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1. MAINTAINING CLIENTS 

This chapter describes how to maintain your client information in Alpha Tracker by adding 
new client records and by finding and updating existing client details. 

1.1 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 
όά¦ǎŜǊ[ƛǎǘbŜǿ/ƭƛŜƴǘǎέύΦ LŦ ǘƘƛǎ ǎŜǘǘƛƴƎ ƛǎ ƭŜŦǘ ōƭŀƴƪ ǘƘŜƴ ŀƭƭ ǳǎŜǊǎ Ŏŀƴ ŎǊŜŀǘŜ ƴŜǿ ŎƭƛŜƴǘǎΦ ¢ƻ 
restrict client creation to specific users then list their user IDs. 

1.1.1 Entering client details 

Before you can create a project for a new client in Alpha Tracker, you must set up the new 
client by entering their details on the New Client tab. 

To add a new client: 

1. /ƭƛŎƪ ǘƘŜ άbŜǿ /ƭƛŜƴǘέ ƳŜƴǳ ƻǇǘƛƻƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ bŜǿ /ƭƛŜƴǘ screen. 

 

2. Type the ID which you want to apply to this client in the Client ID field or use the Get 
Next Number button to generate the next available client number. 

Typically ǘƘŜ L5 ƛǎ ŀ ǎƘƻǊǘ ŀƭǇƘŀōŜǘƛŎ ŎƻŘŜ ǘƘŀǘ ƘŜƭǇǎ ȅƻǳ ƛŘŜƴǘƛŦȅ ǘƘŜ ŎƭƛŜƴǘΣ ŜƎ ά{¢!w¢έ 
for Start Software.  
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3. ¢ȅǇŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ Name field. 

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. Use the five Address ŦƛŜƭŘǎ ǘƻ ŜƴǘŜǊ ǘƘŜ ŎƭƛŜƴǘΩǎ Ŧǳƭƭ Ǉƻǎǘŀƭ ŀŘŘǊŜǎǎΦ 

5. Use the Contact Details fields to enter name, role, telephone, fax and email details for 
your main contact at the client.  

There are also additional fields which may be present and that you can complete if they 
are appropriate: eg Account Manager, Account Support and Sales Support fields in 
which you can select the appropriate member of staff; Client Contact to identify a 
contact person; a Client Type field in which you can type in or select an entry to 
categorise the client. 

6. Click on the Credit Details section heading to expand it and show fields relating to 
invoicing and credit checking. 

 

7. Complete as many of the Credit Details fields as required. 

8. Click the Notes section and record any notes in the Notes field.  

You can also use the Allowed Office Letter field to restrict who can see the client details 
by specifying the Office letter to which this client belongs. Each logged in user has 
allowed office letters set in their User record. If a user has the matching office letter set 
in their allowed office letters, then they will be able to see the client in lists and 
dropdowns. If no letter is specified on the Client record then all users can see the client. 

9. Click Save to save the new client. 

! You can find more fields to define the client and how the system behaves when the client is 
selected by opening the client details from the Client List. 

 

F Refer to 1.2, Editing client details, for instructions on how to use the Client List and edit client 
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 an optional step and best done as part of editing the client details. 

F Refer to Section 1.2, Editing client details, for instructions on searching for a client record and 
adding further contacts on the Client Address Book tab. 

You can also see all your client contacts in one place: 

1. /ƭƛŎƪ ǘƘŜ ά/ƻƴǘŀŎǘǎκ!ŘŘǊŜǎǎ .ƻƻƪέ ƳŜƴǳ ƻǇǘƛƻƴ on the Clients menu to display the 
Contacts/Address Book tab. 

2. The Search for box at the top searches for matching text in the Name, Contact, Address 
and other contact details fields. Type your search text and then click Search.  

Any matching contacts are displayed. 

 

! Contacts can be deleted by ticking the Delete tickbox at the end of the row and then clicking 
Submit. 

1.1.3 Recording sites for 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 Tracker so that they are available for selection 
from a drop-down list when creating a project. This is an optional step as you can create new 
sites at the same time as you create a new project. You can also import a list of sites via 
spreadsheet by using the Import/Export menu under Setup. 

! LŦ ȅƻǳ Řƻ ƴƻǘ ǳǎŜ ǘƘŜ ǘŜǊƳ άǎƛǘŜέ ƛǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǘŜǊƳ ǘƻ ƻƴŜ ƻŦ ȅƻǳǊ ŎƘƻƛŎŜ 
throughout Alpha Tracker by using a setting in the system (Name: Site). 

To record site details: 

1. /ƭƛŎƪ ƻƴ ǘƘŜ άbŜǿ {ƛǘŜέ ƻǇǘƛƻƴ from the Sites menu to display the fields in which you can 
record site details. 
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2. LŦ ȅƻǳ ƪƴƻǿ ǘƘŜ ŎƭƛŜƴǘΩǎ L5Σ ǘȅǇŜ ǘƘƛǎ ƛƴǘƻ ǘƘŜ ŦƛǊǎǘ Client field. If not, click the magnifying 
glass in the second Client field and search for and select the client for whom you are 
creating the site. 

3. Complete the following details for the site: 

¶ Site Name 

¶ Address 

¶ Postcode 

¶ Country (if not pre-populated). 

4. Type the reference for the site, if you have one, in the Site Reference field. This might, 
for example, be a UPRN number. 

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

¶ Contact Name 

¶ Contact Telephone 

¶ Contact Email. 

6. Complete any other details if required: 

¶ Account Manager (one of your staff) 

¶ Landlord (if applicable) 

¶ Notes. 

7. Click the Save button to save the new site details. 
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¸ƻǳ Ŏŀƴ ŀƭǎƻ ǎŜŀǊŎƘ ŦƻǊ ǎƛǘŜǎ ŀƴŘ ŘƛǎǇƭŀȅ ǘƘŜƛǊ ŘŜǘŀƛƭǎ ōȅ ǳǎƛƴƎ ǘƘŜ ά{ƛǘŜ [ƛǎǘέ ƳŜƴǳ ƻǇǘƛƻƴΣ 
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: 

¶ 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 also be defined 
when setting up the project and, if necessary, when carrying out the survey on Tracker 
Mobile) 

¶ create a new project for the displayed site by clicking the Project button (the site details 
are carried forwards to the project) 

¶ create a new quotation for the displayed site by clicking the Quote button (the site 
details are carried forwards to the quotation) 

¶ enter additional site-related details by clicking the Other Info button 

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

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

¶ display a list of contacts linked to the site and add further contacts to the list as required 

¶ see any contracts linked to the site 

¶ see the Asbestos Register for the site, and from there create Re-inspection projects or 
Removal/Remediation projects, and print photos and QR codes 

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

¶ display the location of the site on a map if the address is geocoded from a postcode 

¶ generate site-specific documents 

¶ display the contents of the site folder 

¶ duplicate a site. 
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1.2 Editing client details 

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

To display and edit existing client details: 

1. /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƭƛŜƴǘ [ƛǎǘέ ƻǇǘƛƻƴ on the Clients menu to display a list of existing clients 
and some search fields to help you locate the required client. 

 

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 fields ς for 
example you might enter part of their name or their postcode ς then press Enter or click 
Search. 

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

F Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
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, project, master project and address 
book details related to the client. 
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You can use the Site, Client Address Book and Site Address Book tabs on the right as 
quick ways to add details of extra sites and contacts for a client. There are also buttons 
available below the Client ID and Name fields on the left to add a new site, add a new 
quote and add a new project. Use the links and buttons on the tabs to open the sites, 
quotes or projects. 

The Classification section lets you assign a type and a sector/industry to clients.  

The Finance/Credit Details section groups together the financial details, including 
payment terms which can be inserted when invoices are raised from projects. Fields at 
the bottom of this section help you control the requirement for purchase orders for 
certain clients on projects and on invoices. These are: Requires PO For New Project 
tickbox, Requires PO For Invoice tickbox and Default PO Template field. If you try to 
save a project or raise an invoice on a project for a client where the tickboxes are set and 
nothing is present in the Client Order Number field on the project, then a warning 
message displays and you cannot complete the action. 

The Default PO Template field lets you set a default entry for new projects for the Client 
Order Number ŦƛŜƭŘ ŦƻǊ ǘƘŜ ŎƭƛŜƴǘΣ ŜƎ ά¢./έΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘǿƻ ǘŀƎǎ ƛƴ ǘƘŜ ŘŜŦŀǳƭǘ ǘƻ Ǉǳƭƭ 
through the following: 

¶ ǘƻŘŀȅΩǎ ŘŀǘŜ - {Date} 

¶ ǘƘŜ ƭƻƎƎŜŘ ƛƴ ǳǎŜǊΩǎ ƴŀƳŜ - {LoggedInName} 

CƻǊ ŜȄŀƳǇƭŜΣ ά¢./ - {Date} - ϑ[ƻƎƎŜŘLƴbŀƳŜϒέ ƳƛƎƘǘ ǇǊƻŘǳŎŜ ŀ ŘŜŦŀǳƭǘ ŜƴǘǊȅ ƻŦ ά¢./ - 
21/12/2018 - !ŘƳƛƴƛǎǘǊŀǘƻǊέΦ 

F See Section 1.3, Maintaining client data protection details, for information on the Data 
Protection Details tab. 
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The Notes/Extra Info/Logo section lets you enter free text notes and contains an Extra 
Info button from which you can display any extra fields that have been defined to 
capture additional information relating to clients. It also lets you: 

¶ specify an office letter if the client is to belong to one office only 

¶ upload a logo for your client which will be displayed on list screens in Alpha Tracker 

¶ ǊŜŎƻǊŘ ǘƘŜ ŎƭƛŜƴǘΩǎ vw ŎƻŘŜ ǇŀǎǎǿƻǊŘ ŦƻǊ ǇǊƛǾŀǘŜ vw ŎƻŘŜǎ. 

F Refer to 2.1.5, Maintaining extra fields, for further information on setting up the extra fields. 

4. Amend the client details as required. 

5. Save any changes you make by clicking the Save buttons. 

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

1.3 Maintaining client data protection details 

With the introduction of GDPR, there are some important additional features available in 
!ƭǇƘŀ ¢ǊŀŎƪŜǊ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǊŜŎƻǊŘ ŀ ŎƭƛŜƴǘΩǎ Řŀǘŀ ǇǊƻǘŜŎǘƛƻƴ ŘŜǘŀƛƭǎΦ  

To maintain the data protection details: 

1. 5ƛǎǇƭŀȅ ǘƘŜ /ƭƛŜƴǘ 5Ŝǘŀƛƭǎ ǎŎǊŜŜƴ ŦƻǊ ŀ ŎƭƛŜƴǘ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ŀǘŀ tǊƻǘŜŎǘƛƻƴ 5Ŝǘŀƛƭǎέ 
tab to display the GDPR-related information. 
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¢Ƙƛǎ ƎƛǾŜǎ ȅƻǳ ŀ ά/ƭƛŜƴǘ 5ŀǘŀ [ƛƴƪέ ǘƘŀǘ ȅƻǳ Ŏŀƴ copy and provide to the client so they 
can see what information you hold in Alpha Tracker about them 

2. /ƭƛŎƪ ǘƘŜ ά/ƭƛŜƴǘ 5ŀǘŀ [ƛƴƪέ ƭƛƴƪ ǘƻ ǎŜŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǎŜǘ ƻǳǘ ƭƛƪŜ ǘƘƛǎΥ 

 

The client can edit the details directly by amending the information displayed and 
clicking the Save button, or request the removal of their details by clicking the I want to 
remove my details button. 

¢ƘŜ ά5ŀǘŀ tǊƻǘŜŎǘƛƻƴ 5Ŝǘŀƛƭǎέ ǘŀō ŀƭǎƻ ǇǊƻǾƛŘŜǎ ŀ ƭƛƴƪ ǘƻ ȅƻǳǊ 5ŀǘŀ tǊƻǘŜŎǘƛƻƴ tƻƭƛŎȅΣ 
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 Tracker, on 
the Setup menu, in the Data Protection section. Here you can specify: 
ω Data Protection Notification Email Address 
ω Data Protection Notification Email Body 
ω Data Protection Notification Email Subject 
ω Data Protection Officer Name 
ω Data Protection Officer Wording (the text displayed at the bottom of the summary of data  
ω you hold on a client) 
ω Data Protection Policy Document URL 
ω Data Protection Policy Wording (the text displayed at the bottom of the summary of data  
ω 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 
{ŜŀǊŎƘ aŜƴǳ ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ ƘŜƭǇ ȅƻǳ ƴŀǾƛƎŀǘŜ ǘƘŜ ƳŜƴǳ ǎǘǊǳŎǘǳǊŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ƛƴ 
the menu structure to find the option you need, simply start typing in a keyword and 
matching menu options will be displayed: 

 

If there is only one matching menu option, you can press Enter or click the magnifying glass to 
open it. Otherwise, pressing Enter or clicking the magnifying glass performs an intelligent 
search, which can display matching clients, projects, sites, quotations etc. If there is only one 
matching entry it opens automatically. 

LŦ ȅƻǳ ŀǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ǘƘŜ άbŜǿΧέ ƳŜƴǳ ƻǇǘƛƻƴǎ so that you can create a new record in the 
system, click the plus button in the Search box ς ƛǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŜƴǘŜǊǎ ǘƘŜ ǿƻǊŘ άbŜǿέ ǎƻ 
ǘƘŀǘ ŀƭƭ ǘƘŜ άbŜǿΧέ ƳŜƴǳ ƻǇǘƛƻƴǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘΦ 

Other menus have quick search boxes at the top. These let you type in a name, number or 
date (or part of one) to find matching entries quickly. For example, you coulŘ ǘȅǇŜ ά00319έ in 
the quick search on the Projects menu, begin the search by tapping Enter or clicking the 
magnifying glass, and all matching projects are listed on the Project List screen. Note that the 
search will include open projects only if the tickbox is ticked. If the quick search results in only 
one matching project, client, site or quotation, then it is automatically opened. 
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List screens in Alpha Tracker allow you to search by entering criteria in fields at the top of the 
screen. If the search fields are not displayed, ŎƭƛŎƪ ƻƴ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŀǊŎƘΧέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜƳΦ 

 

 

You can use Query By Form (QBF) syntax in search fields in Alpha Tracker which means that 
you can search on ranges 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 9ǉǳŀƭǎ ΨŀǎōŜǎǘƻǎΩ 

> >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 

!= !=asbestos Nƻǘ Ŝǉǳŀƭ ǘƻ ΨŀǎōŜǎǘƻǎΩ 

value1..value2 alpha..delta 
Values that are greater than or equal to 
ΨŀƭǇƘŀΩ ŀƴŘ ƭŜǎǎ ǘƘŀƴ ƻǊ Ŝǉǳŀƭ ǘƻ ΨŘŜƭǘŀΩ 

..value3 ..16/04/2009 
Values that are less than or equal to 
16/04/2009 

value4.. 17.. Values that are greater than or equal to 17 

Is blank Is blank 
Values that are blank or null. To omit null 
ǾŀƭǳŜǎΣ ǳǎŜ Ґ ΨΩ 

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 

value1,value2,value3 alpha,beta,gamma 
±ŀƭǳŜǎ ǘƘŀǘ ŀǊŜ ΨŀƭǇƘŀΩ ƻǊ ΨōŜǘŀΩ ƻǊ 
ΨƎŀƳƳŀΩ 
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1.5 Using keyboard shortcuts 

There is a range of keyboard shortcuts that 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 shortcuts work in particular areas of the system as described in the table below.  

 

Key Action 

Up Move focus to the previous row in the Grid part 

Down Move focus to the next row in the Grid part 

F9 Save the current record 

Shift+F9 Save all the records (in a Grid that allows multiple records to be 
edited at once) 

Ctrl+F9 In the Detail View, save the current record and start entering a 
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 
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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 Tracker. The System Data in Alpha Tracker may include the following 
(only some options may be applicable to your installation) or you may see additional options: 

¶ General Setup: 

- project status 

- project types 

- roles 

- staff 

- extra fields 

- extra field dropdowns 

- offices 

- CRM action types, and many more 

¶ Lab and Survey Data: 

- asbestos types 

- lab lookup data 

- materials 

- recommendations 

- standard comments 

- survey types 

- validation for fibre analysis 

¶ Document Production: 

- these options control the production of your reports and are for technical use 
only. They are not documented here 

¶ Import/Export 

- these options enable the import and export of data into and out of Alpha Tracker 
and are for specific users only. They are not documented here 

¶ 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 

¶ Help 

- these options control the help text displayed on the Home tab. They are not 
documented here 

¶ System 

- these options control system functions and are for technical use only. They are not 
documented here. 
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2.1 Maintaining General 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 

¶ turnaround times 

¶ VAT codes 

¶ aborted reasons 

¶ equipment types 

¶ teams. 

2.1.1 Maintaining project 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 menu and sŜƭŜŎǘ άtǊƻƧŜŎǘ {ǘŀǘǳǎŜǎέ ǘƻ 
display the Project Statuses screen. 
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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, type the required new 
project status description. 

3. Tick the Show review date on project? tickbox 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 the Project ready to invoice tickbox if you want projects with this status to be 
added to the Projects Ready To Invoice screen. 

F Refer to Section 12.2.4, Identifying projects ready to invoice, for further details on how this 
works. 

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

6. Click the Save button on the record or at the bottom of the list to save the status 
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 the project type. 

To maintain project types: 

1. Open the General submenu from the Setup menu and select άtǊƻƧŜŎǘ ¢ȅǇŜǎέ ǘƻ ŘƛǎǇƭŀȅ 
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 to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
in Alpha Tracker search fields. 

2. To add a new project type, in a blank row marked with an asterisk, type the Name to use 
for the project type, the Description to help you identify how this type is used, and 
select the Category to define the additional buttons and screens available to this project 
type. 

You can also define the following for each project type: 

¶ a Nominal, Department and Accounts Ref Code that you want to link to the project 
type for exporting to Sage 

¶ a Sales Category to link project types to sales categories for reporting purposes 

¶ a Default Turnaround and Default Survey Type for this project type 

¶ Quotation Template Text to specify text to be inserted into quotations for projects 
of this type ς your quotation templates will need to be set to pull in this text 

¶ the Wallboard Colour in which projects of this type are to be displayed on the 
Wallboard. 

3. Use the row expander button on a project type record to set up the milestone template, 
cost breakdown template, associated cost items template and subtypes for projects of 
this type. 

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

¶ Type a number to indicate the position of the milestone in the sequence in the 
Position field. 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. 

¶ Type a description of the event in the Milestone field. 

¶ Specify how to calculate the target date for this milestone by entering a number of 
days in the Target field. The target date may calculated as the specified number of 
weekdays after the Project Opened date or the number of days from the last 
completed milestone (depending on your system settings). If you do not want a 
target date to be calculated, click the Disable Target Date Calc tickbox. 
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¶ If the milestone is linked to a key milestone then its name is displayed in the Key 
Milestone field. Key milestones are used to auto-complete milestone dates or 
display data elsewhere in the system. 

F For the key milestone selections to take effect certain system settings need to be switched 
on. These are the ά!ǳǘƻƳŀǘŜΧέ ǎŜǘǘƛƴƎǎΦ Refer to Start Software if you would like key 
milestones to be set up. See also Section 2.1.8, Maintaining key milestones, for further 
details. 

¶ There are further fields on the Milestone Templates that can be used to send 
emails on the completion of milestones and also to generate documents. 

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

¶ Save the milestone template changes and click the minus button to close the 
templates. 

Cost breakdowns: 
The cost breakdown template is displayed for projects of the selected Project Type when 
ǘƘŜ Χ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ǾŀƭǳŜ ƛǎ ŎƭƛŎƪŜŘ ƻƴ vǳƻǘŀǘƛƻƴǎ ŀƴŘ tǊƻƧŜŎǘǎΦ Lǘ ƭŜǘǎ ȅƻǳ ǇǊŜ-set 
descriptions and rates for the breakdown. 

¶ Specify the item to include in the cost breakdown in Field, eg ά5ŀƛƭȅ ǊŀǘŜέ ƻǊ 
άbǳƳōŜǊ ƻŦ ǎŀƳǇƭŜǎέΦ 

¶ Enter the unit price for the item in Default Unit PriceΣ ŜƎ άмнрέ ŦƻǊ ϻмнрΦлл ƻǊ 
άлΦолέ ŦƻǊ олǇΦ ¢Ƙƛǎ ǇǊƛŎŜ Ŏŀƴ ōŜ ŀƳŜƴŘŜŘ ǿƘŜƴ ǘƘŜ Ŏƻǎǘ ōǊŜŀƪŘƻǿƴ ŦƻǊ ŀ ǇǊƻƧŜŎǘ ƛǎ 
entered, as can all the other details. 

¶ {ŜƭŜŎǘ ǘƘŜ ǘȅǇŜ ƻŦ ǊŜŎƻǊŘΣ ŜƎ ά/ŀƭŎǳƭŀǘƛƻƴǎέ ƻǊ ά5ŀǘŀ 9ƴǘǊȅέΦ 

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

Cost breakdowns may be set to specify the frequency of costs. This feature is designed 
to allow you to separate out into separate columns one-off, monthly and annual costs. 
Separate totals are displayed for each column and the Unit Price field may be re-named, 
ŦƻǊ ŜȄŀƳǇƭŜ ǘƻ άhƴŜ-ƻŦŦέΦ 

Associated cost items: 
The associated cost items template is displayed for projects of the selected Project Type 
ǿƘŜƴ ǘƘŜ Χ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ Total Current Costs field is clicked on Projects 
(Financials/Planning tab). It lets you pre-set categories, descriptions, quantities and rates 
for project costs. 

¶ Select the Cost Category and Item Description from the dropdowns. 

¶ Set the Item Code, Quantity and Cost. 

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

Sub Types: 
{ǳō ǘȅǇŜǎ ŀǊŜ ǳǎŜŘ ƛƴ vǳƻǘŀǘƛƻƴǎ ǎƻ ǘƘŀǘ ƛŦ ȅƻǳ ǎŜƭŜŎǘ ŀ tǊƻƧŜŎǘ ¢ȅǇŜ ƻŦΣ ǎŀȅΣ ά{ǳǊǾŜȅέΣ 
ȅƻǳ Ŏŀƴ ōŜ ƳƻǊŜ ǎǇŜŎƛŦƛŎ ŀƴŘ ǎŜƭŜŎǘ ŀ ǎǳō ǘȅǇŜ ǎǳŎƘ ŀǎ άaŀƴŀƎŜƳŜƴǘέΦ 

¶ Type in the name of the sub type in the Sub Type field. The system automatically 
enters the ID. 

4. To delete a project type, click on the Delete tickbox on the appropriate row(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 the Save button 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. To each member of staff you assign a role. You can specify the list of 
roles that are available. 

To maintain roles: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άwƻƭŜǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ wƻƭŜǎ 
screen. 

 

2. To add a new role, in a blank row marked with an asterisk, type the Role and any Notes 
that help you to define the role. 

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

4. Click the Save button 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 Current) 
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 select ά{ǘŀŦŦέ to display the Staff 
screen. 

 

Scroll to the right to see all the fields on this screen. You can enter search criteria against 
the name of the member of staff in the top of the screen to filter the list as required. 
There are also ready-made filter buttons to display current or former members of staff 
only. 

2. To add a new member of staff, in a blank row marked with an asterisk, enter the full 
name and contact details of the member of staff in the Name, Email Address and 
Mobile Number fields. The Staff ID is automatically generated. 

3. Make the member of staff active on Alpha Tracker by clicking the No button for Not 
CurrentΦ LŦ ȅƻǳ ŜǾŜǊ ǿŀƴǘ ǘƻ ŘƛǎŀōƭŜ ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ ŀŎŎŜǎǎ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ Yes 
button to mark them as not current ς you should also amend their User record to 
prevent them from being able to log in. 

4. If required, upload a photo for each member of staff by using the Upload button next to 
the Photo field. You can display these photos on the calendar and also on generated 
documents. 

5. In the Group field set the group to which the member of staff belongs. If appropriate, 
you can also set a Sub Group and a Team. 

The Group field determines which Calendar Group the person appears in. 

! bƻǘŜ ǘƘŀǘ ƛŦ ȅƻǳ ƳŀǊƪ ŀ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ ŀǎ άbƻǘ /ǳǊǊŜƴǘέΣ ǘƘŜƴ ȅƻǳ Ƴǳǎǘ ŀƭǎƻ ǊŜƳƻǾŜ ǘƘŜƛǊ 
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 the Office field and their title 
for reports in the Title field. 

7. Specify whether the member of staff is to appear in the drop down list of Project 
Managers by clicking on the appropriate Can Project Manage radio button. 

8. ¢ȅǇŜ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ƴŀƳŜ ŀǎ ƛǘ ƛǎ ǘƻ ŀǇǇŜŀǊ ƻƴ ǊŜǇƻǊǘǎ ƛƴ ǘƘŜ Name For Reports 
field. 
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9. If required, upload a signature for each member of staff by using the Upload button next 
to the Signature field. You can display these signatures in reports and on generated 
documents. 

10. Enter postcode and contact details in the Home Postcode, Office Postcode, Notes and 
fields. 

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

11. LŦ ȅƻǳ ŀǊŜ ǳǎƛƴƎ ǘƘŜ /ŀƭŜƴŘŀǊ {ȅƴŎ ǘƻƻƭΣ ŜƴǘŜǊ ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ /ŀƭŜƴŘŀǊ L5 ƛƴ ǘƘŜ 
Google Calendar ID field to link their Google Calendarϰ and Alpha Tracker. Alternatively, 
if you are linking your Microsoft Outlookϰ Calendar and Alpha Tracker, complete the 
Exchange Email field. 

! If you are using the Calendar Sync tool, refer to Section 4, SYNCHRONISING CALENDARS, in the 
Technical Guide ǘƻ ǎŜǘ ǳǇ ǘƘŜ ǳǎŜǊΩǎ DƻƻƎƭŜ /ŀƭŜƴŘŀǊϰ. Contact Start Software if you want to 
synchronise with Microsoft Outlookϰ Calendars. 

12. Use the Dept Code and Cost Centre Code fields 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 the Unit ID field. ¢Ƙƛǎ ŜƴŀōƭŜǎ Řŀǘŀ ǘƻ ōŜ ǎŜƴǘ ōŀŎƪ ǘƻ ǘƘŜ ǳǎŜǊΩǎ 
handheld device. The 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 use the Default Microscope, Default RI 
Liquid and Default Lab fields to set default values to be displayed on the Fibre Analysis 
screen when they record analysis. 

15. Use the Payroll Number ŦƛŜƭŘ ǘƻ ǊŜŎƻǊŘ ŀ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ǇŀȅǊƻƭƭ ƴǳƳōŜǊΦ 

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 the Other Info button). This additional information can be used in reports or 
generated documents. The extra fields are first defined and assigned to particular screens. 
They are then available as a list from a button on the assigned screen. Categories and Sub 
Categories can be used to separate the list into sections ς 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 Fields. 

To define the extra fields: 

1. Open the General submenu from the Setup menu and select ά9ȄǘǊŀ CƛŜƭŘǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 
Extra Fields screen. 
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Any existing 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 the Field Name field. 

The ID is automatically generated so you do not need to enter anything in the ID field. 

3. To group the extra fields into sections specify the Category, and optionally the Sub 
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 Fields. Each item must have a 
Category or it will not be displayed. 

! !ƴȅ ŜȄǘǊŀ ŦƛŜƭŘǎ ǘƻ ǿƘƛŎƘ ȅƻǳ ŀǎǎƛƎƴ ǘƘŜ ŎŀǘŜƎƻǊȅ ά{ŎƻǇƛƴƎέ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ŀ ǎŜǇŀǊŀǘŜ ƭƛǎǘ 
which is available from the Scoping button on the Projects screen. These do not require a Sub 
Category. 

4. Select the type of field, for example one that requires a Yes or No answer, an auto-
learning field or a data entry field, from the drop-down list on the Field Type field. 

LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǘȅǇŜ ά5ǊƻǇŘƻǿƴέΣ ȅƻǳ Ŏŀƴ ǎǇŜŎƛŦȅ ǘƘŜ ǾŀƭǳŜǎ ŦƻǊ ǘƘŜ ŘǊƻǇŘƻǿƴ ƭƛǎǘ ōȅ 
clicking on the Edit Values button that appears next to the Field Type. 

5. Tick the appropriate tickbox(es) to indicate on which screen(s) this 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 the Linked Types button 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 in the Position 
(optional) field. Lǘ ƛǎ ǳǎŜŦǳƭ ǘƻ ƴǳƳōŜǊ ǘƘŜ ƛǘŜƳǎ млΣ нлΣ олΧ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ Ŝŀǎƛƭȅ ƛƴǎŜǊǘ 
additional items. 

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

If a default is only to be displayed for certain sub types (sub types of project types ς as 
selected on quotations), use the aƻǊŜΧ button 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 the Linked Milestone field. 



ALPHA TRACKER USER GUIDE MAINTAINING SYSTEM DATA 

Version 1.30  Page 31 

9. Save your changes and close the Extra Fields window. 

2.1.6 Maintaining extra fields dropdowns 

The Extra Field Dropdowns screen lets you search for and maintain the values that you have 
set for any Extra Fields ƻŦ ǘƘŜ ǘȅǇŜ ά5ǊƻǇŘƻǿƴέ. These are user-defined fields that you have 
created by using the Extra Fields screen. 

F Refer to 2.1.5, Maintaining extra fields, for further details on how to set up these user-defined 
fields. 

To maintain extra field dropdowns: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά9ȄǘǊŀ CƛŜƭŘ 5ǊƻǇŘƻǿƴǎέ ǘƻ 
display the Extra Field Dropdowns screen. 

 

2. Select the Extra Info Field for which you want to display dropdown values from the list 
on Extra Info Field, then click Search. 

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 the Extra Info Field field, then type the new 
value in the Choice field. 

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

5. Click the Save button 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 your reports. 

Alpha Tracker lets you define offices and assign an office letter to each one set up, for 
ŜȄŀƳǇƭŜ ǘƘŜ ƭŜǘǘŜǊ ά.έ ƳƛƎƘǘ ōŜ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ .ǊƛŘƎƴƻǊǘƘ ƻŦŦƛŎŜΣ ά!έ ǘƻ ǘƘŜ !ŘŜƭŀƛŘŜ ƻŦŦƛŎŜ. 
The office letter is used at the beginning of project numbers, for example B-00123. 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: 

¶ single-site ς 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. 

¶ multi-site ς 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 other offices. 

¶ multi-site, restricted view ς 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 user is permitted to use, they 
will not be able to see or create projects for any offices not in the list.  

To define offices: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άhŦŦƛŎŜǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 
Offices screen. 

 

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

3. If you want to use different logos for each office in your reports, you can upload them 
here by clicking the Upload Logo button next to the Office field. 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 in the Regional 
Manager, Area Manager and Office Manager fields. 

5. Type the contact details for the office in the Address, Email, Phone and Fax fields. 

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

If the office issuing a report is different to the office that created the project, then you 
Ŏŀƴ ǊŜŎƻǊŘ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ ƛǎǎǳƛƴƎ ƻŦŦƛŎŜ ƻƴ ǘƘŜ {ǳǊǾŜȅ ǎŎǊŜŜƴΦ ! ǎŜǘǘƛƴƎ όά{Ƙƻǿ {ǳǊǾŜȅ 
LǎǎǳƛƴƎ hŦŦƛŎŜέύ ŎƻƴǘǊƻƭǎ ǿƘŜǘƘŜǊ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘƛǎ ŦƛŜƭŘ ƻǊ ƴƻǘΦ ¢ƘŜ ŦƛŜƭŘ Řefaults to the 
ǇǊƻƧŜŎǘΩǎ ƻŦŦƛŎŜ ŀŘŘǊŜǎǎ ōǳǘ Ŏŀƴ ōŜ ŎƘŀƴƎŜŘΦ 

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

There are also fields to record a VAT Message and Account Number if required. 

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

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

9. Do not delete offices, instead set the Date Inactive if an office is no longer to be used. 

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

2.1.8 Maintaining key milestones 

Key milestones are used to auto-complete milestone dates or display data elsewhere in the 
system. The set of key milestones that can be used is displayed on the Key Milestones screen. 
This list is fixed due to the coding that defines the actions performed by the key milestones, 
although you can amend the name of the key milestone, so if the key milestone refers to say 
άǇǊƻƧŜŎǘέ ŀƴŘ ȅƻǳ ǳǎŜ ǘƘŜ ǘŜǊƳ άƧƻōέ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŀƳŜƴŘ ǘƘŜ ǘŜȄǘ in the name to refer to 
άƧƻōέ.  

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

F Refer to 2.1.2, Maintaining project types, for details on setting up the milestone templates. 

To rename a key milestone: 

1. Open the General submenu from the Setup menu and ǎŜƭŜŎǘ άYŜȅ aƛƭŜǎǘƻƴŜǎέ ǘƻ ŘƛǎǇƭŀȅ 
the Key Milestones screen. 
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2. Amend the text in the Key Milestone field as required. 

3. Save your changes. 

2.1.9 Maintaining rates 

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

If you use the Timesheets menu options or app, then you need to identify the task (or role) 
ǘƘŀǘ ȅƻǳ ŀǊŜ ǊŜŎƻǊŘƛƴƎ ǘƛƳŜ ŦƻǊΣ ŦƻǊ ŜȄŀƳǇƭŜ ά{ǳǊǾŜȅ !ŘƳƛƴ ²ƻǊƪέ ƻǊ άhƴǎƛǘŜ {ǳǊǾŜȅƛƴƎέΦ CƻǊ 
each task you can define a charge rate. Different charge rates can be set for the same task for 
different offices if applicable. 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. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άwŀǘŜǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ wŀǘŜǎ 
screen. 
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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 the Type field (so that you can group tasks 
together), the actual task in the Item field and the rate for the task in the Rate field. 

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

4. Click the Save button on the record or Submit at 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. 

2.1.10 Maintaining CRM action types 

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. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άCRM Action Typesέ ŦǊƻƳ 
the Setup menu to display the CRM Action Types screen. 
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2. To add a new action type, in a blank row marked with an asterisk, enter the name of the 
action type in the Action Type field. The ID field will be completed automatically. 

3. If required, upload an image file as the icon for this action type. 

4. To delete an action type, tick the Delete tickbox on the appropriate row. 

5. Click the Save button on the record or Submit at the bottom of the list to save the 
details. 

2.1.11 Maintaining 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, edit or display a contract. 

To define the contract lengths: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά/ƻƴǘǊŀŎǘ [ŜƴƎǘƘǎέ ŦǊƻƳ 
the Setup menu to display the Contract Length screen. 
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2. To add a new contract length, in a blank row marked with an asterisk, enter the number 
of months you want to set in the How Many Months? field. The ID field will be 
completed automatically. 

3. To delete a contract length, tick the Delete tickbox on the appropriate row. 

4. Click the Save button on the record or Submit at the bottom of the list to save the 
details. 

2.1.12 Maintaining cost centres 

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

To set up a cost centre: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά/ƻǎǘ /ŜƴǘǊŜǎέ ŦǊƻƳ ǘƘŜ 
Setup menu to display the Cost Centres screen. 

 

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 the Save button on the record or Submit at the bottom of the list to save the 
details. 

2.1.13 Maintaining departments 

You can set up and maintain departments in Alpha Tracker. Fields 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. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά5ŜǇŀǊǘƳŜƴǘǎέ ŦǊƻƳ ǘƘŜ 
Setup menu to display the Departments screen. 

 

2. To add 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 the Save button on the record or Submit at the bottom of the list to save the 
details. 

2.1.14 Maintaining 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. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άtŀȅƳŜƴǘ ¢ŜǊƳǎέ ŦǊƻƳ ǘƘŜ 
Setup menu to display the Payment Terms screen. 
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2. To add a new term, in a blank row marked with an asterisk, enter the text for the term in 
the Payment Term field, the number of days used in the calculation of the due date in 
the Days To Pay field and, if required, a description of the term in the Description field. 

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

4. Click the Save button on the record or Submit at the bottom of the list to save the 
details. 

2.1.15 Maintaining report issue reasons 

You can specify reasons for issuing/re-issuing reports for your projects under the Report 
Produced milestone. To set the possible reasons: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άwŜǇƻǊǘ LǎǎǳŜ wŜŀǎƻƴǎέ 
from the Setup menu to display the Report Issue Reasons screen. 

 

2. To add a new reason, in a blank row marked with an asterisk, enter the reason you want 
to set in the Reason field. You can also record notes against the reason. 

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

4. Click the Save button on the record or Submit at the bottom of the list to save the report 
issue reason details. 

2.1.16 Maintaining turnaround values 

¸ƻǳ Ŏŀƴ ǎǇŜŎƛŦȅ ŀ ǘǳǊƴŀǊƻǳƴŘ ǾŀƭǳŜ ƻƴ ǇǊƻƧŜŎǘǎ ǘƻ ƛƴŘƛŎŀǘŜ ŀ ǇǊƻƧŜŎǘΩǎ ǇǊƛƻǊƛǘȅΦ ¢ƻ ǎŜǘ ǘƘŜ 
available turnaround values: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά¢ǳǊƴŀǊƻǳƴŘέ ŦǊƻƳ ǘƘŜ 
Setup menu to display the Turnaround screen. 
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2. To add a new turnaround value, in a blank row marked with an asterisk, enter the value 
you want to set in the Description field. The ID field will be completed automatically. 

3. Select the colour in which projects with this Turnaround value are to be displayed on the 
Projects Dashboard and Lab Project List from the list on the Colour field. 

4. To delete a turnaround value, tick the Delete tickbox on the appropriate row. 

5. Click the Save button on the record or Submit at the bottom of the list to save the 
details. 

There is also a Days field on the Turnaround field that lets you link the Turnaround to the 
Project Due Date key milestoneΦ ¢ƘŜ ά¢ǳǊƴŀǊƻǳƴŘ ǳǇŘŀǘŜǎ ǇǊƻƧŜŎǘ ŘǳŜ ŘŀǘŜέ ǎŜǘǘƛƴƎ Ƴǳǎǘ ōŜ 
enabled for this feature. If it is, then the 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 turnaround, this 
ǿƛƭƭ ƭŜǘ ǘƘŜ ǎȅǎǘŜƳ ǎŜǘ ōƻǘƘ ǘƘŜ ¢ǳǊƴŀǊƻǳƴŘ ŀƴŘ ǘƘŜ tǊƻƧŜŎǘ 5ǳŜ 5ŀǘŜ ŦƻǊ ȅƻǳΣ ŜƎ ά.ǳƭƪ {ŀƳǇƭŜ 
- нпƘǊǎέ ŎƻǳƭŘ ƘŀǾŜ ŀ ŘŜŦŀǳƭǘ ¢ǳǊƴŀǊƻǳƴŘ ƻŦ м Řŀȅ ǿƘƛŎƘ ǿƻǳƭŘ ǎŜǘ ǘƘŜ tǊƻƧŜŎǘ 5ǳŜ 5ŀǘŜ ǘƻ 
the Project Opened Date plus 1 day. 

2.1.17 Maintaining 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. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά±!¢ /ƻŘŜǎέ ŦǊƻƳ ǘƘŜ 
Setup menu to display the VAT Codes screen. 
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2. Set the value in the VAT Rate column to the required VAT rate, expressed as a decimal, 
eg 20% = 0.2. 

3. To delete a VAT code, tick the Delete tickbox on the appropriate row. 

4. Click the Save button on the record or Submit at the bottom of the list to save the 
details. 

2.1.18 Maintaining aborted reasons 

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

 

F See Section 6.2, Editing and moving a project, for instruction on how to abort an 
appointment. 

To set the aborted reasons: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά!ōƻǊǘŜŘ wŜŀǎƻƴǎέ ŦǊƻƳ 
the Setup menu to display the Aborted Reasons screen. 

 

2. Type the description of the reason in the Reason field, eg Refused entry to site. 

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

4. Click the Save button on the record or Submit at the bottom of the list to save the 
details. 
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2.1.19 Maintaining equipment types 

Equipment types are displayed 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. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά9ǉǳƛǇƳŜƴǘ ¢ȅǇŜǎέ ŦǊƻƳ 
the Setup menu to display the Equipment Types screen. 

 

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

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

4. Click the Save button on the record or Submit at the bottom of the list to save the 
details. 

2.1.20 Maintaining teams 

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 to 6.9, Scheduling weekend teams, for further details on setting the schedules for these 
teams. 

To maintain the teams: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά¢ŜŀƳǎέ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ 
menu to display the Teams screen. 
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2. Type the name of the team in the Team Name field and any notes to describe or define 
the team in the Notes field. 

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

4. Click the Save button on the record or Submit at 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: 

¶ 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 and 
survey data. 

2.2.1 Maintaining approaches 

It is possible for you to choose the terminology you use and display for approaches when 
surveying. For example, you may want to use VS for Visually Similar rather than our standard 
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· ŦƻǊ /Ǌƻǎǎ wŜŦŜǊŜƴŎŜΦ ¢ƘŜ ά!ǇǇǊƻŀŎƘŜǎέ ƳŜƴǳ ƻǇǘƛƻƴ ƭŜǘǎ ȅƻǳ ǎŜǘ ȅƻǳǊ ǘŜǊƳǎ ŀƴŘ ƳŀǇ ǘƘŜƳ 
to our standard approach types: 

1. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά!ǇǇǊƻŀŎƘŜǎέ ǘƻ 
display the Approaches screen. 

 

2. To add a new approach, in a blank row marked with an asterisk, type the short form of 
the approach, eg VS, in the Approach field and type its long form, eg Visually Similar, in 
the Description field. 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 the Delete tickbox on the appropriate row(s). 

4. Save your changes and close the Approaches screen. 

2.2.2 Maintaining asbestos types 

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

To set up an asbestos type: 

1. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά!ǎōŜǎǘƻǎ ¢ȅǇŜǎέ 
to display the Asbestos Types screen. 
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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 the Score field. 

3. If an order other than alphabetical is required, type the Position, and if the asbestos 
type is to be hidden on Fibre Analysis screens, tick the Hide on FA box. 

4. To delete an asbestos type, click on the Delete tickbox on the appropriate row(s). 

5. Save your changes and close the Asbestos Types screen. 

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 values by using the condition screen ς you should only 
amend the descriptions. 

To maintain condition values: 

1. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά/ƻƴŘƛǘƛƻƴέ ǘƻ 
display the Condition screen. 
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2. To add a new value, in a blank row marked with an asterisk, enter the required Score 
and Description. 

3. To delete a condition value, click on the Delete tickbox 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 to 8.3, Setting default fibre analysis settings, for details on how to set, use and re-set 
the lab backfill values. 

2.2.5 Maintaining lab lookup data 

The lab lookup data defines the content of the drop-down 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 drop-down is defined as a Value. 

To maintain lab lookup data: 

1. Open the Lab and Surveys submenu from the Setup menu and select ά[ab LƻƻƪǳǇέ ǘƻ 
display the Lab Lookup screen. 
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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 the άRI Liquidέ field, select άRILiquidέ in 
the Type field and then click Search. 

2. To add a new value, in a blank row marked with an asterisk, select the field name in the 
Type field and type the value to appear in the drop-down list in the Value field. 

3. To delete a lab lookup entry, click on the Delete tickbox on the appropriate row(s). 

4. Save your changes and close the Lab Lookup screen. 

2.2.6 Maintaining the materials list 

Material codes are used to identify materials surveyed and consist of a three-letter code and 
a description. Materials are assigned product type scores and may be defined as Asbestos-
Containing Materials (ACMs). 

To maintain the materials list: 

1. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άaŀǘŜǊƛŀƭǎέ ǘƻ 
display the Materials screen. 

 

2. To add a new value, in a blank row marked with an asterisk, type the three-letter code 
and description in the Material Code and Material Description fields. 

3. Select a radio button to indicate the Product Type Score for this material ς 0, 1, 2 or 3 ς 
and tick the ACM box 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 the Lab Points field. 

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

5. If you have your own lab, tick the Show In Lab tickbox for this material to be displayed in 
the list on the !ƴŀƭȅǎǘΩǎ !ǎǎŜǎǎƳŜƴǘ field on Fibre Analysis. 
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6. Tick the Show On Mobile tickbox to make the material code and description available to 
surveyors on Tracker Mobile. 

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

8. Save your changes and close the Materials screen. 

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 assessments. Once set up, these are 
rarely changed. 

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 location/room 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. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά5ŜŦŀǳƭǘ t! 
{ŎƻǊƛƴƎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 5ŜŦŀǳƭǘ t! {ŎƻǊƛƴƎ ǎŎǊŜŜƴΦ 

 

2. Specify the location/room type for which you are setting up default priority assessment 
scores in the PA Location field. 

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

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

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

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 
άwŜŎƻƳƳŜƴŘŀǘƛƻƴǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ wŜŎƻƳƳŜƴŘŀǘƛƻƴǎ ǎŎǊŜŜƴΦ 

 

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

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

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

5. Save your changes and close the Recommendations screen. 

2.2.10 Maintaining standard comments 

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

To maintain standard comments: 

1. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά{ǘŀƴŘŀǊŘ 
/ƻƳƳŜƴǘǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ {ǘŀƴŘŀǊŘ /ƻƳƳŜƴǘǎ ǎŎǊŜŜƴΦ 
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2. To add a new value, in a blank row marked with an asterisk, type the short description of 
the standard comment in the Short Description field. 

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

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

2.2.11 Maintaining surface treatment values 

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

To maintain surface treatment values: 

1. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άSurface 
Treatmentέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ Surface Treatment screen. 

 

2. To add a new value, in a blank row marked with an asterisk, enter the required Score 
and Description. 



ALPHA TRACKER USER GUIDE MAINTAINING SYSTEM DATA 

Version 1.30  Page 51 

3. To delete a surface treatment value, click on the Delete tickbox on the appropriate 
row(s). 

4. Save your changes and close the Surface Treatment screen. 

2.2.12 Maintaining survey types 

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

To maintain survey types: 

1. hǇŜƴ ǘƘŜ [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά{ǳǊǾŜȅ ¢ȅǇŜǎέ ǘƻ 
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 in the Survey Type field. You 
can also define a separate Survey Name if required. 

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

4. If the survey type is to produce building-specific reports, tick the Building Specific 
tickbox. 

5. If the survey type requires the entry of a certificate reference, tick the Requires 
Certificate Ref tickbox. 

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 the Extra Data Validation field, eg 01. 

¢ƘŜ ǘŜǎǘǎ ŀǊŜ ƭŀōŜƭƭŜŘ !Σ .Σ / ŜǘŎ ƻǊ лΣ мΣ н ŜǘŎΦ ¢ƘŜ ƴǳƳōŜǊŜŘ ƻƴŜǎ όлΣ мΣ нΧύ ŀǊŜ ƴƻǘ 
ŀǳǘƻƳŀǘƛŎŀƭƭȅ Ǌǳƴ ǿƘŜƴ άϝŀƭƭϝέ ƛǎ ǎǇŜŎƛŦƛŜŘ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ǎŜǘting that controls this 
feature. 

8. If you want to exclude projects with the survey type from the last inspection date 
calculation on the Client Portal, then tick the Exclude from calculation tickbox. 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 on 0333 301 1010. 

2.2.13 Validation for fibre 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, 
ȅƻǳ ƳƛƎƘǘ ǎǇŜŎƛŦȅ ǘƘŀǘ ƛŦ ά/ƘǊȅǎƻǘƛƭŜέ ƛǎ ǎŜƭŜŎǘŜŘ ŀǎ ǘƘŜ Identification then Morphology must 
ōŜ ǎŜǘ ǘƻ ά/ǳǊƭȅέΣ RI Liquid ǘƻ άмΦррέΣ First Order Red Tint Plate ǘƻ ά[ŜƴƎǘƘ ǎƭƻǿέΣ Birefringent 
ǘƻ ά[ƻǿέ ŜǘŎΦ 

To set validation for fibre analysis: 

1. Open the [ŀō ŀƴŘ {ǳǊǾŜȅǎ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά±ŀƭƛŘŀǘƛƻƴ ŦƻǊ 
CƛōǊŜ !ƴŀƭȅǎƛǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ±ŀƭƛŘŀǘƛƻƴ ŦƻǊ CƛōǊŜ !ƴŀƭȅǎƛǎ ǎŎǊŜŜƴΦ 

 

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 the Identification field. 

3. List the fields contained in the validation in the Validation Template field.  

! The fields must be listed in a certain format. If you are in any doubt how to specify the fields 
please contact Start Software on 0333 301 1010. 

4. Specify the values that must be present in the listed fields, in the same order as the 
fields are listed, in the Validation String field. 

5. Type the text of the message that is to be displayed if fibre analysis fails the validation in 
the Error Message ŦƛŜƭŘΦ CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ ƳƛƎƘǘ ŜƴǘŜǊ ά¸ƻǳ ǎŜƭŜŎǘŜŘ ŀƴ ƛƴǾŀƭƛŘ 
ŎƻƴŦƛƎǳǊŀǘƛƻƴ ŦƻǊ /ƘǊȅǎƻǘƛƭŜΦέ 

6. Save your changes and close the Validation for Fibre Analysis screen. 
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3. QUOTING FOR WORK 

Alpha Tracker lets you create new quotations quickly and easily. Quotations can be set up so 
that clients can view and accept or decline them online, with email notifications when such 
events occur. You can also return to existing quotations and update the details, such as 
status, as required. 

3.1 Creating a new quotation 

This section describes the steps necessary to create a new quotation in Alpha Tracker. In 
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. /ƭƛŎƪ ǘƘŜ άbŜǿ vǳƻǘŀǘƛƻƴέ ƻǇǘƛƻƴ from the Sales menu to display the New Quotation 
screen. 
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2. Complete the Reference by either accepting the default letter and clicking the Get Next 
Number button to assign the next available reference number to this quotation, or by 
typing in an office letter/reference number of your choice. It 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 the ά9ƴǉǳƛǊȅέΣ άhǇŜƴέΣ ά²ƻƴέ ƻǊ ά[ƻǎǘέ 
radio buttons. ¢ƘŜ ŘŜŦŀǳƭǘ ǎǘŀǘǳǎ ŦƻǊ ŀ ƴŜǿ ǉǳƻǘŀǘƛƻƴ ƛǎ άhǇŜƴέΦ 

! {ŜƭŜŎǘƛƴƎ ǘƘŜ ά9ƴǉǳƛǊȅέ ōǳǘǘƻƴ ƛǎ ǘƘŜ ǎŀƳŜ ŀǎ ŜƴǘŜǊƛƴƎ ŀ ƴŜǿ ŜƴǉǳƛǊȅΦ ¢ƘŜ ƻƴƭȅ ŘƛŦŦŜǊŜƴŎŜ 
between enquiries and quotations is the status and the level of detail that can be added. You 
can progress an enquiry through to a quotation by changing the status and adding details of 
the work and price. 

4. Complete the Enquiry details by selecting or entering details in the following fields, if 
they are displayed: 

¶ Date Enquiry Received ς type in or use the date pickerΦ ¢ƻŘŀȅΩǎ ŘŀǘŜ ƛǎ ŘƛǎǇƭŀȅŜŘ ōȅ 
default 

¶ Via ς a self-learning dropdown field to record the source of the enquiry 

¶ Linked Quote ς only specify a quotation number here if this quote is linked to 
others. This makes it possible to exclude certain quotes from reports so as not to 
exaggerate quote values where quotes have been logged for the same opportunity. 

¶ Client ς search for and ǎŜƭŜŎǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ƭƛǎǘ by using the 
magnifying glass, or type their Client ID directly into the first, short field. The  
ōǳǘǘƻƴ ƭŜǘǎ ȅƻǳ ŀŘŘ ŀ ƴŜǿ ŎƭƛŜƴǘ άƻƴ ǘƘŜ Ŧƭȅέ ς you then need to select that client as 
normal 

¶ Type ς select from the dropdown unless the quote is for more than one type of 
project, in which case leave blank and tick the Multi box. Click the Multiple 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 the Base Quote Total field. 

¶ Sub Type ς to further define the type of work, if applicable 

¶ Assigned To ς 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 help in setting this up. 

5. Complete the Contact Details for the quotation by selecting or entering details in the 
following fields if they are displayed: 

¶ Contact Name ς your contact at the client. Select from the dropdown or type in a 
new one 

¶ Dear ς how the contact is to be addressed, this prefills with the first name 

¶ Address ς ǘƘŜ ŎƻƴǘŀŎǘΩǎ ŀŘŘǊŜǎǎ 

¶ Email ς ȅƻǳǊ ŎƻƴǘŀŎǘΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 

¶ Phone ς ȅƻǳǊ ŎƻƴǘŀŎǘΩǎ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊ 

¶ Mobile - ȅƻǳǊ ŎƻƴǘŀŎǘΩǎ ƳƻōƛƭŜ ƴǳƳōŜǊ. 

6. In the Notes & Other Info section: 

¶ Notes ς type any notes , eg for background or follow-up advice. These are not 
visible to clients 

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

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

¶ Site Name/Desc ς use the dropdown to select a site name already on your system 
for the selected client, or start typing to display matching sites. If you enter a new 
site name then it is added to Alpha Tracker as a new site. If the quote is for multiple 
sites tick the Multi box and use the button displayed to specify the sites. 

¶ Landlord ς type in if applicable 

¶ Postcode ς type in then click the Lookup button to find and insert the address. 
!ƭǘŜǊƴŀǘƛǾŜƭȅΣ ŎƭƛŎƪ ǘƘŜ {ŀƳŜ ŀǎ /ƭƛŜƴǘ ōǳǘǘƻƴ ǘƻ ƛƴǎŜǊǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀŘŘǊŜǎǎ. 

8. In the Specifications section: 

¶ Specifications ς type in the details for the quote. These are visible to clients, if your 
templates are set up to display them 

¶ Scoping - click the button if you have additional fields set up for scoping. 

9. Complete the Calculation section to set the value of the quote: 

¶ Base Value ς either type a value directly into the Base Value field or, after saving 
the quotation, cŀƭŎǳƭŀǘŜ ǘƘŜ ōŀǎŜ ǾŀƭǳŜ ƻŦ ǘƘŜ ǉǳƻǘŀǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άΧέ ōǳǘǘƻƴ 
next to this field and entering the price breakdown for the project. 

 

The total is displayed in the Base Value once the Price Breakdown screen is saved 
and closed. 

F Note that template entries for the Price Breakdown screen can be set up for each project 
type. Refer to 2.1.2, Maintaining project types, for further details. Note also that cost 
breakdowns may specify the frequency of costs, separating 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 the Base Value field automatically. 

¶ Client Multiplier ς enter the multiplier to be applied to this quotation in the field. 
¢ƻ ƪŜŜǇ ǘƘŜ ǎŀƳŜ ǾŀƭǳŜ ŀǎ ǘƘŜ ōŀǎŜ ǉǳƻǘŀǘƛƻƴΣ ǎƛƳǇƭȅ ŜƴǘŜǊ άмέ 

¶ Quote Total ς calculated and displayed 

¶ Associated Costs ς 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 form of 
ǉǳƻǘŜ ōǳƛƭŘƛƴƎ Ŏŀƴ ōŜ ǎǿƛǘŎƘŜŘ ƻƴ ōȅ ǳǎƛƴƎ ǘƘŜ ǎŜǘǘƛƴƎ άvǳƻǘŜǎCǊƻƳ/ƻǎǘǎέ - acceptable values 
ŀǊŜ άȅŜǎέΣ άƴƻέ ŀƴŘ άƳƛȄŜŘέΦ LŦ άƳƛȄŜŘέ ƛǎ ǎǇŜŎƛŦƛŜŘ ǘƘŜƴ ȅƻǳ Ŏŀƴ switch it on for certain 
project types only by ticking a box on the project type(s). If you are building quotations from 
Ŏƻǎǘǎ Ǉƭǳǎ ƳŀǊƎƛƴΣ ǘƘŜƴ ȅƻǳ ǎŜŜ ŀ /ƻǎǘǎ ōǳǘǘƻƴ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ǳǎǳŀƭ Χ ōǳǘǘƻƴΦ ¦ǎŜ ǘƘƛǎ ōǳǘǘƻƴ 
to specify the costs. There are additional fields on the screen for specifying cost groups, 
whether the margin should apply to an item, be copied to the project etc. The Client Multiplier 
is then applied (as the margin) to arrive at the total. !ƴȅǘƘƛƴƎ ƳŀǊƪŜŘ ŀǎ ά9ȄǘŜǊƴŀƭέ comes 
through as a direct cost onto the project (ie you can see it in the Associated Cost window on 
the project). 

10. In the Delivery section: 

¶ Date Produced ς type in or use the date picker. Defaults to today 

¶ Produced By ς ǎŜƭŜŎǘ ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down list. Defaults 
ǘƻ ǘƘŜ ƭƻƎƎŜŘ ƛƴ ǳǎŜǊΩǎ ƴŀƳŜ 

¶ Date Sent ς type in or use the date picker 

¶ How Delivered? ς select how the quotation was sent to the client. 

11. In the Planning section (click on the heading to open this section): 

¶ Expected Start Date ς to indicate when the work is expected to start 

¶ Duration ς 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 section), type any 
Special Instructions for the work. 

13. In the Follow Up section: 

¶ Likelihood (%) ςindicate how confident of success you are 

¶ Follow Ups ς 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 details up to date by editing the quotation in 
Alpha Tracker. In particular, this will involve changing the status of the quotation if it is won or 
lost. 

To search for an existing quotation: 

1. {ŜƭŜŎǘ ǘƘŜ άvǳƻǘŀǘƛƻƴ [ƛǎǘέ ƳŜƴǳ ƻǇǘƛƻƴΣ ŜƴǘŜǊ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ŀƴŘ ŎƭƛŎƪ Search to list 
matching quotations. 

F Refer to Section 1.4, Searching in Alpha Tracker, for 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 the 
required quotations then go to the last page to see the total value of the quotations on the 
list. 

2. Select the quotation to display by clicking on the underlined quote reference number. 
The Enquiry/Quote screen is displayed. 

 

3. Update the quotation details as required, including the details available from the Other 
Info button. 

You can link one quote to another by using the new Linked Quote field. This makes it 
possible to exclude certain quotes from reports so as not 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 the Change Log link below the Quote Total to display details of changes. 

4. Save the changes and close the screen. 
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3.3 Generating and printing a quotation 

If you need to print a copy of a quotation, perhaps to send a hardcopy to your client, then you 
must have your quotation template(s) set up in Alpha Tracker so that 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 on 0333 301 1010 if 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 the Word/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 pop-up 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 be sent ς this 
is the email address associated with your login. You can overtype the email address to 
change or correct it if required. 

 

3. Use the drop-down list on the Template Name field to select the quotation template 
that you want to use from the available templates. The list is filtered so that only 
relevant templates are displayed. 

4. Ensure your email address is displayed and click Send Document Request to begin 
generating the document. Click anywhere off the pop-up to close it. 

When the quotation has been generated, you will receive an email notification with the 
quotation document and PDF attached. The files will also be visible from the Open Document 
Folder icon for the quotation for you (or anyone else) to download if required: 
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F Refer to 10.3, Viewing and editing the report, and 10.4, Uploading reports and other files, for 
information on how to download and upload documents to Alpha Tracker. 

To send the quotation you can simply forward the emailed PDF. Alternatively, email files from 
Document folders directly to clients or to yourself.  

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

 

¶ To email your quotation out to the client, simply find the PDF in the document folder 
and click the Send to Client button. (This is only available for PDFs.) 

 

F See Section 10.5, Emailing files from the Document folder, for further details. 

3.4 Following up open quotations 

All your quotations are listed on the Quotation List, which you can search and filter to find the 
ones ȅƻǳ ǿŀƴǘ ǘƻ Ŧƻƭƭƻǿ ǳǇΦ CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ ŎƻǳƭŘ ǎŜŀǊŎƘ ŦƻǊ ŀƭƭ άhǇŜƴέ ǉǳƻǘŀǘƛƻƴǎ ǘƘŀǘ 
were produced by you between a range of datesΣ ƻǊ ǇŜǊƘŀǇǎ ŦƻǊ ŀƭƭ άhǇŜƴέ ǉǳƻǘŜǎ for the 
ǇǊƻƧŜŎǘ ǘȅǇŜ ά{ǳǊǾŜȅέ. There is also a Follow-Up feature on the Quotation List which helps you 
keep track of your open quotations, how many times and when you followed them up. Colour 
coding highlights quotations that have been waiting longest without a follow-up. 

1. Select άvǳƻǘŀǘƛƻƴ [ƛǎǘέ ŦǊƻƳ ǘƘŜ Sales menu. A list of all quotations is displayed. 
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2. 5ƛǎǇƭŀȅ ǘƘŜ ǎŜŀǊŎƘ ŦƛŜƭŘǎ ōȅ ŎƭƛŎƪƛƴƎ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŀǊŎƘΦ.Φέ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ, 
enter your search criteria and click Search. 

3. For example, to follow up your own quotations only, select a Status ƻŦ άhǇŜƴέ ŀƴŘ your 
name in the Produced By or the Assigned To search field, then click Search. 

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

When you last followed up a quotation is displayed in the Last Date column. This will 
ŘƛǎǇƭŀȅ άbƻ Cƻƭƭƻǿ ¦Ǉǎέ ƛŦ ȅƻǳ ƘŀǾŜ ƴƻǘ ǊŜŎƻǊŘŜŘ ŀƴȅ Ŧƻƭƭƻǿ-ups, or the date of the last 
follow-ǳǇΣ ŜƎ ά¢ƻŘŀȅ мрκмлκнлнлέΣ ά¸ŜǎǘŜǊŘŀȅ мпκмлκнлнлέ ƻǊ άну Řŀȅǎ ŀƎƻ 
мтκлфκнлнлέΦ 

The Last Date is colour coded if the quotation is an Open quotation. Settings determine 
when the colours change, by default the colours are set as follows: 

¶ Green ς indicates that the quotation has been followed up within the last two 
weeks 

¶ Amber ς indicates that the quotation has not been followed for two-four weeks 

¶ Red ς indicates that the quotation has not been followed up for more than four 
weeks. 

You can filter the Quotation List by the follow-up details, by using the pre-set filter 
buttons at the top of the list.  
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For example, to display all open quotations that have not been followed 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 details by clicking the underlined number in the 
Follow Ups column. 

A window opens displaying the date, person, method and notes entered for each 
previous follow-up. For example: 

 

Enter the new details in the blank bottom row (marked with an asterisk), then save and 
close the window. 

The main quotation screen, Quotation Details, also includes details on follow-ups. These are 
in the bottom right-hand corner in the Follow Up section and work in the same way as on the 
Quotation List. You can also find the Likelihood field in this section, which sets the coloured 
wheel on the Quotation List. 
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3.5 Converting a quotation to a project 

LŦ ŀ ǉǳƻǘŀǘƛƻƴ ƛǎ ǿƻƴΣ ǿƘŜƴ ȅƻǳ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ǉǳƻǘŀǘƛƻƴ ǘƻ ά²ƻƴέ ŀ ƴŜǿ ōǳǘǘƻƴ ƛǎ 
displayed on the screen ς the Create Project button. Click the Create Project button to open 
the Project Details screen with as many fields as possible pre-populated with data from the 
quotation. 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 the Project Manager/Consultant field 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 Section 4, WORKING WITH PROJECTS, for details on entering project related 
information. 

When a quotation is marked as won or lost some additional fields are displayed: 

¶ Decision Date ς to record the date you received the go-ahead 

¶ Client Order Number ς to enter an order number supplied by the client 

¶ Reason ς 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 Projects button on the quote to display a list of projects linked to the quotation. 
You can then open or work with these projects as you wish. 
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! ǎŜǘǘƛƴƎ όάvǳƻǘŀǘƛƻƴ ŘƻŎǳƳŜƴǘǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǇǊƻƧŜŎǘ ŦƻƭŘŜǊέύ ƭŜǘǎ ȅƻǳ ŎƻǇȅ ƻǊ ƳƻǾŜ ŦƛƭŜǎ ŦǊƻƳ 
quotation folders to project folders when creating new projects from quotes. This means that 
if you want to have all the quotation folder files present in the projects folder when you open 
the project, then you can have this without having to download and upload the files. If set to 
copy, then the files are copied into the project folder within a sub-folder which is named the 
same as the quote number. If set to move, then the files are moved into the project folder 
within a sub-folder 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 the Quotation Ref field. 

Also, if you are raising a re-inspection project from a quotation, you can select the previous 
project that you want to re-inspect. Simply click the Create Re-Inspection button that appears 
ǿƘŜƴ ǘƘŜ ǎǘŀǘǳǎ ƛǎ ŎƘŀƴƎŜŘ ǘƻ ά²ƻƴέΣ ǎŜƭŜŎǘ ǘƘŜ ƘŀƴŘǎŜǘ ǘƻ ǿƘƛŎƘ ǘƘŜ ǊŜ-inspection records 
(XMLs) are to be sent and the project number that they are to be created from. Click OK to 
create the new Re-inspection project. 
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3.6 Monitoring enquiries from the Client Portal 

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

²ƘŜƴ ǘƘŜ ŎƭƛŜƴǘ ƭƻƎǎ ŀƴ ŜƴǉǳƛǊȅΣ ŀƴ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴ ƛǎ ǎŜƴǘ ǘƻ ǘƘŜ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ά/ƭƛŜƴǘ 
tƻǊǘŀƭ 9ƴǉǳƛǊȅ bƻǘƛŦƛŎŀǘƛƻƴ 9Ƴŀƛƭ !ŘŘǊŜǎǎέ ǎŜǘǘƛƴƎΦ Lƴ ŀŘŘƛǘƛƻƴΣ ǘƘŜ ŜƴǉǳƛǊȅ ŀǇǇŜŀǊǎ ƻƴ ǘƘŜ 
9ƴǉǳƛǊȅ [ƛǎǘ ǿƛǘƘ ά/ƭƛŜƴǘ tƻǊǘŀƭέ ǎŜǘ ŀǎ ǘƘŜ {ƻǳǊŎŜΦ 

 

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 button. If a quotation is rejected, your client is prompted to enter 
some reject notes. The quotation is marked as άLostέ ŀƴŘ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜƧŜŎǘ ƴƻǘŜǎ ŀǊŜ 
displayed in the Reason field. 

vǳƻǘŜǎ ǘƘŀǘ ŀǊŜ ŀŎŎŜǇǘŜŘ ŦǊƻƳ ǘƘŜ ǇƻǊǘŀƭ ŀǊŜ ŀǎǎƛƎƴŜŘ ŀ ƴŜǿ ǎǘŀǘǳǎ ƻŦ ά!ŎŎŜǇǘŜŘέΦ ¸ƻǳ Ŏŀƴ 
search the Quotation List by this status to find them. In addition, the system emails the 
ŀŘŘǊŜǎǎ ǎǇŜŎƛŦƛŜŘ ƛƴ ǘƘŜ ǎŜǘǘƛƴƎ ά/ƭƛŜƴǘ tƻǊǘŀƭ 9ƴǉǳƛǊȅ bƻǘƛŦƛŎŀǘƛƻƴ 9Ƴŀƛƭ !ŘŘǊŜǎǎέ ǿƘŜƴ 
ǉǳƻǘŀǘƛƻƴǎ ŀǊŜ ŀŎŎŜǇǘŜŘ ƻǊ ǊŜƧŜŎǘŜŘΦ !ŎŎŜǇǘŜŘ ǉǳƻǘŀǘƛƻƴǎ ƴŜŜŘ ǘƻ ōŜ ƳŀǊƪŜŘ ŀǎ ά²ƻƴέ ŀƴŘ 
projects created for them in the usual way. 

F See Section 15.10, Logging enquiries, accepting/rejecting quotations, for further information. 
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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. 

! LŦ ȅƻǳ Řƻ ƴƻǘ ǳǎŜ ǘƘŜ ǘŜǊƳ άǇǊƻƧŜŎǘέ ƛǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǘŜǊƳ ǘƻ ƻƴŜ ƻŦ ȅƻǳǊ ŎƘƻƛŎŜΣ ŜƎ 
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. /ƭƛŎƪ ǘƘŜ άbŜǿ tǊƻƧŜŎǘέ ƳŜƴǳ ƻǇǘƛƻƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ bŜǿ tǊƻƧŜŎǘ screen. The fields in 
bold are the main fields for projects; others are optional. 

 

The first field to complete is the alphanumeric project number in the Project Number 
field. This is usually the office letter followed by a dash and then a five-digit number. 

! Alpha Tracker also supports six-digit project numbers which is useful if you create large 
numbers of projects. 

2. Get the next project number automatically by checking the displayed default office 
letter, changing it if necessary, then clicking 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 the Client field, and tab out of 
ǘƘŜ ŦƛŜƭŘ ǘƻ Ǉǳƭƭ ǘƘǊƻǳƎƘ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ and any other linked details. Or, if you do not 
know the ID, click on the magnifying glass in the second part of the Client field to search 
for the client. Type a part of the client details (eg part of their name, address or contact) 
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in the Search for field and click Search to filter the client list. When you find the required 
client, click their Select ƭƛƴƪΦ ¢ƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ L5 ŀǊŜ ǘƘŜƴ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ /ƭƛŜƴǘ 
field. 

! If the client has not yet been recorded on Alpha Tracker, use the New Client button as a quick 
way to enter the client details. 

4. Enter any details you may have for: 

¶ a related quotation in the Quotation ID field (automatically filled in if you create 
the project from a won quotation) 

¶ the Salesperson who achieved this project in the Sales Contact field (if displayed) 

¶ ǘƘŜ ŎƭƛŜƴǘΩǎ ƻǊŘŜǊ ƴǳƳōŜǊ ŦƻǊ ǘƘŜ ƴŜǿ ǇǊƻƧŜŎǘ ƛƴ ǘƘŜ Client Order Number field 

¶ ǘƘŜ ŎƭƛŜƴǘΩǎ reference number in the Client Project Ref field 

¶ the contract to which this project belongs in the Contract field (if displayed). 

! The Quotation ID on a project is a link field (the contents are displayed with an underline). 
Double click on this link to open the specified quotation. Also, if there are any files stored 
against a quotation, a Quote Documents folder is displayed next to the Quotation ID on 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 creating 
new projects from quotations. This means that if you want to have all the quotation folder 
files present in the projects folder when you open the project, then you can without having to 
download and upload the files. Note that you can still see and access the linked quotation 
ŦƻƭŘŜǊ ŦǊƻƳ ŀ ǇǊƻƧŜŎǘΦ ¢ƘŜ ǎŜǘǘƛƴƎ ǘƻ ŎƻƴǘǊƻƭ ǘƘƛǎ ƛǎ άvǳƻǘŀǘƛƻƴ ŘƻŎǳƳŜƴǘǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǇǊƻƧŜŎǘ 
ŦƻƭŘŜǊέ ŀƴŘ ƛǘǎ ǇƻǎǎƛōƭŜ ǾŀƭǳŜǎ ŀǊŜ ƴƻΣ Ŏopy and move. The default value for this setting is not 
to copy or move files. If set to copy, then the files are copied into the project folder within a 
sub-folder which is named the same as the quote number. If set to move, then the files are 
moved into the project folder within a sub-folder which is named the same as the quote 
number. 

 

! The Contract field is only displayed if it is switched on for your system. If it is enabled then you 
can link contracts and projects by selecting the contract in the Contract field 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 drop-down list on the Project 
Manager field. If there is an Account Manager you can select them too in the Account 
Manager field (if displayed). 

6. If you want to specify the staff working on the project, click the Project Staff button 
where you can list them and their roles. A summary of the list is displayed below the 
Project Manager field. 

7. Select the site for the project from the drop-down list on the Site Name field if you have 
set up sites for the client already. If the site you need is not on the list, then you can 
create it by clicking the New Site button. 
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! It is important that you select the site from the list if it already exists, rather than create a new 
site. This is because Alpha Tracker draws together all data entered for a site, across multiple 
projects, to create an Asbestos Register for the site. 

If you click the New Site button to create a new site you should fill in the Site Name, 
Address and Post code fields. 

 

¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǊŜƳŀƛƴƛƴƎ ŦƛŜƭŘǎ ƛŦ ƪƴƻǿƴΣ ŜƎ ǘƘŜ ǎƛǘŜΩǎ ¦twb ƛƴ ǘƘŜ Site 
Reference field and site contact details in the Contact Name, Contact Telephone and 
Contact Email fields. 

The Site Details button on the Projects screen lets you manually re-open the Site Details 
at any time. 

8. Use the drop-down list on the Project Type field to select the appropriate type for this 
project. 

! ¢ƘŜ ǇǊƻƧŜŎǘ ǘȅǇŜ Ƴǳǎǘ ŀƭǊŜŀŘȅ ŜȄƛǎǘΦ ¢ƻ ǎŜǘ ǳǇ ƴŜǿ ǇǊƻƧŜŎǘ ǘȅǇŜǎΣ ǳǎŜ ǘƘŜ άtǊƻƧŜŎǘ ¢ȅǇŜǎέ ƳŜƴǳ 
option from the Setup, General menu. As part of the project type, you can define the 
significant events that are usually associated with such projects or jobs, the milestone 
template ς use the row expander button on a project type record to set up these milestones. 
You can also define project type-specific cost breakdown templates, sub types and various 
codes. 
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Once the Project Type has been entered, the Buildings button becomes available. 

9. Enter the estimated total value of the project in the Estimated Total Project Value field 
and indicate whether the project is fixed price. 

Visibility can be gained on variations to the totals on projects by using the Change Log. 
Click the Change Log link below the Estimated Total Project Value to display details of 
changes. 

10. Indicate the current status of the project by selecting from the drop-down list on the 
Status field. 

! ¢ƘŜ ǇǊƻƧŜŎǘ ǎǘŀǘǳǎ Ƴǳǎǘ ŀƭǊŜŀŘȅ ŜȄƛǎǘΦ ¢ƻ ǎŜǘ ǳǇ ŀ ƴŜǿ ǇǊƻƧŜŎǘ ǎǘŀǘǳǎΣ ǳǎŜ ǘƘŜ άtǊƻƧŜŎǘ 
{ǘŀǘǳǎŜǎέ ƳŜƴǳ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ, General menu. You need only supply a description of 
the project status. In addition, you can set a default status for new projects by entering the 
ǊŜǉǳƛǊŜŘ ǎǘŀǘǳǎ ŀƎŀƛƴǎǘ ǘƘŜ ά5ŜŦŀǳƭǘ tǊƻƧŜŎǘ {ǘŀǘǳǎέ ǊŜǇƻǎƛǘƻǊȅ ǎŜǘǘƛƴƎΦ 

11. Add any notes on the status of the project if required in the Status Notes field. 

12. Save the project. 

You can now complete the optional project information on the right-hand side of the 
New Project screen. 

13. In the Milestones section, enter dates and names against any milestones that have been 
completed. For example, you might at this stage complete the Quote Produced and 
Order Received milestones. The Project Opened milestone is completed for you. 

! Double click in the Date ŦƛŜƭŘ ƻŦ ŀ ƳƛƭŜǎǘƻƴŜ ǘƻ ƛƴǎŜǊǘ ǘƻŘŀȅΩǎ ŘŀǘŜ ǘƘŜǊŜ ŀƴŘ ȅƻǳǊ ƭƻƎƎŜŘ ƛƴ 
user name in the By field. 

The Turnaround field in the Milestones section lets you set the priority of a project.  

! You can set the possible values for the field by using the Turnaround option from the Setup, 
General ƳŜƴǳΣ ŀƴŘ ȅƻǳ Ŏŀƴ ŜǾŜƴ ŎƘŀƴƎŜ ǘƘŜ ǘŜǊƳ ά¢ǳǊƴŀǊƻǳƴŘέ ǘƻ ŀ ǘŜǊƳ ƻŦ ȅƻǳǊ ŎƘƻƛŎŜ ōȅ 
ǳǎƛƴƎ ǘƘŜ άbŀƳŜΥ ¢ǳǊƴŀǊƻǳƴŘέ ǎȅǎǘŜƳ ǊŜǇƻǎƛǘƻǊȅ ǎŜǘǘƛƴƎΦ 

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

The status of milestones under the More Milestones button is visible in a traffic light 
format, showing you the number of milestones Done, Due and Overdue. 
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Click the More Milestones button to see and update the project-specific milestones. 

 

The buttons at the top of the screen let you: 

¶ ǳǇŘŀǘŜ ǘƘŜ άaƻǊŜ aƛƭŜǎǘƻƴŜǎέ ǎƻ ǘƘŀǘ ǘƘŜȅ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƴȅ ǘƘŀǘ ƘŀǾŜ ōŜŜƴ ŘŜŦƛƴŜŘ 
for the Milestone Template for the Project Type since the project was created 
(leaving any manually entered ones in place) 

¶ ŘŜƭŜǘŜ ŀƭƭ ǘƘŜ ŜȄƛǎǘƛƴƎ ƳƛƭŜǎǘƻƴŜǎ ǳƴŘŜǊ άaƻǊŜ aƛƭŜǎǘƻƴŜǎέ ƛƴ ƻƴŜ ŎƭƛŎƪΦ 

14. In the Contacts & Addresses section, specify the site, invoice recipient, report recipient 
and report commissioned by details. Some fields may already be completed from your 
previous selections. 
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The Site Contact Name field on a Project lets you select from the Contacts listed for the 
client and the site, simply start typing the name to display a list. The Site Contact 
Number field 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 the Site Address field will bring through the site address where one has 
previously been entered and will also insert the postcode and landlord in the separate 
fields if appropriate. 

There is also a Same as Client Address button which lets you insert the client address as 
the site address with one click. 

The Invoice Recipient field 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 the Role or the Title field containing 
ǘƘŜ ǿƻǊŘ άŀŎŎƻǳƴǘέ ƻǊ άƛƴǾƻƛŎŜέΦ Alternatively, your system can be set to show all client 
contacts on this dropdown list. If a name is selected, the associated address will be 
displayed. 

15. In the Financials/Planning section, specify the estimated number of man days that the 
project will take in the Diary section.  

The accuracy of this data, including the Fixed Price tickbox, is important for financial 
statistics extracted from the database, so 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 value, whereas fixed 
price jobs use the time actually booked into the diary to work out their daily rate, not 
the estimate of time required. For example: 

Job 1 

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

Enter: 

¶ Estimated Total Project Value = 1500.00 

¶ Estimated Total Man Days = 3 

¶ Fixed Price = NOT ticked 

¶ 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: 

¶ Estimated Total Project Value = 1500.00 

¶ Estimated Total Man Days = 3 

¶ Fixed Price = Ticked 

¶ 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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There is a Change Log available on the Estimated Man Days field so that you can see if 
changes have been made to this field, when, who by and what previous values were. 
There is also an Estimated Man Days (Write-Up) 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 Notes/Other Info section, type any notes that apply to the project. You can also 
record any special instructions. 

The Master Project Number field lets you specify the project number of the master 
project if this new project is a sub-project. 

F Refer to Section 4.4, Grouping projects together, for further information on master and sub-
projects. 
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The Risk Assessment button lets you view any Risk Assessment details captured on site 
using the Risk Assessment app. 

F Refer to 4.3, Displaying and editing an existing project, for further details on Risk 
Assessments. 

Once the project has been saved there is an Other Info button 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 Info button. Specify the number of the project from which you want to 
copy the fields and then click Import 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 to 2.1.5, Maintaining extra fields, for 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 to Section 5, WORKING WITH SURVEYS, for further details. 

Your system may be set up so that an email alert is automatically sent to a named person 
whenever a new project is created. Copies may also be sent to the logged in user. Settings 
control this functionality and 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 a copy or a number 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 

¶ survey type. 

To duplicate a project multiple times: 

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

F Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
in Alpha Tracker search fields. 

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

3. Click the Duplicate Project button at the bottom of the Project List screen. 

 

The Duplicate Project screen is displayed. 

 

4. Specify the number of copies of the project you require and click the Create button. 

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. Amend the details of the projects as necessary.  

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

To create duplicate copies of multiple projects: 

1. Display the projects that you want to duplicate on the Project List. 

2. Tick the selector tickbox on each of the projects that you want to duplicate. 

 

3. Click the Duplicate Multiple Projects button at the bottom of the Project List screen.  

 

! Note that if you use the tickboxes to select projects then the duplicate button changes its 
name and works slightly differently. 

A confirmation screen is displayed. 

4. Confirm the projects to be duplicated by clicking OK. 

 

A message informs you when the projects have been duplicated and a new tab opens 
listing the newly-created projects. Each new project is assigned the next available 
project number. 
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5. Open the projects and amend them as necessary by using the project 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 duplication, bƻǘƘ ŘŜŦŀǳƭǘ ǘƻ άƴƻέΦ 

4.3 Displaying and editing an existing project 

As a project progresses, you can keep the details up-to-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: 

¶ entering a key word or project number in the Quick Search field at the top of the 
Projects menu or in the Intellisearch field at the very top of the menu 

¶ ǎŜƭŜŎǘƛƴƎ ǘƘŜ άtǊƻƧŜŎǘ [ƛǎǘέ ƳŜƴǳ ƻǇǘƛƻƴ ŀƴŘ: 

- entering search criteria to find the required project ς if they are not already 
ŘƛǎǇƭŀȅŜŘΣ ŘƛǎǇƭŀȅ ǘƘŜ ǎŜŀǊŎƘ ŦƛŜƭŘǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŀǊŎƘέ 
link 

- clicking a filter button (Open Projects, Closed Projects, All) at the top of the 
Project List 

 

¶ selecting one of ǘƘŜ άhǇŜƴ tǊƻƧŜŎǘǎέ ƳŜƴǳ ƻǇǘƛƻƴs which let you list projects in a 
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 to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
in Alpha Tracker search fields. 

2. Select the project to display by clicking on the underlined project number. The Project 
Details screen is displayed. 

 

3. Update the project details as required. 

This might include: 

¶ updating the status of the project 

¶ 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 

¶ generating project specific documents using your templates which you can find 
under the Word/Excel icon 

¶ producing a Job Summary Sheet to summarise project details, if this button is 
switched on for your system 

¶ accessing the survey data items. 

! Note that you can jump straight to the Survey Data screen by clicking the mobile phone icon 
on the Project List. 

Any documents linked to the project can also be viewed by using the Open Document 
Folder icon at the bottom of the screen. 

There is a section on the Milestones tab where logs are stored to show when reports 
ƘŀǾŜ ōŜŜƴ ƛǎǎǳŜŘ ŀƴŘ ǘƘŜ ǊŜŀǎƻƴǎ ŦƻǊ ǘƘŜ ƛǎǎǳƛƴƎ ǘƘŜƳΦ /ƭƛŎƪ ǘƘŜ άIssue Reason/Logέ ƭƛƴƪ 
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under the Report Produced milestone to display the log screen. Note that the link is only 
visible if the milestone has been completed. 

 

Generating a Final Report logs this event in the Report Issue Log. You can also record 
reasons for re-issue 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 Report Issue 
wŜŀǎƻƴǎ Ŏŀƴ ōŜ ǎŜǘ ǳǇ ōȅ ǳǎƛƴƎ ǘƘŜ άwŜǇƻǊǘ LǎǎǳŜ wŜŀǎƻƴǎέ ƻǇǘƛƻƴ ǳƴŘŜǊ {ŜǘǳǇΣ DŜƴŜǊŀƭΦ 

If Risk Assessment details have been captured on-site by using the On-Site Risk 
Assessment Mobile Data Studio app, and sent in, then the details can be viewed by 
ŎƭƛŎƪƛƴƎ ǘƘŜ άwƛǎƪ !ǎǎŜǎǎƳŜƴǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ bƻǘŜǎκhǘƘŜǊ LƴŦƻ ǘŀō ƻŦ ǘƘŜ tǊƻƧŜŎǘ ǎŎǊŜŜƴΦ 
The details may be displayed on a screen similar to this: 
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4.4 Grouping projects together 

Alpha Tracker lets you group projects together under Master projects to show 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 project, 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 phases, assigning a sub-project to each phase. 

You can define any project as a Master project ς even a sub-project can itself have sub-
projects. 

! Note that all linked Master and sub-projects must belong to the same client. 

¢ƘŜ ǘŜǊƳǎ άǇǊƻƧŜŎǘέ ŀƴŘ άƳŀǎǘŜǊ ǇǊƻƧŜŎǘέ are controlled by settings so that you can choose 
the names you give to these. 

To link Master and sub-projects: 

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 once ς either 
enter the total project value into the Master project or enter the value of each sub-project into 
the sub-projects, not both. To allow the individual invoicing of sub-projects, it is recommended 
that you enter financial figures in the sub-projects only. 

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

3. Create or open the first sub-project 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 Number field. 

4. Save and close the sub-project. 

5. Repeat steps 3 ς 4 as many times as necessary to define all the sub-projects. 

To display details of the sub-projects linked together in a Master project you can use the 
άaŀǎǘŜǊ tǊƻƧŜŎǘ [ƛǎǘέ ƻǇǘƛƻƴ: 

1. {ŜƭŜŎǘ ǘƘŜ άaŀǎǘŜǊ tǊƻƧŜŎǘ [ƛǎǘέ ƳŜƴǳ ƻǇǘƛƻƴ ŀƴŘ ŜƴǘŜǊ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ǘƻ ŦƛƴŘ ǘƘŜ 
required Master project. 

F Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
in Alpha Tracker search fields. 

2. Display the list of sub-projects linked to a Master project by clicking on the row expander 
button on the required Master project. Amongst other information, you can see the last 
completed milestone for sub-ǇǊƻƧŜŎǘǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ά[ŀǘŜǎǘ aƛƭŜǎǘƻƴŜέ ŎƻƭǳƳƴΦ ¢ƘŜ 
ŘŀǘŜ ƻƴ ǿƘƛŎƘ ƛǘ ǿŀǎ ŎƻƳǇƭŜǘŜŘ ƛǎ ŀƭǎƻ ŘƛǎǇƭŀȅŜŘΣ ƛƴ ǘƘŜ άCompleted 5ŀǘŜέ ŎƻƭǳƳƴΦ 
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3. You can work with the individual sub-projects or the Master project from this list: 

¶ click an underlined link to open the required project 

¶ generate documents for a project by clicking a Word/Excel icon 

¶ open the document folder for the project by clicking the folder icon. 

! If you duplicate a sub-project, the new project created retains the master project number and 
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-a-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 picture on the Projects Dashboard if you are using 
ƳƛƭŜǎǘƻƴŜǎ ƭƛƴƪŜŘ ǘƻ ǘƘŜ ǎȅǎǘŜƳΩǎ ƪŜȅ ƳƛƭŜǎǘƻƴŜǎΦ If you are not using the key milestones, 
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. {ŜƭŜŎǘ ǘƘŜ άtǊƻƧŜŎǘǎ 5ŀǎƘōƻŀǊŘέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ tǊƻƧŜŎǘǎ ƳŜƴǳΦ 
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2. Search or filter to show the projects that you want to see by using the Search for field or 
the full range of search fields at the very top of the screen. You 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 

¶ postcode 

It can also display further status information as follows: 

¶ Site Completion Date ς The Completion Date from the milestone which is linked to the 
ƪŜȅ ƳƛƭŜǎǘƻƴŜ ά{ǳǊǾŜȅƻǊ [ŀǎǘ 5ŀȅ hƴ-{ƛǘŜέ. 

¶ Turnaround ς The colour-coded value from the Turnaround field on the project.  

¸ƻǳ Ŏŀƴ ǎŜǘ ǘƘŜ ŎƻƭƻǳǊǎ ŦƻǊ ǘƘŜ ¢ǳǊƴŀǊƻǳƴŘ ōȅ ǳǎƛƴƎ ǘƘŜ ά¢ǳǊƴŀǊƻǳƴŘέ ƳŜƴǳ ƻǇǘƛƻƴ 
from the General section of the Setup menu and selecting a colour for each Turnaround 
value. 

¶ Due Date ς The Target Date from the milestone which is linked to the key milestone 
άtǊƻƧŜŎǘ 5ǳŜ 5ŀǘŜέΦ  

If the Due Date is earlier than today but the report has not been completed, then the 
Due Date is highlighted in red. 

¶ Reporting Days to Deadline ς A calculated value of 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 
ƛƴ ǘƘŜ wŜǇƻǊǘ tǊƻŘǳŎŜŘ ƳƛƭŜǎǘƻƴŜύ ǘƘŜƴ ŀ ŘŀǎƘ ά-ά ƛǎ ŘƛǎǇƭŀȅŜŘΦ LŦ ǘƘŜ 5ǳŜ 5ŀǘŜ ƛǎ ŜŀǊƭƛŜǊ 
ǘƘŀƴ ǘƻŘŀȅ ōǳǘ ǘƘŜ ǊŜǇƻǊǘ Ƙŀǎ ƴƻǘ ȅŜǘ ōŜŜƴ ǇǊƻŘǳŎŜŘ ǘƘŜƴ άh±9w5¦9έ ƛǎ ŘƛǎǇlayed. 

¶ Samples Analysed ς The Completion Date from the milestone which is linked to the key 
milestone ά.ǳƭƪ {ŀƳǇƭŜǎ !ƴŀƭȅǎŜŘέ.  

LŦ ǘƘŜǊŜ ƛǎ ƴƻ ŘŀǘŜΣ ǘƘŜƴ άbƻέ ƛǎ ŘƛǎǇƭŀȅŜŘΦ 

¶ Plan Produced ς The Completion Date from the milestone which is linked to the key 
ƳƛƭŜǎǘƻƴŜ άtƭŀƴ /ƻƳǇƭŜǘŜέΦ  
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LŦ ǘƘŜǊŜ ƛǎ ƴƻ ŘŀǘŜΣ ǘƘŜƴ άbƻέ ƛǎ ŘƛǎǇƭŀȅŜŘΦ 

¶ Report Checked ς The Completion Date from the milestone which is linked to the key 
ƳƛƭŜǎǘƻƴŜ άwŜǇƻǊǘ v/ /ƘŜŎƪŜŘέΦ  

LŦ ǘƘŜǊŜ ƛǎ ƴƻ ŘŀǘŜΣ ǘƘŜƴ άbƻέ ƛǎ ŘƛǎǇƭŀȅŜŘΦ 

¶ No. Samples ς The number of survey samples, ie survey data items with an Approach of 
ά{έΦ 

¶ No. Fibres Analysed ς The number of fibre analysis records and how many of them have 
an identification recorded. 

¶ Report Complete ς The date from the Report Produced milestone. 

¶ Invoice Date ς The date from the Project Invoiced milestone. 

¶ Project Status ς The Status from the project. 

¶ Project Status Notes ς The details from the Status Notes field on the project. 

4.6 Displaying progress in the project pipeline 

Get an alternative view of the progress of your projects through their milestones by using the 
Project Pipeline. The Project Pipeline is available from the Projects menu for staff and a more 
ƭƛƳƛǘŜŘ ǾŜǊǎƛƻƴ Ŏŀƴ ŀƭǎƻ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ /ƭƛŜƴǘ tƻǊǘŀƭ ōȅ ǳǎƛƴƎ ǘƘŜ ǎŜǘǘƛƴƎ ά{Ƙƻǿ tǊƻƧŜŎǘ 
tƛǇŜƭƛƴŜ ƻƴ /ƭƛŜƴǘ tƻǊǘŀƭέΦ 

F See Section 15.4, What can be seen on the Client Portal?, for details on the Client Portal 
version of the Project Pipeline. 

hƴ ǘƘŜ tǊƻƧŜŎǘ tƛǇŜƭƛƴŜ ŜŀŎƘ ǇǊƻƧŜŎǘΩǎ ƳƛƭŜǎǘƻƴŜǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ŀǎ ŀ ŘƻǘΦ 

¶ If the dot is green, then the milestone has been completed - hover over the dot to see 
the completed date. 

¶ If the dot is grey, then it has not been completed. 

¶ If the dot is red, then it is overdue (passed its target date) - hover over the dot to see 
when it was due.  

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

The information for the Project Pipeline comes from the project milestones, both the 
standard milestones and the project type-specific άaƻǊŜέ ƳƛƭŜǎǘƻƴŜǎ. 

To display the Project Pipeline: 

1. {ŜƭŜŎǘ ǘƘŜ άtǊƻƧŜŎǘ Pipelineέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ tǊƻƧŜŎǘǎ ƳŜƴǳΦ 
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Open projects only are displayed initially, but you can choose to display closed or all 
projects.  

2. Search to find the projects to view. 

3. Hover over a dot to see details of the due or completed date. 

4. Open project details, if required, by clicking an underlined project number, or site details 
by clicking an underlined site name. 
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5. WORKING WITH SURVEYS 

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

5.1 Setting up a survey 

If the project type of the project that you are creating has a category of Asbestos Survey (eg 
ǇǊƻƧŜŎǘ ǘȅǇŜ ά{ǳǊǾŜȅέύΣ ǘƘŜƴ ŀ Buildings and a Survey Details button are available for you on 
the New Project tab to specify details specific to the survey. 

 

To set up the additional details for a survey: 

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

 

The Buildings button is not available on a project until a Project Type is 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 survey ς making sure 
that you untick the Included tickbox. 

3. Use the Floor Descriptions button 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 
ά{ǳō .ŀǎŜƳŜƴǘέΦ ¸ƻǳ ǿƻǳƭŘ ǘƘŜƴ ƴŜŜŘ ǘƻ ǎǇŜŎƛŦȅ ǘƘŜ ŦƭƻƻǊ ƴǳƳōŜǊ ǘƘŀǘ ŜǉǳŀǘŜǎ ǘƻ ǘƘŜ 
new floor name. 

 

Click the Submit button 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 the Save button to save the building details and then close the Buildings screen. 

5. Click the Survey Details button on the New Project screen to display the Survey Details 
screen. 

 

6. Select the Survey Type that you are adding, for example Management, Refurbishment or 
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 screen in the Issuing Office 
fieldΦ ! ǎŜǘǘƛƴƎ όά{Ƙƻǿ {ǳǊǾŜȅ LǎǎǳƛƴƎ hŦŦƛŎŜέύ ŎƻƴǘǊƻƭǎ ǿƘŜǘƘŜǊ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘƛǎ ŦƛŜƭŘ ƻǊ 
ƴƻǘΦ ¢ƘŜ ŦƛŜƭŘ ŘŜŦŀǳƭǘǎ ǘƻ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ƻŦŦƛŎŜ ŀŘŘǊŜǎǎ ōǳǘ Ŏŀƴ ōŜ ŎƘŀƴƎŜŘΦ 

7. Select the lab that will be analysing the samples from this survey in the Lab field. By 
selecting the lab here you are allowing that lab access via their login (if set up) to the 
fibre analysis screens for this surveyΩǎ samples. Leave the field blank if you use an 
internal lab. 
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8. Enter any special requirements for the survey in the Special Requirements field. 

9. Enter any notes you want the surveyor to see on their handset when they select the 
project number in the Notes to Surveyor field. 

10. Specify the areas included and those excluded from the survey by completing the 
Included and Excluded fields.  

You can click the Read from Buildings button to take the details directly from the 
Buildings screen for this project. The Included tickbox on the Buildings screen 
determines which box a building is entered into. 

11. Click the Save button at the bottom of the Survey Details screen to close the screen and 
return to the New Project tab. You do not need to enter any further details in the Survey 
Details screen at this stage. 
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6. SCHEDULING PROJECTS 

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

¶ schedule a new project 

¶ edit and move a project 

¶ select a user or group of users for the calendar. 

If you are using the Calendar Sync tool, all bookings are automatically synchronised with 
Google Calendarsϰ so that your staff can see their work diaries at any time from their 
laptops, home PCs or smartphones. The diary appointments can be customised to show the 
information that you require. 

F Refer to Section 4, SYNCHRONISING CALENDARS, in the Technical Guide for details on setting 
up the Calendar Sync tool. 

There are also sections to explain how: 

¶ to display staff photos on appointments 

¶ the system can suggest suitable diary gaps 

¶ to check the audit log of calendar changes 

¶ to display financial or time details on the Wallboard 

¶ to display appointments on a map 

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

6.1 Scheduling a new project 

¢ƘŜ ά{taff Calendarέ option lets you select individual members of staff, groups, teams or 
whole offices and display those people on the Calendar. You can select any combination of 
these, for example, you might select a group ŎŀƭƭŜŘ άSurveyorsέ Ǉƭǳǎ two other individuals ς 
simply click on those required so that they are highlighted in blue and their names appear in 
the Selected Staff list. 

! To put users into group, subgroups, teams or offices you need to populate the Group, Sub 
Group, Team and Office fields on the Staff screen. 

To schedule a project: 

1. /ƭƛŎƪ ǘƘŜ άStaff Calendarέ ƳŜƴǳ ƻǇǘƛƻƴ ƻƴ ǘƘŜ wŜǎƻǳǊŎŜs menu and select the people, 
groups etc whose diaries you wish to display by clicking on them. 

¶ select multiple people by clicking on the required members of staff 

¶ select all staff by clicking the radio button at the top. 

2. Click either the Calendar or the Wallboard button. 
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The Wallboard shows appointments with either summary time or financial information, 
depending on system settings (some users can see both). The Wallboard opens as a 
separate tab in your browser. The Calendar opens as a screen within Alpha Tracker ς 
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 
²ŀƭƭōƻŀǊŘ ōȅ ǳǎƛƴƎ ǘƘŜ ά¦ǎŜǊ[ƛǎǘ{ŜŜ²ŀƭƭōƻŀǊŘέ ǎŜǘǘƛƴƎ, and some users may see a Wallboard 
(Financial) option. 

 

3. Adjust the view on the Calendar by: 

¶ selecting the tab at the top of the Calendar most appropriate to the number of 
days you want to view, for example Month, Day or Work Week 

¶ selecting the person/people for whom you want to make bookings by using the 
Hide/Show toggle and the tick boxes next to the staff names  

¶ clicking on the date picker to select the date you want to view 

¶ 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 
booking and then drag the mouse down to define the duration of the booking. The 
Add/Edit Event window is displayed for you to fill in the details of the appointment. 
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5. Complete the fields on the Add/Edit Event window as necessary to specify the details of 
the appointment, including the resource (person), project number, and start and end 
times. 

Many details can be automatically filled in for you, for example: 

¶ 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. 

¶ Select the resource (person) and their role from the Project Staff is displayed, or 
you can select a role. 
If a home or an office postcode are defined for the person (in the Home Postcode 
or Office Postcode fields on the Staff screen) then the Routing section shows these 
locations.  
If the person belongs to a team (as defined by the Team field on the Staff screen) 
then this is also displayed and you will get a warning if you attempt to schedule an 
appointment for them on a day that is not defined as a working day/weekend for 
the Team. 

Make the appointment for more than one person by clicking ǘƘŜ άAdd other resourceέ 
link below the Resource. Alternatively, you can create duplicates of the booking once it 
is saved by using the άwŜǇŜŀǘ !ǇǇƻƛƴǘƳŜƴǘέ link. 

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

An Appointment Status field 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. The Home Postcode 
and Office Postcode fields are drawn from the Staff record for the selected member of 
staff. The Site Postcode comes from the Site on the Project.  

If postcodes are displayed (or you have typed them in), then you can show routes and 
directions on the map using Google Maps: 

¶ Click the Route button next to the Home Postcode field to show the route from 
home to site. 

¶ Click the Route button next to the Office Postcode field to show the route from 
office to site. 

For example: 
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6. Click the Save button to save the appointment details and show the appointment on the 
Calendar. 

 

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. 

! You can also create and edit appointments for projects by using the Diary Appointments 
button on the Financials/Planning tab on the Projects screen. The screen that opens displays 
the diary appointments that have been entered for the current project only. Similarly, any new 
appointments you book from here are for the current project only. 
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! CƻǊ ǎǇŜŜŘΣ ȅƻǳ Ŏŀƴ ǎƛƳǇƭȅ ŎƭƛŎƪ ǘƘŜ άbŜǿ !ǇǇƻƛƴǘƳŜƴǘέ ƻǇǘƛƻƴ under Diary on the Resources 
menu, and then complete the appointment details. 

 

! LŦ ǘƘŜ ǎȅǎǘŜƳ ǇǊŜǾŜƴǘǎ ȅƻǳ ŦǊƻƳ ǎŀǾƛƴƎ ŀƴ ŀǇǇƻƛƴǘƳŜƴǘ ǿƛǘƘ ŀ ƳŜǎǎŀƎŜ ǎǳŎƘ ŀǎ ά{ƻǊǊȅΣ !ŘŀƳ 
5ŀƴƎŜǊŦƛŜƭŘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǘƘŜ ǊŜƭŜǾŀƴǘ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎ ƻƴ ǘƘƛǎ ŘŀǘŜέΣ ǘƘŜƴ ǘƘŜ ƻǇǘƛƻƴŀƭ {ǘŀŦŦ 
Training Matrix is in use and is restricting who can be scheduled to specific types of projects. 
See Chapter 16, STAFF TRAINING, for further details. 

6.2 Editing and moving a 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 
changes. You 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 make further adjustments to 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. 

 

2. Amend any of the displayed details as required. 
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If you need to check the project details or to see a list of previous appointments made 
for the project on this appointment then click the links displayed below the Project 
Number, these are: 

¶ View Project Details 

¶ View Previous Appointments. 

¢ƘŜǊŜ ƛǎ ŀƭǎƻ ŀƴ άhǘƘŜǊ ŀǇǇƻƛƴǘƳŜƴǘǎ ŀǘ ǘƘƛǎ ǎƛǘŜέ link. This opens as a separate tab in 
your browser and lists all appointments made for the site, for 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. 

 

3. Click the Save button 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 
ŀ ƭŀǘŜ ŎƘŀƴƎŜ ǘƻ ŀƴ ŀǇǇƻƛƴǘƳŜƴǘΣ ƛŜ ǿƛǘƘƛƴ нп ƘƻǳǊǎ ƻŦ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘΩǎ ǎǘŀǊǘ ǘƛƳŜΣ ǘƘŜƴ ŀƴ 
email is sent to the member of staff alerting them to a late change to an appointment for a 
specified project number. 

To abort a project, where the appointment details remain in the diary but it is marked as 
ά!.hw¢95έΣ for example 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 the Incomplete? Tickbox in the Incomplete Appointments section, enter the date it 
was aborted, select a reason and enter notes if required, then click Save. 

 

¢ƘŜ 9ǾŜƴǘ bŀƳŜκ5ŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ǘƘŜƴ Ƙŀǎ ŀ ǇǊŜŦƛȄ ƻŦ ά!.hw¢95έ ŀƴŘ 
ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘ ƛǎ ŘƛǎǇƭŀȅŜŘ ǿƛǘƘ ŀ άbƻ 9ƴǘǊȅέ ǎƛƎƴ ƻƴ ǘƘŜ ŎŀƭŜƴŘŀǊ ǎƻ ǘƘŀǘ ǘƘŜ 
appointment is clearly marked as aborted. This is also visible on the appointments on 
mobile devices. 
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6.3 Showing photos on the calendar 

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

! ǎŜǘǘƛƴƎ όά{Ƙƻǿ!ǇǇƻƛƴtƳŜƴǘtƛŎǘǳǊŜέύ ŘŜǘŜǊƳƛƴŜǎ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ǇƘƻǘƻǎ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ƻƴ 
appointment event details. You can switch it off if you do not wish to see photos. 

To upload a photo: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά{ǘŀŦŦέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ {ǘŀŦŦ 
screen. 

2. Locate the record for the required member of staff by using the Search for field at the 
top of the screen. 

3. Click the Upload ōǳǘǘƻƴ ƻƴ ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ ǊŜŎƻǊŘΣ ōǊƻǿǎŜ ǘƻ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ 
required photo. 

 

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

The Diary includes a feature to help you book appointments. The Make a suggestion button 
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 suggestion button. 

 

3. Select whether you want to limit who (Resource) the suggestions are for or what role 
(Role) they are for. Note that the Resource suggestions will be limited to the members 
of staff currently displayed on the Calendar. 

¶ If you select Resource, the Role list is greyed out and you can click to select the 
person or people whose calendar is to be searched.  

¶ If you select Role, 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 
ƴŜŜŘǎ ǘƻ ōŜ ōƻƻƪŜŘ ŦƻǊ ǘƻƳƻǊǊƻǿΣ ǎŜƭŜŎǘ ǘƻƳƻǊǊƻǿΩǎ ŘŀǘŜ ƛƴ ōƻǘƘ ǘƘŜ Date from and 
Date to fields. 

5. Specify the number of hours needed for the appointment. 

6. Click Suggest. A list of suggested appointment start 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. 



ALPHA TRACKER USER GUIDE SCHEDULING PROJECTS 

Version 1.30  Page 94 

 

7. Select from the list by clicking on one 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 added on the Staff List. Non-working weekdays are also excluded from the 
suggestions. 

6.5 Checking the calendar change log 

An audit trail has been added to the calendar allowing you to check the history of an 
appointment ς 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 the Audit button (next to Save) to display a list of sessions during which changes 
were made to the appointment. 
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This includes the date, time, user and a description of the change. 

3. Click the underlined date and time of the session you want to check. The details of the 
changes made are displayed, showing previous and new values. 
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6.6 Using the wallboard 

The Wallboard is displayed either from its own menu option or when you click the Wallboard 
button after selecting to display Resources, Groups or Teams. It opens in a separate tab on 
your browser and shows summary financial information but can also be set to show and total 
hours rather than values (by using the "WallboardShowAppointmentHours" repository 
setting). 

1. {ŜƭŜŎǘ ǘƘŜ ƳŜƳōŜǊǎ ƻŦ ǎǘŀŦŦ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜŜ ƻƴ ǘƘŜ ǿŀƭƭōƻŀǊŘ ōȅ ǳǎƛƴƎ ǘƘŜ ά{taff 
Calendarέ menu option, then click the Wallboard button. 

The Wallboard opens in a new tab. 

 

Summary financial or time details are displayed for the selected resources, with totals at 
the bottom. 

If you mark an appointment as aborted, and your wallboard is set to display values 
rather than hours, then the aborted appointment displays with a value of zero on the 
wallboard. 

You can set different project types to display in different colours so that you can see at a 
glance what type of project a booking is for. To define the colours set the Wallboard 
Colour field 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. Add new appointments directly from the Wallboard by clicking on a cell and completing 
the appointment details. 
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6.7 Mapping projects 

You can choose to display appointments on a map when you click the Map button after 
selecting to display Resources, Groups or Teams. 

1. Select the members of staff whose appointments you want to map ōȅ ǳǎƛƴƎ ǘƘŜ ά{taff 
Calendarέ menu option, then click the Map button. 

 

2. Enter the date range of the appointments to map and click Search. 
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6.8 Job allocation and scheduling 

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

F Refer to Start Software if you would like job allocation settings to be switched on. 

6.8.1 Allocating jobs 

Projects that are allocated have the name of the person to whom they are allocated in the 
Project Manager or Consultant field on the project. 

! To allocate jobs you must be in the Resource User Group which gives you an additional menu 
option allowing a special view of open projects ς the 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 manager(s) and/or to the logged in user. 

When projects are created they are automatically given an allocation ǎǘŀǘǳǎ ƻŦ άbƻǘ 
!ƭƭƻŎŀǘŜŘέ if no Project Manager or Consultant is assignedΣ ƻǊ ά!ƭƭƻŎŀǘŜŘ bƻǘ !ŎŎŜǇǘŜŘέ 
if a Project Manager or Consultant is assigned. 

2. Open the Diary submenu from the Resources ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά!ƭƭƻŎŀǘƛƻƴ 5ŀǎƘōƻŀǊŘέ ǘƻ 
display the Allocation Dashboard. 

 

3. Enter any search criteria at the top of the screen and click Search to filter the list of open 
projects. You can also use the status buttons to filter the list quickly by allocation status, 
as well as sorting the list by clicking on column headings. Enter search criteria in the 
Quick Search box to perform a quick search across multiple fields. 

F Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
in Alpha Tracker search fields. 
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In addition to the usual features, this screen allows you to: 

¶ search by Location ς searching all parts of the Site name, Address and Postcode 

¶ search by Project Category as well as Project Type 

¶ search by Project Manager or Consultant 

¶ search by Due Date From and To 

¶ search by Allocation Status 

¶ see the Allocation Status of each project at a glance: 

- Not Allocated (red) 

- Allocated Not Accepted OR Reallocated Not Accepted (amber) 

- Allocation Rejected (yellow) 

- Accepted (green). 

This means that you can sort and filter the list in a number of ways to monitor the 
allocation status of projects. 

4. To allocate projects individually: 

¶ Locate the row showing the project you want to allocate. 

¶ Set the Project Manager or Consultant field to show the person to whom you want 
to allocate the project. 

¶ Click Submit and confirm the changes to save the allocation. 

¶ ¢ƘŜ ǊŜŘ άbƻǘ !ƭƭƻŎŀǘŜŘέ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ǘƻ ŀƳōŜǊ άAllocated bƻǘ !ŎŎŜǇǘŜŘέΦ 

An email is sent to the Project Manager/Consultant with a link to the job summary and 
the general site details. 

6.8.2 Monitoring jobs you have allocated 

Two screens let you monitor the status of jobs that you have allocated.  

The first is the Allocation Dashboard, see above, that allows you to allocate projects and 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 the diary yet. 

! 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 and sŜƭŜŎǘ άAccepted AllocationsέΦ 
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All open, ie not completed and closed, and accepted projects are listed. The schedule 
status is colour-coded as follows: 

¶ Unscheduled 

¶ Provisionally Scheduled 

¶ Scheduled. 

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

You can access the project details by clicking the underlined links. 

6.8.3 Viewing and scheduling jobs allocated to you 

Any jobs allocated to you will appear in your My Allocated Projects screen in Alpha Tracker. 
You can filter and sort this list to work with the projects allocated to you, and then accept, 
reject or reallocate these projects (depending on your permissions). Once you have accepted, 
rejected or reallocated a job it no longer appears on this list; accepted jobs can then be seen 
on your Projects Not In My Diary list, ready for you to enter into your diary. 

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

1. {ŜƭŜŎǘ άaȅ !ƭƭƻŎŀǘŜŘ tǊƻƧŜŎǘǎέ ŦǊƻƳ ǘƘŜ tǊƻƧŜŎǘǎ ƳŜƴǳΦ All open projects that have been 
allocated to you are listed. 

 

2. Accept, reject or reallocate projects by clicking the appropriate button on a row. 

! Please note that some users do not have the permissions necessary to reallocate projects. 
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If you click: 

¶ Accept ς Once you have confirmed your acceptance the project will be removed 
from this list and subsequently appear on the list of accepted projects ready for 
you to book into your diary. 

¶ Reject ς You must specify a reason for rejecting the project. An 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. 

¶ Reallocate ς You must specify a reason for rejecting the project and 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 anotherõs behalf 

There is one option on the Resource menu that provides an overview of the allocation 
ǇǊƻŎŜǎǎ ŀƴŘ ǇŜǊƳƛǘǎ ŀ ǳǎŜǊ ǘƻ ŀŎŎŜǇǘ ǇǊƻƧŜŎǘǎ ƻƴ ŀƴƻǘƘŜǊΩǎ ōŜƘŀƭŦΦ ¢Ƙƛǎ ƛǎ ǘƘŜ ά!ƭƭ !ƭƭƻŎŀǘŜŘ 
tǊƻƧŜŎǘǎέ ƳŜƴǳ ƻǇǘƛƻƴΦ Lǘ ƛǎ ƻƴƭȅ ŀǾŀƛƭŀōƭŜ ǘƻ ǳǎŜǊǎ ƛƴ ǘƘŜ {ǳǇŜǊǳǎŜǊ ƻǊ !ŘƳƛnistrator user 
groups. 

To ŀŎŎŜǇǘ ǇǊƻƧŜŎǘǎ ƻƴ ŀƴƻǘƘŜǊΩǎ ōŜƘŀƭŦΥ 

1. {ŜƭŜŎǘ ά!ƭƭ !ƭƭƻŎŀǘŜŘ tǊƻƧŜŎǘǎέ ŦǊƻƳ ǘƘŜ tǊƻƧŜŎǘǎ ƳŜƴǳΦ 

 

2. Accept, reject or reallocate projects by clicking the appropriate button on a row. 

6.8.5 Viewing your unscheduled projects 

Any projects that you have accepted but not yet booked into your diary are displayed in a 
separate grid on your My Projects Not In Diary screen. These 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. {ŜƭŜŎǘ άaȅ tǊƻƧŜŎǘǎ bƻǘ Lƴ 5ƛŀǊȅέ ŦǊƻƳ ǘƘŜ tǊƻƧŜŎǘǎ ƳŜƴǳΦ All open, accepted projects 
that do not have any entries in your diary are displayed. 

 

2. Review the list and book appointments as required. 

3. To book an appointment: 

¶ Click the Book Appointment button on the appropriate row to open your Calendar. 

¶ Review your existing appointments and then create an appointment for this project 
by clicking and dragging on the required day and time. 

¶ Complete the details on the Add/Edit Event window to define the project ς for 
example you may need to: 

- refine the appointment times 

- add any Notes 

- tick the Visit Confirmed, Cannot Move or Tentative tickboxes. 

¶ Click Update to save the appointment. 

F Refer to steps in 6.1, Scheduling a new project, for more detailed instructions on how to work 
with the Calendar. 

4. Return to the My Projects Not In Diary screen and review your remaining projects. 

6.8.6 Checking the scheduled status of your accepted jobs 

You can check the scheduled status of all accepted projects to get an overview of project 
status. 

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

To check the scheduled status: 

1. {ŜƭŜŎǘ άaȅ hǇŜƴ tǊƻƧŜŎǘǎέ ŦǊƻƳ ǘƘŜ tǊƻƧŜŎǘǎ ƳŜƴǳΦ 
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All open, ie not completed and closed, and accepted projects are listed. The schedule 
status is colour-coded as follows: 

¶ Unscheduled 

¶ Provisionally Scheduled 

¶ Scheduled. 

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

F Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
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 organisation of staff into teams and the scheduling of weekend 
rotas for these teams. You need to: 

¶ create the teams 

¶ define their working weekends 

¶ assign staff to each team. 

If you attempt to schedule an appointment in the Calendar for a team member on a non-
working weekend / non-working weekday then a warning is displayed. 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά¢ŜŀƳǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 
Teams screen and create the individual teams. 

2. Define the working weekends and non-working weekdays for each team by clicking on 
the row expander button next to a team. 
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The two tabs let you define the weekends on which the team is scheduled to work and 
any individual weekdays when the team is not scheduled to work. 

3. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά{ǘŀŦŦέ ŀƴŘ ŀssign members 
of staff to each team by using the Team field on the Staff screen. 

4. On the Calendar make appointments as normal. The Add/Edit Event screen on which you 
define an appointment displays the team name if the selected member of staff belongs 
to a team. If you try to make an appointment for a member of staff whose team is not 
scheduled to be working, a warning message is displayed. 

 

You are not prevented from making the appointment. 

5. Tƻ ƘŜƭǇ ȅƻǳ ǾƛŜǿ ŀǇǇƻƛƴǘƳŜƴǘǎ ŦƻǊ ŀ ¢ŜŀƳΣ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά{taff Calendarέ ƳŜƴǳ 
option from the Diary submenu of the Resources menu and select the team. Click the 
Calendar or Wallboard button to display the appointments for the team. 
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6.10 Map scheduling 

Map Scheduling is a feature specifically designed to help you schedule site visits with the aid 
of a map. This feature is particularly useful for site visits grouped together as sub-projects 
under a master project, such as for domestic housing projects. From one screen, it helps you: 

¶ create sub-projects for the sites to be included in the batch to be scheduled 

¶ see the sub-projects in a list and on a map 

¶ schedule appointments  

¶ route the appointments and optimise the route. 

¶ send SMS messages to the sub-project site contacts. 

! The sites of projects to be scheduled in the Map Scheduler must be geocoded (have their 
longitude and latitude recorded) so that they can be plotted on the map and the routing 
features can be used. 

! To send SMS messages you will require a Twilio account. Contact Start Software if you need 
further details on setting up a Twilio account. 

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

6.10.1 Creating the sub-projects 

The Map Scheduler includes a Site Importer button that lets you specify the site visits you 
want to schedule. Each of the sites must already exist in Alpha Tracker. It is also helpful to 
create the master project in advance. 

You could, for example, import the full list of sites that will be included in the programme of 
work (by using the Site Import menu option, from the Import/Export section of the Setup 
menu) so that they exist as sites in Alpha Tracker, and then use the Site Importer button to 
create sub-projects for those sites you are ready to schedule. The sub-projects will be linked 
to a master project that defines the programme of work. 
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F Refer to Section 4.4, Grouping projects together, for further information on master projects. 

To specify the sites you are going to be working on next and create a sub-project for each of 
them: 

1. {ŜƭŜŎǘ άMap Schedulingέ ŦǊƻƳ the Diary section on the Resources menu. 

2. Click the Site Importer button in the top left-hand corner. 

3. Select the client, and then the master project for which you are specifying sites. 

 

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

¶ 1. Template: first download the template spreadsheet and fill this in with the list of 
sites (only the Site Reference/UPRN is required) 

¶ 2. Import: upload the completed spreadsheet to populate the screen with the list 
of sites 

¶ 3. Process: check the list is correct then click the 3. Process button to create sub-
projects for each of the listed sites. These sub-projects are linked to the specified 
master and have the same Project Type. 

A message informs you when the processing is complete. 

6.10.2 Displaying the sub-projects in a list and on a map 

On the right-hand side of the Map Scheduler you can display the list of sub-projects in your 
master project and see their locations on a map. 

1. Select your master project(s) from the dropdown of open master projects. The list of 
sub-projects is displayed (red ones are unscheduled) and the site locations are plotted 
on the map. 
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2. Obtain details on projects or sites as follows: 

¶ click the project number link on a sub-project to display its details on the Project 
screen 

¶ hover on a map pin to see the sub-project number, site name and address 

¶ click on a map pin and then click on Select to highlight the matching sub-project in 
the list 

¶ click on the exclamation mark icon on the project, if present, to display contact 
details and any notes if present in the Project Notes, Project Special Instructions 
and Site Notes fields. 

3. Refer to the map to assess locations and distances and work out how you want to 
schedule appointments for the sub-projects. 

6.10.3 Schedule appointments 

Select the member(s) of staff for whom you are going to book appointments, and set the 
parameters for the appointments you want the Map Scheduler to make. Then simply select 
the sub-projects in the order that you want them to be scheduled. 

1. On the left-hand side of the screen, click in the Search box and select one or two 
members of staff, or a small team, to load their diaries. 

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. 



ALPHA TRACKER USER GUIDE SCHEDULING PROJECTS 

Version 1.30  Page 108 

 

3. Set the parameters for the new appointments by using the sliders to define: 

¶ the length of the working day 

¶ the length of each appointment. 

 

4. If you have multiple members of staffΩǎ ŘƛŀǊƛŜǎ displayed, select who you want to 
schedule appointments for by clicking on their name to highlight it. 

5. Click the plus button on a sub-project to book it into the first available slot in the 
selected diary. 

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


































































































































































































































































