USERGUIDE

Versionl.31

start
sofmware

'




ALPHA TRACKER USER GUIDE DOCUMENT CONTROL

DOCUMENT CONTROL

Document
AlphaTrackerUserGuide
Current Version
Version Date Issued Pages Reason For Issue
131 Dec2025 All Wallboard recalculation§n 6.6) Master

Project List figureén 4.4) Automatic emailing
of asbestos survey repor{¢0.5.2) Managing
Asbestos Appointments (&), Identifying

projects not scheduled (6.11nvoicing 12.2),
CRM, No Quality Contact (within 90 days)

(13.5.3), Multiple survey reports (10,8uto-
chasing quotes (3.4p5ample tracking (8.12)

Previous Versions

Version Date Issued Pages Reason For Issue

1.30 Mar 24 All All screens. Searching, Sales menu, hotspot
labels, new document flag, document folde
backups, appointments, contact details, ney
screen captures, Sharing Data on the Clier

Portal

1.29 Dec 221 All Entering fibre analysis, Checking analysis
results, Staff calendar, Map scheduling, Projg
pipeline, Defaults on project type, Projects
ready to invoice, Appointment status, Auto
numbering, Duplicating projects

1.28 Sept 2@1 All Additional contacts, hotspotting drawings,
emailing from Documents folder, quick
searches, account management, milestong
templates, bulk sample screens, projects
dashboard, projects ready to invoice.

Version 131 qurf Page2
software



ALPHA TRACKER USER GUIDE

DOCUMENT CONTROL

Version Date Issued Pages Reason For Issue
1.27 Nov 20 All New Fibre Analysis screencluding audit trdi
Calendar changes, Quotations and folops,
Validator.
1.26 Jan 2@0 All Notification emails. Receiving bulk samples
the Client Portal.
1.25 Apr 2019 All Staff Training screens & equipment, suggest
appointments, Calls/Tasks screens, Find §
Replace, minor amendments
1.24 July 2018 All GDPR, QR codes, AlphaValidator, Survey D
screen, Clients, Sites, Setup screens,
Quotations, Staff Training Matrix, Uploading
files, Client logging of enquiries, Copying sur
data
1.23 | April 2017 All Searching, phone number
1.22 Dec 2016 All QR codes, Projects Dashboard, Client View
Register, Projects Ready To Invoice, Closif
projects
1.21 Nov 2016 All Changed plan images
1.20 Sept 2016 All General updates.
1.19 | June 2016 All Excluding PDFs from transfers. Client Porta
Hotspots.
1.18 May 2016 All Removals/remediation.
1.17 March All Alpha keyboard shortcuts
2016
1.16 | December All December 2014 and Jan 2015 release item
2015 (See release notes on website for details.)
Survey sharing between systems. Updated L
checking.
1.15 | December All November 2014 release items. (See releas
2014 notes on website for details.)
1.14 | November All September 2014 and October 2014 releasd
2014 items
1.13 August All August 2014 release items, QBF searchin
2014
1.12 July 2014 All Extra status in job allocation, exporting to Sa
receiving cash payments. July 2014 releas
items

Version 131

start

Page3

software



ALPHA TRACKER USER GUIDE DOCUMENT CONTROL

Version Date Issued Pages Reason For Issue
1.11 July 2014 All Updates to Rénspections, reusing survey
data, job allocation and acceptance, data
validation
1.10 July 2014 All Updates to Rénspections, CRM added, auto,

numbering of survey items, updated quotatio|
screens, contracts

1.9 July 2014 All Reinspections, actions from Sites, new

site/quote/project from client, generating a

quotation document, export to excel, multi

type and multi site quotes, updated screeng
and fields

1.8 May 2014 All Report parameters, duplicating multiple
projects, draft reports, uploading files,
removing group from not current staff

1.7 May 2014 All Fixed/variable priced jobs, updated fibre
analysis screens

1.6 Mar 2014 All Reports & Timesheets, Master & spiojects,
Key Milestones added

1.5 Mar 2014 All Lab Checking, Duplicating, Choose Task
options, Site Address and Milestones on ne
projects added

1.4 Jan 2014 All Updated screens and extra features in Setu
and Invoicing

1.3 Nov 2013 All Office setup and Synchronising Calendard
added

1.2 May 2013 All Logo changed

1.1 May 2013 All Scheduling added

1.0 April 2013 All First draft

Trademark Acknowledgement

Microsoft Word Microsoft Excend Microsoft Accesare registered trademarks of Microsoft Corporation.
Google Calendar and Google Maps are registered trademarks of Google Inc..

nAlpha Anywhere is a trademark of Alpha Software Corporation

All other trademarks are the property of their respective owners

Version 131 SfGr'I' Paged4
software



ALPHA TRACKER USER GUIDE CONTENTS

CONTENTS

1. MAINTAINING CLIENTS... .o e 10
11 YN (o 1Yo = W 1=V o] 1= o) PP 10
1.1.1 Entering client detailS..........couuiiiiiiieiieeec e 10
1.1.2 Adding additional contact detailS...............uiiiiiiiiiieiriiiii e 12
1.1.3 Recording SiteS for @ ClIEML.........coveiieiie e 12
1.2 Editing client detaiils..........oooiiiiiiii e 15
1.3 Maintaining client data protection detailS............ooooiiiiiiiiier 17
1.4 Searching in AIPNa TIACKEL..........ouiiiiiiiiiiii e 19
15 Using Keyboard SHOMCULS...........uuuiiiiiiiiiieee e 21
2. MAINTAINING SYSTEM DATA ... 22
2.1 Maintaining General SEtUP JALaA.........ccouviiiiiie e 23
2.1.1 Maintaining ProjECt STALUS. ........uuuurutiitiiiiiis e ee e eeeeeeeibbb b e e e 23
2.1.2 Maintaining PrOJECT YPES. ..uuuuuiniiie et 24
2.1.3 MaINTAINING FOIES .. .uuttitiiiiie ettt eeee bbb e e e e e e e e e e eeebeee 27
2.1.4 Maintaining Staff..........oooiiiiiiii 27
2.1.5 Maintaining extra fileldS..........covvriiiiii e 29
2.1.6 Maintaining extra fields dropdOWRS...........ccoovviiiiiiiii e 31
2.1.7 Maintaining OffiCES... . iiiiieeeii e e 32
2.1.8 Maintaining Key Mile@StONES........ciieiiiiiiii i e eeae 33
A e TV = 11 g1 =TT 1 o = L= 34
2.1.10 Maintaining CRM aCtiON tYPeS.......ccveeiiiiieeeeeeieee et e e e et e e e e eeaeereenan e e eeeenes 35
2.1.11 Maintaining contract [engths............ccooooiriiii i 36
2.1.12 Maintaining COSt CENIIES.......uuueieeeeeeiii e e e e e e e e e e e e e enm e e e e e e e e e eeeannns 37
2.1.13 Maintaining departMeNntS...........uiieeiiiiiiii e e ee e e e e et eeea e e e e eeraa e e eaeees 38
2.1.14 Maintaining paymMent teIMS.........uuuiieeiieeiie e e e e e e e e e e e enm e e e e eeaa e e e 38
2.1.15 Maintaining report iSSUE MEASONS..........uuuieeereeriiieretiiiieerrerstnseeeeeesnneenreaaeeaeees 39
2.1.16 Maintaining turnaround ValUES............ccuuuuiiiiiiiice e e e 39
2.1.17 Maintaining VAT COUES.......ccvvvviiiiieeieeiieeeeiiie e e eeeeiiien e e eesieensennin e eennnnnnneeeee s A0
2.1.18 Maintaining aborted rEaSONS..........uiiieiiieeiiseeei et e e e e e e e e eaaras 41
2.1.19 Maintaining eqUIpPMENt tYPES.......ccvvvvviiiieeeeeiiieeeiiiis e e e eeriin e e e eerieereeninn e e eeeen 42
2.1.20 Maintaining tEAMS......ccuuiiieeiieeiie e e e e e e e e e et eeeea e e e s e aaaa s e e e eeeena s eenansd 42
2.2 Maintaining Lab and SUurvey data............cooiiiiiiiiicee e 43
2.2.1 Maintaining apprOaChEs..........ciieiiiiiiiii e enm e e e e e e e e 43
2.2.2 Maintaining ashestOS tYPES.....uii i i 44
2.2.3 Maintaining condition ValUBS...........coiiiiiiiiiii e eee e 45
2.2.4 Maintaing lab backfill detalls............ccccooiiiiiiiiei s 46
2.2.5 Maintaining 1ab 100KUP data..........cccooiiiiiiiiii e 46
2.2.6 Maintaining the materials list.............cccvvviiiiiiicce e AT
2.2.7 Maintaining the priority assessment values.............cccccvvvvvicciiieeeeeeeeeeeenn 48
2.2.8 Maintaining default priority asSEeSSMENE SCOLES.....coiiviiiiieeeeeeiiieeeiieee e 48
2.2.9 Maintaining reComMMENUALIONS. ... .uuuuuiiiiiiee e e e eeeiiiiiirs e e e e e e e rnneee e 49
2.2.10 Maintaining standard COMMENTS.........cooiiiiiiiiiiiiiee e 49
2.2.11 Maintaining surface treatment ValUBS............couuuiiiiiiiiieniiiiieieeeeiiiiiiiie e 50
2.2.12 MaintaiNiNg SUNVEY LY PES . .uiiiiii ettt e e e e e e e 51
2.2.13 Validation for fibre analysis..........ccoooeeiiiiiiii 52

Version 131

start
soffware



ALPHA TRACKER USER GUIDE CONTENTS

3. QUOTING FOR WORK. ... .ottt am e e e e e eana s 53
3.1 Creating @ NEW QUOTATIONL ... ..uuueeis e eeeeitb bbb e e e e eee bbbt r e e e e e e e e e enerneed 53
3.2 Displaying and editing an existing qUOLatioN..............ouiiiiiiiiiee e 56
3.3 Generating and printing & QUOLATIAN .............uuuuuriiiieeeeeeeeeeeeiiieib bbb e e e eeeeeeeeeeeeeeeee 58
3.4 Following Up OPen QUOLAIONS ........eeiiiiiiiiiiiiiiiaee et e et e e e e e eeeee bbb eeeeeeaaes 59
3.5 Converting a quotation 10 @ PrOJECL.....coii i 63
3.6 Monitoring enquiries from the Client Portal...............ooiiiiiiiee e 66
4, WORKING WITH PROJECTS... .o em e 67
4.1 Creating @ NEW PIOJECL .. .uuuuueiiee et e e e eet bttt e e e e e e ee bbb a e e e e e e e e e e nnnaaaaaans 67
4.2 DUPHCALING 8 PrOJECT. ... e 75
4.3 Displaying and editing an eXisting ProjeCl..........ooviiiiiiiiiiiiee e 77
4.4 Grouping Projects t0GEINEL........oi i 80
4.5 Monitoring projects on the Projects Dashboard..............ccovviiiiieeiiiiiiiie e 82
4.6 Displaying progress in the project Pipeline...........coooov i iiieeii e 83
5. WORKING WITH SURVEY.S... .ot vme e 85
51 SEHING UP 8 SUINVEY ...t e ettt ettt e e e e e e e e e 85
6. SCHEDULING PROJECTS. ...ttt 88
6.1 SCheduling @ NEW PrOJECT. ...uuuuiiiiiee i eee e eee bbb e e e e e e e eneeeeed 88
6.2 Editing and mMOVING @ PrOJECL......cooi i 92
6.3 Showing photos on the calendar............oooo i, 94
6.4 Suggesting available appointment tIMeS............ooviiiiiiiiiiie e 95
6.5 Checking the calendar Change LOg...........uuuuuruiiiieee e 96
6.6 UsiNg the WallDOAIT. ............uuiiiiiiiiiieee bbb e e e e eeeeeaeee 98
6.7 Y F=T o] 1] T I o] £0) =T ot iR SSPUPPPPPPPPY. 99
6.8 Job allocation and SChedUIING...........uuuiiuiiiier s 100
6.8.1 AllOCAtNG JODS ...ttt 100
6.8.2 Monitoring jobs you have allocated................coooviiiiiiceii 101
6.8.3 Viewing and scheduling jobs allocated to YOU.............cccvvviiiiiieeeeeiiiiniiiiiiiieeinns 102
684 | OOSLIiAYy3 LINR2SO0.A.2)..Ly.2.0KSNRA...0.S. KO3t F
6.8.5 Viewing your unscheduled Projects.........coeeevvieiiiiiiiee i eee e 103
6.8.6 Checking the scheduled status of your accepted.jobs...........cccccveivieecviierennnnnn, 104
6.9 Scheduling WeeKeNd tEAMS...........uuiiii e e et e e e e et e eeeeeran 105
L2000 T Y/ o o JETod 1= T (1] 1oV 5P 107
6.10.1 Creating the SUPrOJECES.......ccoiiiiii e e e 107
6.10.2 Displaying the suprojectsinalistand on amap.......cccoocevvviiiiiieiieeneeeceveeee, 108
6.10.3 Schedule appOiNtMENTS........cciiiiiiii e e e e e e e s 109
6.10.4 Routing the appoiNtMENES.........ccuvviiiii e e e e e e e e 111
6.10.5 Send SMS messages to the site contacts.........cccoooeeiiiieeriiii e, 112
6.11  Identifying projects not scheduled...............oooiiiiiiiiee i 113
6.12 Managing asbestos apPOINIMENLS..........uuuuuiiriiiiii et e e e e eeeeeeeeeeerereene 115
7. CARRYING OUT THE SURVEY......ouiiiiiiiiiiieei et 117
7.1 RECOrding SUNVEY FESUILS.........eviiiiiiiiiiiiiieee et r e e e e 117
7.2 REVIEWING SUIVEY JALA.........ciiiiiiiiiiiiiiiieee e ettt eee e e e e e e eeeeb bbb aaeeeeeeas 119
7.3 REUSING SUIVEY ALAL.......ce i e e eeeeas 124
Version 131 SfGr'I' Page6

software



ALPHA TRACKER USER GUIDE CONTENTS

7.4 Moving data from one project to another............coooiiiiiiiiiii e 128
7.5 Copying survey data to @ NEW PrOJECL........ccviiiiiiiiiiiiieee et 129
8. ENTERING LAB RESULTS. ...t 130
8.1 Entering external lab results manually...................uuiiiiiriiiiiiiiii e 130
8.2 Entering fibre analySiS.........ooveiiiiiiiiiiieen e 131
8.3 Setting default fibre analysis SEttiNgS.........oooiiiiiiiiiiiiee 135
8.4 Updating the Survey With r@SUILS. ... 137
8.5 Entering analysis results by a remote.lab.................ueeiiiiiriiiiiiiiii e 138
8.6 Checking analySiS MESUILS. .......coieeieiei e 139
8.7 Resolving diSputed analySiS...........uuuuuuiiiueiiiaer i 142
8.8 Searching for 1ab analySis rECONAS. ........cooiiiiiii e 143
8.9 Displaying a summary of the 1ab analySiS.............uuuueeiiieeriiiiiiiiiii e 144
8.10  Displaying Lab WarNiNGS.......ooieeeeeiiiiiie et ee e et e e e et e e e e e e e e et e e e e eeeetnn e e e e nmaeees 144
8.11  Checking the audit 10Q.......cuuuuieeiiieii et e e e e 145

8.11.1 Inspecting the audit log for individual records..........c.cccviiiiiiecer i, 145

8.11.2 Querying the full audit 10g........cceveeiiie e e 146
8.12  SaMPIE traCKiNg ......cooi i 148

8.12.1 Using manual sample tracking .........ccoooiiiiiiiiiiiie e 148

8.12.2 Using barcode sample traCking.........cooouviiiiiieeiieeeiiiiiiee e 150
9. USING BULK SAMPLE PROJECTS......cco i 157
9.1 Creating a Bulk Sample ProjECL......ccovvieiiii e ceiecee e e e 157
9.2 Recording Bulk Sample analysis reSUItS..........ooviviiiiiiiceei e 159
9.3 Loading the Bulk Sample analysis reSUILS.........cccuuiiiiiiiice e 160
9.4 Receiving bulk samples via the Client Portal..............ccoovieiiee i, 161
10. PRODUCING THE SURVEY REPORT........coiiiiiiiieii e 162
10.1  Checking the survey is COMPIELE...........oiiiiiiiiii e eee e e 162

10.1.1 Validating from Survey DetailS.........ccoeuuiiiiiiiiiice e 163

10.1.2 Validating from SUrvey Data...........cooeevviiiiiiiieeeii e eee e e e 165
10.2  Generating the SUINVEY FEPOLL.......cciveiiii e e et ee et e e e e s e e e e e et ee s e et e e e e eenreaeeeaeenes 167
10.3  Viewing and editing the FEPOKL........uu i e 169
10.4  Uploading reports and other fileS..........coovuiiiii e 171
10.5 Emailing files t0 YOUr CHENLS..........uuuiii e e e e e e e e aeean 173

10.5.1 Emailing files from the Document folder.............ccoeiiiiiiiiceriiii e, 173

10.5.2 Automatic emailing of asbestos SUrvey reports.........cccoeevveeeeeiiieeeiviiie e 174
O I o To) =Y o To ] 11T e [ir= i1 o - 176
10.7  Sharing SUIVEY QaLa.........cceieiiiiiie et cee e e e e e et e e e e et e e e e e e et e e e s mmn e e eeannnns 179

10.7.1 Sending a report and its survey data to a linked system............ccccceevveeeennnnens 179

10.7.2 Receiving a report and survey data from a linked system..............cccccceeeeennnnnn. 180

10.7.3 Linking Alpha Tracker SYSEIMIS.......uu it eeeiiiiie e e e ene s 183

10.7.4 Displaying transfer detailS..............uuuuueiiiiiiin e 183
10.8  USING QR COUBS. ... oo ottt e e e e e e e e e e e e 184
11. REGISTERS ANDIREPECTIONS.......cco e 187
11.1  Displaying the AShestOS REGISIEE.......iiiiiiiiiii et 187
11.2  Updating the ASbestoS REQISLEL.........iiiiiiiiiiiiiiiieee ettt eee e e e e e e e e e e e e eeeeeeaaee 188
Version 131 SfGr'I' Page7

software



ALPHA TRACKER USER GUIDE CONTENTS

11.3  REINSPECHNG @ SIB...tttuitiiiieee e eee et e e e e e e e bbb e e e e e e e enn s 189
11.3.1 Performing @ Sit€ MNSPECTION. ........evurriirriiiiiiiieeeeeeeeeeeeiieeebbbbbee e e e eeeeeeeennnnes 190
11.4  ReINSPECHING @ PrOJECL . ..u e eieeiie ettt teee e e e e et e e e e et eee e e et e e eeeeetaneeeeeesaeeeeaee 195
11.4.1 Performing a project MNSPECHION..........eeuueiie e eeee e e s 195
11.5 Creating Refurb projects from a register.........coooiiiiiiiiiiiiee e 197
11.6  Reinspecting USING the @PPD........cueiiiiiiiiiiiiiieee bbb 197
12. TIMESHEETS, INVOICING & CONTRACTS......cooiiereeeeee e 199
12.1  Recording time And COSLS........cuutiuiutiiiiiiiiaae e et eeeeeeeeeei bbb eee e e e e e e eeee e bbb ee s 199
12.1.1 Recording time SPeNnt ON PrOJECES. .......uuuuurrrurireiiiieeeeeeeeeeeeeeerrreeeeeee s eeeeeeeeenee 199
12.1.2 Enquiring on time SPent ON PrOJECLS........cuvurururuireiiiiaereeeeeeeeeeneibibeeieii e 200
12.1.3 Recording asSOCiated COSLS.......uiiiiiiiiiiiee i ee et e e rem e e e e 201
12.2  Recording and raiSing iNVOICES ... ...t eeeiiies e enn e e e e e e e e 203
12.2.1 Using the integrated iNVOICING PrOCESS .. .uuuuuuaiiiiieeeeeeeeeiiiiiiiia e e e e e eeeeeeennns 203
12.2.2 Recording an external iNVOICE...........oouviiiiiiiiiie e 208
12.2.3 RAISING @N INVOICE.....ceiiiiiiiiiiiiiiiiiee ettt e e e et e e e e eeeae bbb bbb e 208
12.2.4 Raising an ad NOC INVOICE. ........uiiiiiiie et 212
12.2.5 Identifying projects ready t0 INVOICE............uuvuiiiiiiiiiieen e 213
12.2.6 EXPOItiNg INVOICES .. ...ciiiiiiiiiiiiiiiiiiit e ettt ettt e e e e e e e e e ee e et bbb s 215
12.2.7 RECEIVING PAYMENLS. ...tttttiiiies it e e e e eeeiibbbbbb s e e e e e e e eeebbbbbbb e a e e e e e e eaeeaees 215
12.3  ClOSING PrOJECES. ... e ittt e e e e e e e ettt ettt e e e e e e e e e aaaeas 216
D2 S Y/ - Ta = Vo 1 To T o0 11 - od £ 218
12.4.1 Recording contract detailS.........cooveuiiiiiiiiiiicee e 218
12.4.2 Adding an invoice schedule to a CONtract...........cccuviiieeiiceeeieeie e 220
12.4.3 Adding review Notes t0 @ CONraCT..........oveiiiieiiiii e eee e 221
13. LOGGING CALLS AND TASKS... .o 222
13.1  Logging @ Call OF taSK........uuuuii i e e e 222
13.1.1 Using quick links to log a call or task............ccoviieiiiiiceriiiiiin e 224
R T @ o 1= Tod 1 o Y010 | G o T Lo TN = A 226
13.3 Completing @ call Or tasK...........uiiiiiiiiii e 228
13.4  Checking all calls/tasks [0gged........cccouuuiiiiiiiice e 229
13.5  Tracking ClIENt CONACL..... ..o i iiiiiii e e e e e e e e nna e 229
13.5.1 Identifying K&Y CONACES..........oiiiiiiiiiie e e e e e eaaens 229
13.5.2 Recording contact With CIENLS.........ccovviiiii i 230
13.5.3 Displaying and monitoring client Contact.............ccccceeveeiice i 231
13.5.4 Sending and recording bulk emails.............cciiiiiiice i 232
14. REPORTING ON YOUR DATA ... 234
I U o 1T To = T (=] o Lo S TP TP 234
15. SHARING DATA ON THE CLIENT PORTAL ..o 236
15.1  Introduction to the Client POrtal...............coocuiiiiiiiee e 236
15.2  Setting uUp ClieNt POMal USEES.....cooii i 237
15.3  Making projects visible on the Portal...............oooviiiiiiee e 238
15.4  What can be seen on the Clent POrtal2.............oooiiieeeiiiiiee e 239
15.5  Customising the POIal VIEW............uuuuuuiiiieiiiaeneiieieeeeeeiiiiiiieieieeseeeeeeeeeesaeeeeeeeennnnnnas 242
15.6  Uploading files to the POrtal..............uuuuiiiiiiiiiniiiiicceeeeiiiiii e 243
Version 131 SfGr'I' Pages

software



ALPHA TRACKER USER GUIDE CONTENTS

15.7  Viewing hotspot drawings on the Portal..............cccviiiiii e 244
15.8  Viewing CAD drawings 0N the POItal..............uuuuueiiiieeriiiiiiiiiiiiiiiiiiii e 246
15.9 Recording removal and remediation details.................uuveiiiieeniiiiiiiii e 247
15.10 Logging enquiries, accepting/rejecting qUOLALIONS. ............uuvvrreriiiaereiereeeeeeeeiiiiieeeeeeanns 249
16. STAFF TRAINING ...t e e e e e e e e eeenes 252
16.1  LiStiNg traiNiNg COUISES.....ciutiiiiiiutttititiiiaeeeeeteteeeeeeasebbbbbeee e e et e et eeeeeseeebbbbbbeaeaaeeeees 252
16.2  Recording training courses attended..............oooiiiiiiiiieeii 252
16.3  Who has attended training COUMNSES. ... .. ettt een s 253
16.4  Displaying the training Calendar............ooooi i 254
16.5 Scheduling using qualifications as reStraiNtS..............uuueeiiieer i 254
16.6  Displaying the Training MatiDX..........coooiiiiiiiee et 255
G A =T o [0 - F PSPPSR 256
16.8  Managing EQUIDIMENT. ....oii ittt 257
Version 131 SfGr'I' Page9d

software



ALPHA TRACKER USER GUIDE

MAINTAINING CLIENTS

1.1

MAINTAINING CLIENTS

This chapter describes how to maintain your client information in Alpha Tracker by adding

new client records and by finding and updating existing client details.

Adding a new client

This section contains a summary of the steps necessary to create a new client in Alpha

Tracker. Optional steps to enter details of additional contacts and sites are also included.

There is a setting that allows you to control who can add new clients in Alpha Tracker

64 AaSNJ AadbSg/ tASydacéoo LT

0KA &

restrict client creation to specific users then list their user IDs.

aSdiry3

1.1.1 Entering client details
Before you can create a project for a new client in Alpha Tracker, you must set up the new
client by entering their details on the New Client tab.
To add a new client:
1. /ftA01 GKS abS¢ /tASylGeée YSstoen2LIiAz2y (2
B =
2. Type the ID which you want to apply to this client in @leentID field or use theGet
Next Numberbutton to generate the next available client number
¢CeLAOlItfte GKS L5 A& K2NI | fLKFE6OSGAO
for Start Software.
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9.

¢S KS Of ASahéfi@éd yI YS Ay GKS

To help prevent the duplication of clients in the database a warning message will pop up

if you attempt to create a client that already exists.

Use the fiveAddressF A St R& G2 Sy GdSN) 6KS Ot ASyiQa TFd# ¢

Use theContact Detaildields to enter nametole, telephone, fax and email details for
your main contact at the client.

Thereare alsoadditional fields which may be present and that you can complete if they
are appropriateegAccount ManagerAccount Supporaand Sales Suppottields in

which you can select the appropriate member of st@fient Contacto identify a

contact persona Client Typédfield in which you can type in or select an entry to
categorise the client.

Click on theCredit Detailssection heading to expand it and show fields relating to
invoicing and credit checking.

Home

Client ID TC

Name Teracois

General Details Notes

nvoice Recipient nitial Credit Check Completed =]

nitial Crediz Check By v
oice Address
nitial Credit Check Notes
4
Credit Limit

Credit History Notes

©n Stop

Quote Muhiplier

Complete as many of théredit Detailsfields as required.
Click theNotessection and ecord any notes in thblotesfield.

You can also use thidlowed Office Letteffield to restrict who can see the client dais

by specifying the Office letter to which this client belongs. Each logged in user has
allowed office letters set in their User record. If a user has the matching office letter set
in their allowed office letters, then they will be able to see thentlia lists and

dropdowns. If no letter is specified on the Client record then all users can see the client.

ClickSaveto save the new client.

| You can findnore fieldso define the client and how the system behaves when the client i
selected by opening the client details from the Client List.

"z

F Refer tol.2 Editing client detailsfor instructions on how to use the Client List and edit clignt
details.When editing a client record there are more fields that you can complete.
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1.1.2 Adding additional contact details

If you have multiple contacts at a client you can record their details in Alpha Tracker as part of
an address book. This is aptional stepand best done as prof editing the client details

F Refer to Section 1.2, Editing client details, for instructionsesrching for a client record an
adding further contacts on th€lient Address Book tab.

You can also see all your client contacts in one place

1. /£t A0]1 GKS a4/ 2y dal Ol axkdn REQSES mento AigphyétheY Sy dz 2 LIG A 2y
Contacts/Address Book tab.

2. TheSearch fobox at the topsearches for matching text in the Nan@ontact Address
and other contact detailfields. Type your search text and then cligkarch

Anymatching contactsre displayed.

| Contacts can be deleted by ticking theletetickboxat the end of the row and then clicking
Submit

1.1.3 Recording #esfor a client

A client may have a number of different sites at which you are to carry out project work. You
can set up these sites for your clients in Alpha Traskehat they are available for selection
from adrop-down listwhen creating a projecfThis is amptional stepas you can create new
sites at the same time as you create a new projgciu can also import a list of siteis
spreadsheet by using the Import/Export meander Setup.

| L¥ &2dz R2 y20 dzaS GKS GSNX aaraasS¢é Al A3 LRaaai
throughout Alpha Tracker by using a setting in the system (Name: Site).

f

(@]]

Torecordsite details

1. /£t A01 2y GKS fron tBedSite hentd displayiibie ieldsin which you can
recordsite details
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Home MNew Site

Client Q

Name & Address

Site Name
Address

Postcode
Country united Kingdam
Site Reference

Lookup Address

Contact Name

Contact Telephone

Contact Email

Aczount Managar v
Landlord
Notes
e
= JIE)

2. LT &2dz {y2g GKS Of A S¢gliéndiald. If otz click the dgagniiyid a
glass in the secon@lientfield and search for and select the client for whom you are
creating the site.

3. Complete the following details for the site:

1 Site Name

1 Address

1 Postcode

1  Country(if not prepopulated).

4. Type the reference for the sité you have onein the Site Referencedield. This might,
for example, be a UPRN number.

5. Complete any contact details you may have for the site:

1 Contact Name
1 Contact Telephone
1 Contact Email

6. Complete any other details if required:
1  Account ManagefKone of your staff)
1  Landlord(if applicable)

1 Notes

7. Click theSavebutton to save the new site details.
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.2dz Oy Ff&az2 &aSINOK F2NJ aAdSa FyR RAALX @ GKSAN
completing the search criteria fields as required and clicking the underlined Site Name. From
the Site screen on which the details are displayed, you can:

1 define the buildings for the selected site by using the Buildings tab. Then when you
come to set up the project, you can select the site and also select the buildings from a
list that shows only those buildings defined for the site. (Buildings can aldefired
when setting up the project and, if necessary, when carrying out the survey on Tracker
Mobile)

1 create a new project for the displayed site by clicking Pnejectbutton (the site details
are carried forwards to the project)

1 create a new quotation for the displayed site by clicking@umte button (the site
details are carried forwards to the quotation)

enter additional siterelated details by clicking th@ther Info button

display a list of projects linked to the site and access the project details

display a list of quotations linked to the site and access the quotation details

display a list of contacts linked to the site and add further contacts to the list as required
see any contracts linked to the site

= =4 =4 =4 -

see the Asbestos Register for the saadfrom there create Reinspection project®r
Removal/Remediation projectand print photos and QR codes

=

see the Client View Site Register which is the register as the client sees it from the Client
Portal

display the location of the site on a méghe address is geocoded from a postcode
generate sitespecific documents
display the contents of the site folder

= =4 =4 =

duplicate a site
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1.2

Editing client details

You can edit existing client details by finding the client on the Client List and then simply
changing their detailsYou can also add further details to a client such as their quote
multiplier, date they became an inactive client aualy extra infamation you want to capture
relating to clients

To display and edit existing client details:

1. /£t A01 2y (KS dnthe GliEngsinentoMdiaplag a ligt biéxisting clients
and some search fields to help you locate the required client.

PSPPI PP PP PP

You can show more clients in the list by paging through the clients or by selecting to

show more records per page (eg 50, 75 or 100). The controls to do this are at the bottom

of the client list.

2. Type any details that may help you locate the required client in the search {iébds
example you might enter part of their name or their postcagiien pressEnteror click
Search

The list is filtered to show only those clients matching your search criteria.

F Refer tol.4, Searching in Alpha Trackéor further details on search criteria that you can uge
in Alpha Tracker search fields.
3. Select the required client from the list by clicking on the underlined client name.
The Client Details screen is displayed, showing client name and address details on the
left and separate tabs on the right for site, quote, projenster projecand address
book details related to the client.
Version 131 SfGr'I' Pagel5
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Classification

Finance/Credk Detalls

Dats Protacnion Detalls

08 Cades

Fllename Tempiates

NOtEs/ExTa Infailoga

X K<CH>» B -

N N N S

iock | 4 She Address Book | %, Calls/Tesks

N S NN N - N N N N

You can use the Sjt€lient Address Boaknd SiteAddress Book tabs on the right as

quick ways to add details of extra sites and contacts for a clidmre are also buttons
available below theClient IDand Namefields on the left to add a new site, add a new
quote and add a new projectise the links and buttons on the tabs to open the sites,

quotes or projects.

TheClassificatiorsection lets you assign a type aadector/industryto clients

TheFinance/Credit Detailsection groups together the financial detailscluding

payment terms which can be inserted when invoices are raised from proféetds at

the bottom of this section help you control the requirement for purchase orders for
certain clients on projects and on invoices. These Regjuires PO For New Project
tickbox,Requires PO For Invoitiekbox andDefault PO Templatéield. If you try to

save a project or raise an invoice on a project for a client where the tickboxes are set and
nothing is present in th€lient Order Numbefield on the project, then a warning

message displays and you cannot complete the action.

TheDefault PO Templatéield lets you set a default entry for new projects for tGéent

OrderNumberF A St R F2NJ 6KS Of ASyGzxz S13

through the following:
1 (2RI & Q®ateRl G S
T GKS

f 23 3SR -ALgggatianaig) a

yIYS

C2NJ SEI Y-YDfa)}s9 [62¢I IS RLY b YSYE
21/12/2018-! RYA Y A &G NI (2 NE @

a¢./é¢d , 2dz Ol

YAIKGE LINRRdIzOS | R

F See Section 1.3, Maintaining client data protection details, for information on the Data
Protection Details tab.
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TheNotegExtra Info/Logosectionlets you enter free text notes armbntains arExtra
Info button from which you can displagny extra fields that have been defined to
capture additional information relating to clienti.also lets you

1 specifyan office letter if the client is to belong to one office only
1 upload a logo for your client which will be displayed on list screens in Alpha Tracker
f NBO2NR G(KS OtASyidiQa vw Q2RSS LI aa62NR TF2N LI

F Refer t02.1.5 Maintaining extra fieldsfor further information on setting uphe extra fields.

4. Amend the client details as required.

5. Save any changes you make by clickingS#eebuttons.

| Tip: To display details of all clients in the filtered list one after the other on the Client Details
screen without returning to the Client List, use the Next Record button below the client neme
and address details.

1.3 Maintaining client data protection details

With the introduction of GDPR, there are some important additional features available in
Pf LIKE ¢NJFO1SNI 6KSNB @2dz OFy NBO2NR | Of ASyiQa F
To maintain the data protection details:

1. 5AaL)Xle GKS /ftASyld 5SiGlIAta aONBSy F2NJ I Of ASy
tab to display the GDPRRlated information.

Client Details

- Sz ~ @ Quate ~ @ Project - W Lzer
Genarsl Datsliz
Contacts/Emalls
Classificadion

Finance/Credi Detalls

QR Codes
Fllename Tempiates

Mates/Extra infofLoga

x K<HO>M» A~
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2.

¢CKAA 3AAGSaE &2dz | &/ fcdpyBayidirovile tdithe cliedt otthey G K G @ 2 dz
can see what information you hold in Alpha Tracker about them

I tA01 G4KS a/tASyl

Test client

General

Address 1 e-Innovation Centre
Address 2 Priorslee

Address 3 Telford

Address 4

Address 5 TF2 9FT

Contact Elaine Porter
Telephone 0333 301 1010

Fax

Email Address info@start-software com

Invoice Recipient

Invoice Address

i\

We may contact you by one of the following methods
Email Post Telephone Fax Other
Cd Cd Cd

To read our Data Protection Policy please click here

Qur Data Protection Officer is Data Protection Officer Name

I want to remove my details

51 Gt

[AYy1lE

A

G2

The clientcanedit the details directly by amending the information displayed and
clicking theSavebutton, or request the removal of their details by clicking thveant to
remove my detailsbutton.

¢KS a5 GF t NRGSOGAR2Y 5SGFAfaeg GlFo
states who your Data Protection Officer is and how the client has confirmed they may be
contacted.

I £

asSs GtKS

az

| All the settings that control this information are held in one location on your Alpha Tracke'ar, on

the Setup menu, in the Data Protection sectidare you can specify:
wData Protection Notification Email Address
wData Protection Notification Email Body
wData Protection Notification Email Subject
wData Protection Officer Name

wData Protection Officer Wording (the text displayed at the bottom of the summary of ddta

wData Protection Policy Wording (the text displayed at the bottom of the summary of daja

you hold on a client)
wData Protection Policy Document URL

you hold on a client).
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1.4 Searching in Alpha Tracker

There is a menu search that can be displayed at the top of the menu bar in Alpha Tracker. This

{ SIFNOK aSydz A&48 RSaA3IySR (2 KStLI é82dz yI@GA3alIGS GK
the menu structure to find the option you need, simply start typimgikeyword and

matching menu options will be displayed:

cli +
+ New Client

... by Client

... by Client

... by Client

+ MNew Client

Client List

M Delete Client

.. by Client [D

.. by Client Name

Clients Import

If there is only one matching menu option, you can piesteror clickthe magnifying glass to
open it.Otherwise, pressingnteror clicking the magnifying glass performs an intelligent
search, whicttandisplay matching clients, projects, sites, quotations #tthere is only one
matching entry it opens automatically.

LT @2dz FNB f221Ay3 T that joKSn oebtSameve recurSigttie 2 LIG A 2 v &
system, click the plus buttonin the Seabox¢A i F dzi2 Yl GAOIFfft& SyGadSNR G(KS
GKFG FTff GKS abSeXé YSydz 2LJA2ya NB RAaLI | &@SRd
Other menusave quick search boxes at the tofhese let you type inreame numberor

date (or part of one)o find matching entries quickly. For example, youlgbu (i ®031%% ind

the quick search on the Projects menu, begin the seardapping Enteror clicking the

magnifying glassand all matching projects are listed on the Project List scidete that the

search will include open projects only if the tickbox is tickethe quick searchesults in only

one matchingproject, client, site or quattion, then it is automatically opened.

Searcn +

¥  survey Quick Start

€ sales =
pen Pro
& dlients
Project Type Client Site  Postcode  Site Ref Client Project Ref Order No Status
L CRM >
1459
= 2CLIENT .
» Asbestos [_] "’J Main
T-00319 Eh - W-' The Next 5096 Map Ongoiny
= Projects ~ I “ Survey ol o North g0INg
Road
00319 CLENT
I * | |n-00319 Eh lis D u The M T T n S
v S ET - - X = R 0847 RS57.
" d e - House
Company
+ New Project

10 v Recordsperpage | Duplicate Project EJ

Project List
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List screens in Alpha Tracker allow you to search by entering criteria in fields at the top of the

screen. If the search fields are not displayed, A O1 2y &/ f AO]1 KSNb
nome
Click here to search...
-
Refresh | Records: 1,226
Site ID Client Name Site Name Site Address Site Postcode
I 4 q: '. CLIENT The Client Company The Main House on9="MilI SiTeet e 4pp
| Bridgnorth
ome
& Search
Site ID Client ID Client Name Site Name Site Postcode  Site Reference

Site ID

| s

Client

Name

The Client Company

Site Name

The Main House

Site Address Site Postcode Site Contact Name Site Contact Telephone

Underhill Street

Eridgnorth WV16 488

Map John Smith 0123 4575 8690

You can use Query By Form (QBF) syntax in search fields in Alpha Tracker which means that

you can search oranges of values, greater than x, less than y etc, by typing specific

characters into the search fields. The following table describes how to enter these search

operators.
Operator Example Meaning
= =asbestos 9ljdzr fa WraoSadzaQ
> >10 Greater than 10
>= >=12 Greater than or equal to 12
< <10 Less than 10
<= <=02/11/2004 Less than or equal to 02/11/2004
I= I=asbestos N2dG Sljdzt G2 WwWIaos$s
Values that are greater than or equal to
valuel..value2 alpha..delta WEELKFEQ FyR 833 0
Values that are less than or equal to
..value3 ..16/04/2009 16/04/2009
value4.. 17.. Values that are greater than or equal to
Is blank Is blank \(alues thgt are blank or null. To omit nul
gl tdzSaz dzasS I wQ
Is not blank Is not blank Values that are not blank or null
Is null Is null Values that are null
Is not null Is not null Values that are not null
+fdzSa GKIFG NS Wi
valuel,value2,value3 alpha,beta,gamma WwILYYl O
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1.5 Using keyboard shortcuts

There is a range of keyboard shortcthiat you can use in Alpha Tracker. You may at times
prefer to use key presses to perform certain actions rather than using mouse clicks. The
keyboard sbrtcuts work in particular areas of the system as described in the table below.

Key Action
Up Move focus to the previous row in the Grid part
Down Move focus to the next row in the Grid part
F9 Save the current record
Shift+F9 Save all the records (in a Grid that allows multiple records to
edited at once)
Ctrl+F9 In the Detail View, save the current record and start entering
new record
Enter Put the field with focus into edit mode
Page Up Move to the previous page of records
Page Down Move to the next page of records
Ctrl+D Delete current record
F2 Open the lookup window for the current field
Esc Abandon edits made to the current field
Version 131 SfGr'I' Page21

software



ALPHA TRACKER USER GUIDE MAINTAINING SYSTEM DATA

2. MAINTAINING SYSTEM DATA

This section describes how you can maintain the data that provides settings, data and drop
down lists for Alpha TrackeFfhe System Data in Alpha Tracker may incthdédollowing
(only some options may be applicable to your installatimnyou may see additional options

1  General Setup:

- project status

- project types

- roles

- staff

- extra fields

- extra field dropdowns

- offices

- CRM action typesand many more
1 Laband Survey Data

- asbestos types

- lablookup data

- materials

- recommendations

- standard comments

- survey types

- validation for fibre analysis
1  Document Production

- these options control the production of your reports and are for technical use

only. They are not documented here
1  Import/Export

- these options enable the import and export of data into and out of Alptaaker

and are for specific users only. They are not documented here
1 Dashboard Emails

- these options control the alerts and dashboard emails sent from Alpha Tracker and

are for technical use only. They are not documented here

1 Help
- these options control the help text displayed on the Home tab. They are not
documented here
1 System
- these options control system functions and are for technical use only. They are not
documented here
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2.1 MaintainingGeneral Setup data

This section explains how to maintain the following general setup data items:
project status
project types

roles

staff

extra fields

extra field dropdowns
offices

key milestones
rates

CRM action types
contract lengths
cost centres
departments
payment terms
report issue reasons
turnaroundtimes
VAT codes

aborted reasons
equipment types
teams

= =4 =4 =4 4 4 4 -5 -4 -4 -4 -5 -4 -5 -4 -4 -4 -4 - -

2.1.1 Maintainingproject status

Alpha Tracker has a list of descriptions that are used to indicate project status. You apply
these project status descriptions to projects as they progress.
To maintain the project status descriptions:

1. Open the General submenu from the Setupmenuad@®dsS OG at Ne2SOG { GF Gdza s
display the Project Statuses screen.
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Status Show review date on project? Project ready to invoice

' 4
=

Archived

' 4
=
|
v

»
=

»
=

»
=

»
=

Job Rejected

) 4
E
b
o
|
0

2
o
2

O 000000000000
4
G

* * %

n
[

2of 2Next Last | 10  Records per page

Any project statuses already defined are displayed.

2. To add a new status, in a blank row marked with an asterisk, typeethéred new
project status description

3. Tick theShow review date on projectfickbox if you want an additional date field to be
displayed on the Project screen when the status is selected and saved on a project. This
is useful when you place a project on hold and want to specify when the status should
be reviewed.

4. Tick theProject ready to invoicdickbox ifyou want projectswith this status to be
added to the Projects Ready To Invoice screen

F Refer to Sectiod2.2.4, Identifying projects ready to invoice, for further details on how thig
works.
5. To delete a status, click on the red cross ondppropriaterow.
6. Click theSavebutton on the record or at the bottom of the list to save thiatus
changes
2.1.2 Maintaining project types
Each project or job in Alpha Tracker must have a type assigned to it. As part of the project
type, you can define the significant events that are usually associated with such projects or
jobs. These significant events form a milestone template for theeptdype.
To maintain project types:
1. Open the General submenu from the Setup menu and séléctNR 2 SOlG ¢ & LJSa ¢
the Project Types screen.
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A list of project types is displayed. You can enter search criteria in the top of the screen
to filter the list as required.

F Refer tol.4, Searching in Alpha Trackéor further details on search criteria that you can uge
in Alpha Tracker search fields.

2. To add a new project type, in a blank row marked with an asterisk, typNneeto use
for the project type the Descriptionto help you identify how this type is usgahd
selectthe Categoryto define the additional buttons and screens available to this project
type.

You can also define the following for each project type:

1 aNominal, Departmentand Accounts ReCodethat you want to link to the project
type for exporting to Sage

1 aSales Categorio link project types to sales categories for reporting purposes
1 aDefault TurnaroundandDefault Survey Typ#or this project type

1  Quotation Template Texto specify text to be inserted into quotations for projects
of this typec¢ your quotation templates will need to be set to pull in this text

1 the Wallboard Colouiin which projects of this type are to be displayed on the
Wallboard.

3. Use therow expandelbutton on a project type record to set up the milestoteenplate,
cost breakdown templateassociated cost items template and subtyfasprojects of
this type.

Milestones:
The milestone template defines the milestones that are to be displayed undévitine
Milestoneshbutton on projects which have the current Project Type.

1  Type a number to indicate the position of the milestone in the sequence in the
Positionfield. It is often useful to number the milestones 10, 20, 30 etc so that you
can easily insert additional milestones in the sequence if you need to do so later.

1  Type a description of the event in tiMilestone field.

1  Specify how to calculate the target date for this milestone by entering a number of
days in theTargetfield. The target datenaycalculated as the specified number of
weeldays after theProject Opened dater the number of days from the last
completed milestone (depending on your system settinfjs)ou do not want a
target date to be calculated, click tiisable Target Date Catickbox.

Version 131 qurf Page25
software



ALPHA TRACKER USER GUIDE MAINTAINING SYSTEM DATA

1 If the milestone is linked to a key milestotien its name is displayed in thé&ey
Milestone field. Key milestones are used to attomplete milestone dates or
display data elsewhere in the system.

D
o

F For the key milestone selections to take effect certain system settings need to be switch
2y ¢KSAS I N& (arSIRa aBiaatsdftvia if you would like key
milestones to be set ugsee also Sectiah 1.8 Maintaining key milestonedor further
details.

1 There are further fields on the Milestone Templates that can be useénd
emails on the completion of milestones and also to genedateuments.

F Speak to Start Software if youawt emails or documents to generate from milestones.

1 Save the milestontemplate changes andlick the minus button to closine
templates

Cost breakdowns:

The cost breakdown template is di§played for projects of the selected Project Type when

GKS X odzitdz2y ySEG G2 GKS @FtdzS Aa ®f AOl SR 2V

descriptions and rates for the breakdown.

f  Specify the item to include in the cost breakdowrFiald, & a5 Af & NI GS¢ 2NJ
GbdzYo SN 2F al YLX Sa¢ o

f  Enter the unit price for the item iDefault UnitPric& S3 amMHpé F2NJ MMHpP ®n
dGndoné F2NJ onlld ¢KAAa LINAOS OFy 6S I YSYRSR ¢
entered, as can all the other details.

T {StSOG GKS GeL)S 272 NBCRINRS 9530 Ni ékdd Odzt | G A 2y 2

1  Save the cost breakdown template changes and click the minus button to close the
templates.

Cost breakdownmay be set tespecify the frequency of costs. Thesture isdesigned
to allow you to separate ouhto separate columnsne-off, monthly and annual costs.
Separate totals are displaydéor each columrandthe Unit Pricefield maybe renamed
FT2NJ SEF YLETFE® dahy$S

Associated cost items:

The associated cost items template is displayed for projects of the selected Project Type
gKSYy G(GKS X 0 dibtlEyfrenySostfield i§ dicked krSProjects
(Financials/Planning tab). It lets you et categories, descriptions, quantities and rates
for projectcosts

1  Select theCost Categorandltem Descriptionfrom the dropdowns.
1  Set theltem Code Quantity and Cost

1  Save the associated cost items template changes and click the minus button to
close the templates.

Sub Types:
{dzo GeLlSa INB dzaSR Ay vdz2dilGdAz2ya a2 GKIFIG AT &
@2dz Oy 06S Y2NB &LISOAFTFAO IyR asSt SO0 | adzm aGelL

1  Type in the name of the sub type in tBeib Typdield. The system automatically
enters the ID.

4. To delete groject type click on theDeletetickboxon theappropriaterow(s).
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Alpha Tracker checks to see if there are any projects of the selected type and only allows
you to delete a project type if none exist.

5. Click theSavebutton on the record or at the bottom of the list to save the details.

2.1.3 Maintaining roles

When you record projects in Alpha Tracker you can build up a list of the members of staff
involved in the project. @ each member of staff you assign a rof@u can specify the list of
roles that are available.

To maintain roles:

1. hSy GKS DSYSNrf adzoYSydz FNRY GKS {Sédz) YSydz

screen.
ome
All
Role Notes Date Active Date Inactive
] B« - 8 5
a
B«d|s a8 =)
4
B« @ |consurant A 1worens B
Fa
A«@ | a =)
4
B«d| M, a =]
»
B & @ |suveyor a a8
4
* B« =] =)
¥
* B« =] =)
4
* B« =] =)
¥
0 v Records perp

2. To add anew role, in a blank row marked with an asterisk, typ&tieand anyNotes
that help you to define the role.

3. To delete arole, click on the red cross on the appropriate row.

4. Click theSavebutton on the record or at the bottom of the list to save the details.

2.1.4 Maintaining staff

You must set up staff details before you can record the involvement of members of staff in
projects.Staff must also be recorded on the Staff tab before they can be assigned a user ID
and password to log in

| Tip:When a member of staff leaves, keep their details recorded on the system as this erfables
the regeneration of reports in which they appear. Simply mark them as inactive (Not Curyent)
on the Staff screen and remove or change their log in details by using the Users menu gption

Editing of the Staff screen is limited to users in the Superuser and Administration groups.
Other users can only view the Staff list.
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To maintain staff details:

1.

Open the General submenu from the Setup menu and séldcti# to @igplay the Staff
screen.

Pam
i

"i
<
<
<

Scroll to the right to see all the fields on this screéau can enter search criterggainst
the name of the member of staffifi the top of the screen to filter the list as required.
There are also readyade filter buttons to display current or former members of staff
only.

To add a new member of staff, in a blank row marked with an astemsér ¢he full
name anccontact detailsof the member of staff in thi\ame Email Addressind
Mobile Numberfields. TheStaff IDis automatically generated.

Make the member of staff active on Alpha Tracker by clicking the No buttdvidfor

MAINTAINING SYSTEM DATA

Curren® LT &2dz SOSNI gl yd (2 RAaAlIOfS ¥eS YSYOSNI 3

button to mak themasnot currentc you should also amend their User record to
prevent them from being able to log.in

If required, upload a photo for each member of staff by usingUptadbutton next to
the Photofield. You can display these photos on the calendar and also on generated
documents.

In the Groupfield set the group to which the member of staff belongs. If appropriate,
you can also set Gub Groupand aTeam

The Group field determines which Calendar Group the person appears in

| b2dS GKIFGd AF &2dz YFN)] | YSYoSNI 2F &adl ¥°F
Group entry so that they no longer appear on the Calendar when that group is selected.

6. Select the office to which the member of staff belongs in@fécefield and their title
for reports in theTitle field.
7. Specifywhetherthe member of staffs to appear in the drop down list of Project
Managersby clicking on the appropriat€an Project Manageadio button.
8. ¢eLJS (KS adrkrT¥ YSYOSNDa VI YNamdFar Raports A a
field.
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9. Ifrequired, upload a signature for each member of staff by usindJfieadbutton next
to the Signaturefield. You can display these signatures in reports and on generated
documents.

10. Enter postcode and contact details in tHeme PostcodgOffice PostcodeNotesand
fields.

There is a tickbox that determines whether or not tHeme Postcodés visible. When it
is not visible it is hidden from the Staff screen and from the Edit Event dialog (on the
Calendar).

11.LF @2dz NB dzaAy3a (GKS /I fSYRIFENI {eyO (22t Syi¢
Google Calendar lield to linktheir Google Calendarand Alpha TrackeAlternatively,
if you are linking your Microsoft OutlomkCalendamand Alpha Tracker, complete the
Exchange Emafield.

| If you are using the Calendar Sync tool, refeé3eotiond, SYNCHRONISING CALENDARSE
Technical Guidgd 2 4SS0 dzLd G KS dzi CoNdzeStad Sotvizite Byou waht ® R - NJ
synchronise with Microsoft OutlomkCalendars.

12. Use theDept CodeandCost Centre Codfeelds to allocate each member of staff to a
department and cost centre so that invoices exported to Sage (or other accounts
packages) can be tagged with the correct department and cost centre.

13. If the staff member uses a mobile device for capturing survey details, enter the ID of
their handheld device in thenit IDfield.¢ KA a Syl 6t Sa RIFIGF G2 06S aSyi
handheld deviceThe Unit ID must be an exact match to that recorded in the Settings in
MDS on the device.

14. If the member of staff is a Lab analyst, you can usébtbfault MicroscopeDefault R
Liguidand Default Lakfields to set default values to be displayed on the Fibre Analysis
screen when they record analysis.

15. Use thePayrollNumbe A St R (12 NBO2NR | aidlFlFF YSYdoSNDa LI

16. Save any changes you have made and close the screen.

2.1.5 Maintaining extra fields

Extra fields are used in Alpha Tracker where additional information needs to be captured
(under theOther Infobutton). This additional information can be used in repants
generated documentsThe extra fields are first defined and assigned to particular screens.
They are then available as a list from a button on the assigned scCe¢ggories and Sub
Categories can be used to separate the list into sectidBstegories create headings in the
list of Extra Fields and Sub Categories créaeaadio butbnswhich enable you to filter the
list of Extra Fields.

To define the extra fields:

QX
m
[
N
Py
>

1. Open the General submenu from the Setup menu and sélextE i NI CA St R
Extra Fields screen.
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Category Sub Category Field Type Clients Quotes Projects Sites Position (Optional) Default Value Linked Milestone
Builing  ~  Building v | Auoleam

Buiding v | Building -

<Jleli¢ll¢

el ¢ el el ¢« ¢l e <« <« ¢

<
o)« le]le]l¢

Any ejxsting extra fields are listed.

To add a new extra field, in a blank row marked with an asterisk, type the name of the
extra field in theField Namédield.

The ID is automatically generated so you do not need to enter anything il fiedd.

To group the extra fields into sections specify thategory and optionally theSub
Category to which the field is to belong.

Categories create headings in the list of Extra Fields and Sub Categories create the radio
buttons which enable you to filter the list of Extra Fieldach item must have a
Category or it will not be displayed.

| lyé SEGN)} FTAStRa (2 6KAOK é&2dz FaaAady (kS OFidS3z
which is available from th8copingoutton on the Projects screen. These do not require a $ub

Category.

4.

Select the type of field, for example one that requires a Yes or No answer, an auto

learning field or a data entry field, from the dralown list on theField Typsdield.

LF¥ @2dz 4aSt SO0 (GKS (eéL)lS a5NRLIR2gyés @&2dz OFy &L
clicking on theedit Valuesbutton that appears next to th&ield Type

Tick the appropriate tickbox(es) to indicate on which sc(gehis question should be
available.

If the extra field is to be on the Projects screen, then you must also specify which project
types it is to be linked to. Click thénked Typedbutton and specify the project types for
which this field is to be created.

If required, specify a position in the list of extra fields for this field inRbsition
(optional)field. LG A& dzaS¥FdzZ (2 ydzyoSNJ 6KS AGSYad mMnI H
additional items.

If you want a default to be displayed in the field, type it into befault Valuefield.

If a default is only to be displayed for certain sub types (sub types of project¢yazses
selected on quotations), use tie2 NJBuUfton to specify the required sub types and set
the individual defaults.

If you want the user to be prompted to complete an extra field when a milestone is
updated, select the milestone in thanked Milestonefield.
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9. Save your changes and close the Extra Fields window.

2.1.6 Maintaining extra fielddropdowns

The Extra Field Dropdowns screen lets you search for and maih&ialues that you have
setforany ExtraField ¥ (1 KS (i & LIShedesaitBskiRfiped flefdshat you have
created by using the Extra Fields screen.

F Refer t02.1.5 Maintaining extra fieldsfor further details on how to set up these useefined
fields.

To maintain extra field dropdowns:

1. hlSy GKS DSYSNIf &adzomYSydz FNRBY GKS {SddzJ YSydz
display the Extra Field Dropdowns screen.

Home

Search

Extra Info Field b
Clear Search Criteria Search

Records: 28

Extra Info Field Choice Delete

ha Period of Construction ~ | After 2000

-, Period of Construction ~ | | 1980s - 2000

- Previous Asbestos History / Documentation % | | Yes

- Previous Asbestos History / Documentation % | | No previous documentation or repor

Property Type “ | | Residential Property
- Property Type w | | Commercial Property

- Property Type | | Industrial Property

O 00000000000
i 4

- Property Type “ | | Commercial Property
* - v
* ) v
* B - v
First Prev 23of3Nextlast | 10 w |Records per page

2. Select the Extra Info Field for which you want to display dropdown values from the list
on Extra Info Fieldthen clickSearch

The list of fields is filtered to show only the requested field.

3. To add a new dropdown value for the field, in a blank row marked with an asterisk,
select the field to which the value belongs in tetra Info Fieldield, then type the new
value in theChoicefield.

4. To delete a project type, click on tieletetickbox on the appropriate row(s).

Click theSavebutton on the record or at the bottom of the list to save the details.
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2.1.7 Maintaining offices

You can define the offices in use on your Alpha Tracker and assign them an office ID or letter
that identifies them. You can also set up other information for the offices, such as address
details and VAT and UKAS numbers that may be required for youttsepor

Alpha Tracker lets you define offices and assign an office letter to each one set up, for

SEFYLES GKS tSGGSNI a. ¢ YAIKG 60 & Hia AiXSS R RGZ | (AKRS
The office letter is used at the beginning of project numbers, for examp@lR3. Office

letters can also be linked to users to provide default office letters and to control which office

letters can be used by which users.

Your office setup may be one of the following three types:

1 singlesite ¢ if you use only one office then you need not set up offices and there is a
default office letter set for all users which displays when projects or quotations are
created.

1  multi-site ¢ if you have more than one office then set up an office letter for each office.
Each individual is assigned a default office letter to display when projects or quotations
are created but this can be overwritten to create projects for othercesi

1  multi-site, restricted view if individuals are only to see and create project data for their
own office(s) then set an office letter for each office and assign a default office to each
individual. If you also define a list of office letters that the usgrermitted to use, they
will not be able to see or create projects for any offices not in the list.

To define offices:

1. hLISy (GKS DSYSNIf &adzoYSydz FNRBRY (KS {Sidz) YSydz
Offices screen.

D Offica Office Client Portal Display Name Regional Manager Ares Manager

2. To add a new office, in a blank row marked with an asterisk, enter the identifying letter
and name of the office in thi and Officefields.

3. If you want to use different logos for each office in your reports, you can upload them
here by clicking thépload Logdutton next to theOfficefield. Your templates will
need to be set to pull the logos from here.

4. If appropriate, select the member of staff who acts in the specified role ifRésgional
Manager, Area Manageand Office Manageffields.

5. Type the contact details for the office in tieldress, Email, Phonend Faxfields.

There is also atssuing Officdield that lets you record an additional address. So, for
example, if you have a number of small satellite offices that raise projects but use a
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centralised issuing office address, you can record both their actual addresses and also
their issuing office addresses and chose which to pull into your reports.

If the office issuing a report is different to the office that created the project, then you

Oy NBO2NR RSiGlIAf&a 2F GKS Aaadziyda 2FFAOS 2y
La&ddzZAy3a hFFAOSEé0 O2yiGNRf & oKSltadiNtbthez dz Ol y &S ¢
LINE2SO00GQa 2FFAOS | RRNBaa odzi Oy 68 OKIFIy3aSRo®

6. Enter the VAT and UKAS numbers for the office irvihé Numbeand UKAS Number
fields.

There are also fields to recordvAT Messagand Account Numbeiif required.

7. Enter the Department Number and Nominal Code for the office if you need these for the
Sage 50 Detailed Export in tBept NumberandNominal Coddields.

8. If all projects and reports linked to this office are to be hidden from the Client Portal tick
the Exclude from Portafickbox. You might tick this if you use, say, Q for quality
checking projects or T for test projects.

9. Do notdeleteoffices instead set the Date Inactive if an office is no longer to be used.

10. Click theSavebutton on the record or at the bottom of the list to save the details.

2.1.8 Maintaining key milestones

Key milestones are used to avtomplete milestone dates or display data elsewhere in the

system. The set of key milestones that carubedis displayed on the Key Milestones screen.

This list idixed due to the coding that defindbe actions performed by the key milestones

although you can amend theameof the key milestongso if thekey milestone refers to say
GLINRP2SOG¢ YR @2dz dzaS G KS ( Siddnadebrefeéto § KSy @ 2dz C
a220¢

The key milestones can be linked to project type milestowbsn you use theow expander
button on a project type record to set up the milestone template.

F Refer t02.1.2 Maintaining project typesfor details on setting up the milestone templates.

To rename a key milestone:

1. hLSy G(GKS DSYSNIf &adzoYSydz FNRY (GKS {Sidz YSydz
the Key Milestones screen.
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Kay Milestone ID Key Milestone
- 1 Samples recelved In lab
- 2 surveyor first day on site
- 3 surveyor last day on site
" 4 Project Due Date
- 5 Site visit booked
Bulk samples Analysed
- 7 Report QC Checked
- 8 Plan Complete
- g Tracker Alr data recelved

- 10 Survey Approved

O 0O 000000000
' 4

- 11 Lab Approved

w | Records per page

=
i

2. Amend the text in th&Key Milestonefield as required.

3. Save your changes.

2.1.9 Maintaining rates

The rateghat you can maintain under the Setup menu, General subnzethose that are
applied to time recorded in the Timesheets facility.

If you use the Timesheets menu optiamsapp,then you need to identify the task (or role)

GKFG @&2dz ' NB NBO2NRAY3I GAYS F2NE F2NJ SEFYLX S af
each task you can define a charge rate. Different charge rates can be set for the same task for

different offices if aplicable. So you might, for example, charge admin work at £50.00 per

hour from Office A and at £55.00 per hour from Office B.

To set the roles and rates to be used on Timesheets:

1. hLSy G(KS DSYSNIf &adzoYSydz FNRY (GKS {SidzL) YSydz
screen.
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active | inacove | Al

Office Letter Type ttem Rate Date Active Date Inactive Delete
I Bs v~ Survey Admir|
B« vV
B« |c
B« v
B« -~
B« -~

2. To add anew rate, in a blank row marked with an asterisk, enter the office letter the
rate is to apply to, the type of work in tHegypefield (so that you can group tasks
together), the actual task in thikem field and the rate for the task in thRatefield.

3. To delete arate, tick thBeletetickbox on the appropriate row.
4. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

The tasks will now be available for selection on the New Timesheet screen and will display the
rates you have set.

2.1.10MaintainingCRMactiontypes

CRM action types define the types of action that can be recorded when logging a call or task,
such as an email, a phone call or a problem. These action types show as radio buttons when
you log a call or task.

To define the CRM action types:

1. hLISy (GKS DSYSNIf &dzYSydz ETRNBACGtion Tyies {FNPBAYL) Y Sy dz
the Setup menu to display thHeRM Action Typescreen.
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Home
Records: @
D Action Type lcon Delete
I B« 3 call Q.o Upload Icon
|« 4 Emal B | upioad icon
5 ) 5 Problem Upload lcon
Qs+~ - Task Upload icon
g+« [ Unkedin m Upload Icon
5 R 10 Skype B Upload Icon
B - 1 whatsapp o Upload icon
B & | 1z || revew face-toface) ., | upload Icon
|« 12 meview (virtual) O Upload icon
* O« 0 Upload Icon
* B~ 0 upload icon
* B« IV Upload Icon
10~ | Recorcs per page

2. To add a new action type, in a blank row marked with an asterisk, enter the name of the
action type in theAction Typefield. ThelD field will be completed automatically.

3. Ifrequired, upload an image fibes theiconfor this action type.
4. To delete an action type, tick the Delete tickbox on the appropriate row.

5. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

2.1.11Maintaining contract lengths

Contract lengths define the values that appear for selection against contracts. You might, for
example, have 12, 18 and 24 months set up as possible contract lengths and these options
will be displayed on the Contract Details screen when you create, edisplay a contract.

To define the contract lengths:

1. hLSy (GKS DSYSNIf &adzoYSydz FNRY (GKS {SidzLd YSydz
the Setup menu to display theofitract Lengthscreen.
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Homes
Records: 3
(] How Many Months? Delete
I A« 1 2
B« :
g+« 24
A« 4 3
g« 48
* B & <
* OB & | -aute
* O % |
10w | Records per page

2. To add a neweontract length in a blank row marked with an asterisk, enter thember
of months you want to seh the How Many Monthsield. ThelD field will be
completed automatically.

3. To delete aontract length tick the Delete tickbox on the appropriate row.

4. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

2.1.12Maintaining cost centres

You can set up and maintain cost centres in Alpha Tracker. Fields on the Staff screen allow
each member of staff to be allocated to a cost centre so that invoices exported to Sage (or
other accounts packages) can be tagged with the correct cost centre.

To set up a cost centre:

1. hLSy (GKS DSYSNIf &adzoYSydz FNRY (GKS {SidzL) YSydz
Setup menu to display the Cost Centres screen.

Home
Records: 2
Cost Centre Code Cost Centre Description Delete
I B & o Software
B« |swee Support

* A«

* A«

* 0«

10 s | Records per page B =

2. To add a new cost centre, in a blank row marked with an asterisk, enter the code and
description of the cost centre.

3. To delete a cost centre, tick the Delete tickbox on the appropriate row.
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4. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

2.1.13Maintaining departments

You can set upnd maintaindepartments in Alpha TrackeFields on the Staff screen allow
each member of staff to be allocated to a department so that invoices exported to Sage (or
other accounts packages) can be tagged with the correct department.

To set up a department:

1. hlSy GKS DSYSNIf &adzomYSydz FNRBY GKS {SddzJ YSydz
Setup menu to display the Departments screen.

Home

Reconds: 1

Dept Code a Dept Description Delete
I B+« u Level 1 support
* B«
* B+~
* B~

10w | Records per page

2. To add a new department, in a blank row marked with an asterisk, enter the code and
description of the department.

To delete a department, tick the Delete tickbox on the appropriate row.

4. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

2.1.14Maintaining payment terms

Payment terms can be recorded against clients and then displayed on invoices when these are
raised from projects. To maintain the values for the Payment Terms dropdown on the Client
screen:

1. hLSy G(KS DSYSNIf &adzoYSydz FNRY (GKS {SidzLd YSydz
Setup menu to display the Payment Terms screen.

D Payment Term Days To Pay or Day of Month Description Date Active Date Inactive Delete

l Q- 22 Days 28 A A

10 & | Records per page
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2. To add anew term, in a blank row marked with an asterisk, entetetktefor the term in
the Payment Ternfield, the number of days used in the calculation of the due date in
the Days To Pafield and if required, adescription of theterm in theDescriptionfield.

To delete aerm, tick the Delete tickbox on the appropriate row.

Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

2.1.15Maintaining report issue reasons

You can specify reasons for issuingsuing reports for your projectsnder the Report

Produced milestoneTo set the possible reasons:

1. hlSy GKS DSYSNIf &adzomYSydz FNRBY GKS {SddzJ YSydz
from the Setup menu to display the Report Issue Reasons screen.

Reason Notes Delete

B« Copy requested by client

0« Change requested by client

2. To add a neweason in a blank row marked with an asterisk, enter teasonyou want
to set in theReasorfield. You can also record notes against the reason

3. To delete aeason tick the Delete tickbox on the appropriate row.

4. Click theSavebutton on the record oSubmitat the bottom of the list to save theeport
issue reasomletails.

2.1.16Maintaining turnaround values
,2dz Oy &ALISOATEe | Gdz2NYyI NRdzyR @Il fdzS 2y LINRB2SOGa
available turnaround values:

1. hlSy (GKS DSYSNIf &dzoYSydz FNRBY GKS {SiddzJ YSydz
Setup menu to display the Turnaround screen.
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Home
Records: 3
Description Days Colour Delete
I B - High Pr -:-":'_-,{ 2 Green W
B * | vedium Priority 5| | Pink W
B & |Lowrrioriy 10| Yellow W
* B - v
* B« v
* B - v
10w |Records per page

2. To add a newurnaround valugin a blank row marked with an asterisk, enter tlsdue
you want to set in théescriptionfield. ThelD field will be completed automatically.

3. Select the colour in which projects with this Turnaround value are to be displayed on the
Projects Dashboarand Lab Project Lifitom the list on theColourfield.

4. To delete aurnaround value tick theDeletetickbox on the appropriate row.

5. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

There is alsa Days fieln the Turnaround field that lets you link the Turnaroundhe

Project Due Date key milestole ¢ KS & ¢ dzNy | NP dzy R dzLJRIF 6 S& LINR2SOi
enabledfor this feature.If it is, thenthe Project Due Date is set from the Project Opened Date

plus the number of days specified on the Turnaround. This feature works with dynamic

milestones To make it even easier to set the Project Due Date, there is also a Default

Turnaround field on Project Types. If you use the Projgges to categorise turnaround, this

gAft €S0 GKS adeadSy aSi 020K GKS ¢dzNYVIF NRdzyR | yF
-HNnKNRBE¢ O2dz R KIF @S | RSTlLdA G ¢daNYyI NRdzyR 2F ™M RI
the Project Opened Date plus 1 day.

2.1.17Maintaining VAT codes

VAT codes are used on invoices in Alpha Tracker. If rates change you can maintain them here.

To set the VAT rates:

1. hLSy G(KS DSYSNIf &adzoYSydz FNRY (GKS {SidzL) YSydz
Setup menu to display the VAT Codes screen.

Home

ceive | All

VAT Code = VAT Description VAT Rate Account Software Code Date Active Date Inactive Delete

I g« Zero rate o 0 =] a

A« s 2 [T B a
* 3« =] =]
* @« =) a
* 3« =] a

10 v |Records per page
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2. Set the value in th& AT Ratecolumn to the required VAT rate, expressed as a decimal,
eg 20% = 0.2.

3. To delete &/AT codetick theDeletetickbox on the appropriate row.
4. Click theSavebutton on the record oSubmitat the bottom of the list to save the

details.

2.1.18Maintaining aborted reasons

Aborted reasons are recorded on diary appointments that have been aborted and remain in
the diary.

Notes

Test appointment

p

o | |confirmed (@ | |cannotMove @ | |Tentative B | |writeup

@ |v| Appointment Aborted p S
Appointment Status PP 06/05/2022 1523 @ ~

v

F See SectioB.2, Editingand movinga project for instruction on how to abort an
appointment.

To set the aborted reasons:

1. hLISy (GKS DSYySNIf &adzoYSydz FNRBY (KS {Sidz) YSydz
the Setup menu to display th&borted Reasonscreen.

Home

-

Records: 2

D Reason Delete
I ﬂ ! Cancelled by client
g« 2 Staff sickness
A« -
0+« -
* B ® | oA

10w |Records per page

2. Type the description of the reason in tReasorfield, egRefused entry to site
3. To delete aeason tick theDeletetickbox on the appropriate row.

4. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.
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2.1.19Maintainingequipment types

Equipment types ardisplayed on the dropdowns on the Survey, Lab and Other Equipment
screens where you can maintain a database of your equipment (available from the Equipment
submenu on the Resources menu).

To maintain the equipment types:

1. hlSy (G4KS DSYSNI}If &dzoYSydz FNRY GKS {SidzJ YSydz
the Setup menu to display the Equipment Types screen.

fnome

Records: &

D Equipment Type

:

+
& © E
[ r

%

) 2
=)

) 2
=)

- =Auto>

S <Auton

OO0 O0O00 OO
2
Eh

* * *

- =Auto>

Hecords per page E

=
L4
i

2. Type the description of the equipment type in tRguipment Typdield, eg Microscope
or Full Face Mask

To delete a type, tick thBeletetickbox on the appropriate row.

4. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

2.1.20Maintainingeams

Alpha Tracker facilitates the organization of staff into teams and the scheduling of weekend
rotas for these teams. The first step in defining the schedules is to create the teams.

F Refer t06.9, Scheduling weekend teamfor further details on setting the schedules for thege
teams.

To maintain the teams:

1. hLSy (GKS DSYSNIf &dzoYSydz FNRBY GKS {SiddzJ YSydz
menu to display thd eamsscreen.
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(]

Team Name Motes Delete

® | 1 ||pink

(= e N« ([ = U = 1 = ¢
' 4

r 2 2 2

2. Type the name of the team in theeam Namdield and any notes to describe or define
the team in theNotesfield.

To delete a type, tick thBeletetickbox on the appropriate row.

4. Click theSavebutton on the record oSubmitat the bottom of the list to save the
details.

2.2 Maintaining Lab and Survey data

This section explains how to maintain the following aspects of system data that support the
functioning of the lab and survey report production:

1  approaches
asbestos types
condition

lab backfill

lab lookup data
materials

priority assessment
default PA scoring
recommendations
standard comments
surface treatments
survey types
validation for fibre analysis.

=A =4 =4 =4 4 -4 4 A5 -5 -4 -4 A

| Only appropriately qualified users should have access to and be able to maintain the lad and
survey data.

2.2.1 Maintaining approaches

It is possible for you to choose the terminology you use and display for approatieas
surveying For example, you may want to use VS for Visually Similar rather thatamatard

Version 131 SfGr'I' Page43
software



ALPHA TRACKER USER GUIDE

MAINTAINING SYSTEM DATA

T2NJ / NRaa

to our standard approach types:

1.

WSTSNBYyOSod ¢KS

FyR { dzNBSea

! LILINR I OKSa¢

ddzoYSydz FNRY G(KS

hLSy GKS [0
display the Approaches screen.
Records: 6
Approach Description Approach Type
|l B+« - Presumed Os ®p Ose Ox Ops
O« e Previously Sampled Os Op Osp O
B« Removed sp Ox Ops @k
A« Samplec sp Ox Ops OR
A« - Strongly Presumed sp Ox
B« x ross Reference s sp ®x Ops OR
* 0« Os Op Osp Ox O
* O« sp Ox Ops ORr
* O« Os Op Osp Ox
10 | Records per page

% ®ps Or

Ops OR

ps OR

Ops Or

Screen Type

R | GeneralLead PaintPCB,ODS,SMF, ~

General Lead Paint,PCB,0D5,5MF, ~

Key
Delete . .

To add a new approach, in a blank row marked with an asterisk, type the short form of
the approach, eg VS, in theproachfield and type its long form, eg Visually Similar, in
the Descriptionfield. Then select the standard approach, eg X, to which it is to be
mapped by clicking a radio button. The key on the left of the screen should help you
choose the correct approach.

To delete an approach, click on tBeletetickbox on the appropriate row(s).

Save your changes and close the Approaches screen.

2.2.2 Maintainingasbestos types

You can set up the identification of asbestos types on your Alpha Tracker, specifying the
identification and the score of each asbestos type.

To set up an asbestos type:

1.

h LISy

GKS [0

to display the Asbestos Types screen.

YR { dNBSe a

adzoYSydz TNRY ((GKS
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Home
Records: 9
Identification Score Position Hideon FA Delete
I B & Acinglite 2 2
B ® | Amosite 2 3
B *  snthophylite 2 4
B & onysoie 1 5
B &  croddolite 3 3
B« o 0
B * | eresumed ashestas 3 o
B & | removed o v
B «  remoie 2 7
* O«
* O «
* O«
0  |Records per page

2. To add a new type, in a blank row marked with an asterisk, type the asbestos name in
the Identification field and type its score in thgcorefield.

3. Ifan order other than alphabetical is required, type tResition, and if the asbestos
type is to be hiddemn Fibre Analysis screens, tick tHele on FAox.

4. To deletean asbestos typeclick on theDeletetickbox on the appropriate row(s).

5. Save your changes and close fh&bestos Typescreen

2.2.3 Maintaining condition values

The condition values are used in Tracker Mobile when recording the condition of a suspect
item. You can set and maintain the vadugy using the condition screeryou should only
amend the descriptions.

To maintain condition values:

1. hlSy GKS [0 yR {dz2NWWSeéa &adzoYSydz FNRY (KS {Si
display the Condition screen.

mome

Records: 4

Score Description Delete
I B * 0 Excellent
B - Good
g« : Fair
A« 3 Poor
* @«

10w Records per page D
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2. To add anew value, in a blank row marked with an asterisk, enter the recpoee
andDescription

3. To delete a condition value, click on tBeletetickbox on the appropriate row(s).

4. Save your changes and close the Condition screen.

2.2.4 Maintaing lab backfill details

The lab backfill details are the default settings for the fibre analysis fields when a specific
analysis identification is selected.

F Refer t08.3 Setting default fibre analysis settingsr details on how to set, use and-set
the lab backfill values.

2.2.5 Maintainingab lookup data

The lab lookup data defines the content of the didpwn lists on the Fibre Analysis screen.
Each of the fields available on the Fibre Analysis screen is defined as a Type in the lookup
data. Each of the values listed on the didgwn is defined as a Value

To maintain lab lookup data:

1. Open the Lab and Surveys submenu from the Setup menu and éeled? 2 | dzLJE { 2
display the kb lookup screen.

Home

% Search

Type v

Clear Search Criteria g Search

Type Value Position Delete
- SamplePrep v || None
- SamplePrep v || Dry
- SamplePrep v | | Add Wash
b SamplePrep v | | Grinding 4
- Microscope v | | AAl
- Microscope v | | BBBZ
Microscope v | | CCC3
| Morphology v | | Curly
- Morphology v | | Curvediwiry

- AppearancedSPolariser v | | White

OO0 O0OO0DO0DO0D0DODDO0O0O8
) 4

* B« v
* B« v
* - v
First 23456789 100f 12 NextLast v R pag
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You can enter search criteria in the top of the screen to filter the list as required. For
example if you only want to see the values for @R Liquick field, selectRILiquid in
the Typefield and then cliclSearch

2. To add a new value, in a blank row marked with an astesedkct the field name in the
Typefield andtype the valugo appear inthe drop-down list in theValuefield.

3. To delete dablookup entry, click on th®eletetickbox on the appropriate row(s).

4. Save your changes and close tlad Llookupscreen

2.2.6 Maintaining the materials list

Material codes are used to identify materials surveged consist of a threéetter code and
a description. Materials are assigned product type scores and may be defined as Asbestos
Containing Materials (ACMSs).

To maintain the materials list:

1. hlSy GKS [0 yR {dz2NWWSéa &addzoYSydz TNRY
display the Materials screen.

Home

Material Code Material Description ProductTypeScore  ACM  Lab Points showinlab  ShowOnMobile  Soils
BAB Brick / Block ®0 O1 02 O3
|«
15 IR,
g«
A«
A«
5 IR
B«
g«
A«
% IR
B«
g«
|«
5 IR

G B 5 8 60 B 6 3 0 B G G B B E
n

3
3
3
3
3
3
3
3
Q3
3
3
@3
Q3
O3

C0 010

2. To add a new value, in a blank row marked with an asterisk, type the-tetiee code
and description in théMaterial Codeand Material Descriptionfields.

3. Select aradio button to indicate tHeroduct Type Scorfor this materialc 0, 1, 2 or 3
and tick theACMbox if the material contains asbestos.

4. If you have your own lab, set the number of lab points accrued when a sample of this
material is analysed in theab Pointdield.

| Note that even if you set the Lab Points to 0, each sample analysed accrues a minimumjof 1
point.

5. If you have your own lab, tick tighow In Laltickbox for this material to be displayed in
thelistonthe! y I f & & (i Qa field®raiFhee Analsis (
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6. Tick theShow On Mobildickbox to make the material code and description available to
surveyors on Tracker Mobile.

7. To delete a material code, click on the red cross on the appropriate row.

8. Save your changes and close Materialsscreen

2.2.7 Maintaining the priority assessment values

The Priority Assessment submenu gives you access to a range of options for setting up the
various descriptions and scores that are used in priority assessni@mte. set upthese are
rarelychanged.

All these options work in the same way. Select the option you require, add or amend the
score and description, then save the new or changed entry.

2.2.8 Maintaining default priority assessment scores

The Default PA Scoring menu option lets you set up default values for priority assessment
scores based on the locatifsaom type. Your Tracker Mobile can be set to allow you to select
a location and default in the appropriate PA scores.

To set the defaults:
1. hLSy GKS
{ O2NRA Yy 3¢

0

{

<,
e,

{ dzZNBSea adzoYSydz FTNRY
e (K {

[} | iKS
G2 RA t S 5SFldA G t! O2NAy 3

Home.

ID  PALocation Normal Occupancy Access Extent Location Number of People Use AverageTime  Type Frequency Delete
| B+ | hen
B+ 2  louge 0 0 2 o ] 0
B+« : || cesscom 0 0 2 0 0 0
* B« a
* B & -a
*x B & A

10 v Records per page

2. Specify the locatiatnoom type for which you are setting up default priority assessment
scores in thePA Locatiorfield.

3. Set the required default values in each of the remaining fields.

| Note that Extent of Material is a special case in that it is never logical to set a default forjthe
extent of the material based on room type. It is therefore recommended that Extent is se
manually.

—r

4. Save your changes and close the Default PA Scoring screen.
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2.2.9 Maintaining ecommendations

You can set up short forms of recommendations for surveyors to select and link these to
longer paragraphs for insertion in reports. If required you can also set a timescale for action.
To maintain the recommendations:

1. Open the Lab and Surveys submenu from the Setup menu and select
GwSO2YYSYRI(GA2yae (2 RAALILIE GKS wSO2YYSyYyRI (A

Records: 11

Description Comment Timescale Screen Type

Add the signage in appropriate locations

| B2 @ sousese

B & @ | encopsulate/Repair & Manage as par | 29212 - -
)

IR —— - -
)

B @ | Noamionrequired v v
)

D & @  Reinspecion requires - v

+1]
»
=]

B«

=]

&
<
<

g«

=]
<
<

Qe Paint green Paint green . -
* O & . -
* O & . 5

* @« - >

2. To add a new value, in a blank row marked with an asterisk, type the short description of
the recommendation in th®escriptionfield.

3. If you want to link the recommendation to a longer piece of text, type this text in the
Commentfield.

4. If you want to associate a timescale for action with the recommendation, type this in the
Timescaldield.

5. Save your changes and close the Recommendasioreen

2.2.10Maintaining s|andardcomments

If standard comments are used in Tracker Mobile, then you can set up the short form for use
in Tracker Mobile and the longer version for use in your reports.

To maintain standard comments:
1. hlSy G4KS [0 |yR
/I 2YYSyiliaéeg (2 RAA
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Home
Records: 5
Short Description Description
. The same material was present throughout the XXX floor.
I O+«@ Same material &
v
was not possible because the room was locked and a key was not
B«n Room locked - no key /
Vv
We could nat enter the room because & e was in oroeg
o We could not enter the room because 8 Meeting was in progress
O« Meeting in progress & &
£
- . twas not possible to enter the building because the tenant refused access
O+« enant refused access P e
£
= The key holder would not release the key
B«@ Denied key o -
£
* B -
£
* B«
£
* B -
£
10 | Records per page

2. To add a new value, in a blank row marked with an asterisk, type the short description of
the standard comment in th8hortDescriptionfield.

3. If you want to link the comment to a longer piece of text for your reports, type this text
in the Descriptionfield.

4. Save your changes and close the Standard Comments screen.

2.2.11Maintaining surface treatment values

The surface treatment values are used in Tracker Mobile when recording the surface
treatment of a suspect item. You can set and maintain the values by tl# Surface
Treatment screemr you should only amend the descriptions.

To maintain surface treatment values:

1. hlSy GKS [0 |yR {dz2NWWSeéa &dz YSBrigaz TNRY
Treatment (0 2 R ASarfatfe Mréatmierkcieen.

Home
Records: 4
Score Description Delete
I 0« 0 Self Sealed
B - Sealed
O« 2 Partially Unsealed
O« 3 Unsealed
* O~
10w |Records per page D

2. To add a new value, in a blank row marked with an asterisk, enter the redbieme
andDescription
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3. To delete asurface treatmentalue, click on th®eletetickbox on the appropriate
row(s).

4. Save your changes and close Bwrface Treatmerdgcreen.

2.2.12Maintaining survewpes

The survey typedefine the type of report that you produce from your survey data, for
example Management or RefurbishmemtDemolition. The Survey Types screen links survey
types to report formats which contain the instructions for producing your repditese are
usually maintained by Start Software.

To maintain survey types:

1. hLSy GKS [0 FyR {dNWBSea &doYSydz TNRY GKS {&¢

display the Survey Types screen.

2. To add anew value, in a blank row marked with an asterisk, type the name of the survey
type as it is to be displayed on the Survey Details dropdown istineey Typdield. You
can also define a separagurvey Namef required.

3. Specify the name of the Reports Format linked to the survey type iRépert Format
field. This defines how your report is produced.

4. |If the survey type is to produce buildispecific reports, tick th8uilding Specific
tickbox.

5. If the survey type requires the entry of a certificate reference, tickRlguires
Certificate Retickbox.

6. Tick the Asbestos Survey tickbox if the survey type requires the standard asbestos survey
Survey Details and Survey Data screens to be displayed. Otherwise, tick the specific
elements required.

7. If any extra data validation checks are to be made during data validation for surveys of
this type, list the checks in thextra Data Validatiorfield, eg 01
¢tKS GSada INB t+ro0StfSR ' .3 / SGO 2N nsz
Fdzi2YlFGAOIff& NMzy ¢KSy a pimgithtgantrols this & LIS OA T A
feature.

"=
A<M

8. If you want to exclude projects with the survey type from the last inspection date
calculation on the Client Portal, then tick tRclude from calculatiotickbox. For
example, you might not want Refurbishment surveys to affect the calculation of the last
inspection date.

9. Save your changes and close the Survey Types screen.
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| If you require further information on survey types, report formats and templates please
contact Start Software 06333 301 1010

2.2.13Validation fofibre analysis

If you use the lab functions in Alpha Tracker to enter fibre analysis results, it is possible to set

up validation of the results entered against standard results for an identification. For example,
@2dz YAIK(G ALISOATeE (KL G Iderfficadion theharghaldgynfist A &

a
0S aSi ®wReLiguwidi 8zN& EispDpdérRed Tint Platé 2 & [ Sy Bidekingdnt 2 ¢ £ =

G2 a[26¢ SGOo®
To set validation for fibre analysis:

1. hlSy GKS [l0d |
CAONB !ylteara

M7 Qx¢

dzo YSy dz FNRY
AR

l.j
GKS +FfARFGA

Delete

2. To add anew value, in a blank row marked with an asterisk, specify the identification for
which you are defining the validation in theentification field.

3. List the fields contained in the validation in tkialidation Templatefield.

| The fields must be listed in a certain format. If you are in any doubt how to specify the fi¢lds

please contact Start Software @333 301 1010

4. Specify the values that must be present in the listed fields, in the same order as the
fields are listed, in th&/alidation Stringfield.

5. Type the text of the message that is to be displayed if fibre analysis fails the validation in

St SC

K
2

< o
-~
N )
- i

the Error Messag& A Sf R® C2NJ SEIF YL ST &2dz YAIKG SydaSN «a

O2y FAIAdzNI GA2Yy F2NJ / KNRaz2(GAt She

6. Save your changes and close tfredidation for Fibre Analysisreen.
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3. QUOTING FOR WORK

Alpha Tracker lets you create new quotations quickly and e&3ilgtations can be set up so
that clients can view and accept or decline them online, with email notifications when such
events occurYou can also return to existing quotations and update the detsiish as
status,as required.

3.1 Creating a new quotation

This section describes the steps necessary to create a new quotation in Alpha Tiracker.
addition to the method described here, you can also create a new quotation from the client,
by using a Create Quotation button, in which case many of the client details are automatically
pulled across.

To create a new quotation for an existing client:

1. / £ A01 GKS &b S gfromthze Saledinfedto/displag thiiNe® @uotation
screen

Home New Quotation x

Feferance A Get Mext Numbar Site & Adidress
Date Enquiry Recsived | 11-05-202 B via -
. Site Name/Desc ~ | Muts
Status OEnquiry ® Opsn OWon O Lost
Lanslord
Linked Quate Only use for quotes linked to others Postcade T
Client + q
Same as
Ci:
Type | Mul =0
y:
Assigned To v
Account Manager v
Contact Details Sperifications
(Clients can sze this)
Contact Name w |Dear| Dear.. Ed
Type “PageBreak® in your specification fext fo starf a new page
Scoping
Address
Y
Email
Phone Mabile Base Quate Value 0.00 || .. || Associared Costs

Client Multiplier

Quats Tatsl 000

Likelihood (3} ~

Fallowr Ups 0
Date Produced 11-05-2022 (=] Expectad Start Date a

Noges & Other Info
Days:  ‘Weeks:  Months

Produced By Dan Darkin v Durstion
Data Sent a

Noess

(Chignts can't 522 this) How Delivarsd ~

e
5 «” Special Instructions.
Other Info
& B« B
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2. Complete theRekrenceby either accepting the default letter and clicking et Next
Numberbutton to assign the next available reference number to this quotaiorby
typing inan office letterteference number of your choic#.is possible to set the
system to generate the next number automatically when the screen is opened.

3. Indicate the status of the quotation by clicking thed y |j dzAhNBSEy> > G2 2 y €

| { St SOGAY3T GKS a9yljdzANEE odzidz2zy Aa GKS &l Y$S |

between enquiries and quotations is the status and the level of detail that can be added.| You
can progress an enquiry through to a quotation by changing the stattigdding details of
the work and price.

4. Complete theenquiry details by selecting or entering details in the following fields, if
they are displayed:
f  Date Enquiry Receiveqtype in or use the date pickér ¢ 2 Rl € Qa RI GS
default
1 Viaga selflearning dropdown field to record the source of the enquiry

1 Linked Quoteg only specifya quotation number here if this quote is linked to
others This makes it possible to exclude certain quotes from reportssot to
exaggerate quote values where quotes have been logged for the same opportunity.

2NJ &
radio buttons¢ KS RSFIl dA § &0l Gdza F2NJ I yS¢ ljd2il A2y

Aa

f Clientgsearchforand St SO0 (G KS Of A Spylusngthe/ I YS FNRBY

magnifying glassor type their Client ID directly into the first, shdield. The
odzit2y € SGa @ 2dzd K& Ryol e Sead tastldctShatTliedt asy
normal

1  Typec select from the dropdowninlessthe quoteis for more than one type of
project, in which case leave blank atick theMulti box. Click thé/ultiple Types
button displayed and create a line for each project type that you require. If you
enter values here they are totalled and entered into B&se Quote Totdield.

1  Sub Type; to further define the type of workif applicable

1  Assigned Ta, select the person who is to follow up the quote. This can be
configured to send notification emails to the individual to whom the
enquiry/quotation is assigned. There are several settings that control how this
works. Please contact Start Software for higljgetting this up

5. Complete theContact Details for the quotation by selecting or entering details in the
following fieldsif they are displayed

1  Contact Name your contact at the clientSelect from the dropdown or type in a
new one

Dear¢ how the contact is to be addressetthis prefills with the first name
Addresscii KS O2y il OGQa | RRNX&aa

Emailceé 2 dzNJ O2y il Ot Qa SYIFAf | RRNBaa
Phonec@ 2 dzNJ O2y (i Ol Q& GSt SLIK2y S ydzyo SN
Mobile-& 2 dzNJ O2y i O Q& Y20Aft S ydzyo SNJ

= =4 =4 -4 A

6. Inthe Notes & Other Info section:

1 Notes¢ type any notes , eg for background or folloy advice Theseare not
visible to clients

1  Other Infog click the button if you have additional fields setfigp your quotations.
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The extra fields that are created for a quotation are based upon the project type that
you have selected so that it is possible to display different fields depending on the type
of work the quotation is for.

7. Give details of where the work is to take place in the Site & Address section:

1 Site Name/Desc use the dropdown to select a sitemealready on your system
for the selected client, or start typing to display matching sitegou enter a new
site name then it is addeid Alpha Trackeas a new sitdf the quote is for multiple
sites tick theMulti box and use the button displayed to specify the sites.

1 Landlordq type inif applicable
1  Postcodec type in then click the Lookup button fnd and insert the address
Pf GOSNyl GA@Stes Ot A0l GUKS {IYS la /tASyd odz
8. In the Specifications section:

1  Specificationg; type in the details for the quote.hEsearevisible to clientsif your
templates are set up to display them

1  Scoping click the button if you have additional fields set up $aoping.

9. Complete the Calculation sectioa set the value of the quote:
1 Base Valug either type a value directly into the Base Value fieldafter saving
the quotation,ct £ Odzf  §S GKS o6l asS @FrtdzS 2F GKS ljdz2dal
next to this fieldand entering theprice breakdown for the project.

Cost Breakdown for AQ22-0002

X

* @ «
*x O «

*
o1}

4
RN NN N
o
RN NN N

100  |Records per page D B «

The total is displayed in tHgase Valuence thePriceBreakdown screen is saved
and closed.

F Note that template entries for th€riceBreakdown screen can be set up for each project
type. Refer t@2.1.2 Maintaining project typesfor further detailsNote also thatost
breakdowns may specify the frequency of costparaing out one-off, monthly and annual
costs

If you have entered values for multi type or multi site projects the totals are carried
forward and entered in th&ase Valudield automatically

1  Client Multiplier ¢ enter the multiplier to be applied to this quotation in the field.

¢2 1SSLI GKS alryYS @rtdzsS a GKS ol asS ljd2al GAz
1 Quote Totalg calculated andlisplayed
1  Associated Costs use this to record any costs to you
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It is also possible to set your system to build quotations from costs plus a margin. This fg
jdz2 0S o6dzAft RAy3a OlFly 06S agAiliOKSR -&geptable valles
I NB a&dSaés ayz2é | yR &YAESRéwichit @ fodcéraia S R £
project types only by ticking a box on the project type(s). If you are building quotations fi
Oz2aiia LXdza YINBAY:S GKSy @&2dz aSS | /2aia
to specify the costs. There are addiabfields on the screen for specifying cost groups,

QUOTING FOR WORK

rm of

Ay3a GK
Aa aLl

pm
odzitiz2y

v

C

whether the margin should apply to an item, be copied to the project etc. The Client Mulfiplier

is then applied (as the margin) to arrive at the totaly @ G KAy 3 Y I NJ BrRes | §
through as a direct cost onto the project (ie you can see it in the Associated Cost windoy
the project)

a9 Ed SNy
Vv on

3.2

10. In the Delivery section:
1 Date Produced; type in or use the date pickebefaults to today
1 Produced By & St SOG UKS YSYO0SNJ 2 ¥-ddwi listDéfuls
U2 UKS f233SR AYy dzZaSNDa yl YS
1 Date Sent; type in or use the date picker
1  How Delivered?; select how the quotation was sent to the client.

11. In the Planning section (click on the heading to open this section):
1  Expected Start Date to indicate when the work is expected to start

vIEYS TNI

1 Duration ¢ to indicate in days, weeks and months how long the work is expected to

take

12. Inthe Special Instructions section (click on the heading to open this sedtipe)any
Foeciallnstructionsfor the work.

13. Inthe Follow Up section:
1 Likelihood (%)kindicate how confident of success you are
1  Follow Upsg use this later when following up open quotations.

14. Save the quotation details and close the New Quotation screen.

Displaying and editing an existing quotation

As a quotation progresses, you can keep the detgilto dateby editing the quotation in

Alpha Trackenn particular, this will involve changing the status of the quotation if it is won or

lost.

To search for an existing quotation:

1. { St SO0 GKS avdzzilGAz2y [Aalé YSedrddo BSLIG A
matching quotations

2y3 Syic¢

F Refer to Sectiod.4, Searching in Alpha Trackéor further details on search criteria that yo
can use in Alpha Tracker search fields.
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| The Quotation List displays a total figure. Search and filter the list as you wish to show tije
required quotations then go to the last page to see the total value of the quotations on the
list.

2. Select the quotation to display by clicking on the underlined quote reference number.
TheEnquiryQuote screen is displayed.

Home Quotation List % | Enguiry/Quote - TQ20-0011 5
_
Reference TQ20-0011 Site & Address
Date Enquiry Recaived | 25-11-202 [ |via| Existing client ~
- SiteNama/Desc | 127The Grean ~ | Mult
Ststus (CEnquiry ® 0pen Owon O lost
Landlord
Linked Quote Oy use for quotes finked to others Posteade CoTaAR =
Client sSWIFT || Switt Surveying q Church Road
Colchestar Samess
o[ Eszax Client
Type y
Muttiple Types
Assigned To Kim Evisen v
Actount Managsr Kim Evison v Specifications
{Clients can sze this)
2
s
Type <PageBreaks in your specification fexf o starf a new page
Contact Name Steve Faldo w | Dear | Steve -
Scoping
Unit 233 & 24
Haydale Park
Address Manningiree
Easex
Email Base Quots Value 1,200.00 || .. || Asseciated Costs
Phane 1234567890 Mobile Client Multiplier
Quote Total 1,200.00 | Change Loz
Follow Up
Likelihood (3] | 50 :»
FollowUps No Follow Ups Dsta Produced 25-11-2020 [a] Expectzd Start Date a
Days:  Weeks: Months
Produced By Kim Evison ~ Duration a i onen
Nares & Other Info 0 0 ]
Data Sent a8
AAA
How Delivarad ~
Notes
(Clhiznts can't s2= this)
™ Special Inscructions
Fd
Other Info
e B« B8

3. Update tte quotation details as required, including the details available fronCtieer
Info button.

You can link one quote to another by using the namked Quotefield. This makes it
possible to exclude certain quotes from reportsasmot to exaggerate quote values
where quotes have been logged for the same opportunity.

Visibility can be gained on variations to the totals on quotations by using the Change
Log. Click th€hange Lotink below the Quote Total to display details of changes.

4. Save the changes and close the screen.
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3.3

Generating andrmting a quotation

If you need to print a copy of a quotation, perhaps to send a hardcopy to your client, then you
must haveyour quotation template(s) set up in Alpha Tracleerthat you can generate and
print the document

Refer to the Alpha Tracker Technical Guide for details on how to set up Document Templates
or call Support 0®333 301 101 you would like Start Software to set them up for you

You can print a quotation from the Quotation List screen or direct from the Enquiry/Quote
screen. In either case, you use tsord/Excel button to request the document generation.

This method of document generation is used wherever you see the Word/Excel button.

To generate a document:
1. Locate the quotation for which you want to generate a document.

2. From either the Quotation List screen or the Enquiry/Quote screen click on the
Word/Excel button:

%

A popup shows you the type of document you are creating, the linked project type and
quotation ID and the email address to which the generated document will becstig

is the email address associated with your loYiau can overtype the email address to
changeor correct it if required.

Generate Document for Quote TQ20-0011 X

Template Name ~

Email Onky?
(See hover tool tip)

Email Document To | kim.evison@start-software.com

Send Document Request || Cancel

3. Use the dropdown list on theTemplate Namdield to selectthe quotation template
that you want to usdrom the available templates he list is filtered so that only
relevant templates are displayed.

4. Ensure your email address is displayed diwk 8end Document Requesb begin
generating the document. Click anywhere off the pgpto close it.

When the quotation has been generated, you will receive an email notificatittmthe
guotationdocument and PD&ttached.The fileswill also be visiblérom the Open Document
Foldericonfor the quotation for youor anyone elsefo download if required:
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F Refer t010.3 Viewing and editing the reparand10.4 Uploading reports and other file$or
information on how to download and upload documents to Alpha Tracker.

To send the quotation you can simply forward the emal&F. Alternativelyemail files from
Document folderslirectly to clients or to yourself.

1  To email any of the files to yourself (to the email address associated with your login),
find the file in the document folder antlick theSendto Me button. The email is sent
immediately.

-

1  To email yourquotationout to the client, simply find the PDF in the document folder
and click theSendto Clientbutton. (This is only available for PDFs.)

Documents - AQ22-0002 b 4
Filename Size Created Last Modified w
. I AQ22-0002 Start Software 2022-04-21 2022-04-21 Delete
Quotation pdf ~ L~ 59.49K8 pas 1324 =
F See Section 18, Emailing files from the Document folder, for further details

3.4 Followingup open quotations

All your quotations are listed on the Quotation Lishich you can search and filter to find the

onese 2dz 6l yiG G2 F2ff26 dzLJd C2NJ SEIl YL S &2dz O2dz F
were produced by yobetween arange ofdatds 2 NJ LISNXK I LJaA F@Ndel t £ ahLISyé
LINP2SOG G(G.2LIS a{ dzNBSe¢

There is also a FolleWwpfeature on the Quotation List which helps you keep tratiour
open guotations how many times and when you followed them. @olour coding highlights
guotations that have been waiting longest without a folloy. Automatic chasing of open
guotations is also available in Alpha Traghersendan email with standard text to selected
open guotations.

1. Selecttvdz2 i G A2y JalksadngA it NERIGuotatikrs is displayed.
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| Search

Searen

coemo | (| EESRGHEEEY | venca

o 1o o

I=}

o]

2. 5AaLXlre GKS aSIHNDK FTAStRE 60& QKBOURYR 24/ iKS]
enter your search criteria and click Search.

3. For example, to follow up your own quotations only, sele8tatus2 ¥ & h LJgoyiré | y R
name in theProduced Byor the Assigned Taearch fieldthen click Search.

The number of times you have followed up a quotation is displayed ifrdfiew-Ups
column.

When you last followed up a quotation is displayed inlthst Datecolumn. This will

RAALIX & ab2 C2tf2g | LJAE Aups & hadatdof BeSlasy 2 G NB O2 |
follow-dzLJE S3 dG¢ 2RI @ MPKMAKHAHNEZTZ G, SAGSNRF@ MnkM
MTKAMKHAHNE P

ThelLast Datds colour coded if the quotation is an Open quotation. Settings determine

when the colours change, by default thelours are set as follows

1  Greencindicates that the quotation has bedallowed upwithin the last two
weeks

1  Amberc indicates that the quotation has not been followed ftwo-four weeks

1 Redcindicates that the quotation hasot been followed up for more thafour
weeks.

You can filter the Quotation List by the follay details, by using thpre-setfilter
buttons at the top of the list
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Home

4 Search
Referznce Clignt ID Clignt Mame Status

b
Clear Search Criteris
Rafrezh | Records: 530
Search for: Search || Al
Reference Type
lJl BO21-0001 Asbestos Survey
A -]
- AQ21-0002 ] Asbestas Survey

Date Produced
From: o

a

Client

START
Start Sofoware

START
Start Software

For example, to display all open quotations that have lre#nfollowed up for four
weeks or more, click the red Follow Up button, or to display all open quotations that you
have not followed up for between two and four weeks, click the amber Follow Up

button.

4. Follow up the quotation and record detaldy clicking the underlined number in the

Follow Upscolumn.

Awindow opens displaying theate, person, method andotes entered for each

previousfollow-up. For example:

Quote Follow-Ups

Records: 2

Follow Up Date »  Followed Up By Method Notes
Spoke to Sam ab
I B & ocoosizozzc [ | Dan Darkin v Cal v
B & |zsou221: B | judykey vl v
* 0+« 20221 B| | DanD w w

Phoned them and they are still thinking about it

Delate

s

CHFYIIEE

Enter the newdetails in the blank bottom row (marked with an asterjgken save and

close the window.

Themain quotation screerQuotation Detailsalso includes details on folloups. These are
in the bottom righthand corneiin the Follow Up sectioand work in the same way as on the
Quotation ListYou can also find thieikelihoodfield in this section, which sets the coloured

wheel on the Quotation List.

Likelihood (3] | 50 W 5-&
Fallow Ups 0 Mo Follew Ups
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Automated chasing of open quotations also possibleThis timesaving featurellows you to
follow up open quotations without manually writing indivial emails to each prospect. It
sends an email with preet text to the contact email address specified in the Contact Details
section of the enquiry or quotation (displayed on the far riglnhd side of the Enquiry List or
Quotation List).

1. Openeither the Enquiry List or the Quotation Ligtitomated chasing works from both.
2. Hilter the list ofenquiriesbpen quotes to select the ones you want to follow. up

3. Select the applicable enquiries/quotations by ticking the checkboxes on théeftl
side or select all. £hase Selecteldutton is displayed at the bottom of the screen.

4. Click theChase Selectetdutton to display the Chase Quotations screen where you can
define or refine the text for the email.
58Fl dAf G GSEG Oy 68 aLISOATASR o6& daAaAy3d
adzo2SO0 F2N) ljd2GS OKFraS¢eé¢d ¢KS fAaad 27F
the right- simply enclose the tag name withiurly brackets {})to pull the contents of
that field into the email.

Chase Quotations X
cc CCme Reference
Subject Following up on your Quotation {Reference} Client 1D
dient Name
Body HI {Contact Name},
g Type
‘wie're following up on your quotation for {Site Mame). Please let us know If you would like
to go ahead. Status
Kind regards. Slte Name:
The Start Software Team Site Address
Site Postcode
Salutation
Contact Name
Emall
Telephone
Mobile
‘Contact Address
Landlord
2
w | Preview send Emall  Cancel

5. Check what the email would look like before you seBichply select the quotation for
which you want to preview the email from the drdpwn list next to thePreview
button, then click the buttonThis is particularly useful if you have used tags and want to
check the results.
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Preview - TQ24-0022

Subject: Following up on your Quotation TQ24-0022
Hi Jason Dane.

We're following up on your guotation for 25 Leigh Road. Please let us know If you would like to go ahead.

Kind regards,

The Start Software Team

6. If you are happy with the content of the emmiklicksend Emailo send them out.

3.5 Converting a quotation to a project

LF | ljdz2dFGA2y A& ¢2y3 gKSy &2dz OKIFIy3aS (KS
displayed on the screenthe Create Projecbutton. Click theCreate Projecbutton to open

the Project Details screen with as many fields as possiblpgpelated with data from the
guotation. Complete the remaining fields and save the project.

A project type must be selected on the quotation before a project can be created.
Please note that th@rojectManager/Consultanffield does not get completed from the

information on the quotation. This allows projects created in this way to go through the
project allocation process.

F Refer to Sectiod, WORKING WITH PROJE T Setails on entering project related
information.

When a quotation is marked as won or lasimeadditionalfields are displayed:
1 Decision Date; to record the dateyou received the gahead
1 Client Order Numbecr to enter an order number supplied by the client
1 Reasorg so that you can record a reason why it was won or lost.

A quick link lets you go from won quotes to their linked projects. Open the quotation and click
the Linked Projectdutton on the quote to display a list of projects linked to the quotation.
You can then open or work with these projects as you wish.
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Home
Reference AGQ20-0001
Date Enquiry Received | 03-11-202 [ |via A
Status O Enguiry O Open ®won O Lost
Linked Quaote only use for quetes linked o others
Linked Projects Create Project
Reason
Client starr || startsofware Q
Type Asbestos Survey w | Mt

Home | Enquiny/Quots - AQ20-0001

& Click here to search...

m Map

Refresh | Records: 3

Open Projects | Closed Projects | Al

Project Type Client Site Postcode Site Ref Client Project Ref Order No Status
START e
Ashestos -
I " | |a00260 Eh = D | I Start Innavation TF2 SFT New
ey Software  Centre
START e
F Asbestos D « i N on
¢ A-00254 Eh T |.| Start  Innovation TF2GFT Map ]
b Software  Centre
START e
e [ |A00253 Eh Ausbesios D || Start Innovation TF2 SFT New
Survey

Scfoware  Centre

10 |Records per page | Duplicate Project E:

I ASGOGAY3 6avdzzil GA2y R20dzySyida F@FAtlFotS Ay LN
quotation folders to project folders when creating new projects from quotes. This means that

if you want to have all the quotation folder files present in thejpcts folder when you open

the project, then you can have this without having to download and upload the files. If set to

copy, then the files are copied into the project folder within a-$oller which is named the

same as the quote number. If set to e then the files are moved into the project folder

within a subfolder which is named the same as the quote number.

If this feature is not switched on, you can still see and access the linked quotation folder from
a project by clicking on the folder icon next to tQeotation Reffield.

Also, if you are raising a-iespection project from a quotation, you can select the previous

project that you want to rénspect.Simply click th€reate Renspectionbutton that appears

gKSYy GKS adldGdza Aa OKIy3ISR (2 -idspetignerecords St SOG G K S
(XMLs) are to be sent and the project number that they are to be created from GBick

create the new Rénspection project.
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Home

Referance

Date Enquiry Received | 16-01-202 [8|via

Seatus

Linked Quate

Resson

Client

Type

Sub Type

Assigned To

Account Manager

Contact Detalls

Quoation List X

TQ20-0001

Enquiry/Quote - TQ20-0001 x

C Enguiry O Open ®won O Lost

Only use for quotes linked to others

unked Projects

7pane || Dane Environments!

Re-Inspection

[

0

Creale Re-

Create Project :

Site & Address

Site Mame/Desc | 32 Fisherman's Wharf

Landiord

Postcode

Poole
Dorzet

Unit 1D

Projec Number

Please select the unit id the re-inspection records should be sent to,

~

oK

cancel

~ | Mult

Lockup

same a5
client

A
tion text to start & new page
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3.6 Monitoring enquiries from the Client Portal

If you allow your clients to access the Client Portal to view their data and reports, it is possible
to allow them to log new enquiries themselves and also to view the status of their enquiries
and quotesThis feature is controlled by a number of settings.

2KSy GKS OfASyl( t23a ry SyldANBz +Fy SYIAt
t 2NIFE 9YILdZANE b20AFAOFGAZ2Y 9YIAf ! RRNBaa
OV dZANE [Aald 6AGK a/tASYyd t2NIrtée asSid I a
Date Produced Produced By Status WValue Likelihood(%:) Notes Contact Tel# Email Source

If you create quotations for the client, then any open quotations for the client may be listed in
the Client Portal, on the My Quotes screen. From here your client can accept or reject a
guotation at the click of a buttorif a quotation is rejected, your client is prompted to enter

some reject notes. The quotation is markedshestF YR (1 KS Of ASyidQa NB2SOi

displayed in theReasorfield.

vd2(i8a GKFEG FNB | O0OSLIISR FTNRY G(GKS LIB2NIFE IN

search the Quotation List by this status to find them. In addition, the system emails the

FRRNB&aa &LISOATASR Ay GKS aSUUARRNIGE & SFKS Y 2 NI

jd20F GA2ya FINBE I OOSLIISR 2NJ NB2SOGSRd | OOS LI

projects created for them in the usual way.

F See Sectiof5.1Q Logging enquiries, accepting/rejecting quotatipfar further information.
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WORKING WITH PROJECTS

4.

WORKING WITH PROJECTS

Alpha Tracker lets you create new projects quickly and easily. You can also return to existing

projects and update the details as required.

| LT &82dz R2 y20 dzaS GKS GSN)X aLINRP2SOGé A0l Aa LRaa
job, throughout Alpha Tracker by using a setting in the system (Name: Project).
4.1 Creating a new project
This section describes the steps necessary to create a new project in Alpha Tracker.
To create a new project for an existing client:
1. /ftA01 GKS abS¢g t NB2SOGé¢ YSygeozenThgdliedgiy (2 RA&LX |
bold are the main fields for projects; others are optional.
Project Number T ‘Get Next Number 22 A= v
Client Q||+ NewClient 8 = v
. Done Overdt e:.
Site Name/Ref Q Site Details e ’ 0 E
Project Type ~ | | Buildings Project Invaiced 8= ¥
iﬁl‘?f.'i:.ﬂ?a‘ o0o JE— Project Closed am= v
! Change L‘:E Return Date hd
=] 8 [Doveicne B «~ B
The first field to complete ithe alphanumeric project number in tHeroject Number
field. This is usually the office letter followed by a dash and then alfgienumber.
| Alpha Tracker also supports-siigit project numbers which is useful if you create large
numbers of projects.
2. Get the next project number automaticallyy checkindhe displayed defaulbffice
letter, changing it if necessaren clickng Get Next Number
It is possible to set the system to generate the next number automatically when the
screen is opened.
3. Enter the Client ID, if you know it, in the first section of @ientfield, and tab out of
GKS FASER (2 Lz t and &niBttesdifkeddétaOrQffydu8o/ndtQa y I YS

know the ID, click on the magnifying glass in the second part cElieetfield to search

for the client. Type a part of the client details (eg part of their name, address or contact)
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in the Search foffield and clickSearchto filter the client list. When you find the required

client, click theiSelectt A y1 ® ¢ KS Of ASydiQa yIFYS FyR L5 | NB

field.

If the client has not yet been recorded on Alpha Tracker, uggdiveClientoutton as a quick
way to enter the client details.

4. Enterany details you may have for:

1 arelated quotation in th&uotation IDfield (automatically filled in if you create
the project from a won quotation)

the Salesperson who achieved this project in 8ades Contadield (if displayed)

0KS Ot ASyidQa 2NRSNJ Yy dzCied RIeF RunbefieklS y S &
0 KS Oreféréhige intnder in th€lient Project Refield

the contract to which this project belongs in t@ontractfield (if displayed)

= =4 -4 =

TheQuotation IDon a project is a link field (the contents are displayed with an underline)
Double click on this link to open the specified quotat®dso, if there are any files stored
against a quotation, a Quote Documents folder is displayed next tQtio¢ation IDon a
project. This means that you can access the quotation documents related to a project without
having to open the quotation.

It is also possible to copy or move files from quotation folders to project folders when crdating
new projects from quotations. This means that if you want to have all the quotation foldey
files present in the projects folder when you open the projech yloei can without having to
download and upload the files. Note that you can still see and access the linked quotatign
F2Ef RSNJ FNRY | LINRP2SOGd ¢KS aSiddAay3a G2 Qg2
F2f RSNE | yR A(a dpRaadimodef TBe defaul \ddGeor thidNsdtting id apt
to copy or move files. If set to copy, then the files are copied into the project folder withir] a
subfolder which is named the same as the quote number. If set to move, then the files aye
moved intothe project folder within a sufolder which is named the same as the quote
number.

O<,

TheContractfield is only displayed if it is switched on for your system. If it is enabled ther you
can link contracts and projects by selecting the contract irCimatractfield and using a
schedule of rates defined for the contract to set the breakdown for the project value.

5. Select the Project Manager for the project from the diagwn list on theProject
Managerfield. If there is an Account Manager you can select them too inAtbeount
Managerfield (if displayed)

6. If you want to specify the staff working on the project, click Breject Staffoutton
where you can list them and their roles. A summeafryhe list is displayed below the
Project Managefield.

7. Select the site for the project from the dragpwn list on theSite Namefield if you have
set up sitedor the client already. If the site you need is not on the list, then you can
create it by clicking th&lew Sitebutton.
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| It is important that you select the site from the list if it already exists, rather than create g new
site. This is because Alpha Tracker draws together all data entered for a site, across multiple
projects, to create an Asbestos Register for the site.

If you click theNew Sitebutton to create a new site you should fill in t&&e Name

Addressand Post coddields.
Create New Site >
Client SSWIFT Swift Surveying Q

Site Name
Address

Postcode
Country United Kingdom
Site Reference

Lookup Address

‘Contact Details

Contact Name

Contact Telephone

Contact Email

Account Manager hd

Landlord

Notes

,2dz Oy Ffaz2 O2YLX SGS GKS NBYIFAySitg I FTASERA AT
Referencedield and site contact details in tHéontact NameContact Telephonand
Contact Emaifields.

TheSite Detailsbutton on the Projects screen lets you manua#iyopen the Site Details
at any time.

8. Use the dropdown list on theProject Typeield to select the appropriate type for this
project.

Qx¢
w
[axtN

| ¢KS LINP2SOG GelLlS Ydzaid fNBFRé SEA&dGD ¢2
option from the SetupGeneramenu. As part of the project type, you can define the
significant events that are usually associated with such projects or jobs, the milestone
template¢ use therow expandebutton on a project type record to set up these milestoneg.
You can alsdefine project typespecific cost breakdown templates, sub types and various
codes

dzLJ
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Once theProject Typehas been entered, thBuildingsbutton becomes available.

9. Enter the estimated total value of the project in tBstimated Total Project Valuield
and indicate whether the project is fixed price

Visibility can be gained on variations to the totals on projects by using the Change Log.
Click theChange Lodink below theEstimated Total Project Valu® display details of
changes.

10. Indicate the current status of the project by selecting from the ddopvn list on the
Statusfield.

I ¢KS LIN22SOG adl Gdza Ydzad | f NBFRe& SEAad® [¢2 asSd d
{GFrGdzaSaé¢ YSydz 2 Gandrangnu.Frdlihded enk Supply 8 dedetiption o
the project statusln addition, you can set a default status for new projects by entering th¢
NEIljdzA NER adGl ddza I 3FAyad GKS a5STFrdzZ G t Ne2SOdG {

11. Add any notes on the status of the project if required in 8tatus Notedield.
12. Save the project.

You can now complete the optional project information on the righhdside of the
New Project screen.

13. Inthe Milestones section, enter datasidnamesagainstany milestonsthat have been
completed. For example, you might at this stage completeQuete Producedand
Order Receivednilestones.TheProject Openednilestone is completed for you.

| Double clickinthBate¥ A St R 2F | YAf Sadz2yS (2 AyaSNL G2RIe&Q
user name in th@yfield.

TheTurnaroundfield in the Milestones section lets you set the priority of a project.

| You can set the possible values for the field by using the Turnaround option from the Setup,
DSYSNIf YSydzZz FyR &2dz Oy S@Sy OKIy3S dkS &SNy
dzaAy3 GKS abl YSY ¢dzNYVI NPdzyRé &aeaidSy NBLPp2aAG2NE

You can complete additional milestones specific to the project type when you revisit the
project by clicking on thiore Milestonesbutton and completing the details.

The status of milestones under tihdore Milestonesbutton is visible in a traffic light
format, showing you the number of milestones Done, Due and Overdue.

Project Opened 12052022 B | = m Eviso v
Quote Produced B = v
QOrder Received B8 = A

Turnaround v

.‘#-:-E Done: [ Due 8 Overdue n
Milestones

Report Produced B = v
Project Invoiced 8 = A
Project Closed 8 = v
Return Date ~
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Click theMore Milestonesbutton to see and update the projesipecific milestones.

Additional Milestones for T-56856 X

Records: 9

Refresh Milestones || X Delete Milestones

Position 1 Milestone Site Visit Booked
I W TargetDate 16/05/2022 B3| Assigned To | Notes
Completion Date B/ completea By v 4
Position 2 Milestone  First Day Onsite
[ TargetDate 19/05/2022 [ Assigned To | Notes
Completion Date B/ completed By v 4

The buttons at the top of the screen let you:
f dzLJRIGS GKS Gaa2NB aifSaildzySaé¢ az2 (KIFG GKS?& ¢
for the Milestone Template for the Project Type since the project was created
(leaving any manually entered ones in place)
T RStSGS Ittt GKS SEAaldAYy3I YAfS&al2yS&a dzy RSNJI ac
14. In the Contacts &Addresses section, specify the sitevoicerecipient,report recipient

and report commissioned Igetails Some fields may already be completed from your
previous selections.

‘Contacts & Addresses

Contact Mame | |ohn Peacack
Contadt Email
Contadl Number

Addltional Contacts

Landlord
Stournead
waitshire
Address
P
5ame as Client ADDress
Site Country United KIngdam
Postcode

Lookup Adoress

Map

Invoiice Aedpient
Hare -
Address

|k

Report Redgpiert 1

Mame Sve Faldo -

unit 238 & 24
Haydale Park

feldress IManningires
Essex
Email sfaldo@swift.co.uk

Marne b

Email

Report Cammissioned By | Steve Faloo
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15.

TheSite Contact Naméeld on a Project lets you select from the Contacts listedHer
clientand the site simply start typing the name to display a liBheSite Contact
Numberfield can either be typed in or will populate when a site is selected and when a
project is created from a quotation, if the information has already been recorded.

Clicking in thesite Addresdield will bring through the site addresghere one has
previously been entered and will also insert the postcadd landlordn the separate
fields if appropriate

There is also §ame as Client Addregsitton which lets you insert the client address as
the site address with one click.

Thelnvoice Recipienfield on the Project screen lets you select the person to whom
invoices are to be sent. For a name to appear on the dropdown list it must be recorded
as an additional contact on the client with either tReleor the Title field containing

0KS 62NR dal OO 2aiteynatiely gaNd systeny ¢ ble €e6té show all client
contacts on this dropdown liskf a name iselected, the associated address will be
displayed.

In the Financials/Planning section, specify the estimated number ofdags that the
project will takein the Diary section

The accuracy of this datecludingthe Fixed Pricdickbox,is important for financial
statistics extracted from the databasso please take care to enter this information
correctly.

When calculating financial data, such as value per day of open projects, variable-(ie non
fixed price) jobs use the estimated man days and estimated total vahereas fixed

price jobs use the time actually booked into the diary to work out their daily rate, not

the estimate of ime required.For example:

Job 1

Estimated to take 3 days and to cost £1500, on a time & materials basis.
Enter:

1  Estimated Total Project Value = 1500.00

1 Estimated Total Man Days = 3

1  Fixed Price NOTticked

1 Days booked in Calendar =5

Tracker then calculates the effective daily rate as £500, so each day booked into the
Calendar is worth £500.

Job2

Estimated to take 3 days, for a fixed price of £1500. However, 5 days are booked in the
Calendar.

Enter:

1 Estimated Total Project Value = 1500.00
1 Estimated Total Man Days = 3

1  Fixed Price = Ticked

1 Days booked in Calendar =5

Tracker then calculates the effective daily rate as £300, so each day booked into the
Calendar is worth £300.
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Haome e Proje
m
Project Number T-36856 Contacts & Addresses
Client sswiET || swaft surveying Q|| 4 newclient |Send Ml
Quotation Ref
Client Qrder Number | 3002083 _
Clien: Project Ref Charge Code
Project Manager Kim Evisen | | Project staff Invaiced Amount | 0.00
Site Name/Ref The Mil Q Site Detalls Finance Notes
Project Type Asbestos Survey “ | | Survey Details || Buildings e
Estimated Total Invoice Client Q
Project Value 0.00 .| Fbed Price
Change Log Run Data Valldator Ralse Involce
Status New ~ few 5
Vi ioice: Ralse Credit Note
(External)
Status Notes e
y payments alse Pro-Forma
Involce
Total Current Costs | 0.00
Estimated Man | Estimated Man
Days Days (Write Up)
Change Log
Diary Appointments
Add Timesheet Timesheets
Notes/Other Info
Eq: ﬁ %, Hotspors Duplicate A« B

There is a Change Log available onEegmated Man Day$ield so that you can see if
changes have been made to this field, when, who by and what previous values were.
There is also aBstimated Man Days (Writé&Jp) field available which is for people who
want to record admin time separately on a project without scheduling it in the diary.

16. In the NotegOther Infosection, type any notes that apply to the proje¥tou can also
record any special instructions

TheMaster Project Numbefield lets you specify the project number of the master
project if this new project is a stiroject.

F Refer to Sectiod.4, Grouping projects togethefor further information on master and stb
projects.
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Hom:
Missianes
Project Ni ber T-56856 Contacts & Addresses
Client eT | swafesurveying Q|4 mew client | send i Finandiak/Planning
e _
lien: Order Number | 0008093
Jient Project A
Actions Agreed
Project Mana; Kim Evison w Project Staff
J1 B 4
Site Name/Ref The wil Q Site Detalls
______ I Instructions
Project Type Ashestos survey v | Survey Details | Buildings
&
Estimated Total
g Price
Project Value o - | Fixed Price ster Project Numi
Change Log
Risk A ment
Status New v
Other Info Import Gther Info
Status Nates
Py scoping mport scoping
Send Scoping Data to
Handset
2] B | &) Hotspors Duplicate 8« B

The Risk Assessment button lets you véaw Risk Assessment details captured on site
using the Risk Assessment app

F

Assessments.

Refer to4.3 Displaying and editing an existing projefor further details on Risk

Once the project has been saved there isither Infobutton available in this section
that allows you to access any additional fields that you have set up and linked to

projects.

Alternatively, you can copy the Other Info details from another project by using the
Import Other Infobutton. Specify the number of the project from which you want to

copy the fields and then clidkport Data This also works to import the Scoping
information from another project, if you have this displayed, by using the Import Scoping

button.

fields.

Refer t02.1.5 Maintaining extra fieldsfor further information on setting up these extra

17. Save the new project details by clicking the save record icon at the bottom of the screen:

If the project that you are creating is a survey then there are additional steps to be completed
to set up the survey.

Refer toSection5, WORKING WITSURVEY for further details.

Your system may be set up so that an email alert is automatically sentamed person
whenever a new project is create@opies may also be sent to the logged in uSettings
control this functionalityand the content of the email can contain template tags to customise

It.

| Please contact Start Software if you would like these email alerts to be sent.
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4.2 Duplicating a project

To save time you can duplicate an existing project in Alpha Tracker. Duplicating enables you
to create acopy or anumber of copies of a project and then to amend the details as required.
The project details copied include:

1  project letter (a new number is automatically generated)
client, project and site details

milestones

contacts and addresses

extra information fields

survey type.

= =4 -4 -4 A

To duplicate a projeanultiple times

1. Search for the project that you want to duplicate by using the Project List

F Refer tol.4, Searching in Alpha Trackéor further details on search criteria that you can uge
in Alpha Tracker search fields.

2. Highlight the project to duplicate by clicking on it.

3. Click theDuplicate Projecbutton at the bottom of the Project List screen

Home
4 Click here to search...
Map

Refresh | Records: 2

Open Projects

Project Type Client site Postcode Site Ref Client Project Ref

» e 7DANE -
s Re- - D — ki 3 oFT a
¥ T-5652 q] inspection D [_] B.f._. - Innavation TF2Z9 PPOSO0I0 Map
E— Environmenta Centre
FDANE e
Asbesto
| o msem q:: e D U D ane Innavation PPOSS  Map
Y Environmental Centre

10w | Records per page Duplicate Project D

The Duplicate Project screen is displayed.

Duplicate Project X

Project Number T-54277 Q
Mumber of copies to be made

Please Note: - This
the selected Proje

4. Specify the number of copies of the project you require and cliciCiteatebutton.

The duplicate projects are created, using the office letter of the original project and
generating the next numbers as appropriate. Refresh the list of projects displayed on the
Project List screen to see the newly created projects.

Version 131 SfGr'I' Pager5
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5.

Amend the details of the projects as necessary.

If you change the site on the projects, take care to amend the Building details too.

To create duplicate copies of multiple projects:

1. Display the projects that you want to duplicate on the Project List.
2. Tick the selector tickbox on each of the projects that you want to duplicate.
4 Click here to search.
e -
Open Projects | Closed Projects | All
Project Type Client Site Postcode  Site Ref|
I " v 156856 % D H gz;:z::ng The Mill
o R Survey, D U Surveying  Road
" [V]T-56602 % D H Sjv?:rg 2‘52“ BH21 3QF 565656
" Tsee01 %D H Siv:::[\rg ;52:" BH2130F 343434
«" | |Ts6600 fshesioy D U ss\v\:(\n acolin g5130F 121212
Survey, Surveying 9%
3. Click theDuplicate Multiple Projectsdutton at the bottom of the Project List screen.
o T-56597 ';L%;{”S D lil ;V\{::ra ZI;EZZ; GU1Z 6RA 67890
™ | T-5659% ﬁ D U Si“r{::” Z.;:gg:s GUI26AA Map 67890
F’Etj'EwD;:‘O”Mﬂ 10+ |Records per page Duplicate Multiple Projects
| Note that if you use the tickboxes to select projects then the duplicate button changes it{

name and works slightly differently.

A confirmation screen is displayed.

Confirm the projects to be duplicated by clicking

Please Confirm

Project(s) to be duplicated

X

T-56856,T-56603 T

56,T-56603,T-56602

un
2]

OK Cancel

A message informs you when the projects have been duplicated and a new tab opens
listing the newlycreated projectsEach new project is assigned the next available

project number.
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5.

Efe)

Type Client Ste  Postcode Site Ref
SSWIFT
Qs"ﬂ D U Swift I:‘ﬁ Map
2urvey Surveying !
SSWIFT 10
?w D [_] swift Milton
aurvey Surveying  Road
SSWIFT 6
% D U swit Colin  BH213QF 563656 Map
2Ly surveying  Clase

10+ |Records per page | Duplicate Project u

Client Project Ref Order No Status Value

Open the projects and amend them as necessary by usingrtject number link as
normal.

When duplicating a project, it is possible to include the Project Staff list and the Diary

appointments in the duplication. Two settings control whether this data is included in the
project duplicationb2 i K RS T I dz

4.3

G2 ayz

£

Displaying and editing an existing project

As a project progressggou can keep the details tp-date by editing the project in Alpha

Tracker.
1.

Search for the required project.

You can search for the project in a number of ways:

1  entering a key worar project numbeiin the QuickSearch field at the top of the
Projects menuwr in the Intellisearch field at the very top of the menu
T aStSOGAy3a GKS at NP2SOG [Aade
- entering search criteria to find the required projecif they are not already
RAALI I 8SRZ RAALIXFE GKS &SI NOK FTASERA
link
- clicking a filter button (Open Projects, Closed Projects, All) at the top of the
Project List
¥ Survey Quick Start > m Map
o sais
® Qients =
= % D U gzﬁ:ng The Mill
© R Soses 5By == Ol =_ &
:,:;,.:,.,:_mm S e G By srerm 1 E s E;;f:t
f selectingoneofi KS ah LISy t NRB 2sWiioh BteyouWsBpfojzctsAindl A 2 v
number of ways.
Version 131 31'0”' Pager7
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All the methods of searching for a project produce a list of projects matching your search

criteria.
F Refer tol.4, Searching in Alpha Trackéor further details on search criteria that you can uge
in Alpha Tracker search fields.
2. Select the project to display by clicking on the underlined project number. The Project
Details screen is displayed.
===
Project Number T-56043 FrojectOpened | 11/042018 [3| |B|| Dan Darkin v
Client START t Software Q|| 4 newdlient | Send Mal Quote Produced B2 ~
Quotstion Ref Order Received B2 v
¥ \.‘\';‘:(Lies I:c']e:. pue: | 0 | Overdue: n
o — Rep d B = v
Project Invoiced B |= | panparkin v
Site Name/Ref Vivien Court ’3\, Site Detalls
Project Type Asbestos Survey ¥ | | Survey Details | Buildings Froseesclosz o= Y
j‘a“- - - Financials/Planning
@ B q: ﬁ __\_—:::.:o:: Duplicate || # Open Alpha Draw g «|B
3. Update the project details as required.
This might include:
1  updating the status of the project
1 using the Project Staff button to list members of staff and their roles on the project
(this list is also updated automatically if you create an appointment in the Calendar
for a project)
1 adding to the contact details
1  updating project milestones
1  recording project notes
1 generating project specific documents using your templates which you can find
under theWord/Excelicon
1  producing a Job Summary Sheet to summarise project details, if this button is
switched on for your system
1 accessing the survey data items.
| Note that you can jump straight to the Survey Data screen by clicking the mobile phone |con
on the Project List.
Any documents linked to the project calsobe viewed by using th®pen Document
Folder icorat the bottom of the screen
There is a section on the Milestones tab where logs are stored to show when reports
KIS 0SSy A&aadzSR yR (KS NXBl$sdeRgagon/kag NI XNiRKS A aac
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under theReport Producednilestone to display the log screen. Note that the link is only
visible if the milestone has been completed.

Report Issue Reason/Log X

Report Issue Reason | Relssue after correcton ~

03/08/2022 14:53 Reissue after correction by Kim Evison [v3]

Report Issue Log

Generating a Final Report logs this event in the Report Issue Log. You can also record

reasons for raéssue here by simply selecting an entry from the Report Issue Reason field,

another report issue event is then logged in the Report Issue Log. The Respert

wSFkazya OFy 0SS aSG dzl) 608 dzaAy3d GKS awSLIER2NI L3
If Risk Assessment details have been captureditaby using the Otbite Risk

Assessment Mobile Data Studio app, and sent in, then the details can be viewed by

Ot AO1AY3 GKS awraal !'adaaSaavySyide odzilizy 2y (KS
The details may be displayed on a screen similar to this:

Risk Assessment Type A - N-00367 X

Datz =]
Surveyor v

Assistant Surveyor v

Signature

Additional Survayars

Severity (5)
Likelihood (L) w
Score
Action Complated
e
Saverity (S)
Likelihood (L) w
Score
Hazard
Biological Hazards
Chemicals
Confined/Restricted spaces
Driving
Version 131 31'0” Pager9
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4.4 Grouping projects together

Alpha Tracker lets you group projects together under Master profecshiow connections
between projects and make their administration easier. For example, if you have a major
project which involves the surveying of 100 domestic properties for a client, you may want to
give the client one project number for the entire [jeot, while also defining each property to

be surveyed as a separate project on your system. Alternatively, if you have a lengthy project
you may choose to divide it into a number of phgsassigning a syfiroject to each phase.

You can define any project as a Master projgeven a sukproject can itself have sub
projects.

| Note that all linked Master and stfrojects must belong to the same client.

¢KS GSNXa aLINE 2SO aré contrglied byiséttingsisGthl yiolNBN:I$o0s8 £
the names you give to these.
To link Master and suprojects:

1. Create the Master project as a standard project in the normal way, completing all the
usual details.

| It is important to note that the financial figures must only be put into Tracker Qedder
enter the total project value into the Master project or enter the value of eacipmajbct into
the subprojects, not both. To allow the individual invoicingoprojects, it is recommended
that you enter financial figures in the syojects only.

2. Make a note of the project number of the Master project.

3. Create or open the first suproject as a standard project in the normal way but also
specify the project number of the Master project on the Notes/Other Info tab in the
Master Project Numbefield.

4. Save and close the sytroject.

5. Repeat step8 ¢ 4 as many times as necessary to define all thestdjects.

To display details of the stfrojects linked together in a Master projegbu can use the
dalaliSNIt Ne2SOG [Aalé 2LWGA2Y

1. {StSOG (GKS daalaliSNItNer2SOG [Aalé YSydz 2LIiA2Y
required Master project.

F Refer tol.4, Searching in Alpha Trackéor further details on search criteria that you can uge
in Alpha Tracker search fields.
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heduled InProgress Completed Open Closed Al

Client Master Project Description Master Project Manager Order No Total Value # Total Projects #In Diary # In Progress # Complete # No Access

START .
e foware Q1 2025 Schecue

Refurbishment survey B 7.
BRO ol

wsporpoge | Duplcsmamer | [

Kim Evison £45000 3 2066%) 133%)  1G3%)  1(33%) LogCallTask

The figures displayed for a Master projece made up as follows:
1  Total Valueg The sum of all suproject values.
1  #Total Projects; The count of sulprojects.

1 #InDiary¢ThecountofsubINRP 2SO0 a ¢AGK F LIRAYyGYSyGa Ay
AyO2YLX SGSkl0o2NIwSR YR FNByQd @gNRGS

1  #InProgressg The count of sudprojects with appointments in the diary, that
FNBY Qi AyO2YLX SiSk-lips, hathrSiRthepgsRand Wwid@ett@ i ¢ NA G S

sub-project does not have a report produced date.
1  #Completec The count of suiprojects that have a report produced date.

1  #No Accesg The count of suhnrojegts that hgve appointAmen:[s, where all theA 3
FLILRAYGYSYyGa INB AyO2YLX SiSkFo2NISR 6A0K

Display the list of subprojects linked to a Master project by clicking on tiogr expander
button on the requiredMaster projectAmongst other information, you can see the last
completed milestone forsuhINR 2SOl da RA&LX F @SR Ay (GKS
date on whiclsite workwascarried outis also displaye(f the appropriate key
milestone isinus@ A yCorfiple8ds & 1 S¢ 02t dzYy @

af &

=

i BRCITZET  mn e 2
. b B
wive O

On the right of the suiproject information, you can also see details of contacts made
for the subprojects.

You can work with the individual sydvojects or the Master projedirectly from this
list:

9 click an underlined link to open the required project

1 read or add a jotter note

1  generate documents for a project by clicking a Word/Excel icon
1 open the document folder for the project by clickingetfolder icon.

If you duplicate a suproject, the new project created retains the master project number

so is also linked to the same master project.

1nd
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4.5 Monitoring projects on the Projects Dashboard

The Projects Dashboard gives a general overview of your projects as well as custom colour
coding for turnaround times and calculations to indicate whether a project is overdue. It
provides an ab-glance view of the status of your projects.

The information for updating the Projects Dashboard comes largely from key milestones. This

means that you can only get a full pictwe the Projects Dashboaiflyou are using

YAfSad2ySa t Ay SR (2 Ifjok &e motéusing Berk@yamildstbnds YA T Sa i 2y S
then some fields will not be updated on the Projects Dashboard.

F Refer to Section 2.1.2, Maintaining project types, and Section 2.1.8, Maintaining key
milestones, for details on setting up milestones and using key milestones.

To display the Projects Dashboard:
1. {StSO0G (GKS at Ne2SOGa 51 aKo2FNRE 2LIiA2y FTNRY (

Mo Mokmn  Mesun

Eexifw 1 [T]or2 v mesocon [

2. Search or filter to show the projects that you want to see by usingstsarch foffield or
the full range of search fields at the very top of the scrééwu could also sort the data
by clicking on a column heading, eg put the projects in due date order to help prioritise
your work.

The standard information displayed on the Projects Dashboard is:

1  project number

1 client

1  project and survey type

1 client order number

1 site name

1 postcode

It can also display furthestatusinformation as follows:

1  Site Completion Date The CompletiorDate from the milestone which is linked to the
158 YAtSaldz2yS af{damiBse2NI [Fad 5F& hy

1  Turnaroundg The colourcoded value from the Turnaround field on the project.
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,2dz Oy &aSiG GKS O2ft2dz2NBR F2NJ 6KS ¢ dz2NY I NRPdzy R 0 &
from the General section of the Setup menu and selecting a colour for each Turnaround
value.

1  Due Dateg The TargetDate from the milestone which is linked to the key milestone
Gt N22SOG 5dzS 51 0S¢
If the Due Date is earlier than today but the report has not been completed, then the
Due Date is highlighted in red.

1 Reporting Days to Deadline A calculated valu®f the number of week days from today
to the Due Date.

If the Due Date is earlier than today and the report has been produced (ie there is a date
Ay GKS wSLRNI t NPRAZOSRAXARKBAIWRYEIROGKISY @ KRI 5
GKFy G2RIF& 0dzi GKS NBLER2NI KIFa ydaygedeSG 6SSy LN
1  Samples Analysed TheCompletion Bte from the milestone which is linked to the key
milestoned . dzf { {F YLX S&a !yl fe&aSR¢
LT GKSNB Aa y2 RIGSE GKSYy ab2¢é Aa RAaLIIE@SRo
1 Plan Produced, TheCompletion Datéom the milestone which is linked to the key
YAfSAadG2yS atftly /2YLX SGS¢ o
LT GKSNB Aa y2 RIGSE GKSY ab2¢é Aa RAaLIIE@SRo
1  ReportChecked; TheCompletion Datérom the milestone which is linked to the key
YAfSad2yS awSLRNI v/ [/ KSO{SRé¢o®
LT GKSNB Aa y2 RIGSE GKSY ab2¢é Aa RAaLIIE@SRo
1  No. Samples; The number of survey samples, ie survey data items with an Approach of
a{ed
1  No. Fibres Analysed The number of fibre analysis records and how many of them have
an identification recorded.
Report Complete; The date from the Report Produced milestone.
Invoice Dateg The date from the Project Invoiced milestone.
Project Status; The Status from the project.
Project Status Noteg The details from the Status Notes field on the project.

= =4 =4 =

4.6 Displaying progress in the project pipeline

Get an alternative view of the progress of your projects through their milestones by using the
ProjectPipeline The Project Pipeline is available from the Projects menu for staff and a more
fAYAGSR @SNBA2Y Oly |fta2 oS RAaLXFI@8SR 2y GKS /f
t ALISEAYS 2y /fASY(d t 2NIFTE®

F SeeSectionl5.4, What can be seen on the Client Portdt# details on the Client Portal
version of the Project Pipeline.

hy GKS t NP2SOG tALIStAYS SIOK LINRP2SOGQa YAfSailzy
1 If the dot is green, then the milestone has been completedver over the dot to see
the completed date.

1 If the dot is grey, then it has not been completed.
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1 Ifthe dotis red, then it is overdue (passed its target date)ver over the dot to see
when it was due.

It provides an ab-glance view of the status of your projects.

The information for the Projed®ipelinecomes fronthe projectmilestones both the
standard milestones and the projetyipe-specificd a 2 N6 é¢ YA f Saliz2ySa

To display the Proje®ipeline
1. { St SOG U(mpelin&t RRPIBSEDY FTNBY (KS t NRP2SOGa

Open projects only ardisplayed initially, but you can choose to disptéysed or all
projects.

2. Search to find the projects to view.

Hover over a doto see details of the due or completekhte.

4. Open project details, if required, by clickiagunderlined project number or site details

by clicking an underlined site name
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5. WORKING WITSURVES

This section summarises the additional steps necessary to create a new Survey project in
Alpha Tracker.

5.1 Setting up a survey

If the project type of the project that you are creating has a category of Asbestos Survey (eg
LINE 2SO0 (@& LIS Bdildirgdid 3Suévey Detalidgduoy ard available for you on
the New Project tab to specify details specific to the survey.

Home x
Project Number | T-56043 Project Summary Sheet Project Opened | 11/04/2018 3| || Dan Darkin v
Client START | Start Software Q| [ 4 New Client | send il Quote Produced 8= v
Office v Order Received B | = -
Quotation Ref Turnaround v
Client Order Number \,

w“_‘”i . Done . Due:| 0 | Overdue: ﬂ

Client Project Ref Visstan=s
Project Manager | (¢ v || Project seaff || Diary Report Produced Bj= M

Project Invaiced = Dan Darkin v
Site Name/Ref Vivien Cours Q Site Details | || Ao mvOIcE = e
Project Type Asbestos Survey ~ | survey Details || Buildings Project Closed 8= ¥
Estimated Total | rxedprice Return Date v
Project Value

Contacts & Addresses
Status N v

Financials/Planning
Status Notes

A
info

@ | % = (\r—mpms Duplicate || # Alpha Draw ||  Equipment B« B

To set up the additional details for a survey:

1. Click theBuildingsbutton to display the Buildings screen for the current project.

X

Buskdings for - T-56515

IEREEE
* @~
*« g~
B

TheBuildingsbutton is not available on a project untilRroject Typds specified.

2. Enter the details of the buildings included in the survey into the blank rows marked with
an asterisk.

| Your system may be set to add the Building record automatically when a new project is
created. A setting controls this functionality.
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You can also list buildings that are specifically excluded from the sgmeking sure
that you untick thelncludedtickbox.

3. Use theFloor Descriptiondutton if you want to assign particular names to floor
numbers in your reports, eg you might want to call the floor below the Basement the
G{dzo .l aSYSylGé¢d  2dz 62dd R (KSYy ySSR (2 &LISOAT
new floor name.

Buildings for - T-56515 X

Click theSubmitbutton to save any new floor descriptions.

| Note that special template/document production coding may be required to use these
descriptions in your reports.

4. Click theSavebutton to save the building details and then close the Buildings screen.

5. Click theSurvey Detaildutton on the New Project screen to display the Suietails
screen.

Survey Details x

m 2 Survey Complete

Survey ID 78737 Included / Excluded Areas

Read from Buildings
Survey Type Example Management v

Lab v Included

Issuing Office b
Excluded
Special Fa
Requirements
Other Project mport Other

Info Info
Notes to Surveyar

6. Select theSurvey Typéhat you are adding, for example Managemgrefurbishmenbr
Demolition.

If the office issuing a report is different to the office that created the project, then you

can record details of the issuing office on the Survey Details samegba Issuing Office

fieldp ! &ASAGGAY3 o0a{K2g {dNBSe LaaddzAy3d hFFAOSE O

y2i® ¢KS FASER RSTldA G&a (G2 GKS LINRP2SOGQa 2FTFA
7. Select the lab that will be analysing the samples from this survey ibahfeld. By

selecting the lab here you are allowing that lab access via their (idgiet up)to the

fibre analysis screens foritsurveyQ samplesLeave the field blank if you use an
internal lab.
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8. Enter anyspecial requirements for the survay the Special Requirementeld.

9. Enter anynotesyou want thesurveyorto see on their handsewvhen they select the
project numberin the Notes to Surveyofield.

10. Specify the areas included and those excluded from the survey by completing the
Includedand Excludedields.

You can click thRead from Buildingbutton to take the details directly from the
Buildings screen for this project. Thmeludedtickbox on the Buildings screen
determines which box a building is entered into.

11. Click theSavebutton at the bottom of the SurveRetailsscreento close the screeand
return to the New Project tabYou do not need to enter any further details in the Survey
Details screen at this stage.
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6. SCHEDULING PROJECTS

This sectiordescribes how to use the scheduling tool in Alpha Tracker to book your projects
into the diary.It explains how you can

1  schedue a new project
1 edit and move groject
1  select a user or group of users for the calendar.

If you are using the Calendar Sync tobllbaokingsare automatically synchronised with
Google Calendarsso that your staff can see their work diaries at any time from their
laptops, home PCs or smartphon&e diary appointments can be customised to show the
information that you require.

F Refer to Sectiod, SYNCHRONISING CALENDARS, in the Techniclar@etads on setting
up the Calendar Sync tool.

Therearealso sectiosto explainhow:

to display staff photos on appointments

the system can suggestiitablediarygaps

to check the audit log of calendar changes

to display financial or time details on the Wallboard
to displayappointments on a map

how job allocation can be used with scheduling to allow individuals to control their own
diaries.

= =4 4 =4 -4

6.1 Scheduling a new project

¢ K StaffiCélenda 2 LJiA2Yy f Sia @&2dz aSft,§QupstearysBA JA Rdzt £ YSY
whole officesand display those people on the Calendépou can select any combination of

these for exampleyou might seleca groupO | £ BusvByord  Livodather individuals;

simply click on those required so that they are highlighted in bl their names appear in

the Selected Staff list.

| To put users into group, subgroypsamsor officesyou need to populate th&roup,Sub
Group Teamand Officefields on the Staff screen.

To schedule a project:

1. / f A ORaffiCéleddaty Y Sy dz 2 LI A 2 ysm2nfiand delSct theSéoplazND S
groups etovhose diaries you wish to display by clickingtoem.
1  select multiple people by clicking on the required members of staff
1 select all staff by clicking the radio button at the top

2. Clickeither the Calendaror the Wallboard button.
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The Wallboarghows appointments with eithesummarytime or financial information,
depending on system settings (some users can see bite)Wallboardopens asa

separatetab in your browserThe Calendar opens as a screen within Alpha Trgcker
appointments are normally made by using the Calendar

Some users may not see the Wallboard at all as it is possible to restrict who can see the

2} ff021 NR 0

0é

d 2 NRE

dza Ay 3 G KS ,and sorfeNibeksindy{s&: % Whllbob|
(Financial) option.
——

3. Adjust the view on the Calendar by:
1  selecting the tab at the top of th@alendar most appropriatéo the number of
days you want to view, for examplonth, Day or Work Week
1  selecting the person/people for whom you want to make bookings by using the
Hide/Show toggle and the tick boxes next to the staff names
1 clicking on the date picker to select the date you want to view
1  moving forwards or backwards in time by using the arrows around the date range.
4. Click on the Calendar on the intersection of the day and time when you want to make a
bookingand then drag the mouse down to define the duration of the bookirtge
Add/Edit Event window is displayed for you to fill in the details of the appointment.
Add/Edit Event X
N T
oject Number . Client Duration Eve: v
n
Start Time End Time < A Ki“gdm )
01/12/2023 09:00 @ | 01122023 13:00 [rd weekend Avallability .“D;]'hl‘:en' M;::,,:g.esm —
EEE) Birmingham Am‘mmam“-ﬁf‘
o Nthertands
Override Appaintment Value & : - ‘ + !
Sy _
Luxembe
Go_gle e e T r——
v Confrmed e e B Writeup 7 ’7 TR29FT — Route Route ho!
= BIE.
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Complete the fields on the Add/Edit Event windag/necessario specify the details of
the appointment, including the resourgperson) projectnumber, andstart and end
times.

Many detailscan beautomatically filled in for you, for example

1  Select a project and the client and the estimated duration of the project are
displayed.
If the site on the project has a postcode entered then the map shows this location.
Event details are also populated and may include a photo of the member of staff (if
one is uploaded to the Staff screen) and project/site details as defined by a system
setting). The photo will also display on the Calendar.

1  Select the resource (person) and their rilem the Project Staff is displayed, or
you can select a role
If a homeor an officepostcodeare defined for the person (in thelome Postcode
or Office Postcoddields on the Staff screen) then theoutingsectionshows trese
locatiors.
If the person belongs to a team (as defined by Teamfield on the Staff screen)
then this is also displayed and you will get a warning if you attempt to schedule an
appointment for them on a day that is not defined as a working day/weekend for
the Team.

Make the appointment for more than one persby clickingl K &dd ather resourcé
link below theResourceAJterngtiver,you can create dupligates of the bookiagce it
is savedby usingthet wS LIS G ! L2 A Yy G Y Sy (i ¢

Tick boxes at the bottom of the Add/Edit Event window let you indicate how fixed the
appointment is eg tentative, fixed or not movahbl&ick a box to attach an icon to the
appointment which lets you see at a glance the status of the appointment.

An Appointment Statusfield is also available if required.

The map on the right of the Add/Edit Event window can show you the locations relevant
to the appointment if you have postcodes recorded in your data. Htvme Postcode

and Office Postcoddields are drawn from the Staff record for the selected member of
staff. TheSite Postcodeomes from the Site on the Project.

If postcodes are displayed (or you have typed them in), then you can show andes
directionson the mapusing Google Maps

1 Click theRoutebutton next to theHome Postcoddield to show the route from
home to site.

1 Click theRoutebutton next to theOffice Postcoddield to show the route from
office to site.

For example
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Ad other resource

View

DanDarkin v | | Suveyor v | | Scheduling

Event Name/Description

Add/Edit Event

ol
Frojectiienbiet e Duration 25 vor Road, Corfe Mullen, Wimbourne, Dorset. 8H21 3QF
N-00163 Q| | Dane Environmental 1day
Resource Role Team

Y i‘rsh'ef'ﬁelﬁ.

Gy

01/12/202309:00

Dane & 25 Ivor Road - N-00163 - Asbest
htp:/idemo. :_document _list.;
Start Time. End Time

@ | 011272023 1300

Other appointments at this ste

Override Appointment Value

@ | Wweekend Availabliity

Notes

¥ [ | contirmed §

CannotMove @ [ Tencacve B

Wi

iteup

2mp 1o Birmingham,

6. Click theSavebutton to save the appointment details and show the appointment on the

Calendar.

Home

Staff Calendar

Calendar - Dan, Jack. Kim %

4 Decd-Decd 2023

»

[iT:00

EEB

Adding an appointment for a member of staff in the Calendar adds them to the Staff List
for the project if they are not already present on the list.

I You can also create and edit appointments for projects by usinDititg Appointments
button on the Financials/Planning tab on the Projects screen. The screen that opens displays
the diary appointments that have been entered for the current project Smiyilarly,any new
appointments you book from here are for the current project only.
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| C2NJ 4aLISSRZ

@2dz OFy &AYLIX & ulérDiéry on th& BesoarbeS| g

meny and then complete the appointment details

z

| L¥ GKS

aeaiasSy LINB@SyiGa
5Fry3aSNFASEt R R2Sa
Training Matrix is in use and is restricting who can be scheduled tdispgees of projects.

y2i KI @S

See Chaptet6, STAFF TRAININGr further details.

&82dz TNRY &l OAy3
GKS NBt SalI yi

by

6.2

Editingand moving project

If you wish to make changes to an existing booking, then this is quickly achieved by either
dragging and dropping or redisplaying the Add/Edit Event window to specify the required
changesYou can also mark a booking as being aborted.

To drag and drop:

1. Move the whole booking by clicking and holding down the mouse button on the
coloured block that represents the booking.

2. Drag the coloured block to its new position on the Calendar, either to a different time on
the same day or to a different day completely, then release the mouse button to drop

the booking in place.

You can makéurther adjustmentgo the booking by using the Add/Edit Event window.

To use the Add/Edit Event window to edit a project:

1. Click on the coloured block that represents the booking. The Add/Edit Event window is

displayed.
Add/Edit Event x
==
Duration 25 vor Road, Corfe Mullen, wimbourne, Dorset, BH21 3QF w
wr
Corfe Mullen o Qsm.msmc( rT
Siieh AR ol
Routing
Office Postcode Fi Appt
TF2OFT Route Route | | Who's Nearest?
Start Time End Time
Other appointments at this site £ Repeat Appointme: =
Incomplete? Date Reason
Override Appointment Value P
Nore
Kl B« %
4
¥ Confirme: d e B Write-up
2. Amend any of the displayed details as required.
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If you need to check the project details or to see a list of previous appointments made

for the project on this appointment then click the links displayed belowRtmect

Number, these are:

1  View Project Details

1  View Previous Appointments.

¢CKSNB A& |faz +y ahi kR Nbislopghshdasépurdte/taban | (i G KA &
your browser and lists all appointments made for the dive any project.

If you are looking at an appointment that has been made for more than one person,

such as for a meeting, you can see who else has the "same" appointment. The
appointments must have the same Project Number, Start Time and End Time

Add/Edit Event

Project Number Client Druration

N-00163 Q| | Dane Emvironmenta
Resource Role Team
KImEvison W Bulk Analyst w scheduling

Add other resource

View Project Det@lls View Previous Appolntments

3. Click theSavebutton to save your changes and close the window.

If you have Tracker Dashboard running and email addresses set up for staff, then if you make

F €3S OKIFy3aS (G2 Fy FLILRAYGYSYGsE AS gAGKAY HN K
email is sent to the member of staff alerting them to a late changantappointment for a

specified project number.

To abort a projectwhere the appointment details remain in the diary but it is marked as
a! . h w ¢odexample if surveyors cannot gain access to a property:

1. Click on the coloured block that represents the booking. The Add/Edit Event window is
displayed.

2. Tick theincomplete?Tickboxin the Incomplete Appointments sectipanter the date it
was aborted selecta reason anenter notes if requiredthen clickSave

Incomplete? Date Reason

hd 29/11/2023 0950 Aborted b

CKS 9@Syid Dbl YSKkS5SAONRLIGAZY 2F GKS LILRAYGYSy(
GKS LILRAYIGYSYyd A& RAALX @SR gAGK | ab2 9y dNE
appointment is clearly marked as aborted. This is also visible on the appointments on

mobile devices.
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Mon, Dec 4

09200 - 13:00

®

B
ABORTED - Dare Environmantal - 38 lvor Road - N-00163 - Ashestas Survey

i : { listisSw e
001B38seourity_hey=b37d 16T Sofis-4aB2-BMA0-4oc26 17 0ad4

6.3 Showing photos on the calendar

You can display a thumbnail photograph on the Calendar appointments for each person. To
include the photoyou need only take the photo, save it as a *.jpgdihel then upload it.

I aSddAy3 t¥8Y&epOLMMBYV RSISNNVAYSE 6KSUGKSNI 2NJ y

appointment event details. You can switch it off if you do not wish to see photos.

To upload a photo:

1. hlSy GKS DSYSNIf &adzoYSydz FNRBY GKS {SddzJ YSyadz
screen.

2. Locate the record for the required member of staff by using$iearch fofield at the
top of the screen.

3. ClicktheUploado dzii i2y 2y GKS YSYO0SNI 2F adl F¥Qa NBO2NFR
required photo.

Home

m Hap

Records: 1

Current staff only | Ex-staff only | All staff

Staff ID Inactive (Yes/No) Photo Name Email Address

I Pl 77| Ues ®ng e Upload | | Robin Bennett robin.bennett@start-software.com

The uploaded photo is displayed on the Staff screen and will be displayed on any subsequent
appointments that you make for that person.
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6.4 Suggesting available appointment times

The Diaryncludes deature to help you book appointments. ThMake a suggestiomutton
on the Add/Edit Event screen can suggest who has the appropriate space available in their
Diary. This button is also displayed on the Diary Appointments screen from the Project.

To get the Diary to make suggestions

1. Click and drag on the Calendar to define an appointment and display the Add/Edit Event
screen

2. Select the Project Number for which you want to make an appointment then click the
Make a suggestiofutton.

\ppoinment Details Map
Resource Role Team e g
| DanDarkn ¥ | v|| v | | Make a suggastion F AV
Froject Number Glient Duration & ek 3{
| 700033 _ _ e
Appointment Suggestions for T-00033 x £ i
Event Location| Mske 3 suggestion by resource or role
|ﬂm ¥ Resource Role 15
Event Name/Dd "*,
H Dan Darkn Accournts smeten 3 G
Hmm Tasty -1 Kim Evscp Adm _ —
M nt Surveyor 1 ASDESIOS Surveyo Date 1o
R Suney 2 e A o
Other appointmd snepers @
Number of hours required L
Start Time Sales Direct ~ EAST
|2cr|z.-2msm . OMERVILLE
Shift Vaie Ove % 3
o Bu
Nows | D]
‘ ridge = 3 L
Goouli iy

3. Select whether you want to limit wh@&ésourcg the suggestions are for or what role
(Rolg they are for. Note that th&®esourcesuggestions will be limited to the members
of staff currently displayed on the Calendar
1 If you selecResourcethe Role list is greyed out and you can click to select the

person or people whose calendar is to be searched.
1 If you selecRole the Resource list is greyed out and you can click to select the
roles you need.

4, SpgcAifyvthe date range you want to sga[ch for an appropriate gap, eg if the appointAm(_ant
ySSRa (2 0S 0221SR F2NJ (2Y2NNmegfoman8t SO
Date tofields.

5. Specify thenumberof hours needed for the appointment.

6. ClickSuggestA list of suggested appointmestarttimes is displayed, grouped by
person. Each of the displayed people has a gap in their Diary that can accommodate a
booking of the specified number of hours.
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211272018 08:00

[ 211272018 09:00

[ 211272018 10:00

[ 211272018 11:00

211272018 12:00

21/M12/2013 08:00

[ 21M12/2018 09:00

[ 211272018 10:00

[ 211272018 11:00

[ 211272018 12:00

7. Select from the list by clicking @me of the start times. The Add/Edit Event screen is
populated with the selected person, date and time details and you can continue to
define the appointment by, for example, adding any notes.

Appointment suggestions exclude weekends unless the staff member has had working
weekends addedn the Staff ListNonworking weekdays are also excluded from the
suggestions.

6.5 Checking the calendar change log

An audit trail has been added to the calen@dowing you to check the history of an
appointmentc eg who created the appointment, whether it has been edited or moved

1. Click on the required appointment on the Calendar to open its Add/Edit Event screen.

2. Click theAudit button (next toSavé to display dist of sessions during which changes
were made to theappointment

Version 131 StCIff Page96
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Change Log

Date Modified
269/11/2023 05:52
29/11/2023 09:44

29/11/2033 00:43

Modified By
KIm
KIm

Kim

Action
Calendar Edit - Update
Calendar Edit - Update

Calendar Edit - Add

This includes thelate, time, user and description of the change.

Click the underlinedate and time of the session youawt to checkThedetailsof the
changesnadeare displayed, showing previous and new values.

I Start Time

End Time

Audit Details

Records: 2

‘What Changed From

10  |Records per page

X

27/11/2023 09:00 044122023 09:00

27111/2023 13:00 044122023 13:00
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6.6

Using the wallboard

The Wallboard is displayesither from its own menu optioor when you click th&Vallboard
button after selectingo displayResourcesgsroupsor Teamsltopens in a separate tab on

your browser andghows summary financial information but can also be set to show and total
hours rather than valuefy using the "WallboardShowAppointmentHours" repository
setting).

{StSOG GKS YSYOSNRB 2F ail ¥F eéz2dztafil yiG G2 as$
Calendag menu option then click the/Nallboardbutton.

The Wallboard opens in a new tab.

wirazh Nov, 2014 fre——

AMov ZNov INow dMNov 5Mov GNow TNov BMov 9Now 10 Now 11 Nov 12 Nov 13Nov 14 Nov 15 Nov 16 Nov 17 Nov 18 Now 19 Nov 20 Nov 21 Nov 22 Now 23 Now 24 Nov 25 Now 26 Nov 27 Nov 20 Nov 29 Now 30 Now

£344 1
R.D i 343
£241 E
EO
0 “on
o
o o

Total N GE G G G EEE N N EGE N G EGE N G N GO D N N O B NN N BN BN N N e

Summary financial or time details are displayed for the selected resources, with totals at
the bottom.

If you mark an appointment as aborted, and your wallboard is set to display values
rather than hours, then the aborted appointment displays with a value of zero on the
wallboard.

You can set different project types to display in different colours so that you can see at a
glance what type of project a booking is for. To define the colours saMddéboard
Colourfield on the Project Types screen.

If you hover over an appointment on the Wallboard you can see the Project Type, Site
and Postcode to help you identify it.

Add new appointments directly from th&Vallboard by clicking on a cell and completing
the appointment details.

“ » e Nov, 2014 rasowte wesk | resource next wesks
Thov | ZHou | SNou | ANov 5Nou §Now | THow BNow §Now 10 Now 11 Now 12 Now| 15 Nov 14 Now 15 Now! 16 Now 17 Nov 18 Nov 16 Nov 20 Now 21 Hov 72 Nov 23 Nou 74 Now 25 o 26 N 78 Nov 30 Nov
Roin Bennet 1 1
5 I A ]
] s
nnnnnnnn
I - a
= I Diary_Appointments_wallboard - Google Chrome “.
3o
st . - EventName S DT EndCusTine wares Oeite
kel B
B B

If you are using the Financial Wallboaodshow the value of appotments thenhow fields
are set on the project has a bearing on how the value is calculated. In particular, this includes
the Fixed Pricaickbox, theEstimated Man Daysnd the time booked in the calendar.
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F See the discussion otine Financials/Planning information and the Fixed Price tickbox in
Section 4.1Creating a new projecfor details on how the value of appointments is
calculated

This means that as you add more appointments for a project, the value of each can .change
However, i you are looking back in time appointment value®n the Wallbard, in
particularback to the previous month or beforthen thesevalues become fixesgo as to

provide a stable pictureA message on screen indicatgsen historic information is being
displayedthat will not change even if projects and appointments are modified.

6.7 Mapping projects

You can choose to display appointments on a mvapn you click thélap button after
selecting to display Resour¢&roupsor Teams

1. Select the members of staffhose appointmentyou wanttomapo & dza A tafl G K S
Calendag menu option then click theMap button.

Appointment Map X

Diate From Date To

LA
m
I

=
w
[=]
[F
[t}
=1}

Lrj=]
m
%}
=
=3
L
m
o1}

2. Enterthe date range of the appointments to map and click Search.

Appointment Map X
Date From DateTo
\4/12/2023 B 05/01/2024 B | search
owdonia) Loy
Leicester
—— o Peterborough Norg»ch a C :
irmingham ° Great
(=)
oCoventry outh
Nonhgmpxon Cambridge
% o
ENGLAND Ipswich
Flas (s} .o Colchester
Cotswolds Oxford luton . EiE
AONB 2
tansea v
[M  Cerdiffgristol . No London !
3 a C i OReading
({eston-super:Mareo o 0 Canterbury.
Bath Natu aty 20} o B
M23' <
& = Dunkirk +
outh owne b et boi
southiDo 0 )
S ptong National'Park 4 | —
Exeter Boulemouth L3 Al \
G al £ “—~ume’
QU9S PO e board shortcuts - Map data £2023 GeoBasis-DE/BKG (£2003), Google | Terms | Report a map eor
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6.8 Job allocation and scheduling

Projects may be allocated and scheduled in the diary centrally or they may be allocated to
individuals who then organise their own diaries. Alpha Tracker provides a wackothe
allocation of projectso individuals Settings in Alpha Tracker control how allocation works.

F Refer to Start Software if you would like job allocation settings teviiéched on

6.8.1 Allocating jobs

Projects that are allocated have the name of the person to whom they are allocated in the
Project Manageror Consultantfield on the project.

| To allocate jobs you must be in the Resource User Group which gives you an additional|menu
option allowing a special view of open projecthe Allocation Dashboard.

To allocate and monitor the allocation of jobs:
1. Create projects as normal in Alpha Tracker.

Your system may be set so that an email is sent on creation of new projects. This might,
for example, be sent to the resourcing manageafsj/or to the logged in user

When projects are created they are automatically giveraliocationd i | 1 dza 2 F ab 2
I £ £ 2 GfinaiP8dieét Manager or Consultant is assighed2 NJ a! £ € 20 6 SR b2d !
if a Project Manager or Consultant is assigned

2. Open theDiarysubmenu from theResourcey Sy dz  yR a St SOG a! £t € 201 (A2
display the Allocation Dashboard.

3. Enter any search criteria at the top of the screen and @ehrchto filter the list of open
projects. You can alagse the status buttons to filter the list quickly by allocation status,
as well asorting the list by clicking on column headingter search criteria in the
Quick Searclbox to perform a quick search across multiple fields.

F Refer tol.4, Searching in Alpha Trackéor further details on search criteria that you can uge
in Alpha Tracker search fields.
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In addition to the usual features, this screen allows you to:

search by ocationg searching all parts of the Site name, Address and Postcode
search by Project Category as well as Project Type

search by ProjegdManager orConsultant

search byDue Date FronandTo

search by Allocation Status

= =4 -4 -4 A A

see theAllocation Statusof each project at a glance

Not Allocatedred)

- OR (amber)
- (yellow)

Accepted(green)

This means that you can sort and filter the list in a number of waysonitor the
allocation status of projects

4. To allocate projects individually:
1 Locate the row showing the project you want to allocate.

1  Set theProject Manageior Consultantfield to show the person to whom you want
to allocate the project.

1  ClickSubmitand confirm the changes to save the allocation.
T ¢KS NBR ab2d !'ff20l (SARkatedoii2l (i dradO AOKWIySETREaD (2 |

An email is sent to the Project Manager/Consultant with a link to the job summary and
the general site details.

6.8.2 Monitoringjobs you have allocated
Two screens let you monitor the status of jobs that you have allocated.

The first is the Allocation Dashboake above, that allows you to allocate projeatsl sort
and filter the list in a number of ways to monitor the allocation status of projects

The second is the Accepted Allocations screen. This screen lets you monitor the status of jobs
that you have allocated and that have been accepted. It gives you a view of the Schedule
Status of a project, for example whether it has been booked into they giet.

| To work with these allocation screens you must be in the Resource User Group.

To monitor accepted projects:

1. Open the Diary submenu from the Resources menu &tl SAddeptai Allocatiorss ®
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Project Number Client 1D Cient Name Project Manager Location Project Type Project Category Order Number ~ Client Project Ref Due Date

sl o

Type Client Site Name Site Posteade Client ProjectRef  Status  Project Opened DueDate  ProjectManager  Schedule Status First Diary Date

New 05/0242024 Robin Bennett 0510212024

WV164P0  Map New 110112024 Dan Darkin

All open, ie not completed and closed, and accepted projects are listed. The schedule
status is coloucoded as follows:

1 Unscheduled
1
! <heduled

2. Use the search features to filter the list as required.

You can access the project details by clicking the underlined links.

6.8.3 Viewing and scheduling jobs allocated to you

Any jobs allocated to you will appear in yddy Allocated Projects screen Mpha Tracker.

You can filter and sort this list to work with the projects allocated to you, and then accept,
reject or reallocate these projec{slepending on your permissiong€)nce you have accepted,
rejected or reallocated a job it no longer appears on this list; accepted jobs can then be seen
on your Projects Nonl My Diary list, ready for you to enter into your diary.

| You must be in the Project Manager Group to see this functionality.

1. { St SOG daae !ftf20F (SR t N& géripiojedts thatka/e&bedn K S
allocated to you ardisted

Search

PEEP
=

2. Accept, reject or reallocatprojects by clicking the appropriate button amow.

| Please note that some usats not have the permissions necessaryeallocate projects.
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If you click:

1 Acceptc Once you haveonfirmedyour acceptancehe project will be removed
from this list and subsequently appear on the list of accepted projects ready for
you to book into your diary

1  Rejectc You mustspecify a reason for rejecting the projeétn email notification is
automatically sent to certain members of the Resource Group advising them of
rejected project(s) The project will be removed from this list and be available for
re-allocation by the Resource Group.

1 Reallocateg You mustspecify a reason for rejecting the projentd select the
name of the Project Manager or Consultant to whom you are reallocating the
project. The project will be removed from your list and appear in the same list for
the selected Project Manager or Consultant.

6.8.4 Accepting projects on another ds

There is one option on the Resource menu that provides an overview of the allocation

LINEOS&aa FyR LISNXYAGA F dzaSNJ G2 | OOSLIi LINR2SOia 2
t N22S0OiGaé¢ YSydz 2LIiA2yd LG A& 2yris@atoduger Af 6t S ({2
groups.

¢2 | OO0OSLI LINR2SOia 2y ly2iKSNRna oSKIfTY
1. {StSOG atftft 1ff20FGSR tNr2aSOlaé¢ FNRY G(GKS t NRce

|
AP PP I PP R P PP

2. Accept, reject or reallocate projects by clicking the appropriate button on a row.

6.8.5 Viewingyour unschedulegrojects

Any projects that you have accepted but not yet booked into your diary are displayed in a
separate grid on youvly Projects Not In Diary screefhese projects are all waiting to be
scheduled in your diary. By clicking a button you can access the calendar and book the
projects in. Projects booked into your diary will no longer appear in this list.

| You must be in the Project Manager Group to see this functionality.
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To schedule an accepted project.

1. { St SO0 Gaé t Nr2SOGA& b2 Algperdctepddprojdetd? Y (KS
that do not have any entries in your diary are displayed.

PP PPPR PP PP

2. Review the list and book appointments as required.

3. To book an appointment:
1 dick theBook Appointmentbutton on the appropriate rovto open yourCdendar.

1  Review your existing appointments and then create an appointment for this project
by clicking and dragging on the required day and time

1  Complete the details on the Add/Edit Event window to define the projgfcr
example you may need to:

- refine the appointment times

- add anyNotes

- tick the Visit Confirmed, Cannot Move or Tentative tickboxes.
1 ClickUpdateto save the appointment.

F

Refer tosteps in6.1, Scheduling a new projector more detailedinstructions on how to work
with the Calendar.

4. Return to theMy Projects Not In Diarscreen and review your remaining projects.

6.8.6 Checking the scheduled statusyafuraccepted jobs

You can check the scheduled status of all acceptefkctsto get an ovewiew of project
status

You must be in the Project Manager Group to see this functionality.

To check the scheduled status:

A =

1. { St SO0 Gaeé hLISy tNeB2SOla¢ FNRY G(GKS tNR2SOGa
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All open, ie not completednd closedand accepted projects are listethe schedule
status is coloucoded as follows:

1 Unscheduled
1  Provisionally Scheduled
1 Scheduled

2. Use the search features to filter the list as required.

F Refer tol.4, Searching in Alpha Trackéor further details on search criteria that you can uge
in Alpha Tracker search fields.

You can access the project details by clicking the underlined links.

6.9 Scheduling weekend teams

Alpha Tracker facilitates the orgaation of staffinto teams and the scheduling of weekend
rotas for these teams. You need to:

1 create the teams
1 define their working weekends
1  assign staff to each team

If you attempt to schedule an appointmeint the Calendafor a team member on a nen
working weekend / nosworking weekday then a warning is displayed.

1. hSy GKS DSYySNrf adzozyYSydz FNRBY GKS {Sidzl YSydz
Teams screen and create the individual teams.

2. Define the working weekends and nevorking weekday$or each teanmby clicking on
the row expander buttomext to a team

Version 131 £ : S'l'CII'f Pagel05
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