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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 anghdating 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

6! aSN] AadbSse/ tASytacgoo LT

KA &

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

aSdiAry3

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:

= e A ’ A 2 A E
1. /t A0l UKS dadbsSg [/ fTASYyUE
Home
Client ID
Nam
T oo s
o
Head Office |
Address
Role -
Teleph
Mabile
Country United Kingdom Direct D
Post cod Fax
Lookup Address Email Addr
nnnnnnn Manager v
lient Contact
v
Excernal Client Ref
B =

2. Type the ID which you want to apply to this client in @lentIDfield or use theGet

Y S gaieen2 LJG A 2 Y

Next Numberbutton to generate the next available client number

Typicallyii K S
for Start Software.

L5

Aa

4 K2 NI

F f LIKFaSGAOD

g2

O02RS
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MAINTAINING CLIENTS

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.
4. UsethefiveAddressF A St Ra (2 Sy diSN)I GKS Ot ASyidQa

5. Use theContact Detaildields to enter namerole, telephone, faxand email details for
your main contact at the client.

T dzt €

Thereare alsoadditional fields which may be present and that you can complete if they

are appropriateegAccount ManagerAccount Supporaind Sales Supportields in
which you can select the appropriate member of st@fient Contacto identify a
contact persona Client Typefield in which you can type in or select an entry to
categorise the client.

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

Home

Client ID TC

General Details Notes

oice Recipient nitial Credit Check Completed

nitial Crediz Check By v

oice Addrass
nitial Credic Check Notes
¥
Credit Limit

Credit History Notes

©n Stop

Quote Muhiplier

7. Complete as many of théredit Detaildields as required.
8. Click theNotessection and ecord any notes in thdlotesfield.

You can also use thdlowed Office Letteffield to restrict who can see the client dels
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
in their allowed office letters, then they will be able to see thentlia lists and

set

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

9. ClickSaveto save the new client.

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

Refer tol.2, Editing client detailsfor instructions on how to use the Client List and edit cli¢
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 aptionalstepand best done as paof editing the client details

F Refer to Section 1.2, Editing client details, for instructionsearching 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. / ftA01 GKS a4/ 2y il OG & kdnk&CIEns mentodigplagtheY Sy dz 2 LIGA 2y
Contacts/Address Book tab.

2. TheSearch fobox at the topsearches for matching text in the Nant@ontact Address
and other contact detailields. Type your search text and then cli8karch

Anymatching contactare displayed.

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

1.1.3 Recording gesfor 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 projectThis is amptional stepas you can create new
sites at the same time as you create a new proj¥ctu can also import a list of siteis
spreadsheet by using the Import/Export meannder Setup.

| LT &2dz R2 y20 dzaS GKS GSNY aaaradaSé AG Aa|l Ll2aairot

throughout Alpha Tracker by using a setting in the system (Name: Site).

o

Torecordsite details

1. / ftA01 2y (KS fiorb thesSitds ménd dispihy dieXigldg in which you can
recordsite details
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Client Q
Name & Address
Site Name
Address
e
Posscode
Country United Kingdom
Site Reference
Lookup Address
Contact Detalls
Contscr Name
Contact Telephane
Contact Email
Account Manzger v
Landlord
Notes
e
B =
2. LT @2dz 1y29 GKS Of A S gliesfild. If 6o, click #hetBagnifing &
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 Referencefield. 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 anyther details if required:
1  Account ManageKone of your staff)
1 Landlord(if applicable)
1 Notes
7. Click theSavebutton to save the new site details.
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,2dz Oy faz2 aSINODK FT2NJaiadaSa 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 aldeflmed
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 clickingfnejectbutton (the site details
are carried forwards to the project)

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

enter additional siterelated details by clicking th@ther Infobutton

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

see the Asbestos Register for the sdadfrom 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

=A =4 4 =4 -4 A

==

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

duplicate a site

=A =4 =4 4

otes | Projects | Contracts || Asbestos Register || Chent View Site Register | Mazmat Register

Aasess Pesteade Notes Delete
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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 aaualy extra infamation you want to capture
relating to clients

To display and edit existing client details:

1. / tA01 2y GKS dn/the Elénfsimertordisplag a IBtlofiexistng clients
and some searcfields to help you locate the required client.

123 High Street Mzg jos Bloges

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 {iétals
example you might enter part of their name or their postcaphen pressEnteror click
Search

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

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, projeoaster projecand address
book details related to the client.
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quiries/Quotes | [ Projects || [ Master Projects | 4§ Client Address Book | i Site Address Book | 4, CallsTasks

N S NN N - N N N N

N N N S

Classification
Finance/Credk Detalls
Dats Protacnion Detalls
08 Cades

Fllename Tempiates

NOtEs/ExTa Infailoga

X K<CH>» B -

You can use the Sit€lient Address Bodaknd SiteAddress Book tabs on the right as
quick ways to add details of extra sites and contacts for a clidrdre are also buttons
available below the&Client 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 Invoideekbox andDefault PO Templatdield. If you try to

save a project or raise an invoice on a project for a client where the tickboxes aedset
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 tGbent

Order NumberF A St R F2NJ 6KS OftASyidz S3 a¢./¢é¢d , 2dz Ol y
through the following:

1 G2RI & Q@atakl G S

¢ GKS f233SR -ALpgoetttadamd}a y I YS

C2NJ SEl Y-YHa®}s9 [62XIISRLY bl YSYé YAIKG LINRRdAzOS | R
21/12/2018-! RYAY A &G NI (2 NE ®

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 antbntains arExtra
Info button from which you can displagny extra fields that have been defined to
capture additional information relating to clientk.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
1 NBO2NR G(G(KS OtASyiQa vw O2RS LI aag2NR F2N LN

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 clickingSheebuttons.

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

1.3 Maintaining client data protection details

With the introduction of GDPR, there are some important additional features available in
I f LIKF ¢NFY Ol SN 6KSNBE &2dz Oy NBO2NR | Of ASyiQa R
To maintain the data protection details:

1. 5AaLXle G4KS /ftASyG 5SiGlAta aONBSy FT2NJ I Ot ASy
tab to display theGDPRelated 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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¢CKA&A 3IAGSa @&2dz | 4/ fcdpBandorovide to the cliehtyidtisey G KI G @ 2 dz
can see what information you hold in Alpha Tracker about them

2. 1 fAO] GKS 4/ tASyd s5FGF [Ay1é tAy] (2 488 GKS

Test client

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

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

¢KS a5FGF tNRGOSOGAZ2Y 5SiGrAfaég GFo Ffaz LINRPGAR
states who your Data Protection Officer is and how the client has confirmed they may be
contacted.

| All the settings that control this information are held in one location on your Alpha Trackelr, 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 dgta
you hold on a client)

wData Protection Policy Document URL

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

{SINOK aSydz Aa RSaA3aIySR (2 KStLI 82dz ylI @Al GS

the menu structure to find the option you need, simply start typingikeyword 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, whicltandisplay matching clients, projects, sites, quotations #tthere is only one
matching entry it opens automatically.

LT @2dz FNB f221Ay3 T hhtyok &n drdatd @new reco ifitre 2 LIG A 2 V &

system, click the plus button in the Seabox¢A G | dzi2 YIF GA Ol ftt& Sy idSNa

GKFG FEf GKS abSeXé YSydz 2LI0A2ya I NB RA&LI I &

Other menushave quick search boxes at the tofhese let you type inrmame numberor
date (or part of one)o find matching entries quickly. For example, youléou (i ®3I% ind
the quick search on the Projects menu, begin the seardaying 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 tickkthe quick searchesults in only
one matchingproject, client, site or quattion, then it is automatically opened.

Search + 4 Click here to search

-

Survey Quick start

[

Sales

& dlients
Project Type Client Site  Postcode  Site Ref Client Project Ref Order No Status
L CRM >
1459
= 2CLIENT .
» Asbestos [_] "’J Main
T-00319 Eh =) ey Tre Newt 5096 Map Ongoiny
= Projects ~ I “ Survey ol o North g0INg
Road
00319 CLENT
f * | n-oo3ts Eh Be: D U e Main  WR23 SRT 0847 4 5572
+/| Open onl v - i - WR23 0847 R357
" d e - House
Company
+ New Project
! 10 v Recordsperpage | Duplicate Project EJ
Project List

software

0K

iKS
SRo



ALPHA TRACKER USER GUIDE

MAINTAINING CLIENTS

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 a/ ft A01 KSNB
Home
Click here to search...
B -
Refresh | Records: 1,226
Site ID Client Name Site Name Site Address Site Postcode
I 4 q: '. CLIENT The Client Company The Main House g;;g[;il'_tﬁ”ee‘ WV16 488

Client ID Client Name

Site ID

< B

Client

The Client Company

Site Name

Name Site Name

The Main House

Site Postcode  Site Reference

Site Address Site Postcode Site Contact Name Site Contact Telephone

Underhil Street _
Bridgnorth WV1E488  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 f & WraoSaidz2aQ
> >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 N2G Slidzrt G2 Wi aoSa
Values that arggreater than or equal to
valuel..value?2 alpha..delta WEELKFQ FyR 844
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 Values that are blank or null. Donit null
@It dzSasz dzasS ' 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
+ £ dzSa GKFG FNB Wi
valuel,value2,value3 alpha,beta,gamma W3l YYF O
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1.5 Using keyboard shortcuts

There is a range of keyboard shortcthat 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 allawsltiple records to be
edited at once)
Ctrl+F9 In the Detail View, save the current record and start entering i
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 130 SfGrf Page2l
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2. MAINTAINING SYSTEM DATA

This section describes how you can maintain the data that provides settings, data and drop
down lists for Alpha TrackeFhe System Data in Alpha Tracker may incthéeollowing
(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 Alflaaker

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
Version 130 Sforf Page22
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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

=A =4 =4 4 -4 -4 -4 -4 -5 -4 -4 -4 -4 -4 -4 -4 -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 Setup menua®dsS Ol at Ne2SOG { G Gdza S
display the Project Statuses screen.
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Status Show review date on project? Project ready to invoice
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Any project statuses already defined are displayed.

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

3. Tick theShow review date on projecttickbox 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 Sectiori2.2.4,Identifying projects ready to invoice, for further details on how this
works.

5. To delete a status, click on the red cross ondperopriaterow.

6. Click theSavebutton on the record or at the bottom of the list to save th@atus
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 theeptdjpe.

To maintain project types:

1. Open the General submenu from the Setup menu and séldctNR 2 SOl ¢ & 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. Toadd a new project type, in a blank row marked with an asterisk, typsléneeto use
for the project type the Descriptionto help you identify how this type is usegahd
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 Categorip link project types to sales categories for reporting purposes
1  aDefault Turnaroundand Default Survey Typéor this project type

I  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 expandetbutton on a project type record to set up the milestotenplate,
cost breakdown templateassociated cost items template and subtypasprojects of
this type.

Milestones:
The milestone template defines the milestones that are to be displayed undevitne
Milestonesbutton 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
weekdays after theProject Opened dater the number of days from the last
completed milestone (depending on your system settintfs)ou do not want a
target date to be calculated, click tlizisable Target Date Calickbox.
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1 If the milestone is linked to a key milestotien its name is displayed in thé&y
Milestone field. Key milestones are used to attomplete milestone dates or
display data elsewhere in the system.

9%
o

F For the key milestone selections to take effect certain system settings need to be switch
on. These are thé | dzii 2X¢ I & & (Réfdr 1o StartiSoftware if you would like key
milestones to be set uBee also Sectiah 1.8 Maintaining key milestonedor further
details.

9 There are further fields on the Milestone Templates that can be useéd
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 clostne
templates

Cost breakdowns:

The cost breakdown template is displayed for projects of the selected Project Type when

GKS X odzit2y ySEG (2 GKS @FrtdzS Aa €t A0SR 2y

descriptions and rates for the breakdown.

1 Specify the item to include in the cost breakdowrField, gd 5 F A f & NI GS¢ 2 NJ
GbdzYoSNJ 2F al YLX Saé¢ o

{1 Enter the unit price for the item iDefault UnitPric& S3 damMHpé F2NJ MmMHp ©n
Gndoné F2Nl onllJd ¢KAA LINAOS OFy 6S FYSYRSR ¢
entered, as can all the other details.

1 {StSOG GKS (eSS 27F2 MBORINRIEZ SAINE & & OdzA A2y A

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

Cost breakdownsay be set taspecify the frequency of costs. Tiéature isdesigned
to allow you to separate ounto separate columnsne-off, monthly and annual costs.
Separate totals are displayédr each columrandthe Unit Pricefield maybe renamed
F2NJ SEI YLERBTF&{®R ahyS

Associated cost items:

The associated cost items template is displayed for projects of the selected Project Type
gKSY (KS X o0 dAbtalTyirent Sostiield is 2lickédio® Projects
(Financials/Planning tab). It lets you gget categories, descriptions, quantities and rates
for projectcosts

1  Select theCost Categorgand ltem 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 G(GeL)Sa NB dzaSR Ay vdzzildA2ya a2 GKFG AF @
g2dz Oy 6S Y2NB aLISOATAO FyR aStSOG | adzm GeL

1  Type in the name of the sub type in tBaib 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. hLSy GKS DSYSNIf adzomYSydz FNRBY (G(KS {Siddzal 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|r M a =
4
B & @ |suveyor a a8
4
* B« =] =)
¥
* B - =] =)
4
* B« =] =)
¥
0 v Records perp

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

3. Todelete a role, 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 enables
the regeneration of reports in which they appear. Simply mark them as inactive (Not Curfent)
on the Staff screen and remove or change their log in details by using the Users menu option

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 séigcti to #igplay the Staff
screen.

‘Pam
i

'J
<
<
<

Scroll to the right to see all the fields on this scre€aou can enter search criterggainst
the name of the member of staififi 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 astens&r ghe full
name andcontact detailsof the member of staff in thé&Name Email Addressnd
Mobile Numberfields. TheStaff IDis automatically generated.

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

MAINTAINING SYSTEM DATA

Currend LF &2dz SOSNJ gyl (2 RAaAlFIOfS Gve&sS YSYO6SNJ 2

button to mark themasnot current¢ 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 usingWpéadbutton 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 Sub Groupand aTeam

The Group field determines which Calendar Group the person appears in

I b20S GKIFIG AF @&2dz YEN] | YSYOSNI2F adal F¥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
Managershy clicking on the appropriat€an Project Manageadio button.
8. ¢S GKS aidl¥F YSYOdSNDa yl YNamé Ror ReportsA a
field.
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9. Ifrequired, upload a signature for each member of staff by usindgJppleadbutton 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® dzaAy3d GKS /IfSYyRIFINI{eyO (22t Syids
Google Calendar Ifeld to linktheir Google Calendar and Alpha TrackeAlternatively,
if you are linking your Microsoft OutlomkCalendaiand Alpha Tracker, complete the
Exchange Emadiield.

| If you are using the Calendar Sync tool, refed¢otiord, SYNCHRONISING CALENDARS, jn the
Technical Guidé 2 &S {0 dzLJ G KS dza SoNthcaStal Scftdate & yol WantSof R I NJ
synchronise with Microsoft OutlomkCalendars.

12. Use theDept Codeand Cost Centre Codfelds 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 & Syl 6t Sa RI Gl G2 6S aSyd
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 useDbfult MicroscopeDefault RI
Liguidand Default Labfields to set default values to be displayed on the Fibre Analysis
screen when they record analysis.

15. Use thePayrollNumbefF A St R (2 NBO2NR | adGFk¥F¥ YSYoSNRa 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 scfadegories and Sub
Categories can be used to separate the list into sectig@stegories create headings in the
list of Extra Fields and Sub Categories crédaaadio butbnswhich enable you to filter the
list of Extra Fields.

To define the extra fields:

1. Open the General submenu from the Setup menuand séle®tE § NI CA St Raé¢ (2 RA
Extra Fields screen.
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Category Sub Category Field Type Clients Quotes Projects Sites Position (Optional) Default Value Linked Milestone
Builing  ~  Building

Buiding v | Building

el ¢ el el ¢« ¢l e <« <« ¢

Any exsting extra fields are listed.

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

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

3. 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 Fiel@ach item must have a
Category or it will not be displayed.

| lyeé SEGNI FAStR&a (2 6KAOK &2dz aardy GKEB OFGS32
which is available from th8copingbutton on the Projects screen. These do not require a Jub
Category.

4. Select the type of field, for example one that requires a Yes or No answer, ah auto
learning field or a data entry field, from the dr@jmwn list on theField Typdield.
LT &2dz aSt SO0 GKS G(GeL)S Ga5NRLIR2gyéES &2dz Oy alL
clicking on theedit Valueshutton that appears next to th&ield Type

5. 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 Typedutton and specify the project types for
which this field is to be created.

6. If required, specify a position in the list of extra fields for this field inRbsition
(optional)field.L G A& dzaS¥dzZ (2 ydzYoSNI §KS AdSYya mnz H.
additional items.

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

If a default is only to be displayed for certain sub types (sub types of project ¢ygmes
selected on quotations), use thee 2 NJBufton to specify the required sub types and set
the individual defaults.

8. 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 mathtairalues that you have
set forany Extra Field@ ¥ (i KS (i & LISThescsaneRidaliefhail fietdsthat you have
created by using the Extra Fields screen.

F Refer to2.1.5 Maintaining extra fieldsfor further details on how to set up these useefined
fields.

To maintain extra field dropdowns:

1. hLSy GKS DSYySNIf adzoYSydz FNRY (G(KS {Sidzal 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 gg-:f 3Nextlast | 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 thetra Info Fieldield, then type the new
value in theChoicefield.

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

5. 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 yournsepor

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

SEFYLX S GKS tSGGSNI a. ¢ YAIKD 0 iaa AiEyS R RSt HIAKRS
The office letter is used at the beginning of project numbers, for exampl@1R23. 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 othercefi

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. hLSy GKS DSYySNIf adoYSydz FNRY G(KS {Sidzad YSydz
Offices screen.

D Offica Office Client Portal Display Name Regional Manager Ares Manager

| B+~ Australia . e » .
B8 & Lfcg o Elaing portar -
g+« LLCC; ] . ”
- N} Danesin = i m .

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

3. If you want to use different logos for each office in your reports, you can upload them
here by clicking th&Jpload 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 ifRégional
Manager, Area Managerand Office Manageffields.

5. Type the contact details for the office in theldress, Email, Phonand Faxfields.

There is also alssuing 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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2.1.8

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 RSiGlIAfta 2F GKS Aaddzaiyda 2FFAOS 2y

LaadzAiy3d hFFAOSE0 O2yGNRf A 6KS(dabihdothe dz Ol y

LINE2S0OiQa 2FFAOS I RRNBaa odzi OFy 6S OKFy3
6. Enter the VAT and UKAS numbers for the office irh& Numbeiand UKAS Number

fields.

There are also fields to recordvlAT Messagand Account Numbeiif required.

[’]
ass
SR

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

8. If all projects and reports linked to this office are to be hidden from the Client Portal tick
the Exclude from Portalickbox. 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.

Maintaining key milestones

Key milestones are used to avbomplete 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 defingbe actions performed by the key milestones

although you can amend theameof the key milestongso if thekey milestone refers to say
GLINE2SOG¢ YR &2dz dzaS GKS { $N¥nan@é&ertoi KSy &2dz O
a220¢

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

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

To rename a key milestone:

1. Open the General submenu from the Setupmenuanft SOG avYSeé aAif SadzySac
the Key Milestones screen.
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Records: 11

Kay Milestone ID Key Milestone

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 subnmaethose 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)

GKFEG &2dz NB NBO2NRAY3I GAYS F2NE F2N) SEIF YL S &
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 GKS DSYySNIf adzoyYSydz FNRBRY (G(KS {Siddzal YSydz
screen.
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Search
Office Lemer Type

Clear Search Crieria

Records
Active | Inactive | Al

Office Letter Type Item Rate Date Artive Date Inactive Delete

I Bs v~ surveyAdmil || SureyAdminwork || 5000 (] a
B« n~| |suvewr | sureyseewst || 15000 B8 (=]
B« |cv|l |snewr | suveyseewse || 17oe0 e ]
B« v~ 5200 a (5]

Belrv
Belr~
g«
et~

B« - Survey Admin Survey Admin Work 50.00 a a

* B - ~ 000 - -
* A« v 0.00 a8 (=]
* 0O« - 0.00 (a] a

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

3. To delete a rate, tick thBeletetickbox on the appropriate row.
4. Click theSavebutton on the record oiSubmitat 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. hLSy GKS DSYSNIft adz:YSydz TRRActon Ryfes { BNIIAI Y Sy dz
the Setup menu to display tHeRM Action Typescreen.
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Home
Records: @
D Action Type icon Delete
I B« 3 call Qo Upload Icon
|« 4 Emal B | upioad icon
5 ) 5 Problem Upload Icon
a« 7 Task Upload icon
g+« [ Unkedin m Upload Ican
5 R 10 Skype a Upload Icon
B -, 1 whatsapp o Upload icon
B & | 1z || revew face-toface) ., | upload Icon
B - 13 Review (virtual) O Upload Icon
* O« 0 Upload Icon
* B~ 0 upload icon
* B« 0 Upload Ican
10~ | Recorcs per page

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

If required, upload an image fikes 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 DSYySNIft &adzowYSydz FNRY (GKS {Siddz) YSydz
the Setup menu to display theo@tract Lengthscreen.

Version 130 31-0”- Page36
software



ALPHA TRACKER USER GUIDE

MAINTAINING SYSTEM DATA

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

To add a neveontract length in a blank row marked with an asterisk, enter thenber
of months you want to sein the How Many Months¥ield. ThelD field will be

completed automatically.

To delete acontract length tick the Delete tickbox on the appropriate row.

Click theSavebutton on the record oiSubmitat 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:

{ StGdzld YSydz

1. hLSy GKS DSYSNIf adzoyYSydz FNRY G(GKS
Setup menu to display the Cost Centres screen.
Home
Records: 2
Cost Centre Code Cost Centre Description Delete
I B+ o Software
B+« suwee support
* B«
* B«
* B«
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 (G(KS {Siddzal YSydz
Setup menu to display the Departments screen.

Home

Reconds: 1

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

10w | Records per page

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

3. 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 (GKS DSYySNIft &dzowYSydz FNRY (GKS {Siddz) 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

* B« Auto - -
* O« Auto: P P

* @« Aute =} B

10 & | Records per page
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2. To add a new 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 theerm in the Descriptionfield.

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

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

2.1.15Maintaining report issue reasons

You can specify reasons for issuing&suing reports for your projectender the Report

Produced milestoneTo set the possible reasons:

1. hLSy GKS DSYSNIf adzoYSydz FNRBY (G(KS {Siddzal YSydz
from the Setup menu to display the Report Issue Reasons screen.

Reason Notes Delete

- This is the reissued copy after correction
I B ®  reissue after correction B e £0 Copy after carrectia
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 &ALISOATFE | (dz2NYyIF NRdzyR @FfdzS 2y LINR2SOGa
available turnaround values:

1. hLSy GKS DSYSNIf adzoyYSydz FNRBRY (KS {Siddzal YSydz
Setup menu to display the Turnaround screen.
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Home
Records: 3
Description Days Colour Delete
I d« - gh Pri -:-":'_-,{ 2 Green W
B ® | Medium Prio rity 5 Pink b
a« Priority v
* B - v
* B« v
* B - v
10 w |Records per page

2. Toadd a neviurnaround valuein a blank row marked with an asterisk, enter tredue
you want to set in théescriptionfield. ThelDfield will be completed automatically.

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

4. To delete aurnaround valuetick 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 fielen the Turnaround field that lets you link the Turnaroundhe

Project Due Date key milestoe ¢ KS & ¢ dzZNy | NP dzy R dzLJRIF 6 S& LINRB2SOi
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 Project Types to categorise wmdatbis
gAft €SG GKS aeaidsSy aSid 020K GKS ¢ dzNYy I NR dzy
-HNKNB ¢ O2dzxZ R KF @S + RSFlLdz G ¢dzZNYy I NBdzyR 2F ™M RI
the Project Opened Date plus 1 day.

puf
<
o~/ A

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. hlISy (GKS DSYySNIft &dzoYSydz FNRY (GKS {Siddz) 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

| B« S N A a
s I Standard rate oz| M B a
* 0« =] a
* O« 8 a
* @ - =) a
10w |Records per page
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2. Setthe value in th& AT Ratecolumn to the required VAT rate, expressed as a decimal,
eg 20% = 0.2.

3. To delete avAT codetick theDeletetickbox on the appropriate row.

4. Click theSavebutton on the record oiSubmitat 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. hLSy GKS DSYSNIf adzoYSydz FNRBY (KS {Siddzal YSydz
the Setup menu to display thborted Reasonscreen.

Home

-

Records: 2

D Reason Delete
I ﬂ ! Cancelled by client
g« 2 Staff sickness
A« -
B+« -
* O & -

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.

Version 130 31'0” Page4l
soffware



ALPHA TRACKER USER GUIDE MAINTAINING SYSTEM DATA

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 GKS DSYySNIf adzoYSydz FNRY (G(KS {Siddzad YSydz
the Setup menu to display the Equipment Types screen.

Home
ecords:
D Equipment Type
I a 0] Microscope
a (] 2 Ladders
% IR0 3 RI Liquid
s IR 4 Objective Lens
0O« i 5 Full Face Mask
s IR Half Face Ma
* B - At
* O« Aut:
*x O & Aut:
0 w Records per page E

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

3. 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 DSYySNIf adzoYSydz FNRY (G(KS {Siddzal YSydz
menu to display th@ eamsscreen.
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(]

« | 1 ||pink

4

r 2 2 2

(= e N« ([ = U = 1 = ¢

Team Name

Motes Delete

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.

Click theSavebutton on the record oiSubmitat 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:

il

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

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.

| Only appropriately qualified users should have access to and be able to maintain the lab

survey data.

2.2.1 Maintaining approaches

It is possible for you to choose the terminology you use and display for approatiess
surveying For example, you may want to use VS for Visually Similar rather thasteoutard
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F2NJ / N2aa wSTSNBYyOS® ¢KS a! LILINRI OKS&a¢ YSydz 2L
to our standard approach types:

1. hSy GKS [0 FyR {dz2NBSea adzoYSydz FNRY (KS {Si
display the Approaches screen.

Home

Records: § Key

Approach Description Appraach Type Screen Type Delete . .
l s I Presumed Os @p Osp Ox Ops OR | GeneralLead Paint.PCB.ODS,SMF, v
B+« Previously Sampled Os Op Osp Ox ®ps OR v
A« = Removed Ox Ops ®r v
A« Sampled Ox Ops OR  Generallead PaintPCBODSSMF, v
A« Strongly Presumed Ops Or ~
B« x ®x Ops OR v
* 0« Ox Ops OR v
* O« Ox Ops Or v
* O« Os Op Osp Ox Ops OR v

10~ Records per page

2. Toadd a new approach, in a blank row marked with an asterisk, type the short form of
the approach, eg VS, in t@proachfield 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.

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

4. 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 ashestos type.
To set up an asbestos type:

1. hSy GKS [d FyR {d2NBSea adzoyYSydz FNRY (KS {Si
to display the Asbestos Types screen.
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Home

Records: 9

Identification Score Position Hideon FA Delete

& Acinglite

® | Amosite 2 3

| Anthophyllite 2 4

| Chrysatile 1 5

| Crocidolite 3 4

| NAD [u]

Presumed Asbestos 3 o
| Removed 0 )

| Tremolite 2

* ¥ *
O 00000000000
)

[

10 w  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 th8corefield.

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 theDeletetickboxon the appropriate row(s).

5. Save your changes and close th&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 vadueyusing the condition screeqyou should only
amend the descriptions.

To maintain condition values:

1. hSy GKS [d6 FyR {d2NBSea &ddzoYSydz FNRY (GKS
display the Condition screen.

Home
Records: 4
Score Description Delete
I B * 0 Excellent
B * Good
g« : Fair
A« 3 Poor
* B -«
10w |Reccrds per page D
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2. To add a new value, in a blank row marked with an asterisk, enter the redba®e
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 Maintainindgab lookup data

The lab lookup data defines the content of the drdqwn 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 didpwn is defined as a Value

To maintain lab lookup data:

1. Open the Lab and Surveys submenu from the Setup menu and éefcl?2 2 | dzLJ¢ (i 2
display the Bb lookup screen.

Home

% Search

Type A

Clear Search Criteria Search

Type Value Position Delete
W samplePrep v || None
- SamplePrep v || Dry
- SamplePrep v | | Acid Wash
b SamplePrep v | | Grinding 4

- Microscope v | | AAl

- Microscope v | | BBBZ
Microscope v | | CCC3
#* | Morphology v | | Curly
- Morphology v | | Curvediwiry
- AppearancedSPolariser v | | White
* - v
* - v
* - v

OO0 O0OO0DO0DO0D0DODDO0O0O8
) 4

First Prev 2345678910cf 12NextLast | 10 | Records perpage
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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 tRdLiquick field, selectRILiquid in
the Typefield and then cliclSearch

2. To add a new value, in a blank row marked with an astesilkect the field name in the
Typefield andtype the valueto 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 survewed consist of a threetter code and
a description. Materials are assignptbduct type scores and may be defined as Asbestos
Containing Materials (ACMSs).

To maintain the materials list:

1. hSy GKS [d YR {dz2NBSea &adzoYSydz FNRY (KS
display the Materials screen.

Home

Material Code Material Description ProductTypeScore  ACM  Lab Points showinLab  ShowOnMobile  Soils

|«
|«
B«
A«
A«
5 IR
B«
A«
A«
5 IR
B«
A«
15 IR,
|«

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

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

3. Select a radio button to indicate tHeroduct Type Scorfor this materialg 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 thleab 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 tHghow In Laltickbox for this material to be displayed in
thelistonthe! y I £ @ 4 (G Q& fidldoriFbie ANalsisii
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6. Tick theShow On Mobilgickboxto 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

MAINTAINING SYSTEM DATA

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@nte 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 locatibobom 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. hSy GKS [Id FyR {dzZNB¥Sea &ddzoYSydz FNRY KS

{O2NAyYy3Ie (2 RAALIX LI & GKS 5STFldzZd t! {O2NARYy3
*x B & a
2. Specify the locatioftoom type for which you are setting up default priority assessment
scores in théPA Locatiorfield.

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

| Note that Extent of Material is a special case in th#t itever logical to set a default for the
extent of the material based on room type. It is therefore recommended that Extent is s¢
manually.
4. Save your changes and close the Default PA Scoring screen.
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2.2.9 Maintaining@commendations

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
dGwSO2YYSYyRIGA2y&aé (2 RAaALIX I & GKS wSO2YYSYyRLFGA

Records: 11

Description Comment Timescale Screen Type

Add the signage in appropriate locations

] B %0  sfcoiesesavasgs

=]
#
=]

Encapsulal

[+
L
=]

Restrict accass and remove by a licen | oo oo v v

[+
|,
G

No action required HoasmenTE v v

+1]
»
G
<
<

Re-inspection required

+1]
»
=]

B«

=]

g«

=]

B0

* O & v v

* O & v v

* @« - >

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
Timescaldfield.

5. Save your changes and close the Recommendatioreen

2.2.10Maintaining sandardcomments

If standardcomments 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. hSy GKS [0 yR {dz2NBSea adzoYSydz FNRY (KS {Si
/| 2YYSyGaé¢ (2 RAaLI}X @ GKS {GFYyRINR /2YYSyida a0
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Home
Records: 5
Short Description Description
. The same material was present throughout the XXX floor.
I O+«@ Same material &
v
Access was not possible because the room was locked and a key was not
A«n Roem locked - no key o o
available.
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
£
B«a Denied key The key holder would not release the key
£
* 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 hyg tts¢ Surface
Treatment screerg you should only amend the descriptions.

To maintain surface treatment values:

1. hLSy GKS [Fd6 FyR {dzZNBSeéa &dz Yhiyjade FNRY (KS
Treatment (2 R ASarfaife [Tréatmermécgeen.

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

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

4. Save your changes and close Brface Treatmergcreen.

2.2.12Maintaining surveypes

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. hSy GKS [0 FyR {dz2NBSea &adzoYSydz FNRY (KS {Si
display the Survey Types screen.

2. To add a new 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 iStimeey Typdield. You
can also define a separaurvey Namef required.

3. Specify the name of the Reports Format linked to the survey type iRéport 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, tickRleguires
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 fl16SfttSR ' .2 |/ SGO 2N nzZ MZ H
Fdzi2YFGAOFft& NMHzy 6KSy a ftihgitHacéntrolsdhisa LISOA FA SR A
feature.

8. If you want to exclude projects with the survey type from the last inspection date
calculation on the Client Portal, then tick tBclude 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 foffibre 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 YAIKG ALISOATFe GKI GO IderFEificdtionkhbidMarphblagyrdust A a4 &

S aSid RPLiguidi 8zNB FisEOpderRed TintPlaté 2 & [ Sy BileKingant 2 6 € =
2 a[26¢ SiEOo

z

O

To set validation for fibre analysis:

1. Openthel F 6 | yR { dz2NB¥Seé&a adzoYSydz FNRBY
CAONB !ylrftearae (G2 RAALIIE GKS =

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

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

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

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

the Error Messagéf A St R® C2NJ SEF YL S5 &2dz YAIKG SyGasSN a

O2y FAIANI GA2y F2NJ / KNBE&2(GAT So¢

6. Save your changes and close Waidation for Fibre Analysssreen.
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3. QUOTING FOR WORK

Alpha Tracker lets you create new quotations quickly and e&gilgtations 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 detsilsh 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. / £t A01 GKS &b S g fromdee Salesimedty displdy & Mefv Yuotation
screen

Home New Quotation x

Enguiry

I

Refarance A Get Next Number Site & Address
Datz Enquiry Received | 11-05-20Z [ |via ~
- Site Name/Desc ~ [Mulg
Status C'Enguiry ® Open O'Won O lost
Landlord
Linksd Quote Only use for quotes linked o others Posteade Lookup
Client + q
Same sz
[«
Type ~ | Muld =
4
Assizned To -
Account Managar v
Contact Details Specifications
(Clients can see this)
Contact Name w |Dear| Dear.. Ed
Type <PageBreak> in your specificafion text 1o start 3 new page
Scoping
Address
4
Email
Phane Mobile Baze Quots Value 0.00 || ... || Associated Costs

Client Multiplier

Quote Total 0.00

Likelihood (3] “

Fallowr Ups 0 Planning
Date Produced 11-05-2022 a Expectad Start Date a

Mates & Other Info

Produced By Dan Darkin v Durstion Day=:  Weeks:  Mentns
Data Sant a

Notas

(Clients can't se this) How Delivered -

Fd
. «” Special Instructions.
Other Info.
& RN
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2. Complete theRekrenceby either accepting the default letter and clicking tBet Next
Numberbutton to assign the next available reference number to this quotatiorby
typing inan office letterfeference number of your choicét.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 daAhN.BSéy>2 ¥ d2 2y € 2NJ 4 2
radiobuttons.¢ KS RSTFl dzf & &Gl ddza F2NI I ySé ljdz2zidl A2y

| {StSOlGAY3 GKS a9yljdzZANEEé odzii2y Aa GKS afpvysS ra S
between enquiries anduotations is the status and the level of detail that can be added. Ypu
can progress an enquiry through to a quotation by changing the status and adding 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 Receivegtype in or use the date pickér ¢ 2 R 2 Q&4 RI GS A& RA:
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 repor&ssot to
exaggerate quote values where quotes have been logged for the same opportunity.

f Client¢searchforandt St SOG GKS Of A SyyuSnigthg | YS FNRBRY (GKS
magnifying glassor type their Client ID directly into the first, shdietld. The
odzi2y fSia & 2dzi KRR yob thgh Saed tOdelacStyaticlieatas/
normal

1  Typec select from the dropdownminlessthe quoteis for more than one type of
project, in which case leave blank atick the Multi box. Click theéMultiple 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 BBase Quote Totdield.

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

I Assigned Tq 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 higlisetting 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
Addressci KS O2y Gl Ot Qa | RRNBaa

Emailge@ 2dzNJ O2y G 0 Qa SYIFAf | RRNBaa
Phonec@ 2 dzNJ O2y Gl Ol Qa GSftSLK2yS ydzyo SNJ
Mobile-@ 2 dzZNJ O2y il O Q& Y20Aft S ydzyo SNJ

6. Inthe Notes & Other Info section:

1 Notesgtype any notes , eg for background or folloyw advice Theseare not
visible to clients

9  Other Infoc click the button if you have additional fields setfgp your quotations.

= =4 -4 —a A
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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 sitamealready on your system
for the selected client, or start typing to display matching sitegou enter a new
site name then it is addetb Alpha Trackeas a new sitelf the quote is for multiple
sites tick theMulti box and use the button displayed to specify the sites.

1 Landlord¢ type inif applicable
1  Postcodec type in then click the Lookup button fond and insert the address
't GSNYFGAGStEes OftA0l GKS {IFYS Fa /tASy(d odz
8. In the Specifications section:

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

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

9. Complete the Calculation sectido set the value of the quote;
1 Base Valug either type a value directly into the Base Value fieldadter saving
the quotation,d £ Odzf 6 S GKS o6l asS @FftdzS 2F GKS ljdz2dl
next to this fieldand entering theprice breakdown for the project.

Cost Breakdown for AQ22-0002 X

| B& oon P 500.00 J
a8« A 0.00 y
* O « P 0.00 P
* A - P 0.00 P
* A « p 0.00 P
Tota 500.00
100  |Records per page D B «

The total is displayed in thRase Valu®nce thePriceBreakdown screen is saved
and closed.

F Note that template entries for th€riceBreakdown screen can be set up for each project
type. Refer ta2.1.2 Maintaining project typesfor further detailsNote also thatcost
breakdowns may specify the frequency of coseparatng 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 th8ase Valudield automatically

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

¢2 1SS GKS alyYS @ltdzS a GKS o6FasS ljdz2dl GAz2
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 fgrm of
jdz2 S o0dzAt RAy3 OlFly 0S agAidOKSR -acgeptabie valizagh y 3
I NB aéS&aészx ayz2é +FyR aYAESR é&witchlitdn far dekathS Ré| A &
project types only by ticking a box on the project type(s). If you are building quotations frpm
O2aila LXdza YINBAYyI GKSy @&2dz aSS | /2aia|l odzidzy
to specify the costs. There are additbfields on the screen for specifying cost groups,
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 atthe totaly & G KAy 3 Y I NJ] @mesl & & 9 E G SNy
through as a direct cost onto the project (ie you can see it in the Associated Cost window on
the project)

w U

K
LIS O

Q¢ Ci

10. In the Delivery section:
1 Date Produced; type in or use the date pickebefaults to today
1 HMW@B$éSfSOQVGKS YSYo SNJ 2 ¥ -dawd lisfDEfUis y I YS T NE
U2 0KS f233SR Ay dzZaSNna yl YS
1 Date Senf; type in or use the date picker
1  How Delivered; select how the quotation was sent to the client.
11. Inthe Planning section (click on the heading to open this section):
1  Expected Start Date to indicate when the work is expected to start

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

12. In the Special Instructions section (click on the heading to open this sedtpe)any
Seciallnstructionsfor the work.

13. In the Follow Up section:
1 Likelihood (%Y)indicate 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.

3.2 Displaying and editing an existing quotation

As a quotation progresses, you can keep the detgilso 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 avdzzialdAaz2y [Aadé¢ YSeadhodstJiAzys SyidsS
matching quotations

F Refer to Section.4, Searching in Alpha Trackdor further details on search criteria that you
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 tfe

required quotations then go to the last page to see the total value of the quotations on t
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
Dat= Enquiry Received | 25-11-2020 [ |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 e
Client sSWIFT || Switt Surveying q Church Road
Colchestar Samess
(7 Eszax Client

Type y

Muttiple Types
Assigned To Kim Evisen v
Actount Managsr Kim Evison v Specifications

{Clients can sze this)
4
Type <PageBraaks in your specification fext fo starf 2 naw page
Contact Name Steve Faldo w | Dear | Steve -
Scoping
Unit 233 & 24
Haydale Park
Address Pl

Email Base Quots Value 1,20000 || ... || Associated Costs
Phane 1234567890 Mobile Client Multiplier
Quote Tatal 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 v Durstion 3y Weel onth:
Nores & Other Info 0 0 [
Date Sant B
Ab4
Haw Deliversd ~
Notss
(Clhiznts can't s2= this)
™ Special Inscructions
Fd
Other Info
e B« B8

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

You can link one quote to another by using the rigmked 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 andrpting 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 Traclserthat you can generate and
print the document

F Refer to the Alpha Tracker Technical Guide for details on how to set up Document Templates
or call Support 09333 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 téord/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 becsthig

is the email address associated with your logfiau 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 templateshe list is filtered so that only
relevant templates are displayed.

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

When the quotation has been generated, you will receive an email notificatitmthe
guotation document and PD&ttached.The fileswill also be visiblérom the Open Document
Foldericonfor the quotation for you(or anyone elsefo download if required:
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F Refer t010.3 Viewing and editing the reparand 10.4, Uploading reports and other filegor
information on how to download and upload documents to Alpha Tracker.

To send the quotation you can simply forward the emaldF. Alternativelyemail files from
Document folderglirectly 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 andick theSendto Me button. The email is sent
immediately.

-

1  To email yourquotation out 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
. [ 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

Allyour quotations are listed on the Quotation Listhich you can search and filter to find the

onese 2dz gl yid (2 F2tt2¢ dzZldd C2NJ SEIl YL ST @&2dz O2dzZ R
were produced by yobetween arange of datés 2 NJ LISNK I LJa T oNbel t f &Gh LISy €
LINE 2SOl i.8heR is@$odzNahicipféature on the Quotation List which helps you

keep trackof your open gquotationshow many times and when you followed them. @olour

coding highlightgjuotations that have been waiting longest without a folloyp.

1. Selectiv dz2z (I (A 2y Salksnend A listNBINGuotatioss is displayed.
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| Search

Searen

Follow Ups LastDate

o ) 2

coemo | (RSSO | ven ca

o 1o 1o
g
g
¥

I=}

wesrs| [

2. 5AaLX e GKS &SI NOK TASE RE dd GtKSOGRYE 26F (K] @
enter your search criteria and click Search.

3. For example, to follow up your own quotations only, sele8tatus2 ¥ & h LJgodré I Y R
name in theProduced Byor the Assigned Taearch field then click Search.

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

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

RAAL @ ab2 C2ftf2¢ | LJaé Aups, drhddat bfthElasy 2 G NB O2 N
follow-dzLJE: S3 G¢2RFE@ MPKMAKHAHANEYS G, SAGSNRFIE Mnkwm
MTKAMPKHAHANE D

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

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

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

1  Amberqindicates 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 follayp details, by using thpre-setfilter
buttonsat the top of the list
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Home
4 Search
Referznce Clignt ID Clignt Mame Status Dste Produced
From: To
l a
Clear Search Criteris
Refresh | Records: 530
Search for: Search || Al
Refarance Type Client
«” [|Bozi1-00m Asbestos Survey AR e
«” [ |ag21-0002 Asbestas Survey = :f', e

For example, to display all open quotations that havelmextnfollowed 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 detalty 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 X
Records: 2
Follow Up Date w  Followed Up By Method Nates Delete
poke to Sam about his price options. He u h the team.
I B & ocoosizozzc [ | Dan Darkin v Cal v
P
Phoned them and they are still thinking about it
B & z0020: 8 Judy Key v Gl v
g
* B * 110520221 A | Dan Darkin v v
P
10 | Record: perpaze BB b e~

Enter the newdetails in the blank bottom row (marked with an asterjgklen save and
close the window.

Themain quotation screenQuotation Detailsalso includes details on folleups. These are

in the bottom righthand cornetin the Follow Up sectioand work in the same way as on the
Quotation ListYou can also find theikelihoodfield in this section, which sets the coloured
wheel on the Quotation List.

Likelihood (%) | 50 W '}h

Fallow Ups 0 Mo Follew Ups
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3.5 Converting a quotation to a project

LT | ljd2dGFGA2Y Ad 62y gKSyYy &2dz OKIy3aS GKS
displayed on the screeqthe Create Projecbutton. Click theCreate Projecbutton to open

the Project Details screen with as many fields as possiblp@pelated 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/Consultantfield 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 Iestmeadditionalfields are displayed:
1 Decision Date; to record the dateyou received the gahead
1  Client Order Numbec to enter an order number supplied by the client
I Reasorx 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.

Home

Reference AGQ20-0001
Date Enquiry Received | 03-11-202 B |via v

Status O Enquiry O Open ®won O Lost
Linked Quote only use for quotes linked to others
Linked Projects Create Project
Reason
Client start || startsofware Q

Type Asbestos Survey ~ | WUl
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QUOTING FOR WORK

& Click here to search...

Refresh | Records: 3

Open Projects | Closed Projects | All

Home | Enquiny/Quots - AQ20-0001 Projects linked to Quote AQ20-0001

Project Type Client Site Postcode Site Ref
START &
I « A-00260 % v D B Start Innavation TF2 SFT
e, Software  Centre
START &
" [Jagozss K dshestas D E Start Innovation TF2 8FT
e L] Survey
Software  Centre
START e
" [ |Ao0zs3 2"‘“';‘“ D m Start Innovation TF2 OFT
2urey Software  Centre
10w | Records per page Duplicate Project E

Client Project Ref Order No Status)

Mew

on
Map Hold

MNew

I aSGGAy3 o6avdzzil A2y R20dzySyia
guotation 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

FgrAtrofS Ay

copy, then the files are copied into the project folder within a-$alder which is named the
same as the quote number. If set to r 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-fespection project from a quotation, you can select the previous
project that you want to renspect.Simply click th&€reate Rdnspectionbutton that appears

gKSYy GKS atlddza Aa OKFy3aSR

i 2 -iaspetibr récordsS f

(XMLs) are to be sent and the project number that they are to be created from ik
create the new Rénspection project.

Referance Q200001
Date Enquiry Received | 16-01-202 B3 |via

Status Q Enquiry O 0pen ®won O Lost

Linked Quate Only use for quotes linked to others

Unked Projects || Create Project

Site Mame/Desc | 32 Fisherman's Wharf

Landlord

Postcode

Create Re-

Inspection Darsat

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

v Multl

Lookup

same a5
Client

(et

Client TDANE + Dane Environmental
Unit 1D v
Type Re-Inspection
Projecs Number Q
SubType
Aszigned To 0 A
oK Cancel
Account Manager ° §tion text to start s new page
L Contact Detalls [T
Version 130 Sert Page63

software

LJN.



ALPHA TRACKER USER GUIDE QUOTING FOR WORK

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.

2 KSy (KS O Syt t23a |y SyldANRI |y
9 .

z

t A S
t 2 NI € YVIjidZANE b2GATFTAOFGAZ2Y 9YFAf ! RRNBaaé
OVIdZANE [A&dd 6AGK G/ EASYd t2NIFEé asSa +Fa
Date Produced Produced By Status WValue Likelihood(%:) Notes Contact Tel & Email Source

Management survey of a Kim 0333 301 kim.evison@start-

domesfic property. Evizon 1010 software.com

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
quotation at the click of a buttorf a quotation is rejected, your client is prompted to enter

some reject notes. The quotation is markedshesé Yy R G KS Of ASyiQa NB2SOi

displayed in theReasorfield.

vdzziSa GKIFdG FNBE | OOSLIISR FNRY (GKS LIRNIIFE |
search the Quotation List by this status to fiheém. In addition, the system emails the
I RRNBaa &aLISOAFTASR Ay (KS aStGiaday3a a/tASyid

AAAAA

t
jd2idl GA2ya T NB | OOSLIGSR 2NJ NB2SOGSRd ! OOS LI

projects created for them in the usuaiy.

F See Sectio5.1Q 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 &2dz R2

y2i

dza §

iKS

GSNY aGLINR2SOGe AdG| A
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. /tA01 GKS

GbS¢g

t N22SO00¢
bold are the main fields for projects; others are optional.

Y § $aleergThafidldd if G 2

Client Crder Number
Client Project Ref
Project Manager
Site Name/Ref

Project Type

Estimated Total
Project Value

Status New

Status Netes

Project Invaicea

Project Closed

Return Date

Contacrs & Addresses

Financials/Planning

Eb e Duplicate:

Notes/Other Info

B« B

The first field to complete ighe alphanumeric project number in theroject Number
field. This is usually the office letter followed by a dash and then adfgienumber.

| Alpha Tracker also supports-iigit project numbers which is useful if you create large

numbers of projects.

2. Getthe next project number automaticallyy checkinghe displayed defaulbffice

letter, changing it if necessarhen 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 @lentfield, and tab out of
LJdzt f and EryBtledlikkedidet&lOIf yauly ibQ &
know the ID, click on the magnifying glass in the second part cElieatfield to search

iKS FASER

for the client. Type a part of the client details (eg part of their name, address or contact)

a2
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in the Search foffield and clickSearchto filter the client list. When you find the required
client, click theiSelectt Ay { @ ¢ KS Of ASyidQa ylIYS FyR L5 I NB |
field.

| If the client has not yet been recorded on Alpha Tracker, udddheClientutton 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 8aes Contadield (if displayed)

GKS Of ASyidiQa 2 NRSNJ y dz\CoebtiQrddr RlndbafidS y Sé LINR 2 S
i KS Orefaréhge tn@ndber in th€lient Project Refield

the contract to which this project belongs in t®ntractfield (if displayed)

= =4 —a =4

| TheQuotation IDon a project is a link field (the contents are displayed with an underline)
Doubile click on this link to open the specified quotatidso, if there are any files stored
against a quotation, a Quote Documents folder is displayed next tQtimation 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 foldef
files present in the projects folder when you open the projech ytoel can without having to
download and upload the files. Note that you can still see and access the linked quotatign
F2ft RSN FNRBY || LINRP2SOld ¢KS &aSiGidAy3a (2 OpyGaNRt
F2ft RSNE FyR Ala adgandinodel e dfault datbieifor thid&etting & B¢t O

to copy or move files. If set to copy, then the files are copied into the project folder withirj a

subfolder which is named the same as the quote number. If set to move, then the files afe
moved intothe project folder within a sufblder which is named the same as the quote
number.

| 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 irCihvetractfield 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 dipwn list on theProject
Managerfield. If there is an Account Manager you can select them too inAteount
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 summafyhe list is displayed below the
Project Manageffield.

7. Select the site for the project from the dragown 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 ajnew
site. This is because Alpheacker draws together all data entered for a site, across multip
projects, to create an Asbestos Register for the site.

D

If you click theNew Sitebutton to create a new site you should fill in ti&ée Name

Addressand Post coddfields.
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 O02YLX SGS GKS NBYIAySigad FASERa AT
Referencefield and site contact details in tHeéontact 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 Typdield to select the appropriate type for this
project.

dzLJ

Qx
w
c

| ¢KS LINR2SOG (el vYvYdzad FfNBIReé SEA&GD ¢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
templatec 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
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Once theProject Typehas been entered, thBuildingsbutton becomes available.

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

WORKING WITH PROJECTS

Visibility can be gained on variations to the totals on projects by using the Change Log.

Click theChange Lotink below theEstimated Total Project Valu® display details of
changes.

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

Statusfield.

¢KS LINBP2SOG adlGdza YdzadG |t NSFRe SEAalO®

{GF(GdzaS&a¢ YSydz 2 GEnaraménuFYNRn¥ed dnly Supdly$ éledadription o
the project statusin addition, you can set a default status for new projects by entering th
NBIljdZANBR adlddza F3FAyad GKS a5STFrdzZ G tN

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

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

13. In the Milestones section, enter datesd namesagainstany milestonsthat have been
completed. For example, you might at this stage completeQuete Producecand

Order Receivednilestones.TheProject Openednilestone is completed for you.

Double clickinth®ate¥ A St R 2 F | g2

user name in thdyfield.

YAt Sadz2ysS Ay aSN]

2RI &Q

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 Se
Genera¥ Sy dzz | yR @2dz Oty S@Sy OKIy3aS (KS &8

dzAAy3a GKS abl YSY ¢dzaNYy I NRPdzy Ré aeaiasSy NBLJ

up,
NI & ¢ dzNJ
2 a3 A 02 NE

You can complete additional milestones specific to the project type when you revisit the

project by clicking on th&lore Milestonesbutton and completing the details.

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

2052022 B =

Project Opened
Quote Produced B =
QOrder Received

B =

Turnaround

Milestones

Report Produced

Project Invoiced

Project Closed
Retu

rn Date

Version 130 Page68

start
soffware



ALPHA TRACKER USER GUIDE

WORKING WITH PROJECTS

Click theMore Milestonesbutton to see and update the projespecific milestones.

Additional Milestones for T-56856

Records: 9

Refresh Milestones || X Delete Milestones

Pasition 1

Gk

Target Date 16/05/2022

Completion Date

Pasition 2

[ TargetDate 19/05/2022

Completion Date

Milestone

B AssignedTo

B completed By
Milestone

B Assigned To

B completed By

Site Visit Booked

First Day Onsite

Notes

Notes

X

The buttons at the top of the screen let you:

T dzLIJRI G S

iKS

daz2NB

arf SaldzysSas

az

0KI

for the Milestone Template for the Project Type since the project was created

(leaving any manually entered ones in place)

1 RStSaS

and report commissioned bgetails Some fields may already be completed from your

previous selections.

‘Contacts & Addresses

Contact Mame | |ahn Peacack
Contadt Erail
Contadt Number
Additional Contacts
Landlord
Staurnead
Wilitzhire
Address

Site Country United KIngdam
Postcode

Lookup Adoress

Map

Fff

Same as Cllient ADdress

GKS SEAaGAY3a YAt SalzySa

14. In theContacts &Addresses section, specify the sitevoicerecipient,report recipient

Invoiice Aedpient

Mame

Acddress

Report Redgpiert 1

Mame Sve Faldo

unit 238 & 24
Haydale Park

feldress IManningires
Essex
Email sfaldo@swift.co.uk

|k

Marne

Adddreds

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 landlordin the separate
fields if appropriate

There is also &ame as Client Addregaitton 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

GKS 62NR a4l OO 2/dmfativelyyold systeryl ¢ag e G t ghow all client
contacts on this dropdown listf a name isselected, 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 datencludingthe 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 valuereas 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:

i  Estimated Total Project Value = 1500.00

1 Estimated Total Man Days = 3

9  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 TotaProject 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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Home lew Proje
m
Project Number T-36856 Contacts & Addresses
e = e A hewalen et
Quotation Ref
Client Qrder Number | 3002083 _
Clien: Project Ref Charge Code
Project Manager Kim Evisan w | | 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

q: ﬁ %, Hotspors Duplicate A« B

There is a Change Log available onEsémated 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 aRstimated Man Days (Writép)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¥ou 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 stfroject.

F Refer to Sectiod.4, Grouping projects togetheffor further information on master and stib
projects.
Version 130 STO” Page7l
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Kim Evison

Site Name/Ref

The Mill

Project Type Ashestos survey

Estimated Total

ed Price
Projact Value 0.00 . | Fixed Price

Change Log

Status New

Status Notes

Q Site Detalls

V| | Survey Details || Buildings

2] B | &) Hotspors :.u:\:ace

Other Info
scoping

Send Scoping Data to
Handset

Import Other Info

MpOrt SCoping

g~ B

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

F Refer to4.3, Displaying and editing an existing projdor further details on Risk

Assessments.

Once the project has been saved there isGther 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 clidknport Data This also works to import the Scoping
information from another project, if you have this displayed, by using the Import Scoping

button.

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

fields.

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.

F Refer toSection5, WORKING WITBURVEY for further details.

Your system may be set up so that an email alert is automatically senhamned 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:

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

milestones

contacts and addresses

extra information fields

=A =4 4 =4 -4 A

survey type.

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 hglicking 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 | Closed Projects | A
Project Type Client Site Postcode Site Ref Client Project Ref
c ~ 7DANE e
56521 = . D ane - 20FT PPOSol al
¥ T-5652 q] inspection D U B.f._. - Innovation TF2 0 POSO000 Map
- Environmenta Centre
TDANE e
Asbesto:
| o msem q:: e D U D pane Innavation PPOSS  Map
Sk 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.
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5.

To create duplicate copies of multiple projects:

Amend the details of the projects as necessary.

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

1. Display the projects that you want to duplicate on the Project List.
2. Tick the selector tickboan 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 919
3. Click theDuplicate Multiple Projectdutton 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 itd

name and works slightly differently.

A confirmation screen is displayed.

Confirm the projects to be duplicated by clickiDé

Please Confirm

Project(s) to be duplicated

T-56856,T-56603 T

56,T-56603,T-56602

un
2]

OK Cancel

X

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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Refresh | Records: 3

Open Jobs | Closed jobs | Al
Job Type Client Ste  Postcode  Site Ref Client Project Ref Order No Status Value
— SSWIFT
I i T-56947 @ Eb 2"’5‘“ D U Swift I:‘ﬁ Map 0.00
2urvey Surveying
SSWIFT 10
e T-56946 Ej Eb ;M D [_] Swit Miltan 1,840.00
aurvey Surveying  Road
= - SSWIFT 6
e T1-56945 @ Eh el D U Swift Colin  BHZ13QF 565636 Map 10.00
2Ly surveying  Clase

10+ |Records per page | Duplicate Project E:

5. 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 6 K RS Tl dzf G (G2 ay2é¢ @

4.3 Displaying and editing an existing project

As a project progressggou can keep the details wjp-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 Quick Search field at the top of the
Projects menwr in the Intellisearch field at the very top of the menu
f aStSOGAy3a GKS atNereSOlG [A&aGé YSydz 2LIWiA2Y |y
- entering search criteria to find the required projegif they are not already
RAALI @SR RAALIIE GKS &aSKHNODK FTAStRa oe@
link
- clicking a filter button (Open Projects, Closed Projects, All) at the top of the
Project List

¥  Survey Quick Start

¢ sales
& dients
Type Client site
L
SSWIFT
— D U E The Mill
Survey

Surveying

— SSWIFT .
)| ir Bheme=gnZ -

St Road
| Open only irvey Surveying 03

SSWIFT
ew Proiec A v = Asbestos R 6 Colin
+ New Project « 56945 =4 q: Survey D U surt Close
Surve Sureying
Proj
_ . START -
S — e N30192 =4 Eh ;ﬂz"i; D | S Innovation
Master Project List i Softwiare Centre

1 selectingoneofii KS a h LISy t NP 2sSvhich &etyouYis pfajecteindi A 2 v
number of ways.
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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.

e

Praject Number T-56043 ProjectOpened | 11/042013 B | B v
Client START || Start software Q|| 4 newdlient | Send Mal Quote Produced B (=2 ~
Quotation Ref Order Received B\ = v

<

Client Order Number Turnaround

v R I:C']E:. Due | 0 C-erc.e:n
Milestanes

Repart Produced [}

Client Project Ref

0}

Project Manager x

Dan parkin v

Q Site Detalls

[}
Site Name/Ref
=]

Project Type Asbestos Survey ~ | | Survey Details || Buildings

<

Estimated Total
Project Value

100.00 ... | Fixed Price

Key Service Risk Rating v

@ =] q: ﬁ __\_—:::-:9:5 :qp\:a(e # Open Alpha Draw a8 «~ 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)

adding to the contact details
updating project milestones
recording project notes

= =4 —a -2

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 catsobe 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&dadzSR | yR (KS NSlbsae2RgasonE®NI A KE A aad
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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 d
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 rassue 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 Requmt

wSlFazya Oly 65 aSid dz) 6@ dzaAay3d GKS awSL2 NI
If Risk Assessment details have been captureditaby using the OsEite Risk

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

Ot AO1AY3 (KS 6awha] !'&aSaavySyidé odidzy 2y G(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

Have you checked y

Have you checked you ?
Severity (S)
Likelihoad (L) v

Score

Action Complated

Saverity (S)
Likelihoad (L) v
Score

Hazard

Biological Hazards

Chemicals.

Confined/Restricted spaces

Driving

sfqrf Pager7
software



ALPHA TRACKER USER GUIDE WORKING WITH PROJECTS

4.4 Grouping projects together

Alpha Tracker lets you group projects together under Master projecshiow 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 peot, 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 phasassigning a stfroject to each phase.

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

| Note that all linkedVaster and sukprojects must belong to the same client.

¢KS GSNX&a aLINE 2SO aré cohtrgliRd by éttirggiss that yaNarecidose £
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 qQedther
enter the total project value into the Master project or enter the value of eacipmajbct into
the subprojects, not both. To allow the individual invoicingolfprojects, it is recommendec
that you enter financial figures in the sylojects 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 sydroject.

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

To display details of the sytrojects linked together in a Master projepbu can use the
Gal AGSNJ t Nea2aSOG [AaGé¢ 2LWA2Y

1. {86806 (KS aaladSNItNR2SOG [A&aGé 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.

2. Display the list of subrojects linked to a Master project by clicking on tlo& expander
button on the requiredMaster project. Amongst other information, you can see the last
completed milestone forsuhINE 2SS 0G & RA&LIX F @SR Ay (GKS a[lFdSai

AAAAA

RFGS 2y 6KAOK AlG ¢l a O2ChdipptéddS R $& OpaazyYRdaLX |
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3. You can work with the individual sydvojects or the Master project from this list:
9 click an underlined link to open the required project
1 generate documents for a project by clicking a Word/Excel icon
1  open the document folder for the project by clickirftgtfolder icon.

| If you duplicate a subroject, the new project created retains the master project number gnd
so is also linked to the same master project.

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 at-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 pictura the Projects Dashboaiflyou are using

YAt Saldz2ySa tAy{1SR (2 IfydaSsre dotuding wieamilgs®ies YA T Sal2y 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 atNp2SOia 51FIaKoz2FNRE 2LIGA2y FTNRBRY
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Moz wosmn  Mesun n dewEn  MeSEZ e

BB 1 [F]or2 v mesocon [

2. Search or filter to show the projects that you want to see by usindgstrerch foffield or
the full range of search fields at the very top of the screééou 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:
project number

client

project and survey type

client order number

site name

=A =4 4 -4 -4 A

postcode

It can also display furthestatusinformation as follows:
9  Site Completion Date The CompletiorDate from the milestone which is linked to the
188 YAftSalzyS af{wmNuBEe2NI [Fa&ad 5F& hy
1  Turnaroundg The colourcoded value from the Turnaround field on the project.
,2dz Oy aSi GKS O2f2dzZNE F2NJ §KS ¢dzNy 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 N22SO0G 5dzS 51 GS¢o
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 wWSLRNI t NPRAOBRAXARSAULRYBESROKBEY HKBI & E

GKIYy (2RF& odzi GKS NBLRNI KIFa y2dyeddsi 0658y LN
1 Samples Analysed TheCompletion Rte from the milestone which is linked to the key

milestoned . dzf 1 { I YLX S&a !yl fe&aSRé¢

L¥ GKSNBX Aa y2 RIFEGSY (GKSYy ab2¢é Aa RAALIX I E@SRO
1 Plan Produced TheCompletion Datérom the milestone which is linked to the key

YAt Saldz2yS attly /2YLX SiSéo
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LT GKSNB Aa y2 RIGST (GKSYy ab2¢ Aad RAALX I @SR
1 ReportChecked; TheCompletion Datérom the milestone which is linked to the key
YAt Sadz2yS awSLER2NI v/ / KSO]1SRéo®
LT GKSNB Aa y2 RIGSE (GKSYy ab2¢ A& RAALX I @SR
1  No. Samples; The number of survey samples, ie survey data items with an Approach of
a{ €0
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.

=A =4 =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 @SNBRA2Y Oly |fa2 o6S RAALX @SR 2y GKS /f
t ALSEAYS 2y JtASyld t2NIlféod

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

hy GKS tNR2SOG tALIStAYyS SIFOK LINRP2SOGQa YAtSahzy
1 Ifthe dot is green, then the milestone has been completbdver over thedot to see
the completed date.

1 Ifthe dotis grey, then it has not been completed.

1 Ifthe dotis red, then it is overdue (passed its target dat&)ver over the dot to see
when it was due.

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

The information for the Projed®ipelinecomes fromthe projectmilestones both the
standard milestones and the projetyipe-specificd a 2 NS¢ YA f Sadz2y Sa

To display the Proje®ipeline
1. {8t 800G (mplinét RRESO§ FNRY (KS tNR2doia YSydwo
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Open projects only ardisplayed initially, but you can choose to disptégsed or all
projects.

2. Search to find the projects to view.
3. Hover over a doto see details of the due or completethte.

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 projedthat you are creating has a category of Asbestos Survey (eg
LINE 2SOl @& LIS Bailflingdaiiiasuévey Detdilsufiofi ark 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 Sofware G 4 NewClient |Send Mal Quors Produced = =] v
Office v Order Received B | = -
Quotation Ref Turnaround -

Client Order Number M
w“_‘”i . Done . Due:| 0 | Overdue: ﬂ

Client Project Ref ViEsrenss
Project Manager v || Project seaff || Diary Report Produced 8= ¥

Project Invoiced B DanDarkin v
Site Name/Ref Vivien Court aQ Site Details | || Ao mvOIcE B = bard
Project Type Asbestos Survey ~ || survey Details || Buildings Project Closed Bl= v
Estimated Total 100.00 || .| Fixed Price Return Date v
Project Value

Change Log

Contacts & Addresses
Status New 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 Types 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 sqgmwaking 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 aSySyité¢ao [ 2dz 62ddZ R GKSYy ySSR G2 &aLISOAT
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 Sureyails
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 Typehat you are adding, for example ManagemgRefurbishmenbor
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 sangae Issuing Office

fieldp ! aSGdAy3d o0a{K2g {dzNBSe LaadzAiy3a hFFAOSED

y2id ¢KS FASEIR RSTFldzZA Ga (G2 GKS LINRP2SOiQa 2FFA
7. Select the lab that will be analysing the samples from this survey ibahéeld. By

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

fibre analysis screens forisurvey samplesLeave the field blank if you use an
internal lab.
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8. Enter anyspecial requirements for the survéy the Special Requirementgeld.

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

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

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

11. Click theSavebutton at the bottom of the Surveletailsscreento 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 totllbaokingsare automatically synchronised with
Google Calendarsso that your staff can see their work diaries at any time from their
laptops, home PCs or smartphon@sie diary appointments can be customised to show the
information that you require.

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

Therearealso sectiogto explainhow:

to display staff photos on appointments

the system can suggestitablediary gaps

to check the audit log afalendar changes

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

=A =4 =4 -4 -4 A

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

6.1 Scheduling a new project

¢ K StaffdChlendat option lets you select individual members of staffoups teamsor
whole officesand display those people on the Calendéou can select any combination of
these for exampleyou might seleca groupO | f Susvieyoré  Lifvodather individuals;
simply click on those required so that they are highlighted in blug 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 O BaffiC&leéhdaty Y Sy dz 2 LI A 2 ysnentand select tweSaoplezND S
groups etavhose diaries you wish to display by clickingogm.
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. Clickeitherthe Calendaror the Wallboardbutton.
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The Wallboardhows appointments with eithesummarytime or financial information,
depending on system settings (some users can see biite)Wallboardopens as

separatetab in your browserThe Calendar opens as a screen within Alpha Tracker
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

21 ff02FINR 0@ dzaAy 3 (KS ,and soRelfsersariay sSes?Waltbdaja 2 | NR ¢
(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 examphMonth, Day or Work Week

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

selecting the person/people for whom you want to make bookings by using the

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 bookifige
Add/Edit Event window is displayed for you to fill in the details of the appointment.

Add/Edit Event X
N T
Project Number . Client Duration Eve: v
Resource Rols Team EEfLQEﬂ
DanDarkin W | | Surveyor v v
Add other resource CELL
Edinburgh e
United Y
Start Time End Time < Ki“gdw )
- S Isle of Man
01/12/2023 09:00 @ | 01122023 13:00 [rd Weekend Avalizbility Dublin Man:guesm —
el Birmingham Am:(emamw{l
) i N;her!an’ds
Override Appaintment Value & : - J + !
. ‘Belgium |
e i.ljxgr;bc T
Go_gle e sheicss | Map 0o B0k 1 | Torma
P ’7 57'1‘“ Postcode Fi Appr
¢ confrmed § @ e B [ weieur F29FT Route RoUtE: no!
= BIE.
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Complete the fields on the Add/Edit Event winda®/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 réilem 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 thRoutingsectionshows these
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 wagkilay/weekend for
the Team.

Make the appointment for more than one persoy clickingi K 8dd éther resourcé
link below theResourceAlternatively,you can create duplicates of the bookiogce it
is savedby usingthed wS LIS G ! LInB2 Ay G YSy (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 movahl&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. Hbmme 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 @amdes
directionson the mapusing Google Maps

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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Add/Edit Event

Projec Number

N00163 Q

Resource Role

DanDarkin v | | surveyor
Add other resource

View

Client Duration

Dane Environmental 1day

Team

v

Event Name/Description

Dane £

htp:/idemo.

25 Ivor Road - N-00163

:_document_list.;

Seart Time.

01/12/202309:00

Other appointments at this site

Override Appointment Value

Notes

¥ [ | contirmed § [ cannor

@ | 011272023 1300

End Time

@ | Wweekend Availabllity

i

Move @ [ Tercatve @ [ writewp

e

25 Ivor Road, Corfe Mullen, Wimbourne, Dorset, BH21 3QF

E'rsﬁefﬁélﬂ,

Nott
Derby

he 3rd it oo Priorslee Ave

Castle Farm Way/A4640

> Castle Farm Way/A4640

oundabout take the 18t ext oo the MS4 ramp 1o Birmingham

8sm

08km

Pravious Appt

Routs Routs | | Who's Nearese?

6.
Calendar.

Home | Staff Calendar x

Calendar - Dan, Jack. Kim %

4 »

Decd-Decd 2023

+ Jian Daxkin 7100
o fack Byme O
i Eveon O

200

[0

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

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.

blays

| You can also create and edit appointments for projects by usinDitivg Appointments
button on the Financials/Planning tab on the Projects screen. The screen that opens dis
the diary appointments that have been entered for the current project &yilarly,any new
appointments you book from here are for the current project only.
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| C2NJ aLISSRx @&2dz Ol y &aAYLX & uderD@ry onithié Besduleedls 1 LILI2 A y
menuy and then complete the appointment details

| LT GKS adeadSy LINBGSyida &2dz TNRY al@ay3a |y | LILRA
5 yaSNFASER R2Sa y20 KIF@S GKS NBtS@Fyd fjdza tAFAO
Training Matrix is in use and is restricting who can be scheduled tdispgges of projects.
See Chaptet6, STAFF TRAININGr further details.

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 makérther 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
==
- 25 vor Road, Corfe Mullen, wimbourne, Dorset, BH21 3QF w
w
Corfe Mullen o Qsm.msmc( rT
Siieh AR ol
Routin;
Office Postcode Previous Appt
TF2OFT Route Route | | Who's Nearest?
Incomplete? Date Reason
Override Appaintment Value P
Nore
Kl B« %
4
¥ Confirme: d e B Write-up
2. Amend any of the displayedktails 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 belowRhgect

Number, these are:

1  View Project Details

1  View Previous Appointments.

¢CKSNB Aa |ftaz2 |y ahl KifkNhisopdhdzas a/sépardtgtain | & G KA a
your browser and lists all appointments made for the dite 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 gther 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 f1F3S OKFy3aS G2 |y FLIWRAYGYSY(GzZ AS gAGKAY Hn K
email is sent to the member of staff alerting them to a late changant@appointment for a

specified project number.

To abort a projectwhere the appointment details remain in the diary but it is marked as
a! . h w ¢od e&xambple 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 thelncomplete?Tickboxin the Incomplete Appointments sectipenter the date it
was aborted selecta reason anenter notes if requiredthen clickSave

Incomplete? Date Reason
hd 29/11/2023 0950 Aborted b

CKS 9@Syil DblIYSKk5SaONARLIIAZY 2F GKS |LIRAYGYSyYyi
GKS LILRAYGYSYG Aa RAaALIX @SR 6AGK | ab2 9y iNE
appointment is clearly marked as aborted. This is also visible on the appointments on

mobile devices.
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Mon, Dec 4

09:00 09200 - 13:00

®

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 *.jpgditel then upload it.

I aSt0Ay3 W8y s O0HARBY O RSISNYAYSE oKSGKSNI 2Ny
appointment event details. You can switch it off if you do not wish to see photos.

To upload a photo:

1. hLSy GKS DSYSNIf adzomYSydz FNRBY (G(KS {Siddzal YSydz
screen.

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

3. ClicktheUploadd dzii i 2y 2y (K YSYOSNI 2F &Gl F¥FQa NBO2NR
required photo.

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.

Version 130 31'0” Paged2
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6.4 Suggesting available appointment times

The Diaryincludes deature to help you book appointments. TMake 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 suggestiotoutton.

Appoi Details Map

Resource Role Team e g

Towowe v P (] LA

Project Number Ciient Durstion « Ered 31

| 700033 _ _ e
Appointment Suggestions for T-00033 x £ i

Event Location| Mske 3 suggestion by resource or role

Mardol, Shraw ¥ Resource Role =

Event Name/Dd "g

' £ Date fram G

Hmm Tasty-7 27 EVE

R |t s

e o Surveyor 3 @ ¢Jl

= Number of hours required L

L E 7 EAST

|2o=12.'20|sw . OMERV ILLE|

Shift Value Owel i -

o Bu

Nows | D]

‘ ridge & 3 L

Gooali Iy

3. Select whether you want to limit whdrgsourcé the suggestions are for or what role
(Role) they are for. Note that th&Resourcesuggestions 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. Specify the date range you want to search for an appropriate gap, eg if the appointment
ySSRa G2 0S 0221SR F2NJ (2 Y2 NNRatefomarkif SO
Date tofields.

5. Specify thenumberof hours needed for the appointment.

6. ClickSuggestA list of suggested appointmestart times 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@iowing you to check the history of an
appointment¢ 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 toSave to display dist of sessions during which changes
were made to theappointment

Version 130 StCII'f Paged4
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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 thalate, 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 optiomr when you click th&Vallboard
button after selectingo displayResourcesGroupsor Teamsltopens in a separate tab on

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

setting).
1. {StSO0G GKS YSYOSNB 2F aill ¥F ez2dztasbfl yi G2 &S$S$
Calendag menu option then click théWallboardbutton.
The Wallboard opens in a new tab.
£50'
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 sdigplay 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 setMhléboard
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.
2. Addnewappointments directly from th&Vallboard by clicking on a cell and completing
the appointment details.
e
T - [ hwmmm!,wallmdrﬁwglemnm - n“.
B B
B B
B B
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6.7 Mapping projects

You can choose to display appointments on a mvéagn you click thé/lap button after

selecting to display Resourcé&sroupsor Teams

Select the members of staffhose appointmentyou want tomapo &

’

dza At G KS

1.
Calendag menu option then click theMap button.
Appointment Map X
Date From Date To
E” E| | Search|
Select a date range and search
2. Enterthe date range of the appointments to map and click Search.
Appointment Map X
Date From Date To
| 041272023 B | 050172024 B | search |
swdonia)
NS qn?',:;
card shortcuts - Map data £2023 GeoBasis-DE/BKG (£2003), Google | Terms | Report 2 map emroe
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6.8 Job allocation and scheduling

Projects may beallocated and scheduled in the diary centrally or they may be allocated to
individuals who then organise their own diaries. Alpha Tracker provides a wegctothe
allocation of projectgo individuals Settings in Alpha Tracker control how allocation works.

F Refer to Start Software if you would like job allocation settings teveiéched on

6.8.1 Allocating jobs

Projects that are allocated have the name of the person to whom they are allocated in the
Project Managerior Consultantfield on the project.

| To allocate jobs you must be in the Resource User Group which gives you an additionalimenu
option allowing a special view of open projecthie 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 managea(®jl/or to the logged in user

When projects are created they are automatically giverafiocationa i I 1 dza 2F ab2 i
I £ £ 2 OflndiBdReét Manager or Consultant is assighed2 NJ a! £ €t 20 6 SR b2d |
if a Project Manager or Consultant is assigned

2. Open theDiarysubmenu from theResourcey Sy dz ' yR &St SOG a! t £t 20F (A 2
display the Allocation Dashboard.

3. Enter any search criteria at the top of the screen and Seatrchto filter the list of open
projects. You can alagse the status buttons to filter the list quickly by allocation status,
as well asortingthe list by clicking on column headingsnter 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.

Version 130 qurf Paged8
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In addition to the usual features, this screen allows ya@u

search byLocation¢ searching all parts of the Site name, Address and Postcode
search by Project Category as well as Project Type

search by ProjedVlanager orConsultant

search byDue Date Fronand To

search by Allocation Status

see theAllocation Statusof each project at a glance

- Not Allocated(red)

- OR (amber)
- (yellow)

- Accepted(green)

= =4 -4 -4 -—a A

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.

1 ¢KS NBR dabz2iG ! tf20l ( SAdcataiiz {i d2a0 @KUy IB&D G2 |
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 Dashboarke 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 diet.

| 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 &htl SAddepted Allocatiors ®

Version 130 SfGrf Paged9
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{ Search

Project Number Client ID Cient Name Project Manager Location Project Type Project

ry Order Number  Client Project Ref Due Date

[u]

sl o

Type Client Site Name Site Posteade Client ProjectRef  Status  Project Opened DueDate  ProjectManager  Schedule Status First Diary Date

e Wandahome New 05/0242024 Robin Bennett 0510212024

e 3OrnaraDrive  WVIE4PO  Map New 110112024 Dan Darkin

All open, ie not completed and closed, and accepted projects are listed. The schedule
status is coloucoded as follows:

f  Unscheduled

1
! <heduled

2. Use the search features to filter the list @gjuired.

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 Alpha Tracker.

You can filter and sort this list to work with the projects allocated to you, and then accept,
reject or reallocate these project{gdepending on your permission€)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 SO0 aae !ftft20I 4GSR t NRI2Opiceéts tHaNBVY beénkK S
allocated to you ardisted.

Search

Bl
PP PR
-

2. Accept, reject or reallocatprojects by clicking the appropriate button @row.

| Please note that some useats not have the permissions necessaryeallocate projects.

Version 130 SfGrf Pagel00
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If you click:

1  Acceptg Once you haveonfirmedyour acceptancehe projectwill 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 projeéin 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 anot her os

There is one option on the Resource menu that provides an overview of the allocation

LINPOSaad FYyR LISNYAGA | dzZASNI G2 FOOSLIW LINR2SOia 2
t Ne2S0Gaé¢ YSydz 2LJiA2yd LG A& 2yiistatoru@érAft I of S G2
groups.

Tol OOSLIi LINR2SOia 2y |y20KSNRa oSKFETFY
1. {StSO0G a'tt 1£tt20GSR tNr2aSOitaég FTNRY GKS t NR2

A N

|
AP PP I PP R P PP

o o © o © ® © © @

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 youwly Projects Not In Diary screerhese 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 aae tNB2SOGA b20 Alpped AckeNtBdéiprojgcé2 ¥ (G KS t N
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  Qick theBook Appointmentbutton on the appropriate rovto open yourCdendar.

1 Review your existing appointments and then createagpointment for this project
by clicking and dragging on the required day and time

1  CGomplete the details on the Add/Edit Event window to define the projefur
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 projedior more detailedinstructions on how to work
with the Calendar.

4. Return to theMy Projects Not In Diargcreen and review your remaining projects.

6.8.6 Checking the scheduled statusymfuraccepted jobs

You can check the scheduled status of all acceptefectsto get an ovewiew ofproject
status

| You must be in the Project Manager Group to see this functionality.

To check the scheduled status:

1. {8t 800G Gaeé hLISy tNRa2SOilaé FTNRY (KS tNR28§OGa Y
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| Search

search (a1

PP AP PP PP PR

All open, ie not completednd closedand accepted projects are listethe schedule
status is coloucoded as follows:

i Unscheduled
1
f Scheduled

2. Use the search features to filter the list as required.

F Refer tol.4, Searching in Alpha Trackdor 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
I assign staff to each team

If you attempt to schedule an appointmeint the Calendafor a team member on a nen
working weekend / norworking weekday then a warning is displayed.

1. hLSy GKS DSYySNIf adzoyYSydz FNRBRY (G(KS {Siddzal YSydz
Teams screen and create the individual teams.

2. Define the working weekends and namorking weekday$or each teanby clicking on
the row expander buttomext to a team

Version 130 SfGrf Pagel03
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Records: 3

Date From

m Non Working Weekdays

Date To

Notes

Home x
Record
o] Team Name Notes Delete
- e
Rl s K site P
I TN : Admin P
L scheduling

Delete

I B & chiou 8 onzaoe 8 p
B « oomens 8 wovos B y
B « oozems B eozens B p
* 0« B B y
* A« (] (] P
* 0« B B y
10 w | Records per page
* B« «u P
* B« <u 4
* B«

10w | Records per page

The two tabs let you define the weekends on which the team is scheduled to work and
any individualveekdays when the team is not scheduled to work.

3. hSy G(KS DSYySNIft &adzoyYSydz FNRY
of staff toeach team by using thEeamfield on the Staff screen.

gsigrbmemiseis dzLJ Y Sy dz

4. On the Calendar make appointments as normal. The Add/Edit Event screen on which you
define an appointment displays the team naifighe selected member of staff belongs
to a team.If you try to make an appointment for a member of staff whose téamot
scheduled to be working, a warning message is displayed.

Weekday Work b4

You are not prevented from making the appointment.

5. T2 KSt L) e2dz GASE | LIIRAY(YShtCalerHd NIYISYdS | Y=
option fromthe Diarysubmenu of the Resources meand selecthe team. Clickthe
Calendaior Wallboardbutton to display the appointmentor the team.

e 2dz
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6.10 Map scheduling

Map Scheduling is a feature specifically designed to yelpschedule site visits with the aid
of a map. This feature is particularly usefu site visits grouped together as syploojects
under a master project, such as for domestic housing proj&ctan one screen, it helps you:

create subprojects for the sites to be included in the batch to be scheduled
see the subprojects in a list and on a map

schedule appointments

route the appointments and optimise the route

send SMS messages to the qubject site contacts.

=A =4 =4 4 =4

| The #esof projectsto bescheduled in the Map Scheduler musigeecodedhave their
longitude and latitude recorded)p that they can be plotted on the map atine routing
featurescan be used.

| To send SMS messages you will require a Twilio account. C8taecoftwardf you need
further details on setting up a Twilio account.

TheMap Scheduler is fully linked to the Staff Training Matrix, if it is in use, preventing the
addition of appointments for unqualified staff.

6.10.1Creaing the subprojects

The Map Scheduler includes a Site Impokttetton that lets you specify the siteisits you
want to scheduleEach of the sites must already exist in Alpha Tradkir also helpful to
create the master project in advance.

You could for exampleimport the fulllist of sitesthat will be included inthe programmeof
work (by using the Site Import menu optiofipm the Import/Export section of the Setup
menu)so that they exist as sites in Alpha Tracker, and then us&itedmporter button to
createsub-projectsfor those sites you are ready to schedulée subprojects will be linked
to amaster projecthat defines the programme of work.

Version 130 SfGrf Pagel05
software



ALPHA TRACKER USER GUIDE SCHEDULING PROJECTS

F Refer to Sectiod.4, Grouping projects togetheffor further information on master projects.

To specify thesitesyou are going to be working on next and ceatsubproject for each of
them:

1. { St #épiBchéduling ¥ tN@Dyary section on thResourcesnenu.
2. Click the Site Importer button in the top ldftand corner

3. Select the clientand then the master projedbr which youare specifying sites.

Home = Map Scheduling s
Import Sites

Choase Client | pane Environmental ~

Choose Master | 1.55598

“ | orcreateone | New Project
Project Number

Loading...
— o

Only create one L

D
1. Template 2 mport B ' 3. Process
4

Records: 3

Site Reference Client Order Number Project Value Delete

I B % xoxn K123 200.00

B« 200 K123 20000

B « 2404 K123 100.00

* B« 0.00

* B« 0.00

* O« 0.00
10 w |Records per page Delete All B -

4. Importthe list of sites by following the standard import procedure:

1 1. Template first download the templatespreadsheetnd fill this in with the list of
sites (only the Site Reference/UPRN is required)

1 2. Import: upload thecompletedspreadsheet to populate the screen with the list
of sites

1 3. Processcheck the list is correct then click the 3. Process buttocreae sub
projects for each of the listed site$hese sulprojects are linked to the specified
master and have the sanferoject Type

A message informs you when the processing is complete.

6.10.2Displayingthe subprojects in a list and on a map

On the righthand side of the Map Scheduler you can display the list ofssafectsin your
master project and see their locations on a map.

1. Select your master project(s) from the dropdown of open master projddte list of
sub-projects is displayefted ones are unscheduledhdthe site locations arglotted
on the map.
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Birmingham
L ~

flees ] 56625
try 0
m
o North 0.00% Scheduled (0/3 properties)
m Fox's Earth
156636 4 The Row Easthope
Shropshire
TF13 6DW
Lasyard House
Underhill Street Bridgnorth
R Shropshire
WV16 488
o Read
Ly 42 Emerson Road
T-56638 Poole Dorset
Basingstok BH151QT

Asbestos Survey

Kim Evison +
Asbestos Survey +
Kim Evison

Asbestos Survey +

Kim Evison

Obtain details on projects or sites as follows:

click the project number link on a sydvojectto display its details on the Project

hover on a map pin to see the syboject number, site name and address
click on a map piand then click on Select to highlight the matchguip-projectin

click on the exclamation mark icon on the project, if present, to disptayact

details and any notes if presenttine Project Notes Project Special Instructions

)
51”‘?#‘2:1 Not :itu‘.‘l
2.
1
screen
1
1
the list
1
and Site Notesfields.
3.

schedule appointments for the stfrojects.

6.10.3Schedule appointments

Refer to the map to assess locateand distancesnd work outhow you want to

Select the member(s) of staff for whom you @@ing tobook appointmentsand set the
parameters for the appointmentgou want the Map Scheduler to mak&hensimply select
the subprojects in the order that you want them to be scheduled.

1. Onthe lefthand side of the screemlick in the Search box amsélectone or two
membesrs of staff, or asmall team to load theirdiaries
2. Set the date for which you want to make appointments. You can use the Previous, Next
and Today buttons, or you can click on the displayed date to pop up a date picker.
Version 130 Pagel07
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Site Importer

| Adam Dangerfield, Dan Darkin Q |I
prev | Next | Today Wednesday, December 22, 2021
4 December  Todsy P E|
201

Time Range: 08:00 am - 17:00
P (SR RRRNRTRCTC P——

L
on
-
(5]
w
=
=
..

&

Oé\ 12° 13 14 |15 16 17 18

gam

9am

10am

11am

12pm

3. Set the parameters for the new appointments by using the sliders to define:
1 the length of the working day
1 the length of each appointment.

4. If you have multiple members of st@ffi  Rdispl&@JSakectwho you want to
schedule appointments for by clicking on their rato highlight it.

5. dick theplusbutton on a sukproject to book it into the first available slat the
selecteddiary.

Scheduled suiprojects turn green and move to the bottom of the list. Their map pin
also turns green. The diary section fills with appointments.
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