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System Requirements

In order to operate the Ecochexx PlanChexx system, ensure that all PC’s utilising the system
have internet access and operate to a minimum of Microsoft Internet Explorer version 5.5.
Adobe Acrobat Reader version 4 or higher is required to generate the procedures.

Screen resolutions of less that 1024 x 768 pixels will not display the full application. To alter
your screen resolution, please contact your IT department.

Logging On

To log onto the system, enter the web address www.ecochexx-macs.net this will navigate the
User to the opening screen:

Welcome Please enter your username and password

EcoChex)( Net

Usemame [ |
Password ||
Date (DIMY) (1 )/(1 /11 ¥]

ECOLNAB

Using the Username and Password provided by Ecolab, type these into the relevant boxes on
the screen. Additional security is provided with the inclusion of a memorable date for logging
on.

If you're memorable date is not set up as the default date of 01/01/1901, enter the personal
date by clicking on each of the drop-down boxes in turn. Scroll down each list and when the
required number is highlighted, click on it using the left mouse button.

Username
Password

Date (DIMIY) |1 |/ 1 ¥ |/[1901 &
[

J
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Basic Navigation

When you have successfully logged into the PlanChexx system, you will be presented with
the opening Screen.

Note: This will vary depending on the permissions you have been granted, and will be
established during the setup of the system by your administrator.

There will be differing levels of access granted to individual users, this will vary from total
access to all modules and functionality, to exclusion from certain modules or limited
functionality within each module. Restricted functionality will be deactivated or hidden.

The screen layout is common throughout the application and has four main areas:

[[The Global Leader in Commercial Cleaning and Sanitizing Solutions _
EcoChexX Net macs User Wayne Ducker
-« - - " " " " |
. dl
Administration Procedure Maintenance Aclel [ Library Import | [Find & Replacs ||
) Procedure Maintenace
Clierit : | Select a Client M Faciity : Area:
Procedure Attachments
ttem : Author | Al b Type : | Al M

Library Maintenance

;| Latest R
Print Maintenance VEEE: TRy O

Ecolab Customer

Approved Approved IEEES | e

@ Ecochexx Select |Procedurs Ref Frequency Plart tem “ersion |Latest

To display the list of procedures tick the box marked display.

ECOLAB
@ s

L On the left of the window there is a System Navigation Index. This will contain up to a
maximum of 6 modules: Administration, Procedure Maintenance, Procedure Attachments,
Library Maintenance, Print Maintenance and Ecochexx. The extent of the index available will
be dependant upon your individual access rights.

The activity buttons are positioned along the top of the window, each contains a description. ——
These buttons provide the functionality of the screen and allow for efficient navigation.

Note: In the example above three of the buttons are unavailable and have been greyed out.
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A variety of filters are provided to locate specific data. The filters are situated below the

activity buttons and are activated by clicking on the down arrow which will reveal further

options.
Procedure Maintenance Acd Library Impart | [Find & Replace
>
" Cliert ; | Select a Cliert v Facility : Ares
ttem : Author ;| Al hd Type: | Al v
Yersion ; | Latest ~ | Dizplay: [

The area situated below the filters is provided for information. This allows the system to
— display a number of records, which have been filtered against your selection within the

dropdown boxes.

Procedure Maintenance Al ] [ Exlit ] [ Copy Ta ] [ Previgw ] [ Likrary Impart ] [Find & Replace

Cliert - | VWaynes Test w Facility : | Te=t Site 1 W Area | Al w

tem ; Authar ;| A hd Type : | Al bt

“ersion ; | Latest | Display:

Select | Procedure Ref Fregquency Plart tem “ersion |Latest if:?:lfobve d i:ztrooT:; Images | Active
D ABLIBO0 Daily or az required | KMIFE SAMTISER BOX 1 Yes Yes Mo Mo Yes
O 0001 Draily Buorsy| Chopper 1 Yes Yes Mo Mo Yes
L—p O 234 claily Bl Chopper 1 Yes Mo [} [ L] Yes
D 12 weeekly Bl Chopper 1 Yes Mo Mo Mo Yesg
F ABLIBO0 Diaily or as required | Test Procedure 2 1 Yes Mo Mo Mo Yes
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Adding Areas and Plant Items

Before you can create a procedure you must build the structure of your Facility by identifying
the Areas and the Plant Items located within them. This is a simple process and new items
can be added at any time.

To add new Areas or Plant Items to your facilities structure select the “Administration” link on
the left hand side of the screen. The sub link “Client and Facility Setup” will be displayed, click
on it to select.

Administration
o Client & Facility Setup

Procedure Maintenace

Procedure Attachments

Print Maintenance

@ Ecochexx

The “Client and Facility Setup” screen is split into three areas. Select the Production Facility
you wish to add the new “Areas” or “Plant Item” to. This will expand the tree structure and
display the existing areas.

Client & Facility Setup
Client name | Knight Foods w
Production Facilities Areaz Plart ketns
Manchester
MNew Ares| add| <
Manchester Q?ll Hitth Care

L) Intake
(@ LowCare

To add a new “Area”, type the name of the new Area in the text box and click on the “Add” —
button. The new area will now be displayed in the list below.

To “Add” a new “Plant ltem”, select the “Area” that you wish it to be linked to; the Plant Item list
will now display a text box.
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Type the name of the new “Plant Item” and click on the “Add” button to add it to the list.

Client & Facility Setup
Client name | Knight Foods b
Procuction Facilities Areas Plart ketns
Manchester High Care
| (3] | ewen [=aham
Manchester (i Hith Care Vel Flaors
U Intake () o wals
@~ LowcCare

Note: An unlimited number of Areas and Plant Iltems can be added to your facility. New
Areas and Plant ltems can be added at any time in the future.
Editing an Area or Plant Item

— Areas and Plant items can be edited by clicking on the “Book” symbol situated to the left hand
side of each entry. This enables you to change or edit the name.

T High Care

Make the necessary changes in the text field and click on “OK” to save your new description.

Explorer User Prompt

Script Prompt:

Enter the new description
Canizel

i

Activating and Deactivating Areas and Plant Items

— To deactivate an Area or Plant Item select the “Green Tick” symbol situated to the left hand
side of each entry.

[\ High Care

1
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This will provide you with the option to deactivate.

Microsoft Internet Explorer

? ,  Arevyou sure that you want bo deactivate this area,
‘“‘-—'\/ This will also deactivate all Plant Tkems

I 04 ] [ Cancel

By selecting “OK” the item will be deactivated and a Red Cross will be displayed instead of the
Green Tick indicating that the item has been successfully deactivated.

[#) ¥ HighCare

Note: By deactivating an Area you will also deactivate all of the Plant Items associated with it.
Items that have been deactivated will no longer be displayed or available elsewhere within the
system. Use this option when the entry is no longer required.

Procedure Maintenance

The Procedure Maintenance window is opened as the default window when logging into the
PlanChexx system. This module allows you to create new and edit existing hygiene
procedures.

EcoChexX Net macs User Fred Smith
Administration Procedure Maintenance Adld [ Library Impart | [ Find 2 Replacs |
Procedure Maintenace

Cliert : | Select & Client M | Facility : Area
Procedure Attachments
ttem : Athor ;| &l bt Type : | Al v
Print Maintenance = al | B ‘ |
@ Ecochexx VBFSIUI‘I._ Displary - [
Ecolab Customer
Select |Procedure Ref Freguency Plart ftem Wersion | Latest Images | Active

Approved Approved

To display the list of procedures tick the box marked display.

ECOLNAB
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When created, procedures will be stored against the selected plant item and can be viewed or
edited at any time in the future by locating it through the Client, Facility, Area and Plant Iltem
filters.

Note: Before you can create a new procedure ensure that the Plant Item has been created

within your Facilities structure. If the plant item does not yet exist please refer to the “Adding
Areas and Plant Items” section of this document.

Creating a New Procedure

To create a new procedure select the “Add” button from the menu within the Procedure
Maintenance screen. l

Procedure Maintenance A Library Import | [Find & Replace

Client ; | Select a Client ~ Facility : Ares
ttem Author ;| &l b Type: | Al hd
“ersion ; | Latest ~ | Display: [

This will launch the New Procedure screen.

New Procedure
Cligrt : | ---Client--- ¥ || Facility : Area
ftem : Procedure Ref ; Type ; | Select Procedure Type hd
Responsibility - | Select Responsiaiity v Fregquency : Check List: [paiy. [ weekty. ] morthty.
. 1+ | Procedure Header %
Ecjuipment : R T\,_r'éamal .
EHOLES ! 2 | Procedure Header %
Special Extra
Instructions : FFE:
Step - |1 Mest | [ mset | [ Delete
O Library : O Memwy Pictao
-- Product Range -- A n Ref: kA Temp. Time.
And ¢ Cr ﬂ Ref: £ Temp. Time.
And ¢ Cr ﬂ Ref: £ Temp. Time.
And ¢ Cr ﬂ Ref: E Temp. Time.
Step
Instructions
Inspection
Pairts
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Select the Client, Production Facility, Area and then the Item that you wish to create the
procedure for. This is achieved by using the filters situated at the top of the screen. The
system is now able to associate your new procedure with the correct Plant Item.

New Procedure Save
Client | Knight Foods l l | Facilty ; | Manchester l W Ares - |High Care l b
tem - | Floors * | Procedure Ref: Type: Select Procedure Type L
Respansikiity : | Select Respansibilty v Frequency : cCheck List: [oaity. [ wieekty. [ morthiy.

. 1: | Procedure Header %
Equipment : R T?glcal .
EIOLES . 2| Procedure Header &

— The “Procedure Reference” box is customer specific and can be used to link the document to
other systems if required. The field is free text and can be any combination of characters.

New Procedure
Client ; | Knight Foods | Facility : | Manchester ¥ || Ares: | Hioh Care
fein - | WiElls g Procedure Ref - [HC 132 Type : Food < i
Responsibilty ;| Hydiens Operative v Frequency ; |Daily Select Procedure Type
) . Bucket, Mop & Hoze Typical Fats & Protein 1
Equipment . .
Residues :

2 | Procedure Header w

The “Type” option is used to classify the type of procedure that is about to be written. The — ——
options are Food, Flow or other. This is a mandatory field.

The “Responsibility” dropdown box is mandatory and you must make a selection. This
indicates who is likely to be responsible for completing the hygiene activity that this procedure
describes. The list has been populated with a wide range of options. If the specific title you
require is not listed please contact Ecolab to have this added.

— The Frequency input field allows you to enter the frequency of the Cleaning Procedure i.e.
“Once Daily”, “Three times per week” etc. Input into this field is free text and is mandatory.

New Procedure
Cligrt ; | Hnight Foads * || Facility ; | Manchester | ares: | High Care w
tem ;| Valls * | Procedure Ref: HC 132 Type : |Food v

»
Responzibilty ; | Hygiens Operstive v 7 Frequency : |Daily Check List: [Daity. [ wieekly. [ Monthly.
] . Bucket, Mop & Hose Typical Fats & Protein ERlIProcedure Header Ji0d
Euipmert Residues
: 2 | Procedure Header | &
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The “Check List” field offers a selection of Daily, Weekly or Monthly. You must select one of
these in order to produce Hygiene Check Sheets. The check lists can later be printed and
issued in the form of job cards. If you wish to produce Check sheets of more than one
frequency you can select multiple checkboxes.

New Procedure
Cliert ; | Wnight Foods || Facility ; | Manchester | Areg: | High Care hd
ftem ; | Wl * | Procedure Ref ; \HC 132 Type ;| Food ~
Responsibilty - | Hyaisne Operative v Freguency : |Daily Check List: [Moaiy. [ wieskly. [ maonthly.

Bucket, Mop & Hose i
) , Typical
Eqquipment : : .
Residues : 2 | Procedure Header ¥

Fats & Protein ERlIFrocedure Header 8

| The “Equipment’” field is used to list the items that will be needed to complete this hygiene
procedure e.g. Brush, Bucket etc. This is a free text field and is not mandatory. If the
information entered into the “Equipment” field exceeds the input area provided, the system will
automatically scroll to accommodate the additional text.

The “Typical Residues” field is used to describe the types of soiling that will be present while
completing this Hygiene Procedure. This is not a mandatory field.

Typical Fats & Proteins

Residues

—  For each Procedure a maximum of two “Procedure Headings” can be selected. These are
used to refer to other documents that may have relevance to the procedure. For example a
SSOW (Safe System of Work) may have been written to cover aspects of this activity.

By selecting the SSOW “Procedure Heading” a reference can be made in the field to the right,
identifying the exact document.

A

—> | 4. | ssOW v | |Doc1345mE

2 | Procedure Header %

The “Special Instructions” field is used to describe any issues that you wish to be considered
before starting the procedure. For example you may wish to highlight safety or possible
contamination issues. The field is free text and will scroll to accommodate the amount of
comments you wish to enter. This text will always appear red on the screen and in the printed
document.

HEALTH &MD SAFETY POIMTS

Special
RECIE Alweays wear the correct safety equipment when using chemicals.

Instructions :
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The “Extra PPE” (Personal Protective Equipment) dropdown box allows you to select one or
more items. To select more than one item you must hold down the <Ctrl> key while
highlighting the required items with the left mouse button.

Note: When selecting the chemicals to be used in the procedure the system will automatically —
identify and select the minimum legal requirement for PPE. The “Extra PPE” selection box is
used only when additional PPE is deemed necessary.

Eye Protection Required
Face Screen Reguired
Inhalation Protection Redquired

Extra
PPE :

A

Defining the Steps

Each procedure can have an unlimited number of steps. These are used to describe the
required activity and the order that they should be undertaken. There is no limit to the amount
of text that can be used.

For each step you can select up to four chemicals. After choosing the required chemicals the
system will automatically import the correct hazard, classification and PPE symbols which will
be displayed in the final document.

Pictograms

Pictograms are used to provide a visual guide to the nature of each activity and an extensive
library is provided.

Step ;|1 [ met ][ mset  |[ Dekte

| OLibrary : ) Mew Picta - «

Select the “Pictogram” that best indicates the nature of the steps activity. There are two
methods available; you can select from the “Library” or the “New Picto” option.

The pictogram Library contains a list of predefined pictograms and descriptions. The library
is accessed by clicking on the library button which will then activate the drop down menu. The
menu provides a description of an activity to which a pictogram has been associated.

Step: |1 [ et ][ mset | [ Deete |
> (&) Library ; | - Select A Picto - e ) Mew Picto :
-- Select & Picto --
-- Product | p n Ref: % Temp. Time.
Cleaning of Aprons
Andi O Cleaning Shoes H == % Temp. Time.
Cleaning Small Parts ]
Andi o Or Caollection of Production A rer % Temp. Time.
Corntrol of Cleaning Results
And Or Dizinfection ﬂ Ret: £ Temp. Time.
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will be displayed.

— Click on the description you require, the screen will refresh and the pictogram and description

Step: |1

@ Libraty

v

- | Cleaning Shoes

Net | [ mset | [ Delste

A ) Mew Picta:

Note: If none of the predefined options in the library adequately describe the step select “New

Picto”

The “New Picto” option provides more flexibility. You can browse the image library and select
the image that best indicates the activity for this step. The description can then be edited.

To activate the “New Picto” option, click on the “New Picto” button and select “Browse”. The
“Picto Image Browser” will be displayed. Select the required image by clicking the images box

and click “Attach”.

Picto Image Browser | atach || Close
~
CIP Cleaning of Cleaning Shoes Cleaning Small Collection of
Select D Aprons Selact D Partz Production
Select [] Select [ Select []
Cartrol of Dizinfection Final Rinze Faam f TFC- Hand Cleaning
Cleaning Results Salact |:| Selact D cleaning [ Salact |:|
Select D Disinfection
Select [
—ml vl )iiremliir—l «

The screen will refresh and the pictogram and description will be displayed. You are now able

to edit the description.

Step: |1

O Library :

Nest | [ et | [ Delete ]

A

&) New Picto : Mite your description here
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Selecting the Required Chemicals

A predefined list of chemicals is provided to enable you to make your selection. For each step
you can select up to four chemicals. After choosing the required chemicals the system will
automatically import the correct hazard, classification and PPE symbols which will be
displayed in the final document.

Note: Selecting a chemical for each step is not mandatory. If chemicals are not required in
the step proceed to the “Step Instructions”

To select the chemical or chemicals to be used in a step, click on the “Product Range” filter.
This will expand and display a scrolling list of the available ranges. These will generally be
’7 country specific and the choice will depend on your permissions.

!

-- Product Range -- w n Ref: % Temp. Time:.
Andi O H = % Temp. Time.
ands oOr H e % Termp. Tiime.
ands oOr H e % Termp. Tiime.

Having selected the product range the “Product 1” field immediately to the right will be
activated. By clicking on the “Product 1” filter it will expand and display the available
chemicals. Select the product you require by clicking on its name.

COMPONENTA =B 1- | Procedure Header
Equipment : Cooker Cleaner
Cosg CIP 72 2 | Procedure Headsr
Cosa CIP 77
Cosa CIP 90 E i i
. we Protection Required ”~
Instrist?;i . |Co=a CIP 92 Eﬁéa Face Screen Reguired
: = * ||Inkalation Protection Reguired b
Coza DES
Coza FOAM 40
2l Delete
Step: Cosa PUR 80 ]
OLibrary : Sl A ) Mew Pictn :
4 Coss PUR 84 it
F&E - UK w| |- Product 1 v [lret % Temp. Titme.
Oandi Oor H re % Termp. Titme.

Your selection will now be displayed in the “Product 1” field. A reference will also be displayed
against this product.

Each product will be assigned a unique “Ref” (Reference). The “Reference” in this example
(chem_853) is used in the “Step Instructions” instead of the chemicals name when describing
which product to use.

Step: |1 Net | [ mset | [ Delete
O Likarary O My Picto 'V
F&B - UK v | | CosaclP gz v | [ ret: [chem_g53 % Temp. Time.
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For example when writing a step you refer to the chemical in the following manner. “Apply
chem_853 to all surfaces”

Note: The benefit of using the “Reference” is that it will automatically insert and colour code
(in accordance with its classification) the correct chemical name with the percentage
concentration that it should be used at. This will be visible in either the preview or in the final
document.

To view the automatically inserted symbols (hazard, classification, colour coding and PPE)
associated with this chemical click on the “Information” symbol.

This will display the appropriate information. Only the PPE (personal protective equipment)
can be edited. If any of the recommended PPE is not required click the “Tick” immediately
below its symbol and it will not appear in the final document.

Cosa CIP 92

-~ @00

Hazard : .
Chemical : |© 0 :

Colour

Note: If several chemicals are selected throughout the procedure which recommends the
same item of PPE these will not be duplicated in the final document and only one instance will
be displayed. If additional PPE is required select the items required using the “Extra PPE”
facility.

The percentage (%) field is used to indicate the strength of the in use solution of the chemical
The temperature (Temp) field is used to indicate the temperature of the solution

The time (Time) field is used to indicate the contact time the

B ket chem_sss % 1-2 Temg. 40c Time: |20 mir|
n Ref: £ Temp. Time.
n Ref: % Temp. Time.
n Ref: £ Temp. Time.
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Additional chemicals can be inserted into this step by using the “And/or” facility.

FAB - LK v| |cosacPaz v| B ret

@ ands Oor |FEB- UK v | |- Product 2 - v| [ ret
Oandr Oor n Fef.
Andf O B -

The “Add” facility is used where more than one chemical product is used in a single step. The
“Or” facility is used where you may wish to suggest an alternative product.

By selecting either the “Add/or” facility it will activate the “Product Range” field and allow you to
select the next chemical. Complete the required fields for each product as described above.
Step Instructions

The step instruction field is free text and will scroll to allow unlimited text. Each step is
allocated a number and an unlimited number of steps are available. This enables instructions

to be created in a logical order.

Navigation between steps is facilitated by the use of the Previous, Next, Insert & Delete

buttons. l l l l
Step: |1 [ Met ][ mset ][ Delte |
() Likrary ; | - Select & Picto — v ) Mew Picta
F&B - UK v | | Cosacp oz v Blret chem sz |w12 Temp. |40c Titne. |20 min
Oandi Oor H re % Temp. Titme.
Andi O H rer % Temp. Time.
And f Qr n Ret: ) Temp. Time:.
» . .
Step Enter your step instructions here|

Instructions

When you have completed the fist step by entering the required text and clicking on “Next” the
system will automatically save the details you have entered so far and refresh the screen so
that the next step can be added. The step number will automatically be updated to show the
next step in the sequence. After completing the first step the “Previous” button will be
activated allowing you to navigate in either direction.

v

Step: |2 [ Presious ] [ et ] [ Inzert ] [ Delete

O Likrary O e Picta
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Note: If you have forgotten to populate any of the mandatory fields a warning message will be
displayed listing the fields that require information before you can proceed to the next step.

Microsoft Internet Explorer

] Before this step can be added :
. Please select the Library Picko you wish to use,

Additional steps can now be added following the same process.

It is possible to “Insert” a new step between existing steps by using the Insert button. Select
the step that you would like the new step to appear in front of and select “Insert”. Enter the
data into the required fields for the new step. Two new buttons will now have appeared,
“Save” and “Cancel”. l l

Step : [1 ’ Save ] I Cancel J

(%) Library - | Cleaning Shoes v ) Wew Picto

By saving the step, the newly inserted step will adopt the current step number. The original
step and subsequent steps will be increment by one.

The “Delete” button allows you to delete a step. If you delete a step then all subsequent steps
will be renumbered to maintain the numeric sequence.

Inspection Points

[ The “Inspection Points” are displayed at the end of the finished procedure and will be colour
coded “Green”. “Inspection Points” can be used to identify expected standards or critical
areas within the procedure.

Step
Instructions :

»
>

Inspection
Paint= :

Erter your inspection points here
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Saving your Procedure

When all of the required detail has been added the procedure can be saved, using the “Save”

button at the top of the “New Procedure” screen.

I

New Procedure

Cliert - | Knight Foods
ftem - | Walls

Responsibilty ;| Select Responsibility

* || Facility ; | Manchester
¥ | Procedure Ret:

bt Frequency

v Ares - | High Care v
Type : Food W

Check List: [Daity. [ weekly. [ Manthly.

Note: If any of the mandatory fields have not been populated the following error message will

appear detailing the areas that require attention.

Microsoft Internet Explorer @

Please enter a Reference for this procedure.,
Please select the person responsible For the procedure,
Please enter a the Frequency For this procedure,

Yo must enter at least one Step ko create this procedure,

"j Before this Procedure can be saved
L

Adding Photographs

Any number of digital images can be added to a procedure. Unlimited space is provided for a
detailed description below each image and the system will automatically resize the image to fit

the available space.

Note: Digital images must be in either *.jpg or *.gif format and not exceed 500 KB.

Click on the “Photos” button to open the “Image Upload” window. —l

Edit Existing Procedure Save | [ Photos ][ cancel
Cliert - | Knight Foods: | Facilty ; | Manchester w Areg | High Care w
ftem ; | Yals * || Procedure Ref ; |HC 343 Type : | Food
Responsikilty : | Hygiene Operative b Freguency : |Daily Check List : Dail\,n'. O Whigekly . O harthily.
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In the “Image Caption” box unlimited text can be used to provide additional information to
support your image.

Use the “Browse” button to locate the image on your local drive.

Note: Digital images must be in either *.jpg or *.gif format and no larger than 500 KB.

Click on the “Upload” button to upload your image. Depending on the size of the image and
the speed of your internet connection this may take a few seconds.

Ho images uploaded for this procedure. Image Preview

To Upload an Image.
» Enter the Image Description.
Browse your local drives for the inage file.

Click the 'uplosd' button .

»

# Make sure it is has a "gif' or 'jpg' file extension.

L ]

s Be patient a5 uploading files may take 3 fewy minutes.

> Image Caption

A

Image Mame : Browsze...

Upload ” Close ]

As images are added they will be displayed in order of upload. It is possible to Edit Captions,
Preview, Change the Order and Deactivate individual images.

L, Filler machine line one ¥ Image Preview
L) © Bowl Chopper - Low care 4+
(@) ©, |Packing Machine 157 4

To “Edit” the caption of an image, click on the “Book” symbol next to the caption.
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To “Preview” an image click on the “Spy Glass” symbol and the image will appear in the
preview pane.

L& ©, [Filer machine line ane ¥
[:E'_I| q Bowyl Chopper - Low care ‘n" o
Ly €, [Packing Machine 157 4+

T

To “Change the Order” of the images use the arrows to move the images to the desired
position.

To “Deactivate” an image click on the “Green Tick” beside the image description and it will
change to a “Red Cross” indicating that it has been deactivated.

L7 €, Bowl chopper - Law care ¥
L) €, Filler machine line one 44
L7 ©, Packing Machine 157 4

Note: Animage that has been deactivated will remain within the list but will not be displayed
in the final procedure.

Editing an Existing Procedure

To “Edit” an existing procedure, navigate to the “Procedure Maintenance” screen.

Using the filters select the Client, Facility, Area and Plant Item to locate the procedure that
requires editing.

Procedure Maintenance Add [ Library impart | [Find & Replace |
Cliert : Facility ; | Manchester | Area: | High Care v/
fhern : |“N""f*?l”S "l Authar |A” V| Type |Food v|

WErSion : Display 1 [
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If the list of procedures is extensive, three additional filters are available to further refine your
search.

PlanChexx

The “Author” filter will provide a list of “Users” that have created procedures within your
Facility.

The “Type” filter will distinguish between a procedure classification (Food, Flow, Etc.)
The “Version” filter will allow you to view previous amendments to a procedure. The options
available are “All”, “Latest” and “Previous”. By default the latest version will always be

displayed.

Having narrowed your search click on the “Display” button and a list of available procedures
will be shown in the table below.

Procedure Maintenance Add ] [ Ediit ] [ Copy To ] [ Preview ] [Library Import ] [Find&Replace
Client ; Facility : | Manchester b Areq : | High Care b
ftem ; | ¥Valls hd Author ;| Al b Type : | Food hd

Yersion : | Latest ¥ | Display

Select |Procedure Ref Freqguency Plart tem “Yerzion |Latest el e i Images | Active

Approved Approved
> F HC 343 Dl Wialls 1 es ] Mo il YEesS

Select the required Procedure by clicking in the “Box” situated on the left hand side of the
table. A green tick will be displayed when this has been completed. The “Edit” button can
now be selected from the top menu which will launch the “Edit Existing Procedure” screen.

Note: All elements of the procedure can now be edited.

Edit Existing Procedure [ saw J[ Phates | [  cancel

Client : Facility : | Manchester 4 Area | High Care w

ttem ;| ¥alls * | Procedure Ret: |HC 543 Type : | Food 3
Responzibilty : | Hygiene Operative hd Frequency : |Daily check List: [Zlpaiy. [ wieekly. [ worthiy.

. 1: | Procedure Header | %
Eapmert: i
. 2 | Procedure Header %
Special Erter your special instructions here Evira Evye Protection Req_uired FY
Instructions - PPE - Face Screen Required
. © ||Inhalstion Protection Recuired .
Step: |1 Wet | [ msert | [ Dekete
(® Library : | Hand Cleaning b (O Mew Picto :
-- Product Range -- ¥ n Ref: % Temp. Time.

sndi o H s % Temp Time

sndf o H rer % Temp. Time.

sndf O H ret: % Temp. Time.

Step Erter your step instructions here
Instructions :
Inspection Eniter your inspection poirts here
Points :
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Note: Version control will automatically track changes to procedures. Every time an
amendment is made and saved, the version number will increase by one.

Copying an Existing Procedure

Existing procedures can be copied from one Facility to another or from Area to Area within a

facility.

Note: This may be useful if the same procedure is used in a number of Areas throughout a
Facility e.g. Floors. The procedure can be created once and copied to the additional Areas

saving time.

Client :

fterm

Select |Procedure Ref
HC 543
|:| HC 542
O HC 544
D HC 5435

Procedure Maintenance

Freguency
Draily
Draily
Draily

Draily

Add ] [ Edlit ] [ Copy To ] [ Preview ] [Library Import ] [Find&RepIace]
Facility : | Manchester w Areg | Al R
Authar | Al hd Type: Al v

ergion ; | Latest | Display
Plant tem “ersion |Latest ifaﬂ?ﬁfe " i:?rDDTZL Images | Active
Walls 1 Yes Yes Mo Mo Yes
Flaars 2 Yes Mo Mo Mo Yas
Sinks 1 Yes Yes Mo [§a] Yes
Drains 2 Yes Wes Mo ille} =155

To copy a procedure navigate to the “Procedure Maintenance” screen and use the Client,
Facility, and Plant Item filters to locate the procedure to be copied. Click on the “Display”
option, the procedures will be displayed in table format.

Identify the procedure by clicking on the “Select” option; a green tick will appear in the box.

Click on the “Copy To” button located at the top of the screen. The “Copy To” options box will

appear.

To Copy A Procedure.

Copy To: | Client

Client ; | Knight Foods
Facilty : | Manchester
Ares | Low Care
ftem ;| Wyalls

Type ;| {gekl

Copy Procedure

® =elect where you wish to Copy the procedure to.

-

& Telect the Client [ Facilty fares fiem & Type.,
# Click the 'Copy Procedure' buttan.

<%0 8] |12 |1

A
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Your Client will be automatically displayed, allowing you to choose the Facility, Area and Plant
Item to copy the procedure too. Having selected the required options click on “Copy
Procedure”

The screen will refresh and the newly copied procedure will be displayed in the table. The
procedure can be edited if required.

Procedure Maintenance sdd || Edt || copyTo |[ Preview || Libraryimport | [Find & Replace
Client : Facility ; | Manchester b Areg ;| Low Care b
tem | Walls W Author - | Al 4 Type : | Food v

“ersion ; | Latest M| Display

Select | Procedure Ref Frequency Plart ftem “ersion |Latest el iy Images | Active

Approved Approved
O HC 543 Craily Wialls 1 Yes Ma Mo K] Yes

Importing a Procedure from the Library

The Library (if populated) allows users to use a standard pre-written approved procedure for
selected Plant Items. The Library provides companies with the means to standardise
procedures across multiple countries and facilities.

To import a procedure from the Library navigate to the “Procedure Maintenance” screen and

select “Library Import” from the menu bar. l
Procedure Maintenance Ldd [ Library mport | [Find & Replace
Cliert : Facility : | &1 v Area
ttem : Author ;| &1 V Type: | &l b
ersion ; | Latest ~ | Dpisplay: [

This will activate the “Import Library Iltems” screen.

Import Library ltems. mport | [ Preview | [ Ciose

To Import Library tems.
& Step1: Select the Client J Facility & Areato import to.
Client : Facility : | Manchester | mras - |Intske w
& Step 2 : Using the fiters provided, select the Library tems you wish to impart.
Library : | United Kingcom ¥ tem:[Al ¥ | Type: | Food ¥ Awthor ;| Al b

» Step 3 : Press the 'Import’ button ta finish. (Use the 'Preview' button ta view a Library em). Display Records
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To import items from the Library select the Facility and Area to which the procedures will be

imported too.

Import Library ltems.

To Import Library ltems.

B
o'Step 1 Select the Client J Facility & Areato import to.

.l Step 2 : Using the fitters provided, select the Library tems you wish to impartt.

» Step 3: Press the 'Import’ button to finizh. (U=ze the 'Preview button to wiew a Library kem).

Clignt : Facility : | Manchester ¥ Ares:

Import ] [ Preview ] [ Close

Intake 4

Library : | United Kingdom w e | | Type - | Food

V| Author | Al b

Display Records :

Select the Library that you wish to copy from. This will be presented as a choice of countries.
If required the Library can be further filtered by Item, Type and Author.

By clicking on display the available library procedures will be displayed in the table below.
The procedures can be viewed by clicking on the “Preview” button. —l

Import Library ltems.

To Import Library kems.

& Step 1. Select the Client J Faciity & Ares to impart ta.

® Step 2 Using the fiters provided, zelect the Library kems you wizh to import.

& Step 3. Press the 'Import’ button to finish. (Use the 'Preview' button to vies a Library tem).

Select | Procedure Ref ftem Frecuency
HC 543 BOWWL CHOPPER Daily
O HZ 540 DEPOSITOR Daily
HZ 542 FLOORS Daily
HC 545 SIMKS Daily
HC 543 WALLS Daily
O

Clignt : Facilty : | Manchester ¥ | ares:

Likrary : | United Kingelom W femn - | Al ¥ | Type:

[

Import ][ Preview ][ Cloze

Intake

Food

Type
Food

Food
Foad
Food

Food

V| Authar | Al b
Display Records

Authot

Fred Smith
Fred Smith
Fred Smith
Fred Smith

Fred Smith

Note: Multiple procedures can be imported into an Area in one operation.

Select the procedures required for importing by clicking on the “Select” option in the table. A

“Green Tick” will appear to confirm selection.

By clicking on the “Import” button the procedures will automatically be imported into the
selected Area. The screen will refresh and will display the target area and the imported

procedures
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Previewing Procedures
The “Preview” function allows users to view a draft copy of a selected procedure.

Note: The draft version will not contain all of the formatting that is available in the final
document but can be used to verify content.

To Preview a document navigate to the “Procedure Maintenance” screen and using the filters
select the Client, Facility and Area required and use the “Display” option to populate the list of —
available procedures.

Procedure Maintenance Add ] [ Ediit ] [ Copy To ] [ Preview ] [Library Import ] [Find&Replace
Client : Facility ; | Manchester b Areq: |High Care hd
tem | Walls w Authar c | Al w Type : | Food v
Yersion : | Latest ¥ | Display :
Select |Procedure Ref Frequency Plart ftem “ersion |Latest Eteelkls s Images |Active
Approved Approvedd
) F HC 543 Daily Walls 1 Yes Mo Mo Mo es

Select the required procedure by clicking in the box and select “Preview” from the menu
above.

Note: The “Preview” will be presented as one continuous document.
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ECOLAB

TEST SITE 11/ AREA 1 | KNIFE SANITISER BOX

Daily or a5 required
Sanitizer Sprayer, Scouring Pad.

Responsibility
Hygiene Operative

Special Instructions

signs to showy that cleaning iz in progress. Use only green handled utensils in this area.

Product Hazard Symbol(s)
Triguart GB s
Personal Protective Equipment
Eve Protective Frote ctive
FProtection Apran Glowves
Requirad Required FRequirad
Frequency Equipment Typical Residues

Airline Foamer, Scrubbing Brush, Hose Pipe,

During cleaning f dizmantling of utensils and equipment, at no poirt should any food contact surface be placed on the floor. MEWER USE CHLORIMATED
CHEMICALS AMD ACIDIC CHEMICALS OM THE SAME CLEAM. RISK OF CHEMICAL COMTACT THROUGH DAMAGED OF INCORRECT PLPE.WVWHEN DECAMTING,
FOAMIMNG AMD MAMNIAL SCRUBBING WWITH FOLMING DETERGENT. CHECHK ALL PPE. ON & REGULAR BASIS AND REPLACE WHEM NECESSARY . Erect wwarning

Fat, Protein & Blood

Ho. |Cleaning Procedure & Chemical % Temp. Time

Instruction

1 \Wizar correct PPE

‘Wizar full P.PE. as listed.

2 Remove Ltensils

If unlocked, remove any knives from inside the santtiserand take to
the utensil washing area inside a tray with a lid on it for safety
reazons, BEWARE OF SHARP BLACES -TAKE EXTRA CARE
WHER HAMDLIMG THESE HMIVES.

3 Prepare for cleaning
N

If unlacked, drain the sanitiser solution from the holding tank and
remaove the knife holding biock from the normal posttion, placing at
an angle for cleaning.

Remaove Gross Debris

Using & hosepipe rinse off any gross debris. Yisually check that
all Debris has been removed before commencing to the next
stage.

Foam ! TFC-cleaning ! Disinfection
3-5 30 15

Using & solution of detergent foam over all surface
areas of the removed holder and sanitizer box.

Using & scouring pad or scrubking brush manually pad any
stubbarn stains.

Allowe contact time of 20 minutes.

Firal Rinze

Using & hose pipe rinse of all traces of chemical detergent to
drain.

9 Disinfection
Triguart GB 1 10 3

Spray all extrenal surfaces of the tank with Triquart GB sanitizer,
and leave to air dry.

Inspection Points

Complete a thourgh inspection of all areas of the holding unit internal and external. Inspect the surrounding wall areas ensuring they are free of any gross debris.
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Find and Replace

This functionality will allow you to globally change a chemical product used in existing
procedures by Facility, Area or Plant ltem.

E.g. if a customer has replaced Topax 66 with Topax 59 throughout their low risk Area, these
changes can be made automatically without the need to edit each procedure. This process
will update the following elements of each procedure:

The chemical product name in all areas

The hazard symbols

The chemical classification symbols

The PPE (Personal Protective Equipment)

The colour coded text in all relevant steps

The version number of the procedure ( the version number will advance by one)

Navigate to the “Procedure Maintenance” screen and from the top menu select “Find &
Replace” by clicking on it. The “Find & Replace” screen will be displayed. To complete the
process follow the steps below:

Select as a minimum the Client and Facility you wish to change

Select the product range the original chemical exists within (e.g. F&B UK)

Select the original product (e.g. Topax 66)

Select the new product range the replacement product will come from (e.g. F&B UK)
Select the new product e.g. (e.g. Topax 59)

When you have checked your selections click on “Replace” to activate the changes

Find & Replace

To replace Products.

* Select at least a Client & Facility .
Select the Old Product Range.
Select the Old Procuct.

Select the Mewy Product Range.
Select the Mew Procuct.

Click the 'Replace’ button.

Facilty : | Manchester

Old Range :  |F&B - UK
Old Product : | Topax 66
Mew Range: |F&B - UK

Mewy Product . | Topax 59

Cliert : | Knight Foods

Area: | Lowe Care

tem: | Mon-Defined

S| [ ] (] (] (] (] |

Replace ] [ Cancel
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Procedure Attachments

The “Procedure Attachment” facility enables users to attach an unlimited number of files to a
Plant Item. This could be supplementary information used to support an existing procedure
e.g. (additional Health & Safety information).

Note: The vast majority of file types are accepted but to maintain the highest levels of system
integrity “Executable” and “High Risk” files will be refused during the upload process.

To attach a file to a “Plant Item” navigate to the “Procedure Attachments” link situated in the
main menu.

Administration

Procedure Maintenace

Procedure Attachments P E—

Library Maintenance
Print Maintenance

@ Ecochexx

This will launch the “Procedure Attachments” screen.

Procedure Attachments Add
Cliert : Facility : | Al b Ares
ttem : Uploaded By : | Al b Yersion : | Latest ~ | Display: [
Select | Procedure Ref Description Flant kem Link |Uploaded By “ersion
To display the list of procedures tick the box marked dizplay.

To “Add” a new attachment click on the “Add” button, this will launch the “New Attachment”
screen. Using the filters select the Client, Facility, Area and Plant ltem.

The “Reference” field is free text and can be used to link the document to other systems.

The “Description” field is free text and should be used to describe the nature of the document
so that it can be easily identified.
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New Attachment sttach || Close |

Client :

Facility : | ---Production Facilty--- A |

Area

et

Reference :

Description :

Documert : H Browse...

To select the document you wish to attach to the Plant Item use the “Browse” button which will
enable you to browse your local drives. When you have located the required file select it and
click on the “Open” button.

Choose file @

Look in: |@ Mew Falder j - £ EE-

: U Hes COSHH. o
.J B Hzs Eleckricity. doc
Recent

My Metwark  File name: |H&5 COSHH. dac =l Open
Places

i

Files of type: |,-'.‘-.II Files [*.%) ﬂ Cancel
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—— The path will now be displayed in the “Document” Field. To attach the file click on the “Attach” ——
button and you file will begin uploading.

Note: The length of time required to upload a file will be dependant on the files size and the
speed of your internet connection.

New Attachment | attach | [ cClose |
Cliert
Facilty : || Manchester b
Area || High Care W
ferm @ || Walls b

Reference : || H&S 455105

COSHH assesme:ﬂ for production areasz
Description :

—> Document : | (CADocuments and Settil

Files that have been attached to a Plant Item can be viewed in the “Procedure Attachments”
screen. To view the files, use the filters to select the Area or Plant Item required and click on
the “Display” box. The attached files will now be displayed in table format.

Procedure Attachments add | [ Et | Deete ]
Cligrt : Facility : | Manchester v Area | Al w
fterm : Uploaded By : | Al hd “ersion ; | Latest | Display D
Select |Procedure Ref Description Plarit tem Link | Uploaded By “ersion
F H&Z 25404 Electricity Guide Lines Walls __ Fred Smith Wersion 1
| H&S G605 COSHH Aszesmant Wallz __ Fred Smith Wersion 1
D HC COSHH COSHH Assesmert for HC areas | Floors __ Wayne Ducker “ersion 1

Viewing Procedure Attachments

To view a “Procedure Attachment”, locate the file in the table and click on the “Link” which is
displayed as a “Note Pad”.

&
<
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This will launch an options screen that will allow you to either “Open” or “Save” the file. If
“Open’” is selected the program associated with this file will be launched and the file will be
displayed.

To save the file click on the “Save” button and browse your local drives for an appropriate
location.

Note: If an attempt to “Open” a file is made and your system does not have the required
program to view it, an error message will be displayed.

Do you want to open or save this file?

IE—I j Mame: 3552995,doc

Type: Microsaft \Ward Docurnent, 19,5 KB
From: 194.77.58.214

Open ] [ Save ] [ Cancel

Alwayz azk before opening this tupe of file

YWhile files from the [ntermet can be uzeful, zome files can potentially
harm pour computer. If you do not trust the source, do not open or
gave thiz file. What's the rigk?

Editing Procedure Attachments

To “Edit” a Procedure Attachment, use the filters to select the Facility, Area and Plant Item
required and click on the “Display” box. The attached files will now be displayed in table

format.
Procedure Attachments sdd || Edt || Deete |
Client : Facility ; | Manchester v Area: | &l e
ferm : Uploaded By : | Al v ersion : | Latest ¥ | Display :
Select |Procedure Ref Description Plant ftem Link | Uploaded By “ersion

> D H&S 55404 Electricity Guide Lines vyl __ Fred Smith “ersion 1

|:| H&S BE3MS COSHH Aszesmant wialls __ Fred Smith “ersion 1

D HZ COSHH COSHH Aszsesment for HC areas | Floors __ Wayne Ducker “ersion 1

L Select the “Attachment” to be edited by clicking on the “Select” box situated on the left hand
side of the table and select “Edit” from the top menu.
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The “Edit Attachment” screen allows you to edit all aspects of the attachment.

If a new or updated attachment is required select the new file from your local drive using the
“Browse” option. Click on “Update” to upload the file.

Edit Attachment | Updste || Close
Cliert
Facilty : || Manchester b
Area || High Care W
ftem ;|| Walls b

Reference : ||H

Electricity Guide Lines
Description

Document : Browse... <

Note: Any amendments made to an Attachment will activate the version control. The version

control will increment by one and the new attachment will be displayed as the “Latest” version.

Deleting Procedure Attachments

To “Delete” a Procedure Attachment, use the filters to select the Facility, Area and Plant ltem

required and click on the “Display” box. The attached files will now be displayed in a table
format.

Procedure Attachments [ #ad ||  Edt || Dot
Clignt : Facility : | Manchester » Area | &l hd
ftem : Uploaded By ; | Al v “Yerzion ; | Latest ¥ | Display :
Select |Procedure Ref Description Flart kem Link |Uplosded By “ersion
D H&S Sa4m04 Electricity Guide Lines vallz __ Fred Smith “ersion 1
F H&S BE205 COSHH Assesmarnt Walls __ Fred Smith Wersion 1
D HC COSHH COSHH Assesment for HS areas Floors __ Wayne Ducker “Yersion 1

Using the “Select” option, click on the box to highlight the “Attachment” to be deleted.
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Click on the “Delete” button to remove the attachment. This will activate a warning screen
providing an opportunity to confirm that deletion is required. Click on “OK” to complete the
process.

9 Are you sure you wank to delete this Procedure Atkachment ?
H-'_'/ Press QK to Caonfirm, otherwise press CAMCEL,

[ ok, l [ Cancel

Note: When deleting an attachment this action is final and the attachment will no longer be
available.

Print Maintenance

The PlanChexx system automatically uses Adobe Acrobat Writer to create the completed
procedures and documents.

The “Print Maintenance” module allows users to select the items required for printing and then
automatically converts the documents into Adobe *.PDF format. The *.PDF files can be saved
on a local drive and using Adobe Acrobat Reader can be viewed and printed.

Note: Adobe Acrobat Reader is a free application and can be downloaded from
www.adobe.com

Creating & Printing Procedures

To create and print your PlanChexx documents navigate to the “Print Maintenance” screen
using the main menu.

Administration

Procedure Maintenace

Procedure Attachments

Library Maintenance

Print Maintenance —

@ Ecochexx

Click on “Print Maintenance” to launch the “Procedure Documentation” screen.
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Procedure Documentation Save Print Order ] [ Create Document ]
> Cliert - | Exmoor Foods b Facility : | Exmoor Foods W Area: | Al ¥
tterm ; Author ;| Al v Yersion ; | Latest | Digplay
Select |Procedure Ref Freguency Plant ftem “Yersion Mo. Status
HR456 daily Walls “Yersion 2 Approved flowe U
| p
he:s1 Diily Line 2 Wersion 4 Drartt tove Dawven
l
1243 Draily Floars “Yersion 1 Draft
O
Test PB Weekly Meat Chillzr “ersion 1 Approved
l
WP 34 Ty Craily Bowel Chopper “Yersion 2 Approved
O
Mewy Test Ref Draily Cooker 1 “ersion 1 Approved
l

L Use the filters to select the documents required for printing and click on the “Display” box. The
attached files will now be displayed in a table format.

Note: Itis possible to create multiple or single procedures and documents in the PDF file.

Moving the Order of Procedures

Procedures displayed in the table will be automatically created in the same order as they
appear, working from the top down. To change the order of a procedure click on its row in the
table and it will be highlighted in “Red”

Procedure Documentation [ Save Prirt order | [ Creats Document |

Client - | Exmoor Foods W Facility : | Exmoor Foods W Ares | Al L'
ttem Author ;| Al hd Yersion ; | Latest ¥ Dizplay

Select |Procedure Ref Freguency Plant ftem “ersion Mao. Status

[] |HRase daily ihialls “ersion 2 Approved <

D heat Draily Line 2 “ersion 4 Draft

|| I N Y

D Test PB Wizekly Meat Chiller “Wersion 1 Approved

|:| PP 34 Y TiEy Deaily Byl Chopper Yergion 2 Approyed]

D Mewr Test Ret Draily Cooker 1 “Wersion 1 Approved

D test 1 Draiily Depositor 1 “erzion 4 Approved

Using the “Move Up” or “Move Down” buttons the order can be organised. When the required ——
order has been achieved it is possible to save the order for printing by clicking on the “Save
Print Order” button.
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Creating your PDF Document

The PlanChexx system automatically collates all relevant files for a specific Facility, Area or
Plant Item and prepares a PDF document for use with Adobe Acrobat Reader.

Note: This will provide the flexibility to print, save or e-mail the required document. The PDF
format is globally recognised and can be read by anyone with Adobe Acrobat Reader
software, but it cannot be amended.

Having selected the documents for printing and adjusted the print order click on “Create
Document”. The “Selected Document Options” screen will allow you to select which
documents you require.

Select document options:

Stancard Methods : [ ]#*
Cover Sheet . [ ]
Symbol Sheet © [
Procedures . [

Check Sheetz: [ |*

Froduct Dista Shests | *

[ Create Document ] [ Cancel ]

[* Thiz document will require a separste downlozd.)

Note: Items marked with a star will be created as individual documents. The Cover Sheet,
Symbol Sheet and Procedures can be produced either individually or together. Check sheets,
Standard Methods and Product Data Sheets must be produced separately.

The following options are available:

Standard Methods
The standard methods document describes in detail the need for cleaning and the following
generic techniques:

Gross Debris Removal
Pre Rinse

Foam Cleaning
Manual Cleaning

Post Rinse

Manual Sanitising
Spray Sanitising

Cover Sheet
The cover sheet displays the company logo, Facility details and the date of printing.
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Symbol Sheets
The symbol sheet will display the chemical products and the associated Hazard and
Classification symbols for each chemical used.

Procedures
The procedures option will create all procedures for the Facility, Area or Plant Items selected.

Check Sheets

The check sheet option will create check sheets for the Facility, Area or Plant Iltems selected.
Check sheets will be created for all Daily, Weekly and Monthly tasks. These can be used to
manually record cleaning activity whilst providing traceability and responsibility by capturing
the signatures of the individuals involved.

Product Data Sheets

The Product Data Sheet option provides the means to print detailed information on the
chemicals used in the selected procedures. This will include Technical Data Sheets (TDS),
Material Safety Data Sheets (MSDS).

To create the required documents select each option by clicking in the box nexttoit.

Select document options:

Standard Methods ;. [ ] *

Cover Sheet: [

Symbal Sheet : [ =
Procedures: [ ]
Check Sheetz ;. []#*
Product Ciata Sheets *

_ [ Creste Documerit ] [ Cancel ]

[* Thiz documert will require a zeparate dovwnlosd.)

— Having made the document selection, click on the “Create document” button.

Note: The time required to create your documents will depend on the number of documents
you have selected and the speed of your internet connection.

Please wait while your document is created.
This may take several minutes.

Status:
Adding PPE....

Cresting procecure 1 of 11
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—  When the download is complete, click on the blue underlined text, this will launch The Adobe
Acrobat Reader application on your system for all documents (except for the standard
methods). The documents will be displayed and can be either printed or saved.

Fﬁ‘s«rmh
Flease wait while your docurment is created. L
¥ To wienwy this document

This may take several minutes. vou require Acrobat
Reader.

Status:
You can dovenload your documernt(s) here.

»| Standard Methods

The Standard Methods will be created as a Microsoft Word document. The following options
will be available:

Do you want to open or zave this file?

@ j Marme: methods,doc

Type: Microsoft Word Document, 64,0 KB

From: w2, ecochexx-macs, net

Open ] [ Save ] [ Cancel

Always azk before opening this tupe of file

harm your computer. If pou do naot trust the zource, do naot oper or

@ YWhile filez fram the Intermet can be uzeful, zome files can patentially
zave this file. What's the risk?

The document can be “Opened” which will launch Microsoft Word and display the content or
the file can be “Saved” to a local drive.
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ECOC hexx NE".'- PlanChexx

Example Documents

Standard Methods

INTRODUCTION TO STANDARD METHODS

COMPANY POLICY

ACOMPANY LTD I3 In e buglress ofproducing food for baaman coreumip Bom; oo
Fal 15 wholerome ard radlous ard of Fe qually bal e o lomer demards .
Qullly 15, Feretors, & kop priodly ard & malor parl of quallly Inoa food Tackny 15
HYGIENE.

s e polcy of RE Comps
Marag emenl ko Shop Floor U
our products Gard ko our busin
commllked o hyglere In b

e e o o T INTRODUCTION TO STANDARD METHODS
ared of bameeslues persorally. | GRDSS CLE.H.H

"IHIHE HYCIEWE"

This Marasl seb oul, dor o FURFQSE
Tclony ard for mon kg e

on conlrucus assessmen ar To remoue ok deposi s
acoumuakd dulrg produy
Fe cleanirg ard sar 1dng
worhiess .

MEIHZD STANDARD PRE-RINSE

1. Hardplck pleces of
ard Irglde ard tom

2. Dismanle machirer EURPQIE

To remowe gross debis &g, layers of dirl, solling elc. tom areas where maral
plckirg ard brashirg will be oo Ime-corsuming, koo difToul | of Ireficie; o a5 a
Tollow wp o @ mareal gross clean.

3. REmoue arylage |

+ Usirg = hard sorapd
=iy crakes ard pack

s Soweep up any deb HMETHOD
b = 1] .
e o area Aflr e s lardand gross clean drge be suface using & Fer wam pressuised walkr

5. Check Fe Forough or cold low-pressure wa ke acconding o be schedules.

areaard all suriace
all e irgemal rem| Rlrse ke dirles laeas drsl.
Talek.
Try real ko blas | parlcles all cuer e plac: .

T. Tre dcor sheoudd b
boEs e k., & k. ard Cereraly work tom kop downwands , Trom equipmenl o walls o 1oors.

a. H reces sary, amang Remember bie Irslde ard urderside surisces .

b camed ol unbing

RGP e AR e SRR Pl BlEE b L. Use & squeegee o
brush e loosered soll kwands @ drin, bul oniy IT Fe paricles are smal.
possible, bnash ard showe ] up any lage acoumualons ordirl,

Check e horoughness of your pre irse: Walk arurd and Irspec] e aeaard Al
surtsces ard credces. There should be mo sofl soums o parlcles lager Fan an
apple plp remalring. Al pods of llguid, blood , waker, & k., should bewe bee nowashesd
=Wy and squee geed lodran.

HOTE: DO MWOT USE THE PRESSURE FINSEQRCOLD HOSE ON ANY NON
WATERPEOOFED EQUIPMENT ESPECIALLY IF EIECTRICAL,
ZATISFY YOURBELFTHAT ALLIE READY FORTHENEST CLEANING ETAGE
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Cover Sheet

Hygiene Procedures

ECOLAB

KNIGHT

FOOD GROUPLTD

KNIGHT FOOD GROUP

Prepared By :Wayne Ducker on Thursday, Aprl 21 2005
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Symbol Sheet

mu Hygiene Procedures
PRODUCT SAFETY SYMBOLS
A HOROLUITH Y
GEARDENE
SANTISING WIPES
ot | el
0 MIF BETCL
CORROSIVE
@ MIP PB
GEARDENE
@ ALLPASS MU !
! CLINT GP H
ceamscnnr | TRIQUART SUPER H
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Procedure

ECOLAB  {rovr]

KMIGHT FOOD GROUF - STAFFORD / HIGH RISK f KNIFE SANITISER BOX

[Froduct Hazsrd Symboks) Chamical Symbal

s ]
ECOLAB

KNIGHT FOOD GROUP - STAFFORD | HIGH RISK | KNIFE SANITISER BOX cont ...

Farconal Frobscilve Egulpms:

e = ik
Ler ) RET)
— i Mo, |Ceaning Frocedure & Chemial B Temp. | Time [mesucior
Erequemey 1 |_|'rw— o PPE i 1 P E b
Dy of @i iesjiised " |'ll

- I ':mml u
Rassaccs i ECOLNAB
sy men O peaten T

a mnm--u KENIGHT FOOD GROUP - STAFFORD { HIGH RISK | BOWL CHOPPER cont ..
Zpeglal nghusliong
Dudng chan g & denmslisg ol ulerd _
CHLORINATED CHEMICALS AND A 4 I ‘qmm.;_
MODRAECT P F.E WHEN DECAH) L'
REGULAR B&SIS 44D REFPLACE W |
nltes arma

] r Foun | T

L‘ 1 T
]

L] mmml =

) I 'Wr:-r i

L I _-'_1”""“" Fig B \irias] el can B n2ced hievm

9 I 1:“‘ rifmct o

Fg T Unireisd el can be a2ded heta Fg & Unreisd ] can be a2ded heta Fg b Unireisd 1551 can Be a2daed her
Inseeotion Points
Covcum et Condnal
Corziehe o g s repesias ol ol eremrs of T e e g o ngamel el achan . nspes! Be sorouned g s | srens ans g Sary oee e of gcy gioas

o i - Fig 1 O] Wl o] dbats
Slgrature: ..
Frigh Focd Groap’ S 3 Food Geoug - 5
s Wiass Dckar

Krigh Food Grmap Baigai Food O
Eoa'Vanw Ducker important Addiional Remarks

Com bz % dremmnts of TiEle ois o2 epp celians U prhem e elerem iap e ooby o rae borake g g el sad s et sl b gz b
ks wpeclonto- s iribalioo el ecsrere-onscown 1 b oo puis oy D lokos S e oleck ms i dslons mpecel s anzmeing ptowel
‘mrpaelae sl by of T e e Tha cancing gooome w0 ol De el wduslly opdmiesd

Ll el ECISTEE  ersiom: 1
Coumtomear Aoproval - .o e Ecoiab Appeoesl ;- Wayre Ducker.. .. ..o o
Slgrature: ... EONEETE = et

Krigh: Food Camap M g3 Tood Group - S 1053 Rl Koids Sar S .
Cocs Crestee Thwrdy, Spel 30 3000

Lea! Van
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Check Sheets

ECOLAB ALy CLEANING CHECKLIST

WEEK COMMENCING: ...
MONDAY TUESDAY |WEDNEZDAY| THURIDAY FRIDAY BATURDAY | SUNDAY
Knight Foods AREA PROC.
REF or |Ac | or |Re | of | Re | of | Re | o | Re | oF | R | oF | AC
Clzaning Equipmant Liow Risk Cooking Area LRi1
Pipework & Frames Liow Risk Cooking Area LR42B
ngn:in Purez Pipework Clean | External Low Risk Cocking Area LRs3
Bin Bag Holders Low Risk Cooking Area LR3
7
| ECOLAB
H WEEKLY CLEANING CHECKLIST | ..commane.
\
i . WEEK 1 WEEF 2 WEEF 1 WEEF 4 WEEF &
Knight Foods AREA PROC.
n REF of |pate| e | o® |oate| Ac | of |oateE| Re | of |oaTE| Re | oF |DaTE| RE
| 4 Pipework & Frames Low Risk Cooking Area LRAZE
_F Bin Bag Holders Low Risk Cooking Area LR&
\ Tahbles Low Risk Cooking Area LR11
E Steps Low Risk Cooking Area LRi3

i ECOLAB MONTHLY CLEANING CHECKLIST

- . JuLy AUGUET IEFTEMEER OCTOBER MOVEMEER | DECEMEER
| | Knight Foods AREA PROC.
| | REF oF |DATE| Re | OF |oaTE Ro | oF |patH Ro | oF patg Ro | oF patd Rc | oF jparE Ao
B Went Ducts | Went Ducts | Low Risk Cooking Area LRAZ
B Light Fittings {8 Monthly) Liow Risk Cooking Area LR1E

Walls abowe 3 fi (Monthiy) Low Risk Cooking Area LR28

Guisti HatchiLids Liow Risk Cooking Area LR50

Cailing (Maonthhy] Low Risk Cooking Area LR58

OF = Operative: Initial each box when cleaned and record comments if nec,

ITEM DATE ISSUE/COMMENTS ACTION
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