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What is
Zenput?

Zenput is a mobile
solution that allows users
to optimize their daily
workflow.

Paperless:

Instead of manually filling out paper forms, all
forms are available electronically on your mobile
device.

Accessible:

All of your forms are always available in the
Zenput application. All you have to do is find the
form, fill out the information, and submit it! No
more need to carry around papers, email
requests, or make phone calls when issues
arise. Issues will be directly routed to the correct
person/department.



1. Navigate to the Google Play, iOS or Windows app store on your

Gettl ng device
Sta rted 2. Search for “Zenput”

3. Download and open the Zenput app
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Zenput Creating Your Account

_ Click the "Sign Up” Button

Login

Forgot Password?

Sign Up




Creating Your Account

Last Name

Fill out your information, making sure to use

Company Email
the email address you were invited to use

Cell Number

Zenput with.

Password

*If you try to use Zenput with an email address
Confirm Password that does not match the email you were invited
with, you will not be allowed to create a Zenput

English

account.

Create Account

Once completed, you will be automatically
Ll logged into your Zenput account.

By clicking Create Account, you agree to the License
Agreement, which includes important privacy information

A
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Zenput. Log Into Zenput

_ Enter the email address you were invited to
use Zenput with in the email field.

Login

Enter the Password you created when
Forgot Password? Signing up.

If you forgot your password, select “Forgot

Password?” You will receive an email with

—= English N

instructions on how to reset your password.
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= Store 1355

Summary Tasks Activity Recurring

Tasks for Store 1355

1 2

OVERDUE THIS WEEK

Task Completion Rate

Company Average @ Team Average

100 %

171 1/8

12118 12/25

In-Progress Projects

2017 Restaurant Opening Checklist

maining

Dashboard - Summary

The Dashboard is the first page you see when
logging into Zenput

In the top left, you will see three horizontal
lines. This is the Zenput Menu button. In
certain instances, this will change to a back
arrow, which you will use to navigate to the
previous screen

In the Tasks for’ box in the dashboard, you will
see the number of tasks assigned to you that
are:

-Overdue

-Due today

-Due this week

-Total of all tasks combined
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= Store 1355

Summary Tasks Activity Recurring

Task Completion Rate

Company Average @ Team Average

100 %

171 1/8

12118 12/25

In-Progress Projects

2017 Restaurant Opening Checklist

1 Remaining

Recurring Projects Daily

Past 4 Weeks

2017 Restaurant Opening ...

Dashboard - Summary

The Dashboard will also show completion
statistics for locations you are responsible for.

Task Completion Rate: A ranking of the percentage of

tasks your location is completing against the company
average.
In-Progress Projects: A list of current projects that are

open at your location(s). Selecting a project here will
show you the task(s) that are part of that project.
Recurring Projects: Shows historic completion stats for

Daily, weekly and monthly recurring projects.

Top Workflows: Shows the top workflows triggered at
your location as a result of answers on your form.
submissions. This field is sortable by individual form.
Frequent No's: A list of questions that are frequently
answered “No” sortable by individual form.
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mmary Tasks Activity Recurring

Q  Search

The dashboard task page will display
information related to the tasks assigned to

Jo0am  Dally-Opening Cheoldist your user account.
10:46 am g

7:00 amr

10:46 am

Here you'll find any overdue, current, and
wam  Faled-ExteriorReview upcoming tasks that you are being asked to

2:59 pm Follow-up Task

complete.

Due This Week

Mar11  Failed Clean Bathroom Review
Follow-up Task

O Open
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himary Tasks Activity Recurring Info

2017 Restaurant Opening Checklist
Store 1355

Cash Audit 2017
Store 1355

Dashboard - Activity

The dashboard activity page displays a
historical list of your accounts submission
history. This view is very similar to the “My
Submissions” page.

Selecting a submission from this page, will
show you the submission details, as well as
any alerts or workflows that were triggered by
the selected submission.
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= Store 1355 Dashboard - Recurring

Activity Recurring Info

The dashboard recurring page displays a
historical completion statistics of any tasks
017Restarant 0. m  © O that are generated by a recurring project.

Location Manage

ek -This page is broken down into daily, weekly or
monthly tasks.

Brand Standards A... - > e .

District Manager -A legend detailing what the icons mean can

Monthly © be found by selecting the “i" icon next to the
period of the recurring project you are looking
v
at

There is no data in this time range.

Zenput.
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hmary Tasks Activity Recurring

X
QD

Store 1355

© 454 Natoma Ave
San Francisco

Location Manager
& Store 1355

Map data ©2018 Google ~Terms of Use

Dashboard - Info

The dashboard info page displays information
about the location itself.

Here you can find a map which you can select
to get directions (handy if you get lost)

You'll also be able to find address info as well
as email, phone number and who is assigned
as the owner of location.
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mmary Tasks Activity Recurring Gallery

Q Search

All Tasks At Store 13

Today

700am  Daily-Opening-Cheeklist

10:46 am

7:00 am

10:46 am

s4am  Failed-ExteriorRevi
2:59 pm Follow-up Task

Due This Week

Mar11  Failed Clean Bathroom Review
Follow-up Task

O Open

Tasks

Here, you will see a list of tasks assigned to
your user account.

-The date/day on the left- hand side is when
the task is open/due and when it was
completed.

-Tapping on an individual task will take you to
the task description page.

-You can search for tasks by selecting the
search box up top or select the filter to the
right of the search box to filter between
missed and completed tasks.



Zenput.
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& Tasks

2017 Restaurant Closing Check List
O Store 1355

2017 Restaurant Closing Check List below.

Go To Form

Task Descriptions

A Zenput task description tells you what needs
to be done, where it needs to be

done as well as any information

about what may have

triggered the creation of that task.
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& Tasks

Freezer not within temperature
© Store 1355

Check chicken temperature and fridge

Follow-Up Triggered by

Brand Standards (Food Safety)
Joe Skupinsky

"Is the Freezer within 0°F - 5°F" is "no"

Complete Task

7 % 72% wm)

Sep 19
2:30 pm

Basic Tasks

A basic task simply requires that you take
some action (i.e “Clean the garbage”) and mark
the task as ‘Complete’.

You do not need to submit any information.

-Once you are done with the task, select the
green “Complete Task” button.



Zenput.
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& Tasks

Bathroom is not clean
© Store 1355

Clean the bathroom

Follow-Up Triggered by
Brand Standards (Food Safety) Sep 19

Joe Skupinsky 2:30 pm

"Is the bathroom clean?" is "no"

Add Image

Complete Task

Photo Tasks

A photo task requires you to add a picture to
complete the task. You can take/add as many
photos as you need, but you must attach at
least one to complete the task.

-Select the "Add Image” button and take a
photo with your device's camera, or add from
your device's photo gallery.

If needed, you can also leave a comment on
your photo(s).

-Once you are done with the task, select the
green “Complete Task” button.
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& Tasks

2017 Restaurant Closing Check List
O Store 1355

2017 Restaurant Closing Check List below.

Go To Form

Form Tasks

A form task is the most common type of task
you will encounter in Zenput.

Form tasks require that you fill out the form.
-Select on “Go To Form”

-Fill out the form, submit it, and the task will
be marked as complete.

Once that form is submitted, the task will be
marked complete.
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Zenput.

Dashboard
Tasks

My Forms

My Submissions
Drafts

OTHER

o] Settings
Log Out
Help

Debug
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= Store '

Summary

Tasks for Stq

1

OVERDUE

Task Complg

Company Averagd

100 %
80 %

60 %

In-Progress §

2017 Restau

1 Remaining

Ad-Hoc Forms

Sometimes, you may need to fill out a form
that has not been assigned to you, such as an
incident report.

To fill an Ad-Hoc form out:

-Select the Zenput menu button in the top left
hand corner of your screen. The menu will
slide out on the left hand side of your screen.
-Selecting the “My Forms” option will take you
to the list of the forms you are able to fill out
as-needed.



Zenput.
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= My Forms

2017 Restaurant Closing Check List

2017 Restaurant Opening Checklist

Brand Standards (Food Safety)

Cash Audit 2017

Customer Injury Report

Daily Temp Log

Deposit Log Verification

Employee Warning

Expired Product Follow Up Form

Maintenance Request

Operation QSC Pathing Check

PCI: Pump Card Reader

My Forms

After selecting "My Forms”, a list of Ad-Hoc
forms will be displayed.

-Select the desired form and fill it out.

*|f you do not see the form you need, contact
your company's Zenput administrator.
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Completing and Submitting a
Form

& 2017 Restaurant Closing Ch...

Once you select a form from the form list, you
will be taken to the form.

Check for Pre-Proofed Dough for Tomorrow *

-Start by selecting the location field and
selecting the location you are submitting

Yes No

the form at.

Stock Coke Coolers *

Yes

-If you do not see the location in the list, you
can also use the search bar.

Check all Dates-Toss all Expired Products *

e N -Once the location is selected, continue
answering questions until you reach the

Place any ltems That Expire End of Next Day in

Red Tray * bottom of the form and submit

Zenput.




Adding Pictures and Comments

Some questions in a form may require you to
attach an image.

-Select "Add Image”. Choose if you would like
Add Image to take a photo with your camera or pick a
photo from your devices picture gallery.

-If you need to take a photo, select ‘Camera,
take the photo, and (if needed) draw on the
Comments about rack image with the annotation tool.

Display Looks Great!

-When finished, press ‘Done’. You can take as
many photos on each question as you need.
Once the photos are attached, you can also
add comments to the photo.

Zenput.

21
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=, My Forms

&> Now Uploading

2017 Restaurant Opening Checklist
Brand Standards (Food Safety)
Cash Audit 2017

Customer Injury Report

Daily Temp Log

Deposit Log Verification

Employee Warning

Expired Product Follow Up Form
Maintenance Request

Operation QSC Pathing Check

PCI: Pump Card Reader
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Submitting a Form

Once you are finished, tap the green "Submit”
button at the bottom of the screen to upload
the form.

Once you hit the Submit button, you will be
taken back to the "My forms” section, and see
a blue progress bar indicating that your form
is being uploaded.

Once the form has completed uploading, that
bar will turn green.

22
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Saving a Form as a Draft

If you want to start a form and come back to it
later, you can save your progress on the form

as a draft.
To do this:
Leaving Form
Would you ke to save ths as a draft? -Select the back button in the top left hand
Save Draft corner
Discard -Select “Save Draft”.

Cancel

23

Zenput.
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1] Dashboard
Tasks
My Forms
Locations
My Submissions
Drafts

OTHER

e Settings
Log Out
Help

Debug
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Customer Inj

Daily Temp L

Deposit Log

Employee W4

Expired Prod

Operation QY

Saving a Form as a Draft

You will notice that a red number will appear
next to the draft menu icon, indicating that
there are drafts that you started, but have not
submitted.

To get back to your saved draft:
-Open the menu and select “Drafts”.

-Select the form that you would like to
continue filling out.

24
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= Drafts

2017 Restaurant Closing Check List
Store 1359

7% 62%(E 4
v

Delete

Deleting a Draft

If you need to delete a draft from your drafts

-Select the pencil icon in the top right corner
-Select Delete.

Note: deleted drafts cannot be recovered.

25
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=, My Forms

Could not complete upload.
Submission saved. Please try again later

ATM AUDIT

All Fields

Big Yes and No

Bosco Test Distr

Breakfast Operations Assessment

CO Cash Audit

Cash Audit

Convenience store walk through

Copy of 1,2,3s Audit

Copy of AM Weekly Schedule Approval Chec

Copy of Appearance Mystery Shop Audit

+

Pending Uploads

If you don't have cellular or WIFI service, or
your service is poor, you will see a message
informing you that your upload could not be
completed. If that happens, your filled-out
form will be saved in “Pending Uploads”.

26
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Zenput.

Dashboard
Projects

Tasks

My Forms
Locations

My Submissions
Drafts

Pending Uploads

OTHER

£ Settings
B Logout

@ Help

=, My Fol

AR response
ATM AUDIT
All Fields
Big Yes and

Bosco Test D

o]

1

Copy of AM

Copy of Appq

Pending Uploads

Here's how to upload the submission later
when you have service or wifi:

-Navigate to the Zenput menu
-Select “Pending Uploads”.
Your form will then automatically submit.

27
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Zenput. = My For

® Dashboard AR response
Projects ATM AUDIT
Tasks All Fields
My Forms Big Yes and
Locations Bosco Test D
My Submissions
Drafts @
Pending Uploads 1

OTHER

£ Settings
E  LogOut Copy of AM

® Hep Copy of Appq

Not sure if your
submission went
through?

If you are not sure if your submission was
successful, you can find out by navigating to
the “My Submissions” section of the Zenput
app.

-Hit the Zenput Menu button

-Select "My Submissions”

This section is sorted in chronological order,
so if you just submitted a form, it should be at
the top of the list. If you are still not sure, you
can always use the search bar to find the
location and verify your submission with the
date and time.

28



Zenput Troubleshooting Tips

We pride ourselves on the stability
and usability of the Zenput app.
However, you may occasionally run
into some technical issues.

Here are a couple steps that will
usually resolve any issues you may
be having

Zenput.

-Restart your Device.

-Log out of the Zenput app and log back in. (If you have drafts or
pending uploads saved, skip this step. Logging out will delete all
your saved drafts and pending uploads)

-“Force quit” the Zenput app and reopen.
-Log out of Zenput, restart your device, and then log back in.

-Try deleting the Zenput app from your device and reinstalling.
(You will lose any drafts or pending uploads)

29




Additional Resources

How-to articles and troubleshooting tips can be found in the Zenput knowledge base at https://support.zenput.com/. Our Support team is
available between 6:00 AM and Midnight Pacific Time and can be contacted by sending an email to support@zenput.com or via live chat
from inside the app.

When to contact Zenput:

- The mobile app isn't working correctly on my device

- I'm having photo or camera problems when filling out a form

- My completed form won't submit

- I'm not receiving automated emails from Zenput (such as copies of completed submissions or a password reset link)
- Other technical issues specific to your account or device (not company-wide)

When to contact your Zenput company admin:

- | have suggestions for improving the content or format of the questions on one of our checklist/audit templates

- | am assigned to complete a task at a site that doesn't belong to me

- 1 don't have access to the correct forms from my account

- I don't think | have the appropriate permission/access level on Zenput

Zenput. 30



https://support.zenput.com/

