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PART 1:  HYGIENE MONITOR SET UP GUIDE 

INTRODUCTION 

This set up guide should ensure that you are able to set up the Hygiene Monitor in preparation for use and 
guide you through the installation of the Hygiene Monitor software. 

CONTENTS 

Enclosed in the boxes we have sent you should find : 

1. Professional Plus/ULTIMA Hygiene Monitor. 

2. Operator Cards (small bronze chip). 

3. Set up cards (large bronze chip). 

4. Data download cards (large bronze chip). 

5. Smart card reader/writer (if ordered). 

6. Hygiene Monitor Software CD. 

7. Fixing screws and raw plugs. 

8. Keys for locking/unlocking your monitor. 

INSTALLING YOUR MONITOR 

Please follow these instructions to set up your monitor ready for use.  

1. Fix your monitor to the wall in the location you choose.  

PLEASE NOTE! 

Please ensure that the fixing screws and raw plugs are suitable for the wall to which you are mounting the 
Hygiene Monitor. 

 

2. Carefully remove the protective film on the LCD screen and the Perspex (this is often left on to 
ensure you receive your monitor in optimum condition).  

3. Open the monitor using the keys provided, and connect the battery pack:  
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PLEASE NOTE! 

Mains operation users should connect the transformer using the appropriate jack plug. Ensure that you 

connect the transformer using the 6V setting.  

4. Should the buzzer sound, reset the monitor by turning it off and back on again.  

5. To set/adjust the clock and/or adjust the contrast on the LCD screen, follow the following 

instructions: 

Figure 1 
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a. Very carefully lift the LCD glass and electronics circuit board which is held on with Velcro 
fastening (be particularly careful not to part the LCD glass screen from the electronics circuit 
board) as shown in Figure 2. 

 

b. To adjust the clock, hold down the RED button for approximately 8 seconds: 

Figure 2 

Figure 3 
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c. The first two digits will start to flash. Release the red button and then hold in again for 5 
seconds. The number should stop flashing, allowing you to change the setting. 

d. To do this, tap the button – each time you do so it will select the next number.  

e. Once you are at the desired number, hold down the button again for 5 seconds. This will then 
allow you to move on to the next digit to be set.  

f. Continue doing this through the time, date, day and year settings.  

g. To exit from this mode, leave the monitor for approximately 10 seconds, or hold in the red 

button for 10 seconds. The monitor will return to its operational state.  

h. Carefully replace the LCD display and electronic circuit board. Close and lock the monitor 
door. 

6. To adjust the contrast on the LCD display, follow these instructions:  

a. Very carefully lift the LCD glass and electronics circuit board which is held on with Velcro 

fastening (be particularly careful not to part the LCD glass screen from the electronics circuit 
board). 

b. Using a small screwdriver, turn the BLUE screw button until you have reached the desired 
contrast setting. 

Figure 4 
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c. Carefully replace the LCD display and electronic circuit board. Close and  lock the monitor 
door. 
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PART 2:  HYGIENE MONITOR SOFTWARE 

INSTALLATION GUIDE 

INTRODUCTION 

Please follow these instructions to install the Hygiene Monitor Software. If you have an I.T. department, you 
may find it useful to contact them to install and authorise the program. Many companies have I.T. policies 
which state that authorisation must be sought before installing any new programs, so it is important that you 
check your company I.T. policy. 

The program has been written specifically for THE HYGIENE COMPANY, and is optimised for use with 
Windows XP. It also runs with Windows Vista and Windows 7. 

PLEASE NOTE! 

Do NOT plug the smart card reader into the computer until the software has been fully installed.  

VISTA USERS 

If installing on the Vista operating system, please ensure that it is installed with Administrator Rights. If you are unsure, 

you may wish to take advice from your company I.T. department. There may be an issue with the „USER ACCOUNT 

CONTROL‟ under the security settings, which may need to be temporarily disabled. Please see the further information 

section at the end of this guide for advice. 

INSTALLING THE PROGRAM FROM A CD 

1. Insert the CD in to the CD drive. The program should start automatically, although Vista users may 

have to double-click „Run setup.exe‟ in an „AutoPlay‟ pop-up box. 

PLEASE NOTE! 

If the CD does not automatically start, go to My Computer (XP) or Computer (Vista). Open the CD drive 
and find the file „setup‟ and double-click on it to start the process. 

2. The InstallShield Wizard will open: 

a. Select „Next >‟ 

b. Choose the destination folder that you wish the software to be saved to. Select „ Next >‟ 
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c. Click „Install‟ 

d. A status bar will show the progress of the installation – wait until this stage is completed. This 

may take several minutes 

e. Select „Finish‟ 

3. The InstallShield Wizard will reappear to install the Smart Card Reader  

a. Click „Next >‟ 

b. Click „I accept the terms in the license agreement ‟ and then select „Next >‟ 

c. Enter a User Name and the name of your Organisation in the relevant text boxes.  

d. Choose whether to install the application for anyone who uses the computer or the current 

user only by selecting the relevant option button (it is recommended you select „anyone‟  

e. Click „Next >‟ 

f. Select „Complete‟ 

g. Click „Next >‟ 

PLEASE NOTE! 

If at this stage the options shown are „Modify‟, „Repair‟ and „Remove‟, the smart card reader has already 
been installed. Select „Repair‟ and then „Next > ‟. 

h. Click „Install‟ 

i. A status bar will show the progress of the installation. This may take several minutes  

j. Click „Finish‟ 

The installation is now complete. You may be asked to restart the computer. If so, close all open programs 

and click „Yes‟. Once the computer has been restarted, plug the SCR335 Smart Card Reader into an empty 
USB slot. The computer should indicate that the card reader is ready to use, although this may take a couple 
of minutes. 
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INSTALLING THE PROGRAM FROM A DOWNLOADED ‘ZIP’ FILE 

If you have installed the program from a CD, please proceed to the next step „ Setting up the software ‟. 

Follow this link to access the program: http://thehygienecompany.com/cd.html 

1. Click on the link „Click here to download the install program‟ as highlighted in Figure 5 

 

 

 

 

Figure 5 

http://thehygienecompany.com/cd.html
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2. Select „Save‟: 

3. Save the file to a temporary folder, and make a note of where you have saved the file 

4. Locate the temporary folder using My Computer (XP) or Computer (Vista/Windows 7) and open the folder 

5. Double click the file „setup‟ 

6. Now follow the instructions from step 2 of the CD instructions above 

Figure 6 
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SETTING UP THE SOFTWARE 

Before opening the software, ensure that the Smart Card Reader is connected to your computer 

via a USB port. You may now open the Hygiene Monitor Setup Utility. 

You will be greeted by the options screen, with four selections: 

 Configure Hygiene Monitor Unit 

 Display Manager Card Data 

 Create or Change Operator Card 

 Admin 

ADDING A NEW SITE 

 

Figure 7 
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1. Select „Admin‟, as highlighted in Figure 7 

2. Select „Add new site‟ as highlighted in Figure 8 

3. Enter your site name. For example, in Figure 9, the site name is „Site A‟ 

4. Press „OK‟ 

Figure 8 

Figure 9 
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ADDING A NEW UNIT 

After adding your site, you can add a unit. After adding a site, you will be directed back to the options shown in Figure 

8. This time, select „Add New Unit‟: 

1. Type in the name you wish to assign to the unit. For example, in Figure 11 the unit is named „Ground Floor 

Mens‟ 

 

2. Make a note of the Unit Number that is automatically assigned as you create a new unit, as highlighted in 

Figure 11 

 

CREATING OPERATOR CARDS 

1. Go back to the main menu (Figure 7) 

2. Select „Create or Change Operator Card‟ 

3. Insert a blank operators card into the Smart Card Reader as per the on screen instructions: 

 

Figure 10 

Figure 11 
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PLEASE NOTE! 

Operator Cards have a small bronze chip 

Figure 12 

Figure 13 
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4. A new menu will appear: 

5. Enter the name of the operator 

6. Select the appropriate functions for the operator cards: 

a. Reset Timers is a default setting, allowing the operator to reset the Monitor once facilities have been 

inspected 

b. Clock In is a setting that allows the Monitor to be used for clocking in and out 

7. Select the site relevant to the operator 

8. Press the „Programme Card‟ button 

9. A pop-up asking for confirmation will be shown: 

Figure 14 
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10. Select „OK‟ 

11. Once the card has been correctly programmed, a confirmation message will be shown: 

12. Remove the Operator Card from the Smart Card Reader and mark the operator‟s name on it 

CONFIGURING THE HYGIENE MONITOR 

1. Go to the main menu (Figure 7). Select „Configure Hygiene Monitor Unit‟. 

2. The set-up screen will be shown: 

Figure 15 

Figure 16 
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Figure 17 

3. Select the type of model you have purchased using the drop down menu highlighted (A) in Figure 17. Also, 

ensure that you give the monitor a unit number, and select the checkboxes for „Setup Unit Number‟ and 

„Setup Site Code‟ in order to best make use of the data supplied by the monitor. This will ensure that the 

correct options for your model are shown. 

4. Now you can carefully select the required set-up for your monitor: 

B. There are various operating mode options: 

a. Countdown: Selecting this will allow a visible countdown to the next scheduled inspection. 

b. Minutes only: This means that the next scheduled countdown will be shown in minutes. 

c. Negative Counts Allowed: This allows the monitor to display a negative count, therefore showing 

when an inspection is late. 

A 

B 

C 

D 

E 

F 
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d. Display clock: The clock is visible on the monitor. 

e. “Clock In” modes: Selecting this will allow the monitor to record the times an employee clocks 

in/out. 

f. “Reset” by Smart Card: Ensure that this check box is selected. 

g. “Reset” by Switch/magnet: Ensure this check box is not selected. 

h. “Reset” by IR:  

i. Sound ON: Selecting this check box will allow the monitor to repeatedly beep when an inspection 

is due, with the time delay between beeps determined by the time placed in the text box next to 

the check box. 

j. Switches ON: This check box allows the customer feedback switches to be used if you are using a 

relevant monitor type. The „poor presses‟ text box allows you to set a limit to the number of 

times a poor press will be recorded in succession. For example, „5‟ means that the „poor‟ button 

will only record five successive presses at one time, which is restarted once a different button is 

pressed. 

C. You can now select the „Display Modes‟: 

a. Date: Displays the date on the monitor. 

b. Day of Week: Displays the day on the monitor. 

c. Day/Date only with clock: As the clock is displayed at intervals, in sequence with the countdown 

to the next inspection, you can check this box to show the day and date only when the clock is 

showing. 

d. Memory Bars: Displays the amount of memory available in the monitor. 

e. Battery State: Displays the amount of energy remaining in the battery. 

f. Logo: Displays „The Hygiene Company‟ logo. 

g. Flash “Inspection Now Due”: Once the countdown to the next inspection has reached zero, 

the „Inspection now due‟ message is displayed. 
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h. Date style: Select the date style you wish to display. 

D. These are the Clock settings: 

a. Automatic Daylight Saving Adjustment: Checking this box allows the Hygiene Monitor to make 

automatic adjustments to the clock as the time changes between GMT and BST. 

b. Clock Style: Choose how you wish your clock to be displayed. 

c. Display RATIO: Change the RATIO according to how long you wish the clock and inspection due 

time to be displayed. A ratio of 5-5 means that each will be displayed equally for 5 seconds. 

E. These are the reset values: 

a. “Day” Reset Value: This is the number of minutes between each inspection during the day. A 

setting of 60 will therefore mean that the monitor will count down 60 minutes between each 

inspection. 

b. “Night” Reset Value: This is the number of minutes between each inspection during the night. A 

setting of 120 will therefore mean that the monitor will count down 120 minutes between each 

inspection. 

c. “Night” Start Time: This is the time you wish the night to start. You can adjust the time for each 

day of the week, therefore allowing for different weekend shifts for example. 

d. “Night” End Time: This is the time you wish the night time to end and the day time to therefore 

begin. 
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CREATING A SET UP CARD 

1. You can now insert a BLANK SETUP CARD (with a large bronze chip) into the card reader: 

 

Figure 18 

2. Click „Make Setup Card‟ (F, in Figure 17). 

3. A message will appear: 

 

Figure 19 

4. Click „OK‟. After a few moments another message will appear: 
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Figure 20 

5. Click „OK‟. 

6. Remove the Set Up Card from the Card Reader and insert it into your monitor. The slot is located at the bottom 

of the monitor. 

7. The monitor will automatically read the card. 

PLEASE NOTE! 

Allow the monitor enough time to read the card. During the process, the monitor will display „load‟, and once complete 

„done‟. Removing the card too soon will cause the monitor to emit a loud beep. 

8. The monitor set up is now complete; inserting an Operator Card will now reset the monitor and start the 

countdown to the next inspection due time according to the setting you have made. 

CREATING A DATA DOWNLOAD CARD 

1. Go to the main menu (Figure 7). Select „Admin‟. 

2. Insert a Data Download Card into your Smart Card Reader: 

PLEASE NOTE! 

The Data Download Card has a large bronze chip! 
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Figure 21 

3. Under the „Manager Cards‟ section, select the site you will be operating in: 

 

Figure 22 
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PLEASE NOTE! 

Do not tick the check box „Read FULL data‟ unless you want to read the full contents of the memory chip every time 

you insert the card. Reading the full data will take 3-4 minutes. If you are reading data from more than one site, select 

„Any Site‟ under the drop down box „Site‟. 

4. Press „Create/Clear Manager Card‟. 

5. A pop up box will appear; press „OK‟: 

 

Figure 23 

6. Once programmed, another pop up box will appear; press „OK‟: 

 

Figure 24 

7. Your Data Download Card is now programmed. 
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PART 3:  DATASHEET USER GUIDE 

INTRODUCTION 

The Hygiene Company Datasheet transforms data from a simple list into a series of charts and a formatted 
report at the click of a button. The pages are formatted to print in a report that is well presented and easy to 
understand. 

The sheet works using macros which are a built in feature in Microsoft Excel. Macros are safe when from a 
trusted source, and all macros in this datasheet have been tested. However, occasionally macros can fail. If 
this happens, contact me and I should be able to fix any problems.  

It is important to keep a spare version of the sheet saved somewhere as sometimes trying to resolve any 
issues can be done by simply reopening and starting again.  

OVERVIEW 

The datasheet is split into four tabs: 

PASTE DATA HERE: This tab is where the data from the csv file, which is created during the data download 
process, is pasted. 

REPORT: This tab has a tidied up and clearer version of the csv file data.  

DASHBOARD: This tab contains a breakdown summary of all of the data, presented in a series of graphs 

and tables so that the data can be analysed quickly. 

CUSTOMER FEEDBACK CHARTS: For monitors with customer feedback buttons, data is collected and 
shown here in graphical form to show when customers are happiest with the cleanliness of facilities.  

DOWNLOADING DATA 

To download data from your Hygiene Monitor, insert the relevant Data Download Card into the monitor . 
Once the card has been read, the monitor will display „done‟. 

IMPORTANT! 

Do not remove the Data Download Card from the Hygiene Monitor until „done‟ is shown on the LCD 
display! 



THE HYGIENE COMPANY   

 26 

CREATING THE CSV FILE 

1. Insert the Data Download Card into the Smart Card Reader. 

2. Open the Hygiene Monitor program, and from the Main Menu, select „Display Manager Card Data‟. 

3. Data is saved to a csv file in the location you have saved the Hygiene Monitor application. A pop up box 

will appear: 

 

Figure 25 

4. If you are happy to clear the card, press „Yes‟. If this is your first time using the card and have not yet 

checked to find where the file is saved to, you may be happier to select „No‟ until you are happy you can find 

the file. 

5. Another message will appear: 

 

Figure 26 

6. Press „OK‟. Your data is now ready to analyse. 
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PREPARING THE DATASHEET 

1. Retrieve the csv file you have just created. This will be saved in the „C‟ drive in a folder named „Hygiene 

Monitor‟. For example: 

Computer > OS(C:) > Program Files (x86) > Hygiene Monitor 

2. Open the Datasheet. 

3. Enable the macro‟s by following these steps: 

a. Office 2003 Users and earlier: 

Upon opening the Datasheet, you should be greeted with a message box asking if you wish to enable 

the content in the spreadsheet. Simply ensure that you allow the macros to run by enabling the 

content. 

If you are not greeted with the message box, your macro security may be set to „high‟. Consult the 

Microsoft Excel help pages for information on removing the high security. 

b. Office 2007 Users: 

i. Press „Options‟ under security settings: 

 

Figure 27 

ii. Select „Enable this content‟ and „OK‟: 
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Figure 28 

iii. The opening macro will now run and you will be taken to the „Paste Data Here‟ tab. 

4. Go back to the csv file. Click in cell A1 if the file name is „unit‟ followed by a number (e.g. unit1), or cell C1 if 

the file name starts with „site‟ followed by a number (e.g. site10732). 

5. Hold down „Ctrl‟ and „Shift‟, and press the down key. Continuing to hold down „Shift‟, tap the right arrow 

until all of the relevant data is highlighted: 
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Figure 29 

6. Press „Ctrl‟ and „C‟ together. The highlighted data should now have moving dashes around the outside edge 

like in Figure 29. 

7. Go to the „Paste Data Here‟ tab in the Datasheet. 

8. Select the yellow highlighted cell (A1): 

 

Figure 30 
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9. Go to „Paste Special‟ (for Office 2003 users follow Edit > Paste Special): 

 

Figure 31 

10. Select „Values‟ and „OK‟: 

 

Figure 32 

11. The data will now appear in the tab as it appears in the csv file. 
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12. Press the „Process Data‟ button: 

 

Figure 33 

13. Once processed, a pop-up box will appear. Enter in the name of the report: 

 

Figure 34 

IMPORTANT! 

Avoid using characters like / @ [ ] etc. when naming the report.  

14. Press „OK‟. 

15. A new pop-up box will appear. Press „OK‟: 
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Figure 35 

16. The reports are now complete. 

USING THE DATASHEET 

The following is an overview of how to get the most out of the Datasheet, broken down page by page. 

THE REPORT TAB 

This tab is a tidy version of the csv file. It may be useful for further analysis if you wish to carry any out. It is set up 

ready to print. If the page setup does go wrong however, ensure that you set the print area to columns A-G only. 

THE ‘DASHBOARD’  TAB 

The Dashboard is an overview, in graphical and tabular format. The page is split into sections which are explained in 

Figures 36-38. The page is setup and ready to print. 

The top of the Dashboard shows the report name and the date range for the data contained within the report. 
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SUMMARY 

 

Figure 36 

The summary section is made up of four parts: 

1. The Summary Table: An overview of how many inspections were made that were on time, up to 15 minutes 

late, 15 to 30 minutes late, 30 to 60 minutes late or more than an hour late. There is also an average of the 

minutes ahead or behind schedule for inspections shown in the grey box. 

2. The Summary Pie Chart: This is a chart version of the Summary Table, with percentages shown for each 

category, which is colour coded according to the summary table. 

3. The Summary Bar Chart: This is a chart version of the Summary Table. 

 

 

 

 

1 

 

2 

 

3 
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THE STAFF PERFORMANCE OVERVIEW 

 

Figure 37 

The Staff Performance Overview offers an insight into the standards being achieved in terms of washroom attendance. 

The first part contains a summary of the number of washroom checks which have taken part during the date range and 

the number of customer feedback presses which were made during the date range. 

The main table shows the number of washroom inspections made within the time periods (categorised as Terrible for 60 

minutes + late, Poor for 30-60 minutes late, Fair for 15-30 Minutes late, Good for up to 15 minutes late, and Excellent for 

on time inspection attendance). The bottom row shows the percentage of inspections which fall within that category. 
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STAFF MEMBER PERFORMANCE TABLE 

 

Figure 38 

This table shows the data for up to 25 staff members. The data is categorised into the same five categories – Terrible, 

Poor, Fair, Good and Excellent – and shows the number of times they achieved an inspection within the timeframe for 

each category. There is also a „Total Resets‟ column, showing the number of inspections carried out by the member of 

staff and an average column showing the average time ahead or behind schedule they were with their inspections during 

the report‟s time period. 

CUSTOMER FEEDBACK SUMMARY 

 

Figure 39 
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The Customer Feedback Summary Table shows how many presses were made by customers against the four categories 

they can choose from on the front of the Hygiene Monitor. The second row shows the percentage for each category. 

The last time the report was updated is also shown in the bottom corner as highlighted in Figure 39. 

THE ‘CUSTOMER FEEDBACK CHARTS’ TAB  

The Customer Feedback Charts are a graphical summary of the times that customer feedback was given, allowing an 

analysis of when inspections may be increased to meet customer demand or when a particular shift is doing a good job. 

 

Figure 40 

The first (Figure 40) is a line chart showing the number of presses made in each hour by category. 
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Figure 41 

The second (Figure 41) is a bar chart showing the average percentage of feedback presses in each hour by category. 

SAVING THE DATASHEET 

When you have processed data from a csv file through the Datasheet it is a good idea to save this as a new version of 

the datasheet to ensure the structure of the Datasheet remains intact. 

Indeed, it is also a good idea to save a separate version of the Datasheet in a different location as problems you may 

encounter are easily rectified when starting with a fresh version. 

PROBLEM SOLVING 

In the first instance, try opening a fresh version of the Datasheet, but if problems persist, contact The 

Hygiene Company. 
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