point to each section below to link directly to that page)
1. Checkedsafe Back Office Dashboard Login
2. Dashboard Views
3. View Team
a. Managing team member options
Inc. GPS & Geofencing — Set up and managing users/reports
Adding a New User
Assigning Checks to users
Notification Groups
Roles and Permissions
Adding Docs/photos/videos to User Profiles
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4. \View Vehicles

a. Adding a Vehicle
View the Vehicle Folder
View Vehicle Mileage
Vehicle Off Road
Assign Checks
Vehicle Costs
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5. Checks/Inspections
a. View Checks/Inspections

i. Viewing Checks

ii. Making Serviceable

iii. Clearing Defects

iv. Adding documents to the check

v. Send a message to the App
View Active Defects
Pre-Populated Checks
Daily Summary
Weekly Summary
Upload Check/Document
Wildcard Search
Edit Check Templates

Sm o o0 o

6. Notifications — any documents you have uploaded to your fleet (vehicle folder) or staff (Staff
Folder) — you can see all listed here in date order

7. Messages — the ability to create groupwide messages and track those messages to the end users
8. Reports — reporting suite for reporting on various elements of the system

9. Scheduling —complete proces of setting up a schedule through to viewing the schedule with
data plotted
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The CheckedSafe back office area is where you can:
o Manage the daily defects,/checks and manage your fleet
e Manage you asset including reminders, scheduling and storage of all documents
e Set up reminders and email groups for information and actions
o Allows your fleet or assets business become completely paperless
e NOTE: all the blue fonts in the back office are all hyperlinks back to a check/folder/asset etc

1. Checkedsafe Back Office Dashboard Login
Point your web browser to the URL http://app.checkedsafe.com/ and you will be presented with the login
screen. Below is a screenshot of the login page; login with your username and password and if successful
you will be taken to the dashboard. If you have trouble logging in or you are refused entry to the system,
then raise a support call support@checkedsafe.com or 01282 908429
Note the data once submitted cannot be edited or deleted if a mistake is make you simply dthate task again with
the correct information this is a postive approach as it indicates a fully compliant process

2. Dashboard View

Dashboard Screen provides live daily information clicking any segment will take you to reports — this will be
your daily view, it can be viewed on Desktop/Ipad/Tablet/Phone — anything with an internet/web portal link

The dashboard provides an immediate overview of your live daily fleet. It indicates:

e Date

o Fleet size

e Filter by depot using the drop down menu labelled “Company”

o Checks completed

e Filter by Check name using the drop down menu labelled “Check”

The Pie charts show clearly a snapshot of today and includes:

e Vehicles fit for service

o Failed by type

e Vehicles checked as part of fleet total

¢ Vehicles passed fit and vehicles still on fail (defect)

By clicking on any of the segments it will take you to the list of checks by that type, such as direct to failed
checks today
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3. View Team
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By Clicking View team you then get a menu page to search by login, name, email etc. Type in any of these sections
and press search, the team member will then appear, and you can click the hyperlinks to view the profile or view
that persons last check or all checks.

Tip: the view is always default to active users to view any specific roles you can use the dropdown filter box for Role,
and you can also use the dropdown labelled enabled to view any disabled users

You can view all your team, to do this don’t specify any search critea just click view team and click search
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In this section, once you have the whole team on view you can click any of the “blue” hyperlinks which will take you
to whichever section you wish to have a look at, this page also provides information on:

e Login — users login and name

e Date created

o Role — what level of responsibility they have in CheckedSafe system

e Email details

e Enabled (current status)

e Depot - which Depot the user is assigned to

e Latest Device - The latest information on what device has been used (if any) to do a check
e Last Check - Information on last check done

e All Checks/Inspections - Link to view all that persons check

Viewing the individual team member details by clicking on their actual hyperlink on the view team page
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. CheckedSafe

Gary Hawthorne
CHECKEDSAFE

/A Dashboard
[ ]
-

Create & Edit Person

Notification Groups

View Roles & Permissions

ﬁ Vehicles
Checks/Inspections
o Notifications

= Messages

9
h Reports

am® Lone Worker
e

Scheduling
(I) Admin

E User Guides

Create & Edit User
Login As
User Login

Role

Company

User Password
(Enter new password to reset)

First Name

Last Name

Email

Telephone Number

User Address

Checks

Auto Logout Mobile

Allow Manual Check (Non-Fleet Vehicle / Dynamj

Receive Email when Def#ct is updated

Two Factor Authenticat] required on login

Allow Check on icles from any depot in

organisation

LoneWorker Enabled

Set Enabled Status

Send Mileage Invalid Email

If you tick Auto Logout NFC Tag ID
the user will be automatically
logged out of the App once they Managed By

submit a check. so be aware of that in line
with the hidden passwords CRM Link

GaryPara
GaryPara %
transport-manager v
Paragus M18 -
hiddeg @ Al passwords are now hidden

Gary

Hawthorne ::
gary.hawthorne@checkedsa l’;
07914756566 B
Wilford House E

All Checks

2]

You can create/update passwords

and inform the user what it is
Once you press submit you have commited the
changes and the password created or edited
will once again be hidden

Enabled (Disable User)

None

User profile page - here you can see all details and can tick options for that user, you may also disable the user, so
they no longer have access. There are other options within the user profile area that will assist you in managing the
staff member, which are listed below:

a. Managing Team Options

e Send notification — you send the user a notification from here direct to their App
e Generate a report for user on all checks they have undertaken

e Email Summaries - If they are back-office staff, they can have daily or weekly summary emails set up which
provide a snapshot of the daily /weekly output (Checks done, who's not checked, too fast, too slow,
reminders for staff/assets to be serviced or certain renewals up and coming and any outstanding defects
that require action)

o Loneworkers - You can also in the section manage (if you have Loneworkers) your LW profile emails

e User Documents - Adding documents to this profile and pushing out to the handset is a really good feature
you can push out any document to the App such as Handbook, Driver Licensing etc.

e GPS and Geo Fence — If you have the option of GPS and Geo fencing within the app (this is our tracker, and
you can geo fence locations and receive notifications of entry/exit with/without checks/defects
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The screen shots on the next page show you how/where (as per the above options)
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GPS and Geo Fencing — If you have opted to use our versatile tracking option this is where you can
configure your users/Geo fences and track your vehicles/staff. This is a great product to help you track and manage
your team (it is an additional chargeable product).

Once you have set up your user parameters — this is very straight forward — in the user profile click the “Override
Defaults.
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Enter the days and times you wish to Geo tag your staff click enable and ADD this creates the Geo tracker to operate
as long as they are logged in during those times
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Once created you can now use the GPS and Geo Fence menus, left hand menu GPS & Geo Fence
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View created Geo fences or create your own this allows you to control the areas and entry/exit reports for Defects

and/or Checks completed/not completed. To create new Geo Fence click Create new, draw your Geo Fence, name it
and set your parameters.
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There is a full history log of all Geo Fence events — these are records of all triggered events recorded against all your
Geo Fences set up you can view each one and review each Geo fence if required
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You can view the current location of your users (it will be the last recorded point) zoom in/out and click on the user
will allow you to dive in deeper to the data.
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You can also look at the user’s journey — the system stores ALL previous journeys so you can search by user and by
date, if you hover over the journey (black arrows) you will be able to ascertain the speed.
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You can also see your users’ frequent journeys over a period (shown below as a heat map (green/yellow/Orange
etc))
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b. Create & Edit User - Adding a New User
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e The user login must be unique across the system (see note below)

e The role must be selected from the dropdown

e The company will default to the one your logged in as if you have a hierarchy you can pick where the new user is to be
allocated

e Password should be set.

e The User Enabled box should be ticked

e The other details should be entered as standard

TIP: DO NOT overwrite the user if you want to add a new user as all historical data will then tag to the new user, if you want to
add a new user, you must click again Create and edit User and you will see the screen as below

If you get a message “USER ALREADY IN THE SYSTEM” but you know you don’t have that person, it will be in the Global
Checkedsafe system — think Gmail!

If you’re setting up a user who is a 3rdparty and you’re using the Notification group to allow them to manage defects, see below:
(Notification Groups) leave the email section blank in their profile — otherwise they will receive all emails and you can also edit
their role and permissions which can be found further on in this section

c. Assigning Check to users

In this section you can tailor what users can see, this cuts down the margin for error. If you have lots of templates
and not all users need them then you can assign templates to the user and this will cut down what they can see and
use via the app
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d. Group Notifications

If you use 3" Party maintenance providers or you need others to see certain vehicle defects, you can do this by
creating Notification groups. You can also add those users as a user and define their Role and Permissions which we
will cover next, this is so they can log into the system and action any tasks.

Setup page for Notification Group
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e. Roles and Permissions
In this section you can create your own Roles and name them whatever you wish and also allocate permission levels.

The core set of levels pre-set are:
e Driver — App only
e Engineer — App and back office for Defects only
e Transport Manager — full access to all back-office system and the App
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Creating you own is very simple, click Create New, enter job title, allocate permissions and submit, then once
submitted you can then assign users to that profile
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f. Adding Documents/photos/videos to user Roles

You can add documents to individual users and optionally push out to the app so the user can see them in the
“documents tab” on the App, you can also track the amount of times the user has looked at the documents

Two options of how to do this:

Individually by user: find your user you wish to upload the document to

2
Enssiea Enabied Manageas) ik
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Login Date Crested Role Emai Enabled Depot Latest Derice Last Chck AllChocks | tnapactions Loginas
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T
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Click their login to get access to their profile, scroll down to Document uploader and follow screen shot below

User Documants

Upload User Document *_.______._4 Name the doc/vide you loading
Document Type Cocument Notes

——  Any notes

Start Dste (if appicaia ¢ R Expiration Date (1 sppiicabia)
x50MB)  Choose File o file seiscted
"‘\__‘_ Choose the doc/video to load If you want to review it at a date in the future B Uplosd
create a notification date Click Upload

User Documents

Doeument Typs Filaname Hates stan Date Expiration Date upioaded on

vid test C5-Dynamic Risk Assessmant all options.mov o3yo8z021 04082021 13:26:43

Click assign to assign to the app
Video Test 2 Test for Vido Link docx -— The Doc/Vid etc will appear here  o4oszon 040872021 11:23:01 Wot Active
Ovr License Chack CleanShot 2021-07-16 a1 19,459,000 kense Chack 1907R021 191072021 11:00:35 Active,

Test Picturo.pog Tost 1010812021 10/08/2021 08:45:01 Nat Active

¥

0 assign To App

B Create Notification

olate
0 Assign To Ao

Once assigned to the app the user has full access to whatever you have loaded. To check if they have opened it click
the “assign to App” in the user profile and it will tell you how many times it has been opened. You can upload
Word,Excel,Png,Jpeg,PDF and Mp4 videos.

If you wish to load the same doc/vid to lots of users create a unique profile for example and load all the core
documents to that profile and send out to all from that profile — this is an easy way to manage the process.
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4. View Vehicles

Gy HawT R

3 ebteEhE LT 0 Versrh Eouipitest 0
L ) ot Chapc s (O Chacked On
- e
Combany Vehioe T Road 18 WO VDR =
Wy venicies

{0 ity a1 St

Wi Vehiokes Enced Votscla Sagpeber

Siot Ersied -
B Excel Viehichs Dats B Excel  Clpar m Craate
Wlileage Vehiche Last Chack Chacks [
i le Fegairaon Mebiche iD Peeebily Arevnpe)  Topplier Brar Dane Drepen Dane Dedecis Daa inapeciiens
TR RS 050071 Pacsgue Mo Check -] B
[VALUHALL ASTRA SRT Chilg
u BN WAZEONS  Paagu arliriroaryl -]
i B
11 weak spal
Ak
b FORE LFT P froerail P s 4o Crect -]
TERICK 11
" CheckedTate IS0 Paages  0BUIRON @
wasn 11,032} L] 440
(2 dayx age!
b ) CEMENT 6,788 ONINZ030  Parages Mo Check -]
TEUCK 1]
sww
L+ CheckosdSate 2 OV Paages OROIR0N
HI [0 Wi 0D
ke 13 dawd e
1 CreckeiGate  IBUEROI0  Paages i ratral =2 Es
[OVHER UK WODEL & LOWD g =05
E RANGE AW 16 days s
i Blairk: Car . ORI P B MM = B
l . [OTHER UK WODEL B Child o0
s PERFORMANMCE AWDY 11 e 1
wek g
[+] 3 e "
F. WWOEFNIRD  Parsgus by Cni -]
i ]
Pl DROTCR0  Pasges Mo Chech =]
Exguipemai WiE

In this section clicking view checks allows you to:

e See the full list of your active fleet (you can filter at the top to view Ended Vehicle/Vehicle Off Road Vehicle
or All Vehicles in both sections) — the default setting is to show active only
e You can filter out by Registration, by depot, by supplier and by dates checked
e The main vehicle list you can:
o Vehicle Registration - Hyperlink to vehicle folder by clicking the vehicle registration/ID
o Mileage (weekly average) See all last mileage/hour’s data and hyperlink back to that section in the
vehicle folder
Vehicle Supplier — handy for filtering and report on suppliers
Start Date - What date did the vehicle start
Depot - Which depot — if you have multi-sites
Last check Date
Defect status — Green all clear, Yellow — Serviceable, Red — Defect
Data If you have opted for the DVLA data, you can click the black symbol and that will bring up the
V5 data
o Checks/Inspections - Link direct to all the checks for that vehicle
o Extract all in excel for just fleet or by DVLA data
e Agreat page to see your fleet and then navigate from here

O 0O 0O O O O
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a. Create and Edit Vehicle - Adding a Vehicle

dary Hawthorne

Paragus M18 Create & Edit Yehicle
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In this section you can add a new vehicle:

Note

Enter the vehicle registration

Enter Vehicle ID (Optional)

Enter Depot — if multisite

Enter Type — Optional data

Use dropdown to add category — this is critical as the default is standard charge — if your category is
not in the dropdown contact support@checkedsafe.com to assist (you can update this later so it will
not hold you up waiting)

Enter Start date

Enter Mileage/Hours (Optional) — but critical if your going to use scheduling based on mileage/hours
Enter Date of Mileage/Hours (Optional)

Enter Supplier — useful if you have a lease vehicle or have maintenance by 3 party

All Checks is ticked by default which means whatever is allocated this vehicle will see all - you can
filter out which will be assigned to the vehicle

Tick (or not) load vehicle data — this will bring in the V5 data

Submit

. If you get a message vehicle already in the system this could be in another depot if you have

multisites in our system and it could be VOR or Ended, you can at this stage contact
support@checkedsafe.com or if you have a Head Office administrator they can move that vehicle for you
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b. View the Vehicle Folder

When viewing the vehicle folder there is a host of information to look at in this section and has the liking of a filing
cabinet drawer for all your vehicle documents

The top section you can:

e Create and Edit Vehicle - See the V5 Make and model from the load vehicle data tick

e Vehicle Snapshot - you can see all active defects, any scheduled items and document reminders for this
vehicle on this screen

. —if it is sold off or scrapped you can end the vehicle here — the data will be archived and
available at any time via the view vehicle screen by filtering ended vehicles — if you end it in error contact
support@checkedsafe.com and we will un-end it.

e VOR history - and also enter VOR data in this section (you can only VOR a vehicle within the same I1SO week
(Monday to Sunday) and mileage is enforced.
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The bottom section of this page you can:

e Vehicle Mileage - See all the vehicle mileage history and enter mileage manually if required — there is more
information further on

e Generate report for Vehicle - Run a general vehicle report on this particular vehicle if required

e Vehicle Documents - You can upload all and any vehicle documents here and set yourself a Notification —
click Create Notification, enter details and this will then notify you at that data and you can download the
document if you need to send/print it

e Check/Inspection Documents - any documents attached to any check in the back office can be found here
i.e., a receipt or job card for a pre-use defect reported and cleared that you uploaded to the check is stored
here for easy auditing
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c. View Vehicle Mileage

In the view vehicle mileage section, you can interrogate the mileage further and update if someone has added the
wrong mileage — this section is also good for hours recording for plant and machinery.
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d. Vehicle Off Road

The history data is recorded here for all VOR events — you must always enter VOR mileage as this can be audited
against tacho data if required, this view is a filter showing all live VOR vehicles, you can update the status here. As
part of our good practice, we ask if a VOR is over two week you should really do a PMI and we ask to add a note
relating to this. Again you can run an excel report here that will give you a full breakdown of your fleet VOR
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e. Assign Checks

In this section you can tailor what users can see, this cuts down the margin for error. If you have lots of templates
and not all users need them then you can assign templates to the vehicle/asset and this will cut down what they can
see and use via the app

Oary Hewthorne
Paragus M18 Assign Chcks

ﬁ Chaose Depet

Paragus MIE
L)
-

ﬂ Wahicled AN Chachy  Badder Foros Chech App Erane Tadl Aeoeg ekl T R Tor Griweds and Passargers G- 1 Enh i) Fighl Tnagk mith Tad Lo Repledesg Po-saivining GOV
-]

Ankgn Chacha

He@n

= M @&
:
:
o
a

f. Vehicle Costs

Here is a where you can add cost incurred for your vehicle /asset, by clicking vehicle cost on the menu bar it will take
you to this page which is a summary of any costs you have added to the system, you can see again all hyperlinks back
to vehicle, driver, defect any documents attached to the cost analysis and the cost. You can filter this page by vehicle
ID, date, or defect to get a more defined costing against that vehicle.

Cary Homiharne
.

o
£ ! asee @
[ JE,
Vaniche e
(Separ) Asoed Wcurred On  Linked Dafect Deucripninn Dacemat(s] Cost (£) Cont 46}
Oy Carvenars on INS1G021 W28 Parth - et repe EI52.20 + 30% VAT
Poroger s (30 howry 02000
i) 08 B bl "ol
Veiichs Coun
5 wa o ONOII0I ATt OFr - Nerw S8.00 » 30 WA
Peragen 437 1 ek el 012000
i 01 sk e
Y
1 Carra o A0S WO - e CH200 o 20W WA
(Poregen 1353 2 wotn 8300
() ) T waebs ape) ol
tn Cary w - - ' w
B (Paragen ™o 2 wenks €120.00
- L] 7 wnabs opry .pel
- —rare on ’ - - « 20% VA
B (Parages e (2 wewts 082 1¢
w) 3 waeks spod =
ﬁ By DarranPars on 20015031 IWON0T Fel repiaceert e . £205.00 «20% VAT
(Parages 533 (2 e L2420
i) (2 waaky ag0) ogel
e
- by Gerrandere on KOVT0Z PrY T ’ cwced i L2100 »20% VA
Paages 12 (3 waats e
- wa 3 waeks ape o5l
Q2
by Owrran®ars on 2012031 RNRT v C93.00 »20% VW
Pacages Va4 3wt (9500
g v €3 weaks age) ol

+ Add New Vehicle Cost|

Enter all details in each section as below, you can upload documents/receipts to this section which then ring fences
the cost process (note: if it relates to a defect then ensure you add that information)
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Add Velicle Cost

Cant Dedad

Canca

5. Checks/Inspections

This section you can view all your current checks a great page for a full overview of you daily checks

You can Filter by:

Vehicle Registration

Company (depots) if you have regional depots you can view all or individual

Check Status (use the drop down for All checks, No Defects, Active Defects, Active Serviceable, Defects
Cleared, Defects and warnings Cleared

By user Login

By Job Reference (if used)

Non-Fleet vehicles

By Check ID every check if you look will have a unique ID number at the top of the check under the “Checked
By” name

By Supplier

The data on this page provides information by date/time, check name, vehicle/asset ID and hyper link, user ID and
Hyperlink, timing of the check and a hyperlink to the check (View). You can also select this or multiple checks by
ticking the select box and you can email to anyone (multiple emails must have a comma separator).

The colour coding on the left of the main page is:

Green — Nil Defect
Red fading to Green with a tick is initial defect but straight clear

Red fading to Green with a Yellow triangle is a defect that was made serviceable then cleared
Red is Defect still active
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5.i Viewing Checks — the full details
From the view checks page you can view the details of any check by clicking the blue “View” link at the far right of
the table
The top section provides details of:
e  Where the user did the check (Map)
e User details (hyperlink back to folder)
e Vehicle details ((hyperlink back to folder)
e Send a quick message to the user
e Timing of check and indication is slow or fast if you have preset times
e Thumbnail photos
e Options to VUEWREENERY (expands the thumbnails), [EEIMEbIINTSolgi (Summary), [EEIEN S
(Summary), [CQE I NIRIGERE — PDF with all photos, (@SN RIGEEEY - tick the
images you wish to include on the PDF, [AyEIR®[EdS — email the Check and ODF to anyone you wish
i —— X B
> 2EE aa ¢
: .
= =t v | o e et o | |
n
s oo

The next section shows you the area that you can upload documents to, ensuring your ringfencing compliance and
also storing proof of compliance against the defectreported and in the vehicle folder

By eny
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In the main body of the check, you can see full details of the questionm the answer (Value), Failure Reasons and our
UPS which is the compass and elapsed time (we use the compass in the device to track movement around the asset

whilst checking and also we take a time stamp on ach question.

This section also allows you to now manage the defects which can be found after this section

R A R P .. ] ro—— C—

Faprd

BRI ©Ee

The last section on this report provides information on the users device, model, version, and if permission has been
granted or not for Camera and GPS

RIS g Chrwice VI emation

Platform Ardd s
[T R E TR
Andrad Virsian 1w

App Yermian 20E-5
Camebta Graied Farminuse L]

84 drarzed Permdaaien
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5.ii Managing the Check - Making Serviceable

This is how you can make a defect serviceable reducing the users requirement to repeat unessessary defects

Enter the details into the box as below clearly giving the driver instructions and press serviceable

Wing el a Conchnd
T Smart B waraving o Tesadey ORf 10 st

il LT B o TR TR w B

i i (I3

ki Faaa L

Yellow now pressed you can see the notes and also the next time a driver logs into his phone he will see the
information you have added here, you can update this area as many times as you wish prior to final defect sign off

S T Wl .
1 wedsc wr - faind @ e - kot v

o 78 et

At the top of the view check area you will have seen a summary this now starts to flesh out summarising the actions
taken and tagging date/time and user so you have a full trail of compliance

Chackiiripection Stalus |ndormaton

Checkfinspaction  FAILED

Status

Peleci Reporied Cracked rearshde comsr , Hom nod working ,

Back Ciiice Check iem: WirdscreenjGlazing

Hates Servicaable Mofe: Sman fix arriving on Tessday Ok o wte do
nat Fepesl unleds whise
Sarviced By GaryPars
Sarvaad On: 7021 Feb 10 18-36

Chack Iteme Harn

5.iii Clearing Defects
This section will show you now the full sign off of the defects these could be from Red Defect or from a Yellow
Serviceable defect the process is the same for both.
Enter the details to clear the defect off (you can enter as much as you wish

|
- : Loz = “rack
i ndscrenGlazing - -?;:1-1.31 @ Smart oy GargPara  Just now)
COrTHE 25 mec
Smarl fix have been to site and replaced
e windiw and [he documenss are
altachad aboval
el [
—

Once you have pressed Clear Defect you will now see that the defect has gone green and your notes are now in the
box under the serviceable notes now with a Green triangle — again time/date and user are tagged
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Windscreen/Glazing Fail Cracked
Senert R (by GaryPar
noarvde -~-‘.m..y- (by GaryPara 7 minutes #ge)
cormer 75 sec Teavdey
O to sne

by GaryPara Just now)

The summary section at the top of the check has now fleshed out showing the full compliance trail time stamped
and with users name

Check/inspection Status Infermation

Check/inspection  FAILED

Status

Defect Reported Cracked nearside cormer , Horn not working |

Back Office Check Item: Windscreen/Glazing

Hotes Servicgable Mote: Smart fix arriving on Tuesday Ok 1o use do

not repeat unless worse

Serviced By: GaryPara

Serviced On: 2021 Feb 19 18:36

Cleared Mote: Smart fix have been to site and replaced the
window and the documents are attached above

Cleared By: GaryPara

Cleared On; 2021 Feb 19 18:43

Check Item: Horn

5.iv  Adding documents to the check

This is your final process to ring fence the whole compliance process, uploading a document against the defect, you
can uplaod a reciept, job card, warranty etc.

In the Checks/Inspection notes add a note and attach the relevant file you wish to add

Chaciirapection Status Wormation

Creck/irapection PASSED

Status

Defoct Repertod Nearskdo comer crack , Mom not warking
Back Office Notes Chack et WirdscreenGlaring

Servicestio Note Smantfis a1hving Wednesday M 10 Use JOM Tepeat
WSS WOrse

Services By GanyPara

Serviced On; 2021 Feb 10 1320

Serviceatie Note: Delayed unisd Swursday

Serviced Dy: GaryPara

Serviced On: 2021 Feb 18 1321

Cloared Note: Smartfis on site replared crack and docs amtached
Cleared By. GaryPera

Choared On 2021 Feb 13 0322

Check e Moen

Cheared Note: Wirng fix o ok
Clasred By GaryPars

Cloared Onc 2001 Fob 18 1320

Creci/\nspocton Notes

Add Nots

File (aptinnst) Choose Tie 1o file selected

Once saved you can now see the document attached —
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Chascit apacion Stetua, informabon
CreE AP BT

Dt Bepas e it iy Corra Crgch | Hoes ol werking

b S B Sl b P W v e
Sarvbpnsbis Hevs: Smariin peeng Wity 5 s S0R rEpet
-
Bardond By QarPars
vkl O 001 Pt iR 1308

Barveniabie Haw: Culiyed Uil Carsiy

Sarviced By: GargPars

foardced Cn: IO Fee 1R 130

il ot SR ON B TRpAES CTACE B3 oo M1Bcred

Cheared iy CuryFaa

Clesred O SH Feb S 10 3T

Chach Rem sam

Clesrnd Mote: Wiring i ol o

Chearsd By CaryPara

Clearsd O 302V Feb ' Y3 30

Chastiinapssction Notes
i Hele

s (mptinad] Chooss Fils o ts nelscisd

Addsdlly  Added O Hats Dl

Gargfuws  WNDGYIOIKRIND?  Winciscresn doc epassddocs  Scrsswhot 23301518 #5018 prg

The document is also stored in the vehicle folder under the section Check/Inspection Documents

Checkfinspection Documents
Added By Added On Mate Document View Check
DarranPars FOMVIOD0 3029 maica Sample Rapair Invoice 2 jDeg Wiaw Chck
DarranPass C2AZHI0 5935 TRDEIT Frdse Sample Rapa Ivice 2.0eg Wil C ik

NOTE: The above section on managing the defect process this isn applicable across ALL checks, If a PMI has been
completed this is the same process:

e Complete the PMI on a tablet identifying any defects — making notes/taking photos (if the defect can be
reapired at the same time add those notes into the fail section

e Once submitted the back office can be updated with what has been done to rectify the defect just the same
as managing the pre-use daily check defect

e Uploading documents dsuch as Brake Test, Tacho check etc. is essential as this keeps all the PMI documents
in one place and attached

e Once completed the TM can them have a final sign off on the back office to confirm that the vehicle is fit for
service

PMI Signoff (1his check requires sign off after cleared defects)
Are you sure you wamt to sign off on this Roger? Further notes

B 1 Authorise Vehicle as Safe and Legal
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5.v  Send a message to the App

There are a couple of options to sending out messages one is via the check

Gary Hawthorne

Paragus M18 Checkfinspection Information

ﬁ Dashboard

Checked By GaryPara (07914756566)
[ Check ID 7,273,312

aa Team
Send Operator Notification Hello Gary Send

& Vehicles )
Name Para-Van Daily Check 0218
Registration CSVAN

Checks/inspections
Job Reference

View Checks/Inspections
Date 18/02/2021 (13:12:26 to 13:16:13 )
View Active Defects Check duration 3 min, 47 sec.
Quicker than the minimum guidance duration of 5 min, 00 sec (%)
Pra Paniilate Charke

Once you press send the message will pop up on the user’s device as below

Alert
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5b. View Active Defects

You can short cut to viewing defects by clicking view active defects from the left-hand menu, this section pulls all
active and/or serviceable defects (you can filter at the top on current status). From here you can action

You can filter by Depot, User Login, by supplier (very handy if you block hire vehicles from a supplier), by Vehicle Reg
and by date range.

Cutay i
=
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i Paewgen M forpetie 10 - [ memry: e =
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5c. Pre-Populated Checks

This section you can pre-populate checks in the template — this can be useful for person who have equipment with
serial numbers to check you can prepopulate that serial number to match the user or for anything that you want to
be checked.

Choose depot then choose the user or users

Pra Populate Chock Hems

Step 1. Choose Depaol Paragus M8

Step . Choose Operator Hathing salecied

Stap 3. Chodis Cheack

edremeie

ChinstophaerHanrisl

[ e ]
CarranPara
®irkPara
Choose the template you wish to pre-populate
Ty |
I

CE-h
Cy-ml
[ R

B Frre sl Sl
C5-Dfk - U o Trmcior 100N

You can then pre-populate the sections you require — as you have tagged the user this will then appear on that user’s
login when they undertake a check using that template.
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Pew Brpuists Chaci Beme

Parngas MIE =

y et — .

pd - Boimier Taeos Chack & =
Sier 4 Frpulss Tem T | L d
Location |sddreun 3l whare you s .-: 5]
b i ]

Wit

¥
¥
1
o
-]

NOTE: you will need to update this each time if they change and do it for each staff member if the data is different
for each one for example if you think of a harness for a tree surgeon, they have numbers unique to each harness
tagged to the person

5d. Daily Summary

One of our favourite features you will have seen in the staff profile section the options to have a daily email the
screen shot below is the daily email — in addition at any time to click daily summary from the left-hand menu it’s a
live look up at the last hour. This is your daily summary of what has happened and from here you can dive into the
back office and manage accordingly OR if all looks ok you can carry on with your days’ work knowing that all is in
order

Sary Mewiherae )
Puragan 1R & Safe

-
-
o -
& w Daily Summary - 24/02/2021 - 00:00 10 17:00
E‘ Active Defects Raised Against Road Safety Critical Items
Aftupuasiens A Bt Vi et o U I et g
A CHAN DL ok st geerbas ORR LE T
s M18
4 Onecha Comgletnd = 3 NO Defects i | 0 Serviceable Defects | 1Defects 4|

Oory Sommary CS-Van Daily Check 201218

2% I

Para-Van Daily Check 0215

2 e Dn
Q.
. Jepp— & Wos b Sk s

p LRyt vrefm—

i Ve Ve et beaie
| ropen

3 Vet Nt Dected

B
&
a
" ..
8-

4 Cracka Comowied By & Drivens

1508 SEVAN Pury v . o () v Rt & i 54 e
v

o (Do fant 1 mn 18

« VD e A ) 0o tant 2 i, 07 s
I Dvivmes Nt Commprmiod o Theih

The report is self-explanatory as you can see above a great way to assist you managing your fleet on a daily basis

S5e. Weekly Summary

Following one of our favourite features you will have seen in the staff profile section the options to have a weekly
email the screen shot below is the weekly email — in addition at any time to click weekly summary from the left-hand
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menu it’s a live look. This is your weekly summary of what has happened and what is coming up from your schedules
and notifications, from here you can dive into the back office and manage accordingly OR if all looks ok you can carry
on with your weeks work knowing that all is in order.

Gary Hawthorne
Paragus M18
) - / eckedSafe
ﬁr, r— mpls "f'.-:;l..vr':
Dastooant
& Oate: 24/02/202"
&R veticies Weekly Summary - 17/02/2021 to 23/02/2021
ge‘lllnwﬂu. Total Checks Done 7 Total Dafects Raised 12
W Defects Cleated 12
View Checkafimapectone Defects Made Serviceabls 0
A  Defects Cutstanding 0
Viarw Acove Defectn
Pre Pepuista Chochs Upcoming Planned and Required Vehicle Maintenance 24)02/2021 to 02/03/2021
Dairy Summary .“
Inspection Needed Dus on [or betore) Scheadule name
Upiaad Crech/Oacument
B88111ED LF5 Service Recerd 28)02/2021 23:59:59 1000 Mie Service
Widcarg Sawpch
PNESSAV LFS Service Recerd 28/02/2021 235659 1000 Mie Secvios
0 Notificaticns MWEKE CS-OVSA HGV-LGV PMI 191218 28/02/2021 23:5655 & Weekly PMI
CSVAN LFS Service Receed 28/02/2021 23:5%59 $000 Mie Service
@ orsaoecrence
[ — _—
ﬁ o Inspoction Needed Due on (or before) Schedsle name
Fepota
PNEZXRV CS-DVSA HGV-LGY PMI 191213 24)02/2021 23-50:50 8 Woekly MGV PMI
Lome Woeker

Documentation Reminders Upcoming This Week 24/02/2021 to 02/03/2021

FCP Document Type "Brake Roller Test™ with document name “Sample Orake Test Resuit jpeg™ s due cn 26/02/2021

A4 N Document Two "MOT certificate™ with document name "MOT Fal-certificate-dangerous-circled. jpg™ is dus oo 27/02/20271 00100

User Dusdes Wind Mouse Document Type “Manval Handling Training™ wiah documnent rame “MSE New Job risks training and indection. padf™ is due on 02/03/20271 00-00
sty Pare Dooument Type “Driver Training Record™ with document rame “Digital Dally Checks Training Consent Record. docx™ is due on 27/02/2021 00-:00
GaryPars Document Type "D License Check Gary™ with document name “20170120_131321.jpg™ s Oue on 26/02/2021 00:00

Schedulng

T <

o
—! C5VAN Dect oftyide micror arm Mrrors 20 mimses ago
CSVAN Mern not woeking Mo 26 minites g0
CHVAN O eai under gearbox Fusl/OF Laaks 26 minutes ago

Driver Check Timing Performance 17/02/2021 to 23/02/2021

Check Nama Average Chock Length  Mia. Guidance Duration  «f+ From Guidance

GaryPara Paca-Van Dally Chack 0298 3 min, 13 sec 5 min, 0O sec (D 1 ™in, £7 sec shorter than pUidance
OwranPara  Para-Defect Duning Service 58 sec 2 min, 00 yec (D) 1 min. 02 sac shorter than guidlance
OatranPacs  Paca-Vas Dally Check 0218 7 min, O sec S min, 0O wec

Active & Outstanding Defects
CEVAN Wper Blade broken smarside Wiper s/ Wieshwrs Scrmsmmesh Leve! 26 moules sge
CSVAN Seat bolt fastonsr roken  Seats/Seat Balts 26 minutes ago
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5f. Upload Check Document
You can pull in paper documents and digitise them adding them to your fleet system on our back office — great
feature if your maintenance is completed by a 3™ party provider, the screen shots below will show you the process

il E: s = @

Drag in the paper PMI enter the Registration, enter the template you wish to tag the check too (this is critical as its
digitising the data from paper to template — if you do not have a template suitable contact
support@checkedsafe.com, enter date and time (you can out anytime — but do put a time other than 00:00) of
inspection - not today’s date unless it was done today as it tags both the date of inspection and date of upload and if
your using the scheduler if the date is not correct here it will throw the schedules out .

Adding a note is mandated

O Chach

You can now add defects if any have been identified as defects outstanding as you have tagged the PDF to a
template that now allows you to add defects as required.
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NOTE: if there are “serviceable defects” you can add it here as a defect then follow the procedure as previously
discussed on how to make Serviceable

You can add as many defects as you see fit tagging them to the template as above

Offline Check

Uploesd Check/Document

PWI for
DEMO.docx

12K8

Registration CSVAN

Creck Name

CS-OVSA HGV-LGV PMI 101278

User Performed Chech

CaryPara
M ¢
e 123456
Date & Time of Chack — e
[thia should match the date on the upicaded W00 oevioov.
Check/Docyment)
Note (Mandatory) Late Paparmovk by Agent
Add Datectin)?
Item | Area Reason For Defect
v . Broken
11 = Traller drawing eye hook) »
Missing

Cad Maight Indcator

Once the PDF has now been digitised you can see it on the back office with all the other checks, you will see under
the heading “Duration” the word manual this means you have uploaded it manually on a PDF, it does not have the
same controls in place but when you click to view the check you will see any defects you have added and also the
actual PDF is there to download and View
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5g. Wildcard Search

The final area in this section is wildcard search you can search as per the screen shot below using a key word and this
will pull out any data within the system using that word, looking at the report below we have used Windscreen as a
key word and filtered by User/Vehicle and Depot and you can filter by all/any/none of those, a handy report to look
at issues by type.

Diniy Haml i v

e |
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5h. Creating/Editing Templates

This section you will learn how to create and edit your own templates (NOTE: Any edits/creations are your responsibility we will advise
and point in the right direction but intimately if created/edited by you the client then the responsibilities lies with you)

To allow you to undertake this task you must first update Roles and Permissions to includes Edit/Create check —you
may wish to create a unique role so that not all your “Managers” have such access.

To access the page go to Check and Inspections and Click Edit Check Templates
Here you can:

e Search for a template to Edit
e Pick from the list shown
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e Create your own from scratch

Form Name

————————p Search for template name if required

— \ Form Display Priority (to be displayed on the app)

Functionslity DEMO Vehicie Check Create new template from scratch
cadialollos v i
Once searched or just click from the list (hyper
linked to the actual template
£ Check Tempiates
Left hand Menu Checks/Inspections
Click Edit Check Templates PAGE 1 - Edit Template Page
= On this opening page you can:
Create a new Check
B s Search for an existing check
a Click on the template from the list (in blue)
|
Create New Check Template
B “ ” .
Click the button “Create New Check” you will see the screen below
CS Tester
CheckedSafe Test Edit Check Template -
Development.
° Check Name
- Tom This is the name of the check, Operators will see this in their checklist (keep it short)
Check Guidance Time
& Vehicles Minimum and maximum guidance fimes to complete check | Minimum Time Maximum Time |
Chbaeapsiiar Ao sa e v 4 chck s st sparchnt of Ao it £,
Service Defect, Accident Report
Email if no Vehicle specified?
Send an emallto al registered users if o Vetucle s specified
Pre Populate Checks
Daily Summary Add a Form Name and then click "Save Changes* before adding a page Do you want to have a timer on the check, if so you can enter min/max times
Weekiy Summary
Wildcard Search Give your Check a name ideally begin with your company name or initial i.e
e CheckedSafe would be “CS-Van Check” Once done press
Save Changes
© rotrications
2 Messages
B Ueeruides
B
You can now start to create your check
B “ ”
Click “Add New Page” and your off
CS Tester
CheckedSafe Test Edit Check Template - CST-Test Template
Development
/'ﬂ* Dashboard B Save Changes
Check Name
a Team This is the name of the check, Operators will see this in their CST-Test Template
checklist (keep it short)
& venicies Check Guidance Time
Minimum and maximum guidance times to complete check 5 6
Checks/Inspections Always Email?

Always send an email when this check is completed, regardless of
defect status, e.g. In Service Defect, Accident Report
View Checks/Inspections

Email if no Vehicle specified?

View Active Defects Send an email to all registered users if no Vehicle is specified

Pre Populate Checks

Daily Summary

Weekly Summary © Add New Pago 3 Save Changes

Upload Check/Document
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Self explanatory below with the red notes to guide you

O8 Teater Text Input Fields
CheckedSafe Test Edit Check Template - CST-Test Template i
Development Free Format
ﬁ Dashboard Number Only Input only numbers allowed
Large Free Format Input Any text, larger input area
Check Name Date Input select Date
& Team This is the name of the check, Operators will see this in their CST-Test Template
checklist (keep it short)
Radio Input Fields
ﬁ Vehicles Check Guidance Time Pass | Fail
Minimum and i Qui times to check 5 %
Pass | Fail /| NA
Checks/Inspections Always Email?

Always send an email when this check is completed, regardless of
defect status, e.g. In Service Defect, Accident Report

Take Picture

Image(s) Operator can take one or more Images
View Checks/Inspections ge(s) g

Use dropdown to
ascertain the answer
option you want

Email if no Vehicle specified? Image Operator can take a single Image

View Active Defects Send an email to all registered users if no Vehicle is specified

Pre Populate Checks Select Dropdown

Daily Summary Page 1 Select Dropdown Predefined list of cholces, chose only 1

ble Page)

Multiple Choice Dropdown predefined list of cholces, chose multiple
Weekly Summary Minimum Page Time, in seconds
(DIsplays on the App minimum time this page should be completed in)

Upload Check/Document Signature Inputs

Wildcard Search Enforce Page Time Signature
(if ticked, Operator can't move 10 next page untll specified time above has elapsed)
Edit Check Templates Hel
Check Description s A
o Notifications & New Question Free Format - Optional . Z0
- Enter your question you wish to ask on the app here
e Messages
ﬁ Add New Question?
Reports
Enter Question Name Free Format - Optional = © Add Question

E User Guides
. App

Once you have created your question you then need to choose how to answer it on the app the screen shot below
shows you all the options you have to do this — NOTE: DO NOT USE OPTIONAL for questions with the pass/fail
scenario as you will not get the notification they must me Mandatory or Enforced

Adding additional questions

unecxeasare 185t kIt Check lempiate - CS1-1est lempiate

Development
ﬁ‘ Dashboard @ Save Changes
Check Name
& e This is the name of the check, Operators will see this in their checklist (keep it ~CST-Test Template
short)
=) vehicles Check Guidance Time
Minimum and maximum guidance times to complete check 5 6
Checks/Inspections Always Email?

Always send an email when this check is completed, regardiess of defect

status, e.g. In Service Defect, Accident Report If you have opted for Pass/Fail or Pass/fail/NA you can actually

reword but still get the same “fail” reaction remember to keep
them in the same order !

View Checks/Inspections

Email if no Vehicle specified?

View Active Defects Send an email to all registered users if no Vehicle is specified

Pre Populate Checks

Advanced Options
Dally Summary Page1 Disable Page)
Weekly Summary Minimum Page Time, in seconds Question Nems Now Gueation 5 =
Upload Check/Document (Displays on the App minimum time this page Pass / Fail / NA
: (App Display, change if required, for example Pass,Fail NA
Wildcard Search Enforce Page Time “Yes,No,NA’ or ‘Positive,Negative,NA' etc.)
(1 tieked, Operator can't mowe to next page uf
Edit Check Templates Image Size
Check Description (when a failure is selected, what image size High Quality (iarge file size) ~ Check Type Optionality Advanced Options
o should be used) Z e
Notifications 4 NewQuestion s o Tic tis s he data wil Puss,FaltY i My =
o St lm""'” appear on back ofice report n
- i AT TR N You can add a photofjpeg if you wish to refer to Good for if your using a reference
B4 Messages Road Safety Critical? It highlight a5 critial on the email 1o questions below (Scoring Matrix for Risk assessing
notification
This tick wil allow the template
B recons £ Now Queston? s Assat bbb

E User Guides
| ™

CheckedSafe is a trading name of Paragus Limited

Enter Question Name

Is License Plate and Multiple Image?
(for auto populating when ANPR is used)

Skip HTML Escape?
(Tick if using
etc. tags. USE NO other special characters: & ' *)

include on email
(include question and operator answer on update
emails, regardless of chosen answer)

This ensures on the app when
Photo of rag is taken it uses ANPR
to match

1 you use any “coding” to
create paragrpshs/bullet point
00 the app you must tick this
50 the reports do not include
the code

By ticking hare this will
ensure that the information
from this question will

always appear on the email

Free Format

Optional

@ Save Changes
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Page 1 (Disable Page)

Minimum Page Time, in seconds o
(Displays on the App minimum time this page should be completad in)

Enforce Page Time
(f ticked, Operator can't move 1 next page until specified time above has elapsed)

Ghack Description Check Type Optionality Advanced Options
g | NewQuestion Pass FailNA - Mandatory - S
Add New Question?
Free Format - Optional © Add Question

To Add a new question type the question in here then choose as previously once your ready then click +Add Question that will move the
question up into the page your working on - REMEMBER roughly & or 6 questions per page on a phone 10 on tablet depending on length of

question P
© Add New Page @ Save Changes

Page 1 (Disable Page)

Minimum Page Time, in seconds 5
{Displays an the App minimum time this page should be completed in)

Enforce Page Time
(i ticked, Operatar can't move 1o next page until specified time above has elapsed)

Chaeck Description Chack Type Optionality Advanced Options
4 MNew Question Pass Fail N& - Mandatory - e
" - . 29

To Add a new guestion type the question in here then choose as previously once your ready then click +Add Question that will move the Free Format Opticnal

question up inta the page your working on - REMEMBER roughly 5 or 6 questions per page on a phone 10 on tablet depending on length of

question.
Add New Question?

Free Farmat - Optional - © Add Question

Enter Question Name

Check Type Optionality Advanced Options
Free Format - Optional A Z ©
Identify how you Optional A value may be en
wish to use the

Mandatory A detect Is ralsed If no value entered

question
Er‘lforced Oparator can't advance untll a value enterad

TIPS:

e For a phone generally have 6 questions per page anymore and the user has to scroll and it can become
annoying

e Information only ? —add the “question” and in check type use Help and Optionality use Optional that then
provides you with a “Help” question great for page headers for sectionalising your template

e Adding a new Page simply tick add new page and carry on as above

Adding a new page simply tick “+ Add New Page” bottom left and carry on.

Once completed on the back office click save then check its assigned to the right vehicles/users — give it a test before
telling your colleagues to use it and away you go.

If you get stuck email support@checkedsafe.com and we will be happy to help you out

Editing Existing Check Template

If you wish to edit an existing template all you need to do is search for the template on the back office or pick from
the list loaded once you access the Edit check templates area.
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CS Tester
CheckedSafe Test
Development

Dashboard Enter the form name you wish to search for

Once you enter the form name press search

be B

Team
+ Create New Check Clear
Q Vehicles

Form Name Form Display Priority (to be displayed on the app)

Checks/Inspections CST-Test Template

sty DEMG Ve Ghack Pick from the list to begin your editing
View Checks/Inspections

View Active Defects
Showing 1to 2 of 2 entries 0 8 First . Last

Pre Populate Checks
Daily Summary

Weekly Summary

Upload Check/Document
Wildcard Search

Edit Check Templates

© Hrotiications

Then you can edit as you see fit using the same processes in creating the templates but also all the edit options
below in the screenshot

©5 Toster

Chackeamata Test ot Chack Tompiats - GST-Tost Tompiots
Beaispmans
P y— Change name or timings just click into the cell and change
& Wi o e o chck, et wi st b cckin e py | G588 Temetste
B e Mmoo s sorpi et | © [
s Email " " .
= vyt s0ad o ama i i ChACK e Comoleed,hegRRen o 1 Aot 8.5 0 Senece OV Once you have ticked the template you required it opens up the

. core template and here you can do a number of things
Email if no Vehicle specified?
SOOIyt ey g

Page (Disable Page)
Minienum Paga Time, in cacands . To many pages or dpnt r!eed pages any =
(Dixptays o the App misrmum ims s page houd b comptd i more simply click disable thsi hides them

Enlorce Page Tima Change Format - simply click in as you may want them later

i - [ ticknd, Operator can't move 1o next page nil spoceed tme abowe has elapsed] o
- and change as you wish
e s St Chack Descrigtion Check Type optianaiity Aduancea Ogtions
= 8
sis Questier Pass Fail Nk = Mandsion -
[ JT— @ MRt u \

[ — Ve Dont need a
B & | Thisgueston2 - question
B oo el
B ser Guiden disable the
s is Quastion . . 100 Format @ uestion here
. @ TMstudent  pe word any template just click in and reword e o
L}
sgiiionsen?  Move a question - Grab the question with left move click L Lol e
(hold down and drag it)
Ade row Question?
© Aoa Guesson

Enter Frou Format - Optionad -

Narmg i ) )
Add a new question - same process as discussed in create template

EIIZIZ  Addanew Page - again as discussed in create templates

Adding a PDF to Sign off (you can only add ONE per template)

JE— — J—

pe— Ausign Chack 1o Daat and o1 Coddrun?
AL Sk depats whae s oot et el be romernd] [

Ve s Tt
ik o ke For 88 Dt =

P — =)
[Rr—
[ Baiets
gm0
¥ou Can a0 create a sign off check - uplaading 8 PO for the wser 1o sign off such as Guide/Manualinstruction
g 1 - age Rratind Dastis) (@sisin)
. ok Time optisnasty MOADSA DM 1y sdanced
Aftached POF 0 Apes e mam - plaas read s g 15 Sy o ageve C Ll S
+
\ Pick the check
g 2. Page Gnatses (Donat) e ot
nscr Tipe Optisnasty PR
R s s g e
noy
Satre T e

Enter Signature bos

Froe format T Openat © ad s
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6. Notifications

This section is a summary section of any notifications set up in the system against users “Upload User Documents” in
the user profile or Vehicle Documents in the Vehicle folder

Updasd Liser Dodamian

N B
=i 1 Chta
Uiser Documents
P s Pt mas e (R v g Brrans
P - A @
n
. " .

-
g (S [, st e s PYSESp——— [ razmen s e
e i rmr ' ' .
- e
" - ]
Upios Vetucle Document
Vericle Docurrents
fas— Ve
T R— — Setten b e e—— —
wn e
— N
* -
-— - - e -
~— X -
Crach ragecton Documents
——r - — e— roe nese

-~ =
S—— — e = S ———
T TR i)

All notifications also appear on the Weekly summary email and look up as previously discussed
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7. Messages
This section allows you to create group messages that are pushed out via email push (App) and text (chargeable) and
are tracked so you can see who has read them.

=== |

Give the message title, pick how to send it (SMS is chargeable), pick who to send to, enter message — at this stage
you can also schedule as to when the message can be sent great for planning early messages etc.

s B e @ b B &

1
f
I

Once sent it appears on the App and the user has to click done

[ |

“Sorry Boss what message?” the view message show who has received the message with a green sent (if they are
not logged on it will show a fail)

CheckedSafe is a trading name of Paragus Limited Email: info@checkedsafe.com Paragus Ltd, 8-10 Hargreaves Street, Burnley, Lancashire, BB1 1ED Phone: 01282908429


mailto:info@checkedsafe.com

»< CheckedSafe 36

Compliance Solutions

8. Reports — Generate report

Each section you can generate reports from in PDF or the raw Excel data, this section you can create group reports-
based template specific, by mileage and a great report is the trend report this is an excel report gathering data from
all aspects of the app and back office. Great for looking at trends of defects or NO defects.

e Rp——
L e, Mt et el bt e

Oarerphp Versly Repdr Desaimte Trars] Refadn

L o el P il e
- SR [a——
B : -
o
B o= e
B e
L
A
L}

s 3 Ea

Cararsis vehicls Milasgs Ruport
- =

Trend Report

As you can see below a host of data all in excel so you can use this data to produce a set of in-house stats if required
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Fill in dates from and to (blank if running to the current day) pick depot and pick assets to report on

Click Excel to run then download to filter and use as you see fit

Gunverate Wbrage Repart for Wehioks

Generate Viehicle Mieage Report

Repart From folank tor sl

L]
Bpport 12 (bigmh o faday] SO0
Dpatinl CHECHERARFE

vehiielsl
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9. Scheduling

To create a schedule — the scheduling system reads existing data from the system unlike a traditional wall planner of
ticking and sticky dots the electronic version reads the actual data and reacts/plans accordingly with the data
inputted.

Carp ramtas
[

#

= —
o -
=

B

There are 9 steps to the schedule:

Before you start scheduling you need to ensure you have the correct template to undertake the check required
against that template or to drag in the paper document and tag to the same template.

o 1. Left hand menu click schedule; create schedule this will load a page as above with no data

o 2. Enter a schedule name that you want to use

o 3 Enter a start date Note: the start date should be after the vehicle start date and after you have
started using the system

o 4 Choose if the schedule should be daily or periodic — you can set up as many as you want and have
both if you wish but to create them you need to do one at a time

e 5 Choose either weekly or by hours/miles

* 6. Enter the depot from the dropdown menu that this schedule is applicable to

o 7. Choose from the dropdown the template that will be used to undertake the checks or upload to

e 8. Choose from the dropdown the assets that the schedule is scheduling

e O Submit

Once the schedule is set up any data in the system that is “tagged” to the schedule will pull into the schedule read
view.

Note: for Hours/Mileage schedules they all default to weekly on the set up so if you have tagged at 1000
mile/1000 hour inspection/service it will also look at the average hours/mileage and plot accordingly as well as
notyfing you

To view the schedule, you can do this by clicking View Schedule plan under Scheduling and if you wish to see the
individual assets listed in the schedules again by clicking the view Schedule list it will bring up the list to view.

b
Scheduling

The following screen shots provides more information on schedules
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To view the schedule after clicking View Schedule plan

Use dropdown to pick the schedule

& Cimar Panding Svona Schaduley |&
Sesdoratie @ Mised O st Uad
il Defect O Missed witione @ Panaed Vemicles &

| Hew inbaraal © Milssge Sus (approe)
10040 il Service

B Wienthly LOLER Woek 7
reace Header & Cobume B Wesily HOV PR ifo;.l!'
Regivbration Schaduls fu wria

Brake Bodler Test

Crapmans B Weskly FiA
Lift LOLER chasck

BADT Al

PHAL G weaskly gary

Planit Equicment Dty Check
Sctadule Dema

Use dropdown to pick the vehicles to view (or click all as it will only drag in those vehicles you have set up in the
schedule

Setmdubers |4

Wakiched A

Weak T W
BEINIED iz (23
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PROALIE

PARA

KTTHLIFE

[P
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Pick the start date

k-1
W ayozpzea

Moak i Weak 10 Week 11 Week 12 Week 13 Week 14 Wesk 15 Wy
"|H1\3.I'2'|I I!DBJDEf!“ “Hﬂlﬂf!'ll ﬂ!ilﬂﬂﬂ [!!.I'ﬂil‘ﬂ'l] mmnmu |1:.m.|21| i,

|W|r¢1F1.1|1|+|rwrrr+l1w1||tk|r'-rlt|+||vurl.jku.1l'||+ir1

Once you have picked the start date press go — you can run this off as a printout so you can still have the traditional
wall planner.

Note: The schedules you set up on day one will look odd as they will all be the same periods, but you will soon see
as data is pulled into the schedule electronically the periods will start to auto calculate forward and once you have
your first data point loaded to can then plan to the day your next inspection, once completed again it will auto
calculate forward

i) 1 — | | | | | | |

Once your schedules are now on view you can click the dark blue vehicle reg and this takes you to the vehicle folder
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Or tick the lighter blue schedule name and this takes you to the set up for that schedule.
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Once your back in the set up you can add/remove assets without the need to re-create the schedule
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If you want to delete the schedule just delete here — remember no data will be lost as its only reading data from the
system
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