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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
(“UserListNewClients”). If this setting is left blank then all users can create new clients. To
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. Click the “New Client” menu option to display the New Client screen.

Home

Client ID

Name

Credit Details | Notes

Head Office o

v ontact
Address

Rale -
Telephone
Mabile

Country United Kingdom Direct Dial

Post code Fax

Lookup Address Email Address

Account Manager v
Client Contact
Client Type v

External Clienz Ref

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 the ID is a short alphabetic code that helps you identify the client, eg “START”
for Start Software.

Version 1.31 Sfarf Page 10
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Type the client’s name in the 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.

Use the five Address fields to enter the client’s full postal address.

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.

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

Home

Client ID TC

Name Emacois

General Details Notes

nvoice Recipient nitial Credit Check Completed

nitial Crediz Check By v

rvoice Address

nitial Credic Check Notes

Credit Limit

Credit History Notes

©n Stop

Quote Muhiplier

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

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.

& 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.
&

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.  Click the “Contacts/Address Book” menu option 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.

Address Telephone Mobile JobTitle Role Email Notes Delete

unit 222 8. 24 22456780 ;. Contact Data Lnk

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.

If you do not use the term “site” it is possible to change the term to one of your choice
throughout Alpha Tracker by using a setting in the system (Name: Site).

To record site details:

1. Click on the “New Site” option from the Sites menu to display the fields in which you can
record site details.
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Home New Site %

Client Q

Name & Address

Site Name

Address

Postcode
Country united Kingdam

Site Reference

Lookup Address

Contact Detalls

Contact Name

Contact Telephone

Contact Email

Account Manager A

Landlord

Notes

B =

If you know the client’s ID, type this into the first 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.

Complete the following details for the site:

e  Site Name

e  Address

e  Postcode

e  Country (if not pre-populated).

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

Complete any contact details you may have for the site:

o Contact Name

e  Contact Telephone

e  Contact Email.

Complete any other details if required:

e Account Manager (one of your staff)
. Landlord (if applicable)

o Notes.

Click the Save button to save the new site details.
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You can also search for sites and display their details by using the “Site List” menu option,
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)

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

e  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.

ook || Quotes | Projects | Contracts || Asbestos Register || Chent View Site Register | Hazmat Register
P Vi
4 Ve
P )
4 v
- @ a8«
"
CInsp =]
Not:
P
#
e = e
-]l | CIRE
Version 1.31 sfqr'l- Page 14

software



ALPHA TRACKER USER GUIDE MAINTAINING CLIENTS

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. Click on the “Client List” option on the Clients menu to display a list of existing clients
and some search fields to help you locate the required client.

D Name & Prospect Address 1 Address2  Address3  Address4 Posteode contact elephons  Email Adaress

§§$$$$$§$$§

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

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

& 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.
Version 1.31 sfor'l' Page 15
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Client Details X

DJ @ @ Enquiries/Quotes | [ Projects || (3 Master Projects | 4 Client Address Book | i Site Address Book | 4, CallsTasks

¢ A

N S NN N - N N N N

N N N S

Dats Protacnion Detalls
08 Cades
Fllename Tempiates

NOtEs/ExTa Infailoga

X K<CH>» B -

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 field for the client, eg “TBC”. You can use two tags in the default to pull
through the following:

. today’s date - {Date}

e  the logged in user's name - {LoggedInName}

For example, “TBC - {Date} - {LoggedInName}” might produce a default entry of “TBC -
21/12/2018 - Administrator”.

& See Section 1.3, Maintaining client data protection details, for information on the Data
Protection Details tab.
Version 1.31 Sfor'l' Page 16
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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:

e specify an office letter if the client is to belong to one office only
e  upload alogo for your client which will be displayed on list screens in Alpha Tracker

. record the client’s QR code password for private QR codes.

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
Alpha Tracker where you can record a client’s data protection details.

To maintain the data protection details:

”

1. Display the Client Details screen for a client and click on the “Data Protection Details
tab to display the GDPR-related information.

Client Details

Eenarsl Datsls

Contacts/Emalls

Classificadion

Finance/Credi Detalls

QR Codes
Fllename Tempiates

Mates/Extra infofLoga

x K<HO>M» A~
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This gives you a “Client Data Link” that you can copy and provide to the client so they
can see what information you hold in Alpha Tracker about them

2. Click the “Client Data Link” link to see the information set out like this:

Test client

Address 1 e-Innovation Centre
Address 2 Priorslee

Address 3 Telford

Address 4

Address 5 TF2 9FT

Contact Elaine Porter
Telephone 0333 301 1010

Fax

Email Address info@start-software com

Invoice Recipient

Invoice Address

i\

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

To read our Data Protection Policy please click here

Qur Data Protection Officer is Data Protection Officer Name

I want to remove my details

The 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 | want to
remove my details button.

The “Data Protection Details” tab also provides a link to your Data Protection Policy,

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:
¢ Data Protection Notification Email Address
e Data Protection Notification Email Body
» Data Protection Notification Email Subject
e Data Protection Officer Name
¢ Data Protection Officer Wording (the text displayed at the bottom of the summary of data
you hold on a client)
e Data Protection Policy Document URL

e Data Protection Policy Wording (the text displayed at the bottom of the summary of data
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
Search Menu is designed to help you navigate the menu structure. If you don’t know where in
the menu structure to find the option you need, simply start typing in a keyword and
matching menu options will be displayed:

cli +
+ New Client

... by Client

... by Client

... by Client

+ MNew Client

Client List

M Delete Client

.. by Client [D

.. by Client Name

Clients Import

If there is only one matching menu option, you can 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.

If you are looking for the “New...” menu options so that you can create a new record in the
system, click the plus button in the Search box — it automatically enters the word “New” so
that all the “New...” menu options are displayed.

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 could type “00319” 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.

€  Home

Search + 4 Click here to search
¥  survey Quick Start > Mep
€ Ssales N Refresh | Records: 2
Open Projects | Closed Projects | A
& dlients b
Project Type Client Site  Postcode  Site Ref Client Project Ref Order No Status
L CRM >
1459
= 2CLIENT .
» Asbestos [_] "’J Main
T-00313 Eh =) ey Tre Newt 5096 Map Ongoiny
= Projects ~ I “ Survey ol o North g0INg
Road
00319 R - &IEENT The
| Open only - N-00319 Eh Inspection D u Ao Main WRZ3 SRT 0847 1234 R3572
b Company  House
Company
+ New Project
d 10 v Recordsperpage | Duplicate Project EJ
Project List
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List screens in Alpha Tracker allow you to search by entering criteria in fields at the top of the
screen. If the search fields are not displayed, click on “Click here to search...” to display them.

nome

Click here to search...

-

Refresh | Records: 1,226

Site ID

Client Name

I 4 % . CLIENT The Client Company

Site Name Site Address Site Postcode

TiE
The Main House on9="MilI SiTeet e 4pp
Bridgnorth

Home

& Search

Site ID Client ID Client Name

Clear Search Criteria

-

Refresh | Records: 1,226

Site ID Client

I 4 % . CLIENT

Site Name

earch
S
Name Site Name Site Address Site Postcode Site Contact Name Site Contact Telephone
The Client Company The Main House UMM SUEEL g ags  Map Jonnsmith 0123 4575 8690

Site Postcode  Site Reference

Bridgnorth

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 Equals ‘asbestos’
> >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
1= I=asbestos Not equal to ‘asbestos’
Values that are greater than or equal to
valuel..value2 alpha.delta ‘alpha’ and less than or equal to ‘delta’
Values that are less than or equal to
..value3 ..16/04/2009
value /04/ 16/04/2009
valued.. 17.. Values that are greater than or equal to 17
Is blank Is blank Values that al::e blank or null. To omit null
values, use =
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
Values that ‘alpha’ or ‘beta’
valuel,value2,value3 alpha,beta,gamma A alues , at are alpha or ‘beta or
gamma
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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
Version 1.31 sforf Page 21
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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

—  extrafields

- 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 select “Project Statuses” to
display the Project Statuses screen.
Version 1.31 qurf Page 23
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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.

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

2.1.2

5. Todelete 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.

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 “Project Types” to display
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.

& 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

e  aSales 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 — your quotation templates will need to be set to pull in this text

e  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.

e  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.

e  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.

& For the key milestone selections to take effect certain system settings need to be switched
on. These are the “Automate...” settings. 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.

e 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.

& 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
the ... button next to the value is clicked on Quotations and Projects. It lets you pre-set
descriptions and rates for the breakdown.

o Specify the item to include in the cost breakdown in Field, eg “Daily rate” or
“Number of samples”.

. Enter the unit price for the item in Default Unit Price, eg “125” for £125.00 or
“0.30” for 30p. This price can be amended when the cost breakdown for a project is
entered, as can all the other details.

. Select the type of record, eg “Calculations” or “Data Entry”.

. 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,
for example to “One-off”.

Associated cost items:

The associated cost items template is displayed for projects of the selected Project Type
when the ... button next to the 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:
Sub types are used in Quotations so that if you select a Project Type of, say, “Survey”,
you can be more specific and select a sub type such as “Management”.

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

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. Open the General submenu from the Setup menu and select “Roles” to display the Roles
screen.

Role Notes Date Active Date Inactive
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2. Toadd anew role, in a blank row marked with an asterisk, type the Role and any Notes
that help you to define the role.

3. Todelete arole, 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 “Staff” to display the Staff
screen.
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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.

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.

Make the member of staff active on Alpha Tracker by clicking the No button for Not
Current. If you ever want to disable the member of staff’s access you can click the Yes
button to mark them as not current — you should also amend their User record to
prevent them from being able to log in.

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

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.

/ Note that if you mark a member of staff as “Not Current”, then you must also remove their
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. Type the staff member’s name as it is to appear on reports in the Name For Reports
field.
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9. Ifrequired, 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. If you are using the Calendar Sync tool, enter the member of staff’s Calendar ID in the
Google Calendar ID field to link their Google Calendar™ and Alpha Tracker. Alternatively,
if you are linking your Microsoft Outlook™ 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 to set up the user’s Google Calendar™. Contact Start Software if you want to
synchronise with Microsoft Outlook™ Calendars.

2.1.5

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. This enables data to be sent back to the user’s
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 field to record a staff member’s payroll number.

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

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 — 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 “Extra Fields” to display the
Extra Fields screen.
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Field Name Category Sub Category Field Type Clients Quotes Projects Sites Position (Optional) Default Value Linked Milestone
Age of Building Buising v | Building v | Auoleam vl vl v Linked Types

Building Buiding v | Building -

Any existing extra fields are listed.

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

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

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.

/ Any extra fields to which you assign the category “Scoping” are displayed in a separate list
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.

If you select the type “Dropdown”, you can specify the values for the dropdown list by
clicking on the Edit Values button that appears next to the Field Type.

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.

If required, specify a position in the list of extra fields for this field in the Position
(optional) field. It is useful to number the items 10, 20, 30... so that you can easily insert
additional items.

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 — as
selected on quotations), use the More... button to specify the required sub types and set
the individual defaults.

If you want the user to be prompted to complete an extra field when a milestone is
updated, select the milestone in the Linked Milestone field.
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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 of the type “Dropdown”. These are user-defined fields that you have
created by using the Extra Fields screen.

& 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. Open the General submenu from the Setup menu and select “Extra Field Dropdowns” to
display the Extra Field Dropdowns screen.

Search
Extra Info Field v
Clear Search Criteria Search
o Extra Info Field Choice Delete
I B« Pericd of Construction ~ || After 2000
B« Period of Construction | | 1980s - 2000
B * | Period of Construction v || 1960s - 19805
g« P
= v v
B -, aticn % | | No previcus documentation or repor
B - Property Type v Residential Property
B - Property Type v Commercial Property
B - Property Type ~ Industrial Property
B - Property Type ~ Commercial Property
* B« v
* B« v
* @« -
First Prev 23of3Nextlast | 10 w |Records per page

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

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

3. Toadd 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
example the letter “B” might be assigned to the Bridgnorth office, “A” to the Adelaide office.
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 — 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 — 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 — 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. Open the General submenu from the Setup menu and select “Offices” to display the
Offices screen.

D Offica Office Client Portal Display Name Regional Manager Ares Manager

| Be@ - e sustala = Judy key v
B« @ & endgomn aridgnorth "L::;d Elaine Porter ~
Q«0 LLCCE d R v
- N} DanTestin L\_C:g d im v

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
can record details of the issuing office on the Survey screen. A setting (“Show Survey
Issuing Office”) controls whether you can see this field or not. The field defaults to the
project’s office address but can be changed.

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
“project” and you use the term “job” then you can amend the text in the name to refer to
“job”.

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.

& 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 select “Key Milestones” to display
the Key Milestones screen.
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O OO0 000000
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Records: 11

Kay Milestone ID Key Milestone

wn

=

w | Records per page

Samples recelved In lab
surveyor first day on site
surveyor last day on site
Project Due Date

Site visit booked

Bulk samples Analysed
Report QC Checked

Plan Complete

Tracker Alr data recelved
Survey Approved

Lab Approved

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)
that you are recording time for, for example “Survey Admin Work” or “Onsite Surveying”. For
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. Open the General submenu from the Setup menu and select “Rates” to display the Rates

screen.
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Office Lemer Type rem

Records

Active | Inactive | Al

Office Letter Type Item Rate Date Artive Date Inactive Delete

| B« - Survey Admir| Survey Admin Work 50.00 A a
B (v~ suner | suveysewst || 15000 a 8
Belcv (s lsmesewss [ vom - =
B« v~ 55.00 8 8
B~ |t v |suweyadan | suveysgmnwerk [ soo0 a ]
Belr - - al [1sorzs B
5 R T a =]
Belr v - - -
B« x| | sumeyadmin a a

2. Toadd anew rate, in a blank row marked with an asterisk, enter the office letter the
rate is to apply to, the type of work in 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. Open the General submenu from the Setup menu and select “CRM Action Types” from
the Setup menu to display the CRM Action Types screen.
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Home

Records: 9

| B+
|«
8«
a«
B«
5 IR
B«
g«
B«
* O«
* O«

* B«

C

0

C

Action Type

call

Emall

Problem

Task

Skype

whatsApp

Reuiew (face-to-face)

Review (virtual)

10~ | Records per page

lcon

%
>4

Upload Icon

Upload Icon

Upload Icon

Upload icon

Upload Icon

B Upload Icon

o

o

Upload icon

Upload icon

Upload Icon

Upload Icon

Upload icon

Upload Icon

Delete

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. Ifrequired, 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. Open the General submenu from the Setup menu and select “Contract Lengths” from

the Setup menu to display the Contract Length screen.
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Records: 3

(] How Many Months? Delete

| Ao

® | <Autos

(= N+ U U = U o (N + U o 1Y - 1
#

*  %®  *

| caue

<

Records per page

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. Open the General submenu from the Setup menu and select “Cost Centres” from the
Setup menu to display the Cost Centres screen.

Home

Cost Centre Code

I B+ o
S IR

* O«
* O«

x B«

SUPP

10 % Records per page

Cost Centre Description

Software

Support

o

Delete

-

2. Toadd a new cost centre, in a blank row marked with an asterisk, enter the code and

description of the cost centre.

3. Todelete 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. Open the General submenu from the Setup menu and select “Departments” from the
Setup menu to display the Departments screen.

Home

Reconds: 1

Dept Code a Dept Description Delete

I B+« u Level 1 support

* B«

* O«

* @«

10~ |Records per page

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

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. Open the General submenu from the Setup menu and select “Payment Terms” from the
Setup menu to display the Payment Terms screen.

Home

Records: 3

Active | Inactive | A

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

I B«

(5 IR 2 30 Days 30 a [S]

A« 3 - 0 (m] B
* @« Auto: a -
* @B« AUt P P
* B« Auto: (=] B

10 & | Records per page
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2. Toadd anew 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. Todelete 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. Open the General submenu from the Setup menu and select “Report Issue Reasons”
from the Setup menu to display the Report Issue Reasons screen.

Home

Records: 3

Reason Notes Delete

- his is the reissued copy after correction
I B ®  reissue after correction B e 0 copy after correcta

10w Records per page

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
You can specify a turnaround value on projects to indicate a project’s priority. To set the
available turnaround values:

1. Open the General submenu from the Setup menu and select “Turnaround” from the
Setup menu to display the Turnaround screen.
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Home
Records: 3
Description
PER oo
B ® | Medium Pri
B & | Lowerrioriy
* B -
* B -
* B -
10 w |Records per page

Days Colour

Delete

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 milestone. The “Turnaround updates project due date” setting must be
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
will let the system set both the Turnaround and the Project Due Date for you, eg “Bulk Sample
- 24hrs” could have a default Turnaround of 1 day which would set the Project Due Date to

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. Open the General submenu from the Setup menu and select “VAT Codes” from the
Setup menu to display the VAT Codes screen.

VAT Code =

VAT Description

VAT Rate

Account Software Code Date Active Date Inactive Delete

| B« S ol o =) a
s I Standard rate 2| B a
* 0« =] a
* O« 8 a
* 0« =] a
0 | Records per p
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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.

Notes

Test appointment

p

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

@ |v| Appointment Aborted p S
Appointment Status PP 06/05/202215:23

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

To set the aborted reasons:

1. Open the General submenu from the Setup menu and select “Aborted Reasons” from
the Setup menu to display the Aborted Reasons screen.

Home
Records: 2
D Reason Delete
I B b ! Cancelled by client
O+« 2 Staff sickness
B« -
B+« -
* O & -
10w |Records per page : t| | Cance

2. Type the description of the reason in the Reason field, eg Refused entry to site.
3. Todelete 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. Open the General submenu from the Setup menu and select “Equipment Types” from
the Setup menu to display the Equipment Types screen.

Home
ecords:
D Equipment Type
| a«o
Bed
% IR0 3 RI Liquid
s IR 4 Objective Lens
< IR 5 ull Face Mask
S IR Half Face Ma:
* B - A
* O« Aut:
*x O & Aut:
0 w Records per page E

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

3. Todelete 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.

& Refer to 6.9, Scheduling weekend teams, for further details on setting the schedules for these
teams.
To maintain the teams:
1. Open the General submenu from the Setup menu and select “Teams” from the Setup
menu to display the Teams screen.
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10~ Records per page

Motes Delete

Type the name of the team in the Team Name field and any notes to describe or define

the team in the Notes field.

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

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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X for Cross Reference. The “Approaches” menu option lets you set your terms and map them
to our standard approach types:

1. Open the Lab and Surveys submenu from the Setup menu and select “Approaches” to
display the Approaches screen.

Home

Records: &

Approach Description Appraach Type Screen Type Delete

l g« Presumed Os @p Osp Ox Ops OR | GeneralLead Paint.PCB.ODS,SMF, v
A« Ox ®ps OR v
A« Removed Ox Ops ®r A
A« mpl Ox Ops OR | Generallead PaintPCB,0DSSMF, W
A« x Ops Or v
B« x ®x Ops OR v

* 0« Ox Ops Or v

* O« Ox Ops OR v

* O« H sp Ox Ops OR v

<

Records per page

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 asbhestos 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. Open the Lab and Surveys submenu from the Setup menu and select “Asbestos Types”
to display the Asbestos Types screen.
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Home

Records: 9

Identification Score Position Hideon FA Delete

»

Actinolite 2 2

[

® | Amosite 2

| Anthophyllite 2 4

Presumed Asbestos 3 o
| Removed 0 )

| Tremolite 2

O 00000000000
4

* ¥ *

[

10 w  Records per page

2. Toadd anew 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 — you should only
amend the descriptions.

To maintain condition values:

1. Open the Lab and Surveys submenu from the Setup menu and select “Condition” to
display the Condition screen.

mome

Records: 4

Score Description Delete
I B * 0 Excellent
B - Good
g« : Fair
H - Foo

* B«

10w Records per page D
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2. To add anew 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.

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 “Lab Lookup” to
display the Lab Lookup screen.

Home

% Search

Type v

Value
Clear Search Criteria Search

Records: 119

Type Value Position Delete
W samplePrep v || None
- SamplePrep v || Dry
- SamplePrep v | | Acid Wash 3

b SamplePrep v | | Grinding 4

OO0 D0O0D00 08
4

* | Microscope v| | 8882
* | Microscope v || cocs
- Morphology v | | Curly
- Morphology v | | Curvedmwiry
#, | AppearancedsPolariser | [Wnite
* O« v
* O« v
* O« v
Firstprev[1]23456789100f 12 NextLast | 10 | Recors per page
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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 “RI Liquid” field, select “RILiquid” in
the Type field and then click Search.

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.

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

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:

Open the Lab and Surveys submenu from the Setup menu and select “Materials” to
display the Materials screen.

Home

ACM  LabPoints showinLab  ShowOnMobile  Soils

Co ®1 O2 v v

v v
- v v
ha v v

O 0OO0O00O00000000O00
»
G B e E e DG E B E

FBF Flat, bitumen felt lined Co 010203

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.

Select a radio button to indicate the Product Type Score for this material -0, 1, 2 or 3 -
and tick the ACM box if the material contains asbestos.

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.

d

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

If you have your own lab, tick the Show In Lab tickbox for this material to be displayed in
the list on the Analyst’s Assessment field on Fibre Analysis.
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2.2.7

2.2.8

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.

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.

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. Open the Lab and Surveys submenu from the Setup menu and select “Default PA
Scoring” to display the Default PA Scoring screen.

ID  PALocation Normal Occupancy Access Extent Location Number of People Use AverageTime  Type Frequency Delete

| B+ | hen 1 2 2 1 2

* B ® a

*x B & A

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

3. Setthe 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.

Version 1.31 qurf Page 48

software




ALPHA TRACKER USER GUIDE MAINTAINING SYSTEM DATA

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
“Recommendations” to display the Recommendations screen.

Home

Description Comment Timescale Screen Type
Add the signage in appropriate locations

] B % 0 soimes avansge s paron

B ® @  crcopsuisterepair & Manage as pa

[+
L
=]

Restrict access and remove by a licen

No action required HoasmenTE v v

[+
|,
G

D & @  Reinspecion requires Re-inspection required v v

B+«a No access - Re-visit required No access - Re-visit required . -
i
B & @ | encapsulste, Label ana Manage Encapsulate, Lab nas . .
y
B ® @ | ercopsulste and Manage ix and then manage in-situ - -
i
O * @  manageandLabe nage and Lab - .
y
Qe Pai Paint green . -
p
* O« . 5
p
* O« - 5
4
* 0« - 5

FirstPrev[1]20f 2NextLast | 10 | Records per page

2. To add anew 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. Open the Lab and Surveys submenu from the Setup menu and select “Standard
Comments” to display the Standard Comments screen.
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Home
Records: 5
Short Description Description
. The same material was present throughout the XXX floor.
I O+«@ Same material &
v
o vas not possible because the room was locked and a key was not
B«n Room locked - no key /
Vv
We could nat enter the room because & e was in oroeg
o We could not enter the room because 8 Meeting was in progress
O« Meeting in progress & &
£
- . twas not possible to enter the building because the tenant refused access
O+« enant refused access P e

The key holder would not release the key

S I W] Denied key

* O«

10~ |Records per page

2. To add anew 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 — you should only amend the descriptions.

To maintain surface treatment values:

1. Open the Lab and Surveys submenu from the Setup menu and select “Surface
Treatment” to display the Surface Treatment screen.

Home
Records: 4
Score Description Delete

I 0« 0 Self Sealed

B - Sealed

g« 2 Partially Unsealed

0« 3 Unsealed
* O+

10w  Records per page D

2. To add a new value, in a blank row marked with an asterisk, enter the required Score
and Description.
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3.

4,

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

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.

Open the Lab and Surveys submenu from the Setup menu and select “Survey Types” to
display the Survey Types screen.

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.

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

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

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

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.

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.

The tests are labelled A, B, Cetc or 0, 1, 2 etc. The numbered ones (0, 1, 2...) are not
automatically run when “*all*” is specified in the system setting that controls this
feature.

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.

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,
you might specify that if “Chrysotile” is selected as the Identification then Morphology must
be set to “Curly”, RI Liquid to “1.55”, First Order Red Tint Plate to “Length slow”, Birefringent
to “Low” etc.

To set validation for fibre analysis:
1.

2.

3.

Open the Lab and Surveys submenu from the Setup menu and select “Validation for
Fibre Analysis” to display the Validation for Fibre Analysis screen.

B & amosite v

B ®  anthophylice -

B « rremoice v

I . || R

{<PREFIX

{<PREFIX

{<PREFIX

Identification Validation Template

RI_Liquid}

RI_Liquid}

RI_Liquid}

Validation String

Error Message

Invalic I Liquid for Chrysaile

Invalid Rl Liquid for Actinolite

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.

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 field. For example, you might enter “You selected an invalid
configuration for Chrysotile.”

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. Click the “New Quotation” option from the Sales menu to display the New Quotation
screen.

Home New Quotation x

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

Client Multiplier

Quaote Total 0.00

Likelihood (%) L

Follow Ups 0 Planning

Dsta Produced 11-05-2022 a Expected Start Date a
Mates & Other Info
Days:  Weeks: Months
Produced By Dan Darkin v Durstion
Dtz Szt a
Notas
(Clients can't se this) How Delivered v
Fd
S «” Special Instructions.
Other Info.
23} 0« B
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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.

Indicate the status of the quotation by clicking the “Enquiry”, “Open”, “Won” or “Lost”
radio buttons. The default status for a new quotation is “Open”.

/ Selecting the “Enquiry” button is the same as entering a new enquiry. The only difference
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 — type in or use the date picker. Today’s date is displayed by
default
e  Via—aself-learning dropdown field to record the source of the enquiry
. Linked Quote — 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 — search for and select the client’s name from the list by using the
magnifying glass, or type their Client ID directly into the first, short field. The
button lets you add a new client “on the fly” —you then need to select that client as
normal
e  Type -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 — to further define the type of work, if applicable
e  Assigned To — 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 — your contact at the client. Select from the dropdown or type in a
new one
. Dear — how the contact is to be addressed, this prefills with the first name
e  Address — the contact’s address
. Email — your contact’s email address
. Phone — your contact’s telephone number
. Mobile - your contact’s mobile number.
6. Inthe Notes & Other Info section:
. Notes — type any notes, eg for background or follow-up advice. These are not
visible to clients
. Other Info — 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:

e  Site Name/Desc — 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.

e  Landlord —type in if applicable

. Postcode — type in then click the Lookup button to find and insert the address.
Alternatively, click the Same as Client button to insert the client’s address.

8. Inthe Specifications section:

. Specifications — 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 — either type a value directly into the Base Value field or, after saving
the quotation, calculate the base value of the quotation by clicking the “...” button
next to this field and entering the price breakdown for the project.

Cost Breakdown for AQ22-0002 X

item Quantity One-off Total Notes Delete

| B& oon P 500.00 J
a8« pt A 0.00 p
* B « ) 000 y
* A - P 0.00 P
* A « p 0.00 y
Te 500.00
100  |Records per page D B «

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

and closed.

& 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 — enter the multiplier to be applied to this quotation in the field.
To keep the same value as the base quotation, simply enter “1”
. Quote Total — calculated and displayed
e  Associated Costs — use this to record any costs to you.
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It is also possible to set your system to build quotations from costs plus a margin. This form of
quote building can be switched on by using the setting “QuotesFromCosts” - acceptable values
are “yes”, “no” and “mixed”. If “mixed” is specified then you can switch it on for certain
project types only by ticking a box on the project type(s). If you are building quotations from
costs plus margin, then you see a Costs button instead of the usual ... button. Use this button
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. Anything marked as “External” comes
through as a direct cost onto the project (ie you can see it in the Associated Cost window on

the project).

3.2

10. In the Delivery section:
. Date Produced — type in or use the date picker. Defaults to today

e Produced By — select the member of staff’'s name from the drop-down list. Defaults
to the logged in user’s name

. Date Sent — type in or use the date picker
. How Delivered? — 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 — to indicate when the work is expected to start

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

12. In the Special Instructions section (click on the heading to open this section), type any
Special Instructions for the work.

13. In the Follow Up section:
. Likelihood (%) —indicate how confident of success you are

. Follow Ups — use this later when following up open quotations.

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

Displaying and editing an existing quotation

As a quotation progresses, you can keep the 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. Select the “Quotation List” menu option, enter search criteria and click Search to list
matching quotations.

& 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.

Home Quotation List x| Enquiry/C
Reference TQ20-0011
Dat= Enquiry Received | 25-11-2020 [ |via | Existing client ~
Ststus (CEnquiry ® 0pen Owon O lost
Linked Quote Oy use for quotes finked to others
Client sSWIFT || Switt Surveying q
~ [ Multi [+
Type
Muttiple Types
Assigned To Kim Evisen v
Actount Managsr Kim Evison v
Contact Name Steve Faldo w | Dear | Steve
Unit 233 & 24
Haydale Park
Address Manningtres
Easex
Email
Phone 1234567290 Mobila
Follow Up
Likelihood (3] | 50 :»

Fallowlps () No Follow Ups

Notes & Other Info

%|

Notss
(Clients can't se= this)

Other Info

%

Site Name/Desc

Landlord

Postcode

Site & Address

12 The Green

CO7 8AB

Church Road
Colchester
Essex

~ [ Muie
Lagkup
Sameas
Client
i

Specifications
(Cliants can see this)

Type <PageBreaks in your specification fext o start 3 naw page

Scoping

i

Base Quotz Value

Client Multiplier

Quate Total

1.200.00 || ...

Associated Costs

1,200.00 | Change Log

Diste Produced 25-11-2020 [a] Expected Start Date a
Days:  Weeks  Months
Produced By Kim Evizan v Durstion -
0 0 [
Data Sane A
How Deliversd v
™ Special Inscructions
a«~ B

Save the changes and close the screen.

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.
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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.

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 — this
is the email address associated with your login. You can overtype the email address to
change or correct it if required.

Generate Document for Quote TQ20-0011 X

Template Name ~

Email Onky?

(See hover tool tip)

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

Send Document Request || Cancel

3. Use the 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
guotation 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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& 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.

e  Toemail 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.)
Documents - AQ22-0002 b 4
Filename Size Created Last Modified w
[ AQ22-0002 Start Softw 2022-04-21 2022-04-21 e
Quostionpdt ~ 59.49K8 pas 1324 Jele
&

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 you want to follow up. For example, you could search for all “Open” quotations that
were produced by you between a range of dates, or perhaps for all “Open” quotes for the
project type “Survey”.

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
guotations that have been waiting longest without a follow-up. Automatic chasing of open
guotations is also available in Alpha Tracker, to send an email with standard text to selected
open quotations.

1. Select “Quotation List” from the Sales menu. A list of all quotations is displayed.
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Produced By

v .
326000 27047202 év;rse« o Open ¢ 0 Mo Folkow U New CallTa

Follow Ups LastDate

TN e s e (o ceres e 1 ORI |

B TN 1000 s @ onowin over o remecns | (SESSGREEE |v coe

N ) EEETTTTY e

Display the search fields by clicking “Click here to search...” at the top of the screen,
enter your search criteria and click Search.

For example, to follow up your own quotations only, select a Status of “Open” and 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
display “No Follow Ups” if you have not recorded any follow-ups, or the date of the last
follow-up, eg “Today 15/10/2020”, “Yesterday 14/10/2020” or “28 days ago
17/09/2020”.

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 —indicates that the quotation has been followed up within the last two
weeks

e  Amber —indicates that the quotation has not been followed for two-four weeks

. Red —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.

Version 1.31

sfor'l- Page 60
soffware



ALPHA TRACKER USER GUIDE QUOTING FOR WORK

Home
4 Search
Referznce Clignt ID Clignt Mame Status Dste Produced
From: To
l a
Refresh | Records: 530
Search for: Search || Al
Refarance Type Client
«” [|Bozi1-00m Asbestos Survey AR e
" [|a021-0002 Asbestos Survey SI:R', e

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:

Quote Follow-Ups X
Records: 2
Follow Up Date w  Followed Up By Method Nates Delete
Spoke to Sam about his price optiens. He will discuss with the team.
I B & ocoosizozzc [ | Dan Darkin v Cal v
P
Phoned them and they are still thinking about it
B & z0020: 8 Judy Key v Gl v
g
* B * 110520221 A | Dan Darkin v v
P
10 | Record: perpaze BB b e~

Enter the 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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Automated chasing of open quotations is also possible. This time-saving feature allows you to
follow up open quotations without manually writing individual emails to each prospect. It
sends an email with pre-set text to the contact email address specified in the Contact Details
section of the enquiry or quotation (displayed on the far right-hand side of the Enquiry List or
Quotation List).

1.
2.
3.

Open either the Enquiry List or the Quotation List, automated chasing works from both.
Filter the list of enquiries/open quotes to select the ones you want to follow up.

Select the applicable enquiries/quotations by ticking the checkboxes on the left-hand
side or select all. A Chase Selected button is displayed at the bottom of the screen.

Click the Chase Selected button to display the Chase Quotations screen where you can
define or refine the text for the email.

Default text can be specified by using the settings: “Email body for quote chase”, “Email
subject for quote chase”. The list of tags available to use within the text is displayed on
the right - simply enclose the tag name within curly brackets ({})to pull the contents of
that field into the email.

Chase Quotations X

cc CCme Reference
Subject Following up on your Quotation {Reference} Client 1D

dient Name
Body HI {Contact Name},

‘wie're following up on your quotation for {Site Mame). Please let us know If you would like R
to go ahead. Status

Kind regards. Slte Name:

The Start Software Team Site Address
Site Postcode
Salutation
Contact Name
Emall
Telephone
Mobile

‘Contact Address

Landlord

w | Preview send Emall  Cancel

Check what the email would look like before you send. Simply select the quotation for
which you want to preview the email from the dropdown list next to the Preview
button, then click the button. This is particularly useful if you have used tags and want to
check the results.
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3.5

Preview - TQ24-0022

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

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

Kind regards,

The Start Software Team

6. If you are happy with the content of the emails, click Send Email to send them out.

Converting a quotation to a project

If a quotation is won, when you change the status of the quotation to “Won” a new button is
displayed on the screen — 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
guotation. Complete the remaining fields and save the project.

A project type must be selected on the quotation before a project can be created.
Please note that 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.

& 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 — to record the date you received the go-ahead
e  (Client Order Number — to enter an order number supplied by the client
. Reason — 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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Home
Reference AGQ20-0001
Date Enquiry Received | 03-11-202 [ |via v
Status O Enguiry O Open ®won O Lost
Linked Quaote only use for quetes linked o others
Linked Projects Create Project
Reason
Client starr || startsofware Q
Type Asbestos Survey w | Mt

Home | Enquiny/Quots - AQ20-0001

& Click here to search...

m Map

Refresh | Records: 2

Open Projects | Closed Projects | Al

Project Type Client Site Postcode Site Ref Client Project Ref Order No Status
START e
Ashestos .
I <’ A-00260 Eh S D U SIErT Innovation TF29FT New
ey Software  Centre
START e
F [ ] Asbestos D U i S on
v A-D0254 ST -] st innovation TF2OFT Map —
b Software  Centre
START e
e [ |A00253 Ausbesios D U Start Innovation TF2 SFT New
Survey

Scfoware  Centre

10~ | Records per page | Duplicate Project EJ

A setting (“Quotation documents available in project folder”) lets you copy or move files from
guotation folders to project folders when creating new projects from quotes. This means that
if you want to have all the quotation folder files present in 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
when the status is changed to “Won”, select the handset to which the re-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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Home

Referance

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

Seatus

Linked Quate

Resson

Client

Type

Sub Type

Assigned To

Account Manager

Contact Detal

Quoation List X

TQ20-0001

Enquiry/Quote - TQ20-0001 x

C Enguiry O Open ®won O Lost

Only use for quotes linked to others

unked Projects

7pane || Dane Environments!

Re-Inspection

[

0

Creale Re-

Create Project :

Site & Address

Site Mame/Desc | 32 Fisherman's Wharf

Landiord

Postcode

Poole
Dorzet

Unit 1D

Projec Number

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

~

oK

cancel

~ | Mult

Lockup

same a5
client

A
tion text to start & new page
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3.6

Monitoring enquiries from the Client Portal

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

When the client logs an enquiry, an email notification is sent to the address in the “Client
Portal Enquiry Notification Email Address” setting. In addition, the enquiry appears on the
Enquiry List with “Client Portal” set as the Source.

Date Produced Produced By Status WValue Likelihood(%:) Notes Contact Tel & Email Source

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

domesfic property. Evizon 1010 software.com Portal

If you create quotations for the client, then any open quotations for the client may be listed in
the Client Portal, on the My Quotes screen. From here your client can accept or reject a
guotation at the click of a button. If a quotation is rejected, your client is prompted to enter
some reject notes. The quotation is marked as “Lost” and the client’s reject notes are
displayed in the Reason field.

Quotes that are accepted from the portal are assigned a new status of “Accepted”. You can
search the Quotation List by this status to find them. In addition, the system emails the
address specified in the setting “Client Portal Enquiry Notification Email Address” when
guotations are accepted or rejected. Accepted quotations need to be marked as “Won” and
projects created for them in the usual way.

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.

/ If you do not use the term “project” it is possible to change the term to one of your choice, eg
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. Click the “New Project” menu option to display the New Project screen. The fields in

bold are the main fields for projects; others are optional.

Project Number T Get Next Number Project Opened | 12052022 B = v

Client Q||+ NewClient Quote Produced A= v

Quotation Ref Order Received all= v

Client Crder Number Turnaround v

Client Project Ref

B Done: Dus Querdue:

Project Manager ¥ Report Produced as= . v

Site Name/Ref Q Site Details

Project Type v | | Bulldings Project Invaiced a = v

::J:(a:s:llueta\ 0.00 P Project Closed a= v

Change LDE Return Date hd
Status New v
Contacts & Addresses
Status Notes
£ Finandials/Planning
Notes/Other Info

=] 8 [Doveicne B «~ B
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.

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.

Enter the Client ID, if you know it, in the first section of the Client field, and tab out of

the field to pull through the client’s name 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 link. The client’s name and ID are then displayed in the Client
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:

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

e the Salesperson who achieved this project in the Sales Contact field (if displayed)
e the client’s order number for the new project in the Client Order Number field

e the client’s reference number in the Client Project Ref field

e 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
folder from a project. The setting to control this is “Quotation documents available in project
folder” and its possible values are no, copy 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.

Client SSWIFT Swift Surveying Q

Site Name
Address

Postcode

Country United Kingdom
Site Reference
Lookup Address
‘Contact Details
Contact Name

Contact Telephone

Contact Email

Account Manager hd

Landlord

Notes

Create New Site >

You can also complete the remaining fields if known, eg the site’s UPRN in the 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.
/ The project type must already exist. To set up new project types, use the “Project Types” menu

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 — 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.

/ The project status must already exist. To set up a new project status, use the “Project
Statuses” menu option from the Setup, 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
required status against the “Default Project Status” repository setting.

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 field of a milestone to insert today’s date there and your logged in
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 menu, and you can even change the term “Turnaround” to a term of your choice by
using the “Name: Turnaround” system repository setting.

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.

Project Opened 12052022 B | = m Eviso v

Quote Produced B = v

QOrder Received B8 = v
Turnaround v

re

D Done: M Due | 8 | Overdue n
Milestones

Report Produced B = v

Project Invoiced 8 = A
Project Closed 8 = v

Return Date ~
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Click the More Milestones button to see and update the project-specific milestones.

Additional Milestones for T-56856 X

Records: 9

Refresh Milestones || X Delete Milestones

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

The buttons at the top of the screen let you:

e update the “More Milestones” so that they will include any that have been defined
for the Milestone Template for the Project Type since the project was created
(leaving any manually entered ones in place)

o  delete all the existing milestones under “More Milestones” in one click.

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.

‘Contacts & Addresses

Contact Mame | |ohn Peacock
Contadt Email
Contadl Number

Addltional Contaets
Landlord

Stournead

Wilitshire
Address

P

5ame as Client ADDress
Site Country United KIngdam
Postcode

Lookup Address

Map

Mame -
Acddress

|k

Report Redplert 1

Mame Sve Faldo -
unit 238 & 24
L

Email sfaldo@swift.co.uk

Marne b

Address

Email

Report Cammissioned By | Steve Faloo
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15.

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
the word “account” or “invoice”. 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.

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:

lob1

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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Home lew Proje
m
Project Number T-36856 Contacts & Addresses
e = e A hewalen et
Quotation Ref
Client Qrder Number | 3002083 _
Clien: Project Ref Charge Code
Project Manager Kim Evisan w | | Project Staff Invaiced Amount | 0.00
Site Name/Ref The Mil Q Site Detalls Finance Notes
Project Type Asbestos Survey “ | | Survey Details || Buildings e
Estimated Total Invoice Client Q
Project Value 0.00 .| Fbed Price
Change Log Run Data Valldator Ralse Involce
Status New ~ few 5
Vi ioice: Ralse Credit Note
(External)
Status Notes e
y payments alse Pro-Forma
Involce
Total Current Costs | 0.00
Estimated Man | Estimated Man
Days Days (Write Up)
Change Log
Diary Appointments
Add Timesheet Timesheets
Notes/Other Info
q: ﬁ %, Hotspors Duplicate A« B

There is a Change Log available 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.

& Refer to Section 4.4, Grouping projects together, for further information on master and sub-
projects.
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Ham
Hissanes

Project Number  T-55856 Contacts & Addresses

Client SSWIFT | swaft surveying Q| | 4 New cClient Send Mall Finandials/Planning

e _

Clien: Order Number | 0008083

Client Project Ref

Actions Agreed
Project Manager | KIM EViSOn | | erojece start y
Site Name/Ref The bl Q Site Detallz
Special Instructions
Project Type Ashestos suney v | | survey Details | Buildings
d
Estimated Total
0.00 .| Fixed Price
Project Value Master Project Number
Change Log
Rick Assessment
Status New v
Other Info Import Gther Info.
Status Neres
y scoping Import 5coping
Send Scoping Data to
Handset
2] B | &) Hotspors Duplicate 8« B

The Risk Assessment button lets you view any Risk Assessment details captured on site
using the Risk Assessment app.

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.

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.

& 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.
& 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.
Home
4 Click here to search...
Map
Refresh | Records: 2
Open Projects | Closed Projects | Al
Project Type Client Site Postcode Site Ref Client Project Ref
7DANE e-
r’ T-56521 E{J Rn__sm D U D E::fom-ema Iann':J:';'::ior TFZOFT PPOS9000 Map
10w | Records per page Duplicate Project D
The Duplicate Project screen is displayed.
Duplicate Project X
Project Number T-54277 “
Mumber of copies to be made
Please Note: - will create 1 Projects) based on
the selzcted B ct Number 4
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.

Home

4 Click here to search,

Refresh | Records: 30

Open Projects | Closed Projects | All

Project Type Clent  Site  Postcode SiteRef
SSWIFT
I o’ v T-56856 % D H Swifc The Mill
S Surveying
SSWIFT 10
» 3 Asbestos D U by
" [v|Ts6603 — ] swre oo
SSWIFT
" [V 156602 — D H Switt 6colin o151 30 565656
o Survey Sumeying o5
SSWIFT
I Tses01 Aoz D [ SColn 411308 343434
Survey Sonveyng Gl
SSWIFT
o [ 186600 Ashese D U Switt 4CoIn gt 305 121212
Survey o ng 105

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

- SSWIFT 8
" T-56597 ';3":% D lil Swift Victoria  GU12 6AA 67890
survey Surveying  Gardens
SSWIFT 8
[ Tsesos dshestos D U Swift Victorla  GU126A4 Map 67850
Suvey Surveying  Gardens
SSWIFT 8
" T-56595 ?ﬁ":% D U Swift Victoria 67890
sunvey. Surveying  Gardens
F’E[J'EwDEEC‘f MextLast| 10 w |Records per page Duplicate Multiple Projects

d

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.

Please Confirm

X

T-56

un
2]

=]

. . 56,T-56603,T-5660.
Project(s) to be duplicated

OK

Cancel

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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Home Job List x

4 Click here to search_.

= Ve

Refresh | Records: 3
Open Jobs | Closed jobs | Al
Job Type Client Site  Postcode Site Ref Client Project Ref Order No Status Value
— SSWIFT
I i T-56947 @ Eb 2"’5‘“ D U Swift I:‘ﬁ Map 0.00
2urvey Surveying
SSWIFT 10
e T-56946 Ej Eb ;M D U S Miltan 1,84
urvey ng  Foad
Asbest: 2
» T =, estos v £ -
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10+ |Records per page | Duplicate Project E:

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, both default to “no”.

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:

e 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

e  selecting the “Project List” menu option and:

- entering search criteria to find the required project — if they are not already
displayed, display the search fields by clicking on the “Click here to search”
link

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

)
¥  Survey Quick Start >

€ sales >

& dients >

Type Client site
L M
— SSWIFT
I 5 T-56947 E‘B Eh meT D U Swift The Mill

Surveying

l I — SSWIFT
: «” [ ] Eseess E4 % tbestos [ ) st

Survey

10 Milton
Road

v|Open only surveying
+ New Project » s E Eb Asbestos D U S ol
‘ - = =t Survey curveving Close
Project List -
! = Legionella D U a
Master Project List 7 A Ef Eh Survey (©Q s Innowation

oftwiare Centre

. selecting one of the “Open Projects” menu options which let you list projectsin 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.

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.

Home
_—
Praject Number T-56043 ProjectOpened | 11/04/2018  B| |B|| Dan Darkin v
Client START || Start software Q|| 4 newdlient | Send Mal Quote Produced B (=2 ~
Quotation Ref Order Received B\ = v

Client Order Number Turnaround ~
FanEe ¥  Mare I:C']E:. Due: | 0 | Overdue n
Milestones
Client Project Ref
Report Produced [=l=] v
Project Manager x “ | | Project Staff
Project Invoiced B |= | panparkin v
Site Name/Ref Q Site Detalls
Project Closed B8 = v
Project Type Asbestos Survey ~ | | Survey Details | | Buildings
Estimated Total - e price Resurn Dete hd
Project Value il |l Rt =
Contacts & Addresses
Status v
Financials/Planning
Status Notes
“ | NotesfOther Info
Key Service Risk Rating v
@ B q: b & Hotspots Duplicate || # Open Alpha Draw B« |B

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.

d

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
have been issued and the reasons for the issuing them. Click the “Issue Reason/Log” link
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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.

Report Issue Reason/Log X
Report Issue Reason | Relssue after correcton d
03/08/2022 14:53 Reissue after correction by Kim Evison [v3]

Report Issue Log

Generating a Final Report logs this event in the Report Issue Log. You can also record
reasons for 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
Reasons can be set up by using the “Report Issue Reasons” option under Setup, General.

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
clicking the “Risk Assessment” button on the Notes/Other Info tab of the Project screen.
The details may be displayed on a screen similar to this:

Risk Assessment Type A - N-00367 X
Datz =]
Surveyor w
Assistant Surveyor w

Signature

Additional Survayars

Saverity (5)
Likelihood (L) w
Score
Action Complatzd
e
Saverity (S)
Likelihood (L) R
Score
Hazard
Biological Hazards
Chemicals
Confined/Restricted spaces
Driving
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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 — even a sub-project can itself have sub-
projects.

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

The terms “project” and “master project” 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 — 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. Repeatsteps 3 -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
“Master Project List” option:

1. Select the “Master Project List” menu option and enter search criteria to find the
required Master project.

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

Version 1.31 qurf Page 80
software




ALPHA TRACKER USER GUIDE WORKING WITH PROJECTS

Some Scheduled FullyScheduled InProgress Completed Open Closed Al
Master Project Type Client Master Project Description Master Project Manager Order No Total Value # Total Projects #In Diary # In Progress # Complete # No Access

» son  START . ) , o
| o Q)@ ) returostmencsuvey ® 57, SART Q1 2025 schecute Kim Evison £450.00 3 2(66%) (3% 1(33%)  1(33%) LogCallTask

0 v Recotsperpage  Duplise Maserproea [

The figures displayed for a Master project are made up as follows:
e  Total Value — The sum of all sub-project values.
e # Total Projects — The count of sub-projects.

e #InDiary — The count of sub-projects with appointments in the diary that aren’t
incomplete/aborted and aren’t write-ups.

e  #InProgress — The count of sub-projects with appointments in the diary, that
aren’t incomplete/aborted and aren’t write-ups, that are in the past and where the
sub-project does not have a report produced date.

e  # Complete — The count of sub-projects that have a report produced date.

e  # No Access — The count of sub-projects that have appointments, where all the
appointments are incomplete/aborted with a reason of “No access”.

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-projects displayed in the “Last Milestone” column. The
date on which site work was carried out is also displayed (if the appropriate key
milestone is in use), in the “Completed Date” column.

On the right of the sub-project information, you can also see details of contacts made
for the sub-projects.

3.  You can work with the individual sub-projects or the Master project directly from this
list:

. click an underlined link to open the required project
. read or add a jotter note
e  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.
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4.5 Monitoring projects on the Projects Dashboard

The Projects Dashboard gives a general overview of your projects as well as custom colour-
coding for turnaround times and calculations to indicate whether a project is overdue. It
provides an 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
milestones linked to the system’s key milestones. If you are not using the key milestones,
then some fields will not be updated on the Projects Dashboard.

& 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. Select the “Projects Dashboard” option from the Projects menu.

ErmiPows - = 3

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

o site name

. postcode

It can also display further status information as follows:

. Site Completion Date — The Completion Date from the milestone which is linked to the
key milestone “Surveyor Last Day On-Site”.

. Turnaround — The colour-coded value from the Turnaround field on the project.
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4.6

You can set the colours for the Turnaround by using the “Turnaround” menu option
from the General section of the Setup menu and selecting a colour for each Turnaround
value.

Due Date — The Target Date from the milestone which is linked to the key milestone
“Project Due Date”.

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 — 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
in the Report Produced milestone) then a dash “-“ is displayed. If the Due Date is earlier
than today but the report has not yet been produced then “OVERDUE” is displayed.

Samples Analysed — The Completion Date from the milestone which is linked to the key
milestone “Bulk Samples Analysed”.

If there is no date, then “No” is displayed.

Plan Produced — The Completion Date from the milestone which is linked to the key
milestone “Plan Complete”.

If there is no date, then “No” is displayed.

Report Checked — The Completion Date from the milestone which is linked to the key
milestone “Report QC Checked”.

If there is no date, then “No” is displayed.

No. Samples — The number of survey samples, ie survey data items with an Approach of
“s”.

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

Report Complete — The date from the Report Produced milestone.

Invoice Date — The date from the Project Invoiced milestone.

Project Status — The Status from the project.

Project Status Notes — The details from the Status Notes field on the project.

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
limited version can also be displayed on the Client Portal by using the setting “Show Project
Pipeline on Client Portal”.

& See Section 15.4, What can be seen on the Client Portal?, for details on the Client Portal
version of the Project Pipeline.
On the Project Pipeline each project’s milestones are displayed as a dot.
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.
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. 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 “More” milestones.

To display the Project Pipeline:

1. Select the “Project Pipeline” option from the Projects menu.

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
project type “Survey”), then a Buildings and a Survey Details button are available for you on
the New Project tab to specify details specific to the survey.

Project Number
Client

Office

Quotation Ref

Client Crder Number
Client Project Ref

Project Manager

Site Name/Ref

Project Type

Estimated Total
Project Value

Status

Status Notes

T-56043

START  Start Software Q

q
Asbestos Survey ~
.| Fixed Price
N v

Project Summary Shest

+ New Client

Send Mail

Project Staff || Diary

Survey Detalls

Site Details

Buildings

A

Project Opened | 11/04/2018 || B/ Dan Darkin v
Quote Produced B2 ~
Order Received B = v
Turnaround ~
" \:’:‘i:e: Done: . Due:| 0 Overdue: ﬂ

Report Produced B8 = v
Project Invoiced B||®|| pan Darkin ~
Project Closed 8 =2 -
Return Date v

Contacts & Addresses

Finandials/Planning

Info

28 %®

= (\r—mpms Du:h:ale # Aipha Draw || A Equipment

To set up the additional details for a survey:

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

* B
* B
B

Es e e

Buskdings for - T-56515

X

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 — making sure
that you untick the Included tickbox.

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
“Sub Basement”. You would then need to specify the floor number that equates to the

new floor name.

Buildings for - T-56515

o

] B S8 e s
* 0«
* B -
* B«

[AIEAIES| K

1D ProjectNumber Building Number/RelUPRN  Buiding Name

¢ leflel]e
AIENE] K
< @ & fe

* B~

Click the Submit button to save any new floor descriptions.

* Bs 2
2ZBw

Floar Description Notes Delete

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

4.
5.

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

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

screen.

Survey Details

m 2 Survey Complete

Survey ID 78737

Survey Type Example Management
Lab

Issuing Office

Special

Requirements

Notes to Surveyar

Included / Excluded Areas

Read from Buildings

Included

Excluded

Other Project mport Other
Info Info

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
field. A setting (“Show Survey Issuing Office”) controls whether you can see this field or
not. The field defaults to the project’s office address but can be changed.

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 survey’s 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.

Version 1.31 sfor'l' Page 87
software



ALPHA TRACKER USER GUIDE SCHEDULING PROJECTS

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 Calendars™ 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.

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

6.1

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.

Scheduling a new project

The “Staff Calendar” 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 called “Surveyors” plus two other individuals —
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. Click the “Staff Calendar” menu option on the Resources 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 —
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

Wallboard by using the “UserListSeeWallboard” setting, and some users may see a Wallboard
(Financial) option.

3. Adjust the view on the Calendar by:

e  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

e  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

e  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.

Add/Edit Event X
_ e
Project Number Ciient Duration Event Location -
Q
Bergen | _
Resource Role Team k) N
DanDarkin ¥ Sumor W edulng v
Add other resource CERTY
Event Name/Description
X Horth Ses
Edlnlgun;h
D
United
e . Kingdom 5
et Time End Time L S ™
01/12/2023 09:00 (@| | 01/12/2023 13:00 @ weekend Avaliability I Manchester H
Dublin h =
Ireland ]
Birmingham Amsterdam o
Netherlands
Override Appaintment Value ponden Ay
X : 1
‘Belgium |
Notes Vil —
Luxembc
Go gle Keybeard sharcutz | ap Dok 200 km Lt | Terms
Office Postcade Frevious App
2
TE29FT Routz Route | | who's Nearest?
¥ Confirmed @ CannctMove @ [ | Termative [ Write-up
8«
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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:

e  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.

e  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 the “Add other resource”
link below the Resource. Alternatively, you can create duplicates of the booking once it
is saved by using the “Repeat Appointment” 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.

1AM

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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Add/Edit Event

Project Number Client
N-00163 Q| | Dane Environmental
Resource Role Team

DanDarkin v | | Suneor v

Ad other resource

View

Event Name/Description

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

Other appointments at this site

Override Appointment Value

Notes

01/12/202309:00 (& 011220231300 (& Weekend Availability

¥ [ confirmed @ [ Cannotmove @ [ | Tenmasve @

e

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

gt

(e
Vi

Write-up 322 km, Albout 3 hours 36 mins

northwest toward Priors Gate
rosd

roundabous take the 3rd exit onio Priorslee Ave
ight 2t Castle Farm Way/A4640
o Castle Farm Way/A4640

\ ‘r%h'ef'ﬁ?lﬂ., 3 ¥ ‘

v

Q 6 Atthe roundabout tase the Tt exit onto the MS4 r2mp to Birmingham,
ampton/M6
X 7 MergeonoMst 247km
3
Office Postcode Previous Appt
TR20FT Route Route | | Who's Nearest>
| «

6. Click the Save button to save the appointment details and show the appointment on the

Calendar.

Home | Staff Calendar x Calendar - Dan, Jack, Kim %

4 Decd-Decd 2023

)
2 13 14 15 16 17 [loamg
W 7 B B A
% @ 2 @ W o

Tz 5 4 & 8 7

W os 3 e BF

+ [Dan Dakin s

+ Hack Byrme

EEB

i Evman

0300 - 13:00

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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/ For speed, you can simply click the “New Appointment” option under Diary on the Resources
menu, and then complete the appointment details.

/ If the system prevents you from saving an appointment with a message such as “Sorry, Adam
Dangerfield does not have the relevant qualifications on this date”, then the optional Staff
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. Dragthe 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

Add/Edit Event X
T
Project Number Client Durstien 25 wor Road, Corfe Mullen, Wimbourne, Dorset, BH21 3QF v
N-00163 Q| | pane Emvronmental
-
Resource Role Team Corfe Mullen s QB“’"““’"“ (-

KImEvison v | | Bulkanalyst v | Schedulng W

he Junction S
& Leisul

TR2FT Route Routz | | Who's Nearest?

Start Time End Time

Other appointments t this site 2 Repeat Appolntment

Scheduler

& B - %

v Confirmed @ CannotMove @ [ | Tenttive (3 Write-up

2. Amend any of the displayed details as required.
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3.

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:

e  View Project Details
. View Previous Appointments.

There is also an “Other appointments at this site” 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.

Add/Edit Event

Project Number Client Druration
N-00163 Q| | pane Environmental
Resource Role Team

KImEvison W Bulk Analyst w schedulling

Add other resource

View Project Detalls View Previous Appolntments

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
a late change to an appointment, ie within 24 hours of the appointment’s start time, then an
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
“ABORTED”, 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.

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.

|"|C|:'|'I'F efe? Dare Reason
hd 29/11/2023 05:50 Aborted w

Enter "C':II""I|:I|-E[I': MoEs. P
"

The Event Name/Description of the appointment then has a prefix of “ABORTED” and
the appointment is displayed with a “No Entry” sign on the calendar so that the
appointment is clearly marked as aborted. This is also visible on the appointments on
mobile devices.
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6.3

Mon, Dec 4

09:00 09200 - 13:00

®

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

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

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.

A setting (“ShowAppointmentPicture”) determines whether or not photos are displayed on
appointment event details. You can switch it off if you do not wish to see photos.

To upload a photo:

1. Open the General submenu from the Setup menu and select “Staff” to display the Staff

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 button on the member of staff’s record, browse to and select the

required photo.

m g

Records: 1

Search for: | robin

Current staff only | Ex-staff only | All staff

|l -8+

Staff ID Inactive (Yes/No) Photo Name

7| COies ®ng e Upload | | Robin Bennect

Email Address

robin.bennett@start-software.com

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

The 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.

Appoi Details Map
Resource Role Team e g
| DanDarkin ¥ | v|| v | | Make a suggestion F ,:”_._,
Project Number Client Duration & o i
T.00033 _ . )
Appointment Supgestions for T-00033 x H i
" Mettore 51

Event Location| Mske 3 suggestion by resource or role
Mardol. Shrev % Resource Role g
Event Name/De ‘g
' Date fram G

san :35_!2: -.i'_: urds
Mf Surveyor 1 20 Dateto .q

Surveyor 2 1

Surveyor 3 @ °"
aher appointm

Number of hours required L
StanTime — ~ EAS
|2312|'20|8W OMERVILLE
Shift Value Ovel Sugges ILL
o Bu
Notws | D)
ridge F %
Gooagle >

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
needs to be booked for tomorrow, select tomorrow’s date in both the 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.
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211272018 08:00

[ 211272018 09:00

[ 211272018 10:00

[ 211272018 11:00

211272018 12:00

21/M12/2013 08:00

[ 21M12/2018 09:00

[ 211272018 10:00

[ 211272018 11:00

[ 211272018 12:00

7. Select from the list by clicking 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 — 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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Change Log X
Date Modified - Modified By  Action

28/11/2023 0552 Klm Calendar Edit - Update

20/11/2023 0544 KIm Calendar Edit - Update

28/11/2023 0543 Klm Calendar Edit - Add

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.

Audit Details p4

Records: 2

‘What Changed From To

I Start Time 27/11/2023 09:00 044122023 09:00
End Time 27111/2023 13:00 044122023 13:00

10  |Records per page
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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.  Select the members of staff you want to see on the wallboard by using the “Staff
Calendar” menu option, then click the Wallboard button.

The Wallboard opens in a new tab.

e —— Nov, 2014 [ p——
ANov ZNov 3INov dMNov 5SMov GNov THNov BMov SNow 10 Now 11 Nov 12 Nov 13 Mov 14 Now 15 Nov 16 Nov 17 Nov 18 Nov 19 Nov 20 Nov 29 Nov 22 Nov 23 Now 24 Now 25 Nowv 26 Nov 27 Now 28 Now 29 Nowv 30 Now
. - k
£344 1 H
2 0 1

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.

Nov, 2014

TNov| ZNov| 3Mow ANov | SNov 6Nov | TNow BNow 9 Mow 10Now 11 Now 12 Now| 13 Nov 12 Nov 15 Nov 16 Nov 17 Nov 18 Nov 19 Nov 20 Nov 21 Nov 22 Nov 23 Nov 24 Nav 25 Now| 26 Nov| 27 Naw| 78 Nov 23 Nov 30 Now

B

ar Diary_Appointments_wallboard - Google Chrome - oliEl e

st ™ Project Number Event Name Stan Date Tima End DatsTime. NOTES Dutate

B )
B B
B B

If you are using the Financial Wallboard to show the value of appointments, then how fields
are set on the project has a bearing on how the value is calculated. In particular, this includes
the Fixed Price tickbox, the Estimated Man Days and the time booked in the calendar.
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See the discussion on the Financials/Planning information and the Fixed Price tickbox in
Section 4.1, Creating a new project, for details on how the value of appointments is
calculated.

This means that as you add more appointments for a project, the value of each can change.
However, if you are looking back in time at appointment values on the Wallboard, in
particular back to the previous month or before, then these values become fixed so as to
provide a stable picture. A message on screen indicates when historic information is being
displayed that will not change even if projects and appointments are modified.

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 by using the “Staff
Calendar” menu option, then click the Map button.

Appointment Map X

Diate From Date To

LA
it
I

=
w
[=]
[F
[t}
=1}

Lrj=]
i3}
%}
=
(=

n
T
1

2. Enter the date range of the appointments to map and click Search.

Appointment Map X

ionia) Loy
Leicester
!_ . 3 Peterborough sspinel v
irmingham ° Great
(=)
oCoventry outh
Nonhgmpxon Cambridge
% o
ENGLAND |DS'§'Ch
(Ms0} AT(M) Colchester
o
S Oxfoord luton . EiE
tansea g
2 ; London i1}

) Cordift pristol
a OReading

- = o f ~ant “
({eston-super:Mareo Bath ;l“:' u : L,an%rbur, B¢
w23 (20 3
= @ ; Durr13ki¢ +
South Vowns CGJ?IS ‘, pod
S Bong National'Park = L -
Exeter BouWemouth jA1s ] | ¢
G o[ £ B et
QU9S PO Mayboard shoreuns Map dars 32023 GeoBasis-DE/BKE (£2003), Google  Terms  Reportz map emor
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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.

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 — 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 status of “Not
Allocated” if no Project Manager or Consultant is assigned, or “Allocated Not Accepted”
if a Project Manager or Consultant is assigned.

2. Open the Diary submenu from the Resources menu and select “Allocation Dashboard” to
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.

&

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 — 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)

- OR (amber)

- (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.

The red “Not Allocated” status changes to amber “Allocated Not Accepted”.

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 select “Accepted Allocations”.
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et Name Project Manager Location

START StartSofware  Wandahome New

Froject Type Project Category Order Number ~ Client Project Ref Due Date

sl o

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

05/0242024 Robin Bennett 0510212024

essment START StartSofware 37 OrcharoDrive  WVIG4PO  Map New 110112024 Dan Darkin

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

° Unscheduled

° 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. Select “My Allocated Projects” from the Projects menu. All open projects that have been

allocated to you are listed.

Search

Project Mumber

we 15781

& F P H
5]

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

d

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

Accept — 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 — 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 — 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 another’s behalf

There is one option on the Resource menu that provides an overview of the allocation
process and permits a user to accept projects on another’s behalf. This is the “All Allocated
Projects” menu option. It is only available to users in the Superuser or Administrator user

groups.

To accept projects on another’s behalf:

1.

2.

Select “All Allocated Projects” from the Projects menu.

o o o © © o ® ° © @

B E | |
AP PP I PP R P PP

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. Select “My Projects Not In Diary” from the Projects menu. All open, accepted projects
that do not have any entries in your diary are displayed.

PP PPPR PP PP

2. Review the list and book appointments as required.

3. To book an appointment:

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 — 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.

& Refer to stepsin 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. Select “My Open Projects” from the Projects menu.
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Project Number ClientiD et Name Site Name ProjectType Project Category Order Number Client Project Ref Due Date
From

FrstDiaryDate  +

Map New 1170172024

o202

New 10102023 24710202

o wassss

o weassse

PP PP PP PP PP

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

o Unscheduled

. Scheduled.

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

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. Open the General submenu from the Setup menu and select “Teams” to display the
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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Notes

Home *
Records: 3
I Team Mame
Pl - W Site
I TN : Admin
L 2 scheduling
m Non Working Weekdays
Records: 3
Date From Date To
I B * oo B omnzzos
B « oznens 8 ) oaovzos
O * ooeons B oo
* A« B
* A« ]
* A« ]
10 % |Records per page
* B« -u
* B« <
* B« -u
10w | Records per page

&=
]
&=
]
&
]

Notes

Delete

Delete

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. Open the General submenu from the Setup menu and select “Staff” and assign 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.

Weekday Work

You are not prevented from making the appointment.

5. To help you view appointments for a Team, you can use the “Staff Calendar” menu
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-projectsin 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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& 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. Select “Map Scheduling” from 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.

Home | Map Scheduling x
Import Sites
Choase Client | pane Environmental ~
Choose Master | T.ssggg “  orcreate one MNew Project

Project Number

Loading...
Only create one L 7] e

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

Records: 3
Site Reference Client Order Number Project Value Delete

I B & 200 K123 200.00

B« 200 K123 20000

B ™ 240404 K123 100.00

* B« 0.00

* B« 0.00

* O« 0.00

10w |Records per page Delete All B -«
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)

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

e 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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Shropshire

WV16 488

42 Emerson Road
Poole Dorset
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Asbestos Survey

Kim Evison +
Asbestos Survey +
Kim Evison

Asbestos Survey +

Kim Evison

Obtain details on projects or sites as follows:

. click the project number link on a 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.

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.
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Site Importer

Adam Dangerfield, Dan Darkin

Prev | Mext | Today

Q

Wednesday, December 22, 2021

4 December Today > ar | | Refresh
L 2021
Time Range: 08:00 am - 17:00
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2 2 3 2 3 4
s
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3. Set the parameters for the new appointments by using the sliders to define:

e  the length of the working day

e the length of each appointment.

Site Importer

Adam Dangerfield, Dan Darkin

Prev | Next | Today

Time Range: 08:00 am - 16:00 pm Duration: 2 hours

Q

Wednesday, December 22, 2027

Clear | | Refresh

LI . & . .
A
03&0 b°%¢,(<'\e'
030 #&0

Barm

Sam
10am
11am
12pm

4. If you have multiple members of staff’s diaries 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.
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6.

Continue booking appointments by clicking the plus buttons on the sub-projects in the
order that you want to schedule them.

e mpocter

Friday, December 17, 2021

Q

2 , ' Birmingham m
KON @’ oy o
=2

vvvvv

66.67% Scheduled (273 properties)

Fox's Earth
4The Row Easthope Asbestos Survey
IR heopsire tom Bvson +
TF13 6ow
42 Emerson Road.
ISEN  FookeDorsec ool +

w15 QT

6.10.4 Routing the appointments

When you have scheduled appointments, you can display the proposed route between the
sites on the map to check that it is sensible. You can also get Google to display an optimised
route to compare against your route, and edit the diary appointments if necessary.

1.  Click the Route button below the diaried appointments to plot the proposed route
between the sites, in the order they have been scheduled. The directions are also

displayed in place of the diary

00 1o

B

Manchester @ m
Liverpaolo

e Shea-dd

4 Tne Row Easope Acbestar Sureey
TSR o Eon +

TRIEOW

42 Emerson Road.

Asbeston Survey.

L5660 Pocle Dorset.

BHIS1QT Wim Evison. +
pronn Underha Street Brignonn n‘m—m Y

2. Click Clear Route to return to the diaried appointments.

3. Click Optimise Route to see the route and directions recommended by Google.

4. If you want to amend an appointment, eg to change its time, display the diaried
appointments, then double click on the appointment to display the Appointment Details
screen. Change the times as necessary and save the appointment.
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6.10.5 Send SMS messages to the site contacts

When you are happy with the appointments and routes, you can choose to send SMS (text)
messages to the site contacts, informing them of the appointments that have been
scheduled.

Clicking the View SMS Confirmations button displays the list of messages that will be sent. An
entry is added to the list for each scheduled appointment for sub-projects in the selected
master project, if an SMS has not already been sent for that appointment. When you confirm
the list, the SMS messages are sent.

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

1.  Ensure the required master project number is displayed in the top right-hand corner of
the screen.

Choose Clients Se Clie or Postcode | Enter
Projects

VIgW SMS

Master Project T.58835 -
=Bl ' Confirmations

100.00% Scheduled (3/3 properties)

Clear | Refresh

Fox's Earth
4 The Row Easthope Asbestos Survey
Lez Shropshire Kim Evison +
TF13 6DW
Lasyard House
Underhill Street Bridgnorth  Asbestos Survey
56637 Sheopshire Kim Evison +
WV16 4BB
42 Emerson Road
Asbestos Survey
T-56638 Poole Dorset = +

BH151QT

2. Click the View SMS Confirmations button.

5end 5MS Confirmasions for T-56631 X

9 Send SMS Confirmations | | Cancel

3. Check the list. You can return to the projects or diaries to make amendments to contacts
or appointments as necessary. When you are happy the list is correct, click the Send SMS
Confirmations button.

SMS messages are sent to the site contacts listed. The SMS messages are configurable
using settings, but usually contain the appointment details and a link to confirm, change
or decline the appointment.
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The contact clicks the link in the SMS message to display details of the appointment and
they are presented with three options:

| No - | do not want this work |

Depending on the reply received from the contact, the appointment is confirmed,
aborted or rearranged. A rearranged appointment is marked as tentative as you will
need to check and confirm it. All appointments where SMS messages have been sent are
marked with a new icon:

6.11 ldentifying projects not scheduled

The Projects Not In Diary screen provides an easy way to identify open projects where you do
not have an appointment scheduled in the diary. It is particularly useful for consultancies who
are booking and re-booking large numbers of appointments as you can clearly see the
number of contacts made and planned regarding a project.

To identify projects not scheduled in the diary:

1.

Select “Projects Not In Diary” from the Projects menu. All projects that need to be
scheduled in the diary are listed, including those where a previous appointment existed
but the surveyor could not gain access to the site (ie the Location 000 record was
marked as No Access).

new
1o lIe
o
o

P R T T TR T P P T
1o

The screen includes details to help you make an appointment, such as Site Name, Site
Contact Name, Phone and Email, and Project Notes and Special Instructions to provide
further information.

Use the search fields at the top of the screen to filter the projects. For example, you
might want to display projects for one client only, or for one master project only.

Use the pre-set filter buttons to display projects that:
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. are marked as No Access
. have had no contacts made

. have had one, two, three, four, five or more than five contacts made.

4. Check on previous contact by clicking on the underlined number in the Contacts Made
and To Do columns. The information displays in a window in the middle of the screen.

5. Check on previous attempts to complete an appointment by clicking on the underlined
number in the “Access Attempts” column. The number is the count of the aborted
appointments for the project. Clicking on the number lists the aborted appointments
and their details.

6. If you make contact but are unsuccessful in booking an appointment, log the attempt by
clicking the +Call/Task button.

Log/Call Task for N-13162 »
Action Type Ocan O emait O Linkedin O probiem O Review (lace-to-face] O Review artual O skype O Task O whatsapp
Briceity O righ O Medivn O Low
Log Date 12/05/2025 M| Kim Evison ~

Contact Details
Client Dane Enviranmental Q ozl
- Contact Mame | Karl Mann w
Quotation a
. Contact Phone
Project N-13162 9

Contact Mobile

Contract Q

Contact Email

Contact 2

Contact Name w

Contact Phone

Contact Mobile

Contact Email

Date Due [m] Date Done ]
Assigned Type | InONidual W Completed By v
Assigned To ~

Fill in at least the Action Type, Contact Details, Action Taken and Completed details.

To help with multiple contacts with clients/tenants, you can also log contacts made on
multiple projects at once. Use the checkboxes on the right of the screen to select the
projects to which you want to record the same contact information, then click the Add
Call/Tasks button that is displayed at the bottom of the screen.

7. To schedule an appointment, click the Book Appointment button, enter the appointment
details and save them.
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8. Click the Refresh button to refresh the list so that only projects without diary
appointments are displayed.

Diary Appointments for N-13162 x

Starm

Clear Search Criteria Searcn

Staff Details Seart { End Event Name / Location MNotes Delete

There is a tickbox on the Project Types screen called No Diary Appointments. If this box is
ticked, then projects of this type are excluded from the Projects Not In Diary screen.

6.12

Managing asbestos appointments

Appointments for Asbestos Survey projects can be monitored and managed by using the
Asbestos Appointments screen. This screen helps you keep track of site work. You can, for
example, search for appointments scheduled for a particular date, for a specific member of
staff, see whether data has been synchronised and received in the project, and how many
items have been recorded. You can also see whether the work is complete, report produced
and invoiced.

There is also a useful set of search fields and filter buttons to help you identify the status of
site work. For example, if you filtered the display to show all the appointments for yesterday
and then used the No Data button, you would get a list showing which surveyors had not sent
in their survey data for yesterday. You could do a similar search to find all appointments that
were marked as incomplete or not accessed.

To use this screen:

1. Select “Asbestos Appointments” from the Asbestos section on the Resources menu. All
appointments for open projects are displayed.

5 d [
T 5 g &

oOoooooo0oo0oo0o0o

500
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2. Use the search fields at the top of the screen to filter the appointments as required. For
example, you might want to show appointments for a specific day, a specific client or
scheduled for a specific member of staff.

e  Site Staff tells you which member of staff the appointment was for

e Incomplete Reason indicates whether there was no access to site

. Completed indicates whether data has been sent into the project, the dates that
data was sent into the project are displayed - if there are more than three dates
then “Various” is displayed

e the number columns give a breakdown of the suspect, positive, negative and non-
suspect items.

3. Use the pre-set filter buttons to apply filters to show appointments at a particular status.
For example:

. No Data — to find appointments where no data has yet been synchronised

. Has Survey Items - to find those where some survey items have been recorded

. Overdue not Completed — to find those where the appointment is in the past and
no data has been received in the project

. Completed not Produced — to find those where the site work has been completed
but the report has not been produced

. Produced not Invoiced — to find those where the report has been produced but
the invoice has not been raised

. Incomplete/No Access — to find those appointments marked as incomplete,
including where no access was gained.

4. If you need to check on further details related to the project or appointment, click the:
. underlined Project Number to open the Projects screen
. underlined date to open the appointment
. mobile icon to display the Survey Data screen.
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7.1

CARRYING OUT THE SURVEY

This section contains an outline of how to record survey details on your mobile device using
Tracker Mobile.

It also describes how to view, check and edit in Alpha Tracker the survey details that have
been sent in by your surveyors using Tracker Mobile. When the surveyor has sent in the
results of a survey, these details are immediately available for checking and editing in Alpha
Tracker.

Recording survey results

All open projects are automatically downloaded to your mobile device the next time you
synchronise, usually on a 10-minute cycle.

The process of recording the results of a survey on Tracker Mobile involves the following
steps:

. start Tracker Mobile
. record a survey item
. check items or revise entries

. synchronise.

To use Tracker Mobile to record survey results:

1.  Start Mobile Data Studio on your phone.

2. Tap on the Tracker Mobile project:

You are now ready to start the survey.

3. Tap New Session, complete the survey information then tap Menu and select Finish
Session.

Tip:  You can enter up to eight non-suspect items per sheet (session) and a maximum of one
suspect item. For more non-suspect or suspect items in a room, create additional sheets
(sessions) for the same room.

4. Once you have recorded items, they appear in a list which is displayed after you tap on
Finish. You can review or edit any item on the list by simply tapping on it to select the
item.
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5. To send the data backin:

. from the “list” screen

(=1 kS|
Work Records (i)} h- H_|| W @ 16:46)
Ex Site

i Adam - Perlscope

Send Now

Export HTML...
Mark for Send
Unmark
Synchronize

Lock Columns

e tap Menu again and select Synchronise.

Two checks let you confirm the data you have sent in:

. The first is a confirmation email that you receive summarising the number of items sent
in on a project. You will always receive this email and are advised to keep it in case of
queries regarding the survey data. For example:

From: Alpha Tracker

Sent: 24 June 2014 15:27

To: Kim Evison

Subject: Tracker Mobile data received for A-00002

Project Number A-00002
Surveyor Dan Darkin
Sessions 27

Site Name Lasyard House
Unit ID Judy

Cover Sheet(s) 4

Samples [5] &

Presumed [P] 3

Strongly Presumed [SP] 4

Cross-Referenced [X] 1

No Access Areas 6

Photos 23

Close-up Photos 13

Samples 2 [photo] 1 [photo] 3 [photo] 1 [photo] 2 [photo] 1 [photo] 2 [photo] [photo]

Duplicated Samples

Please keep this email in case of queries about this survey data. Contact your Tracker/Alpha Tracker
administrator if you believe that the information shown here is inaccurate
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7.2

e  The second is the results of AlphaValidator tests run on the data to test for
completeness. AlphaValidator must be enabled on your system for this to be sent. A
subset of the tests enabled on your system is run. The email shows the tests applied
listed in the left-hand column and the results in the right-hand column. All “passes” are
displayed in green and “failures” in red. For example:

alphatracker@start-softw .com Kim Evison 10/05/2018
AT .
AlphaValidator report for T-00004 “
Test Result
[B] Front Page Photo taken? Yes - location 000 record found
[C] All items have buildings? Yes - all items have associated buildings
[E] No duplicate samples? Mo - 1 sample(s) duplicated - $1(x4)

[F] All no access rooms have reasons? Yes - notes recorded in all no access rooms

[G] All items have surveyor and date? Yes - all items have surveyor and date

[H] &ll suspect items have photos? Yes - all suspect items have associated photos

[1] All suspect items have close-up Mo - 6 suspect item(s) with no close-up photo - P2, P1, 51, X1, X1,
photos? X1

[M] All suspect items have sample

No - 3 suspect item(s) without specific notes - X1, X1, X1
notes?

Reviewing survey data

To review the survey details sent in by a surveyor:
1.  Search for the survey project in Alpha Tracker.

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

. entering a key word, project number or client reference in the quick search field at
the top of the Projects menu

. selecting the “Project List” menu option and entering search criteria to find the
required project

. selecting one of the “Open Projects” menu options which let you list projects in a
number of ways.

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

2. Click on the required project number to open the survey project.

Note that you can jump straight to the Survey Data screen by clicking the mobile phone icon
on the Project List.
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Project Number T-56043
Client START || Start Software
Quotation Ref

Client Order Number

Client Project Ref

Project Manager  {Jack Byrne)

Dan Darkin (Surveyor)

Site Name/Ref Vivien Court

Project Type Asbestos Survey

Estimated Total

Project Value 100.00 . | Fixed Price
Change Log

Status New

Status Notes

Project Summary Sheet Project Opened | 11/04/2018 B3| | @ | Dan Darkin v
Q|| # NewCliert | Send Mail Quote Produced 5= v
Order Received B = ~
Turnareund v
Lz Dene . Duet| 0 | Overdue n
= Milestanes
~ | | Project Staff || Diary
Report Produced Bl|= 4
Q Site Details
Project I d Dan Darkin v
v || Survey Details || Buildings rolecE imeies = en b
Project Closed =] A
Return Date v
v
Contacts & Addresses
2 Financials/Planning

] By ) Hotspors

[]) ouplicate || # aipha Draw || £ Equipmens

3.

Survey Details
2- Survey Complete

1 - Survey Setup

Survey ID 78737

Survey Type Example Management
Lan

Issuing Office

Special

Requirements

Notes to Surveyor

Included / Excluded Areas

Read from Buildings

v
v | | Included
v
Excluded
4
Other Project || Import Other
Infa Infa

-

X

4,

Complete”, so click this tab at the top of the screen.

Survey Details
- oo

¥ Choose Task

for other options

Asbestos
Summary

Prota File

Photos\86363 pg

Approved By

[View Asbestos Data | #* Open Alpha Draw

w Date| 20/04r2018 B

Summary & Cover Sheet

Lab Details

Quality Cantrol (QC)

Documents
(click Validate 1o check your data before producing the report)
= Validate || [3Draft [@Final | Version |1 By | Dan Darkin
3 Bulk Certificate version By

X

Click the Survey Details button to open the Survey Details screen.

You will now be working with the second tab on the Survey Details screen, “2 — Survey
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A summary of the data is displayed and also the front-page photo if one was taken under
Location 000.

5. Click the View Asbestos Data button to display the survey data captured for the project.

Survey Data for T-56043 (78737) X

Click here to search.

o

D s Date Bulding  Floor Location LocationDesc Mem  Approach Sample Material TotalScore External Ref
Number

| e o vt 0 o

X
{11}
-]
3
x

There is a row for each item in the survey on the left-hand side. Click on a row to display
its details on the right-hand side. The information displayed includes the following:

e  The location is indicated by a floor number, followed by the location number
(room) and then a brief description of the location. The floor number should be 1,
2, 3 etc, for the floors above ground, O for the ground floor, -1 for the basement
and so on.

The location number should be a sequential number, starting from 01 within each
floor, or as directed by a floor plan, office numbering or other such scheme.

The description should be a brief text description, such as Office or Reception.

e  The No Access tick box is only ticked if no access could be gained to the location,
due for example to a locked door, physical difficulty in gaining access or a Health &
Safety issue.

If this is ticked, the item, material and risk scores etc should be left blank.

No Access records and NAG items are coloured in red on the Survey Items.

. For each of the items inspected, the item and the material from which it is made
are noted, using the appropriate three-letter material code, eg CON for concrete.

e The sampling status of an item is indicated as follows:
- S —sampled
- SP — strongly presumed to be asbestos

- P — presumed to be asbestos
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- PS — previously sampled (used in re-inspections)

- R — removed (used in re-inspections)

- X —same material as another sample already taken.
e The sample number is displayed.

e The extent of the suspected item is described in the most appropriate units in the
Extent and UoM fields, for example 10 and m2.

e The product type, 0 — 3, indicates what sort of material was found.
° The condition —a value 0 — 3, indicates the extent of damage to the item.

e  Avalue, 0 -3, and a description indicate the surface treatment present on the
item.

. If photographs of the item were taken, thumbnail images are displayed in the top
right, and you can preview a large version of the image(s) by clicking on them or by
clicking on the Change Photo button which also lets you select a different photo
from the project folder or to upload a new photo.

e A breakdown of any Priority Assessment scores can be displayed by clicking on the
... button next to the Priority Score field.

You can search the Survey Items screen by clicking Click here to search... in the top left
and then using the search fields displayed.

Survey Data for T-56043 (78737)
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You can also click Show Drilldown to help you filter by building, floor and location
name/number:

Survey Data for T-56043 (78737)

Search

D Building Floor Location Location Description

b & Date Building FI

The underlined ID on each row of data (first column) is an XML link which downloads the
XML file for the item to your PC. You can use programs such as Notepad to read the
original XML data sent in by the Surveyor.

Review the survey data displayed to ensure that it is complete and consistent. If changes
are necessary, amend the survey data by overtyping values or selecting from the drop-
down lists.

You can also run the Data Validator to check survey data automatically. Refer to 10.1,

Checking the survey is complete, for details on automatic data validation.

The options available from the Choose Task button, amongst other things, let you check
the survey data is tidy, accurate and complete by giving you different ways of looking at
the survey data so that you can filter out the data you do not want to work with, for
example you can:

e show only samples (approach S)
. show only suspect items (approach S, SP, P and X)
. display data with large photos and summary data

. display a list of duplicate non-suspect items from which you can amend or delete.

Refer to 7.3, Re-using survey data, for details on the Re-use Survey Data option.

You can also use the Find & Replace button at the bottom left of the Survey ltems screen
to help you make changes to multiple records. This function lets you specify the fields to
be searched (from a fixed list) and makes automatic text replacements.

Save any changes you have made to the survey data by clicking the Save button.

You can export the survey data to an Excel spreadsheet from the Survey Items screen by
clicking the Excel icon at the bottom of the screen.
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Another button at the bottom of the screen allows you to auto-number the items within the
survey. Clicking the Auto Number Items button enters a sequence number in the External Ref
field. You can choose whether the numbers start from 1 or from a custom number. In case
you are using sequential numbers for a client, the highest number used in the External Ref
field across all projects for the current client is shown on the screen. It is also possible to
make the External Ref field more visible by adding it to the Survey Items grid, ie to the left-
hand side of the Survey Items screen. Any existing data in the External Ref field is overwritten
by the auto-numbering.

You can also manually create survey items by using the New button. There are further
buttons to automatically fix the case on certain fields and perform other actions such as
hiding (suppressing) individual rows of data from the report.

Deletion of survey items is allowed by some users. Individual survey items can be deleted or
multiple items can be ticked and all deleted at the click of a button.

Don’t forget to update the status and milestones on the project to keep the project details up-
to-date.

7.3

Re-using survey data

Survey data can be re-used in a number of ways. It can, for example, be sent back to the
original surveyor if it contains a number of errors that need to be corrected. It can also be
sent to a different surveyor, under the same or a new project number.

When survey data is re-used, it is the original XML files that were created on the handset in
Tracker Mobile that are copied — this does not include any survey items that have been
manually added or amended in Alpha Tracker.

To re-use survey data:
1.  Search for the survey project in Alpha Tracker.

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

. entering a key word, project number or client reference in the quick search field at
the top of the Projects menu

. selecting the “Project List” menu option and entering search criteria to find the
required project

. selecting one of the “Open Projects” menu options which let you list projectsin a
number of ways.

& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.
2. Click on the required project number to open the survey project.
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Home Project- T-56043 x
Project Number T-56043 Project Summary Sheet Project Opened 11/04/2018 8| | B || Dan Darkin v
Client START | Start Software Q, | % New Client | Send Mail Quote Produced all= v
Quotation Ref Order Received [=]i=] v
Client Order Number Turnaround -
Client Project Ref "
7 utre Done . Due:| @ | Overdue: u
Project Manager (Jack Byrne) | | Preject Staff || Diary festonss
Dan Darkin (Surveyor) Report Produced all= v
Site Name/Ref Vivien Court Q Site Details
P Ct i iced B | Dan Darkin hd
Project Type Asbestos Survey v | Survey Details || Buildings roject imoice = n e
i Project Closed = v
Estimated Total 10000 ||| Fixed Price roject Close a
Project Value
Change Log Return Date hd
Status New -
Contacts & Addresses
Status Notes
] Fir als/Planni
Notes/Other Info
@ B Hotspors || (] Duplicate || # Alpha Draw || # Equipmen B« B8

3.  Click the Survey Details button to open the Survey Details screen.

Survey Details b4

BT 2 - Survey Complete

Included / Excluded Areas

Survey ID 78737
Read from Buildings
Survey Type Example Management ~
Lab ~ Included
A
Issuing Office hd
Excluded
Special £
Requirements
. )
Other Project || Import Other
Info Info
MNotes to Surveyor
)

g« B

4. You will now be working with the second tab on the Survey Details screen, “2 — Survey
Complete”, so click this tab at the top of the screen.

Version 1.31 sfori' Page 125
software



ALPHA TRACKER USER GUIDE CARRYING OUT THE SURVEY

5.

Survey Details »

Summary & Cover Sheet

Wl Choose Task | for other options

PO {non-suspect) | § [ %

Summary 3 51

OView Asbestos Data | # Open Alpha Draw

Photo File

Photos\86363.jpg

Approved By v Datz 20/04/2018 [

Lab Details

Quality Control (QC)

Documents

(click Validate to check your data before producing the report)

£= Validate [3 Draft [8Fina Version |1 By | Dan Darkin

[BBulk Certificate Version By

B~ B

Click the Choose Task button, select “Re-use Survey Data” and choose the appropriate
option from the Type drop-down list. The options are:

Send handset data back to the original handset(s)

Use this option if you wish to return survey data back to the handset of the
surveyor who originated the data. You might, for example, use this option to return
data that contains lots of errors to the originating surveyor.

If you select this option, there is no other information required.
Send handset data back to a different handset

Use this option to send the survey data received from one surveyor to the handset
of another surveyor. You might, for example, use this option so that one surveyor
can audit or check the entries of another.

If you select this option, then you must also specify the Unit ID of the handset to
which you are sending the data.

Send handset data back to a new handset and project number.

Use this option if you wish to copy the survey data from one project into another
project. You might, for example, want to copy data from one project to another if
the projects are expected to be almost identical, such as for flats in the same
building, or if you wish to audit a surveyor’s work and keep the results in a different
project (eg a “Q” project).

If you select this option, then you must specify both the Unit ID of the handset to
which you are sending the data and the new project number to which it is to be
assigned. You must have already created the new project, which must not be
complete/closed, so that you can select it from the drop-down on the Project
Number field. The following screen shows an example:
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Survey Details X

Summary & Cover Sheet
1 Choose Task | for other options

Select
O Copy Data 1o another Projact Re-Use / Re-Inspection Details
(O Creats Fibre Analysis Please selact the Unit ID the re-inspaction records should be sent to

O Create HazMat Reinspection T -
O Creste Intial Findings Email ype Send handses dats back 1o 2 new handset and project number W
(O Craate Re-Inspaction Project

O Delivery View

O Edit/Viaw Photos. UnitID Kim Evison (Kin) -

O Ediv/View Semples

(O Edit/View Suspect rams

(O Enter Fibre Analysis Project Number | T-56944 v

OExpor: Data

O Get Fram Opandstestos

| rssoas
O Move Data to another Project

O 0pen Alpha Draw

O'Plan Hotspass

O Racsive Data from another Alpha Tracker

(O Receive Re-inspection from anather Alpha Tracker
@ Re-use Survey Data

(O'Send Re-inspection to another Alpha Tracker

nd Re-Inspection XMLs ta Handset

nd Samples to Labs

¢ Survey to anthar Alpha Tracker

e Sameles oo Labs
(OView Sample Overview
OView/Tidy Duplicate Non-Suspacts

ok Cancel

6. Click OK to send the survey data. When the specified Unit ID, or the originating Unit ID
depending on your selection, next synchronises, the survey records will be pushed
down.

The surveyor can then check and complete the survey items as required and sent them back
in. If you are working under the same project number then be aware that the original survey
items are not overwritten but new records are created, so you may need to tidy the survey
data to remove any possible duplicates.
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7.4

Moving data from one project to another

If a surveyor sends data in under the wrong project number, there is a screen you can use to
move the survey data from one project to another.

Please use this option with caution. If you are in any doubt about moving survey items,
contact Start Support for help.

Search for the project that contains the survey data to move and display the Survey
Details screen as described above.

Click the Choose Task button, select “Move Data to another Project” and click OK. A
screen is displayed in which you must define which data to move and where it is to move
to:

Move Data to another Project x

Project Number/Survey ID:  T-56583/80258

Bullding

surveyor/Date (opticnal)
v

Project Mumber

Bullding

Copy XMLs ®ves Ono
Move Photos ®ves Ono
(= el & cancel

Complete the definition of the data you want to move. The current project and survey
number are pre-populated as the source of the data. (You may need to also select the
survey data type — if there is only one option it is auto-selected.) Select the building and,
optionally, the surveyor and date to complete the source details.

Specify where the data is to be moved to. Select the project number and building to
which the data is to be moved.

Set the two further options to specify whether you want the XML files to be copied and
any photos moved to the destination project. These are usually set to “Yes”.

Click OK to move the survey data. A message informs you when the process is complete
and XMLs and photos have been moved.
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7.5 Copying survey data to a new project

It is possible to copy survey data from one project into a new survey project, without having
to send it back to a handset (ie without using the Re-use Survey Data option). Alpha Tracker
creates the new project for you, using the same office letter as the original project.

/ Please use this option with caution. If you are in any doubt about copying survey data, contact
Start Support for help.

1.  Search for the project that contains the survey data to copy and display the Survey
Details screen as described above.

2. Click the Choose Task button, select “Copy Data to New Project” and click OK. A window
is displayed for you to specify whether the data is to be copied into a new or an existing
project.

Copy Data from T-56043 to another Project b4

O Existing Project ® New Project

3. Select Existing Project and select the Project Number, or select New Project if you want
the system to create a new project for the data.

4. Set the two further options to specify whether you want the XML files and any photos to
be copied to the destination project. These are usually set to “Yes”.

5. Click OK to copy the survey data. A message informs you when the process is complete
and XMLs and photos have been copied.
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8.1

ENTERING LAB RESULTS

Any samples that have been taken require laboratory analysis. Lab results can be entered:
. manually against the survey items if you receive summary results from an external lab
. directly as fibre analysis records by an internal lab

° manually against the survey items by an external lab, using a restricted login.

Entering external lab results manually

If you receive summary results from an external lab, when the results are received you must
update the survey with the analysis results.

1. From the Survey Quick Start menu, select step 5 “Enter Lab Results”.

2. Typein or search for and select the required project number.

Choose T-57824 1 oK
Project

3. Click OK to display the list of samples in the project.

4. Use the dropdown on the highlighted yellow Identification field to enter the analysis
results as received from the laboratory.

The Asbestos Type, Material Score and Total Risk Score are automatically completed
according to the asbestos identification selected. If multiple asbestos types are identified
in the analysis, you can either select a mixed identification if these have been set up for
you, or type these in separated by a comma (eg “Crocidolite, Amosite”) — the details
from the highest scoring type are used.

d

Ensure that you tab or click out of the last Identification field before saving so that all the
scores, including those for the last sample, are set.

5. Save any changes you have made to the survey data by clicking the Save button and
then close the screen.
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If you wish, you can also complete further details on the project. For example, you can
complete the Date of Analysis field in the Lab Details section of the Survey Details screen with
the date on which the lab analysis was received. If appropriate you can also complete who
performed the analysis in the Analysed By field and the certificate number in the Certificate
Ref field.

8.2 Entering fibre analysis

If you have an internal lab, then the lab staff can enter the full fibre analysis results directly
into Alpha Tracker. When all fibre analysis results have been entered, the survey must be
updated with the analysis — this is usually set to occur automatically.

1. Select the “Enter Fibre Analysis” option from the Lab menu to display the Enter Fibre
Analysis screen.

Choose Project a oK

2. Type the project number for which you want to enter fibre analysis results in the Choose
Project field and click OK. Alternatively, you can click on the magnifying glass icon and
search for the project if you do not know its number. Use the Select link to select the
required project.

A fibre analysis record is created for each sample in the project if they do not already
exist. The Fibre Analysis screen then opens with a list of the fibre analysis records
displayed on the left, for example:
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/ If your permissions allow, you can also access the fibre analysis records by selecting the “Enter
Fibre Analysis” option from the Choose Task list on the survey. A message informs and stops
you if you do not have the necessary permissions. Alternatively, you could work from the Lab
Project List.

The first record is automatically highlighted and its details displayed on the right, on the
Overview tab. At the top you can see:

. Fibre Analysis Record ID

. Sample No.

. Site Name

e Surveyor’s Assessment (of the material)
e  Survey Date (if applicable)

. Sample Description.

There may also be other location or reference details displayed.

3. Enter the details of the sample in the top section of the Overview tab:

. select a description of the sample size in the Sample Size field. You can also type in
your own description

. select your assessment of the material in the Analyst’s Assessment field — the
number of lab points accrued by analysing a sample of this material is displayed.
Should the sample turn out to be negative (NAD), then two points are accrued

e type your own reference in the Other Ref field if needed

. enter details of the microscope and lens used in the Objective Lens and
Microscope fields (the default selections for the Microscope field can be set for
each member of staff on the Staff screen)

. record your start and end times for both stereo binocular and PLM microscopes in
the four date/time fields.
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There may be other fields present too, depending on how your system is configured, for
example you may have a field for Physical Appearance. The only mandatory field in this
section of the screen is the Analyst’s Assessment.

/ Many of the fields on the Fibre Analysis screen can be renamed to suit how your lab works;
some can also be hidden.

/ If you need to add further information about the material, such as the presence of additional
materials, then record the main material in the Analyst Assessment field and type a
description of any additional materials present in the Reported Comment field which may be
displayed on your certificates if your templates allow.

It is also possible to create compound materials in your Materials List (by using Setup [Lab and
Surveys|Materials) if this better suits your reporting needs.

Alternatively, an Additional Materials field can be displayed to allow the selection of multiple
materials.

4. Select the Analysis tab and record the first set of analysis results on the Analysis 1 tab.
As a minimum, the Analysis field only needs to be completed.

You can enter your analysis results in the following ways:

. If you like to use your mouse - click on the first row, eg Sample Prep, and select a
value from those displayed on the right, eg Grinding. The next row and its options
are automatically displayed.

e Alternatively, click on the square block corresponding to the required option.

. If you prefer numbers — click the Keyboard Mode button (or press Shift+Ctrl+K)
then type in a sequence of numbers to make your selection, eg 41362021 selects
the fourth option on the first row, the first option on the second row, the third
option on the third row, and so on.

. Or, still using the Keyboard Mode, use the arrow keys to navigate to any option
and the number keys to make your selection.

The selected value is displayed in words, showing its number, and also as a visual
pattern. For example:

«

Overview || Analysis

Sarmple Brap 4 Grndng ooomOoono = Ve
T 3 orgeic oomooo P NenesrEr
s s OOEO000 =
| eireringence oooo

Pleschrotsr ooo

Morphology ooo

Appearance 45 Polarises ooooo

The cross allows you to clear the selected values.
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Record any further analyses for the sample on the other Analysis tabs.

'

To allow for the recording of multiple analyses for one sample there are eight Analysis tabs
available. The next in sequence is displayed once you have selected an Analysis/Identification.

Return to the Overview tab and record any comments in the following fields:

. Reported Comments —this field is used for any comments to be included on the
certificate

e Non-Reported Comments —this field is used for any comments that are not to
appear on the certificate

. Standard Comments — if present, this field lets you select from a list of pre-set
comments. These may be set to display on the certificate.

Who performed the analysis and when are entered automatically in the Analysed By and
Analysed Date fields once an analysis is recorded.

The Checked by and Date fields may be completed later when these checks are done or
left to be completed by the blind-checking process.

The Original Analysis and Re-check Analysis fields and the Correct Analysis radio
buttons are not used at this stage; they are only completed if Alpha Tracker’s blind-
checking process is used.

Refer to Section 8.6, Checking analysis results, for details on how to perform the blind checks.

Save the fibre analysis record by clicking the Save icon.

The analysis selected in the Analysis field(s) is displayed in the yellow Full Analysis field
once the record is saved. If multiple analyses for the same sample were recorded, all are
displayed with the following exceptions:

. If the same analysis is recorded more than once, then the duplicate is not
displayed.
. Similarly, a ‘No asbestos detected’ or ‘Inconclusive’ analysis result is not displayed

if there is also a positive asbestos identification made —in this case, only the
positive identification is displayed in the Full Analysis field.

Multiple analyses are displayed in alphabetical order (unless a preferred order is
specified against the Asbestos Types in the Setup menu.)

If you record a negative/NAD result, Alpha Tracker forces you to record a second analysis
of the sample. (However, Australian/New Zealand clients may choose to switch this off.)

Your system may be set up with fibre analysis validation which will display a message
and prevent you from saving an analysis if you have selected field entries which do not
agree with the identification you have selected, eg if you have selected Rl Liquid 1.70
with an Identification of Chrysotile. This is to ensure that your results are consistent.

You can also use the Sub Contracted tickbox in combination with the validation so that if
it is ticked the validation is switched off. This allows users to save just the analysis as
everything else is greyed out. If it is not ticked then entries must follow the validation.
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8.3

‘‘‘‘‘‘

Jysed Date.
|| 1emaznze =] v

If there are any errors in the data, for example, if two NAD analyses are required and
only one recorded, or the data fails validation, then the record is not saved and a
message is displayed at the top of the screen or by the relevant field.

Click the next record in the list on the left to move on to the next sample.

You can see your progress through the samples in the project by reviewing the list on
the left. The identification of each analysis is displayed where one is recorded.

Repeat steps 3 — 8 to record the analysis results of the next sample and continue until all
sample analysis results for the project are recorded.

If there is a discrepancy between the Surveyor’s Assessment of the material and the Analyst’s
Assessment then the system can act in different ways, depending on your procedures and
how Alpha Tracker is set up. It may, for example, simply send an email notification or it may
substitute the Analyst’s Assessment for the Surveyor’s in the survey data.

Setting default fibre analysis settings

There is an optional facility within Alpha Tracker that allows you to back fill fibre analysis
results so that you need only enter the Analysis, eg Chrysotile, and other fields are
automatically completed. If the setting has been activated for you, you can set the default
backfill values for each Analysis and use them to enter results quickly.

To set the default backfill values:

1. Complete the fibre analysis fields as normal, selecting the appropriate values for the
“ideal” or “normal” settings for your chosen identification.
You might, for example, set the following values for an analysis identification of
“Crocidolite”:
. Morphology — Straight
° RI Liquid —1.70
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. First Order Red Tint — Length fast

. Birefringence — Low

. Pleochroism — Blue-grey

. Colour Perpendicular Polariser — Blue
e Angle of Extinction — Straight

. Colour Parallel Polariser — Blue.
2. Select the appropriate analysis, eg “Crocidolite” or “Chrysotile”.

3. Click the Default button that appears above the list of values for the Analysis field.

oo

I 5 Cnrysatlle

A message asks you to confirm that you want to set the default.

4. Confirm the default settings to set the displayed values as the default values.

To use the default backfill:

1. Instead of setting all the values on the fibre analysis, select only the identification in the
Analysis field. For example, select “Crocidolite”.

2. Click the Default button to fill the other fibre analysis fields automatically.

If required, the Default button can be displayed for specific users only by using a setting in the
system. If the setting is blank, then all Lab users can see the button (if it is switched on). If the
setting has usernames entered, only those users will be able to see the button.

To amend the default backfill values:
1.  Select “Lab Backfill” from the Lab and Surveys submenu on the Setup menu.

2. Search for and select the Analysis identification for which you want to amend default
settings.

3. Amend the setting as required by entering the required values in the Field Value field
and save your changes.

You could also delete all the records for an analysis identification so that the next time you
enter the fibre analysis results on the Fibre Analysis screen you can reset the default values by
clicking on the Default button.
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8.4

Updating the survey with results

Updating the survey with the completed fibre analysis results can be done at the click of a
button or it can be automated so that the results pull through into the survey as soon as they
are done. To update the survey manually:

1.  Search for and display the survey project.

Note that when all samples have been marked with an analysis in the fibre analysis table, a
“Samples Analysed” flag is displayed on the Project List to help you identify projects where
analysis is complete.

2. Click the Survey Details button to open the Survey Details screen and display the second
tab “2 — Survey Complete”.

3. Click the View Asbestos Data to display the survey data captured for the project.

4. Click the Load Fibre Analysis button to update the survey items. The following fields are
updated for the sample (‘S’) records and also for the cross-referenced sample (‘X’)
records:

. Identification
e  Asbestos Type
. Material Score.

The Overall Score is also updated, adding the new Material Score to the Priority Score.

5. Return to the Survey Details screen and complete the fields under Lab Details as
appropriate.

The Date of Analysis and Analysed By are automatically updated if they were initially
blank. You can also complete the Approved By Date and Approved By fields if required.

6. Generate the Bulk Certificate for the project samples by clicking the Bulk Certificate
button in the Documents section. When the certificate has finished generating it will be
emailed to you and also available for download by using the Open Document Folder
icon.

Note that your report templates may be set up to include the generation of the bulk certificate
so that you do not need to generate it separately.
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Survey Details
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Approved By ~
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Documents
{click Validate to check your data before producing the report)
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8.5 Entering analysis results by a remote lab

If you use an external lab, then the external lab can enter the fibre analysis results directly
into Alpha Tracker as it runs in a web browser. The external lab will have restricted access so
that they can only enter analysis results, not access other areas of Alpha Tracker, and can only
access projects to which you specifically allow them access.

The external lab will require their own login details. They will then be able to see a list of
projects that you assign to them by using the Lab field on the Survey Details screen.

Survey Details

m 2 suney Complere
Survey ID 70050
Survey Type Exampis Management
Laiby Lab 3

lssuing Office

Specia
Requirernents

Hotes o Surveyor

Included / Excluded Areas.

Read from Bulidings

Excluded

Other Project || Impart Ciher
nifig Info

-

Version 1.31

start
soffware

Page 138



ALPHA TRACKER USER GUIDE ENTERING LAB RESULTS

When logged in, the remote lab see this screen:

’ start

Project Number Site Name Lab

I A-OD018 Adelalde Alrport Lab 3

The remote lab select the appropriate project number and can enter the identification against
the samples in the project (in the yellow highlighted field). All other details are display-only on
the screen.

Close-up Location Materis Sample No. a  Product Type Condition Surface Trestment Description Identification Asbestos Type Material Score Priority Score Total Risk Score

oo PR
office  PVC/ Reinforced Plastics

2 3 5 Crocidolite v

Once the external lab has completed entering analysis results, the results are available in the
survey. And when you complete the Report Produced milestone on the project, it is no longer
visible on the list of projects for the remote lab.

8.6 Checking analysis results

A selection of analysis results is usually checked each day to confirm the accuracy of the lab
analysis. Tracker has an automatic Lab checking system to count points and select samples for
checking. This method enables you to manually select the samples and to record the results.
To check analysis:

1. Select “Lab Check Result” from the Lab menu.

2. Enter the date for which you want to check analysis and click Search to display a
summary of analysis records for that date.
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3.

Search

Date 140272024 5

Refresh
Analyst Summary ETotal Points + QC Points F Samples Over Limit Overlimit Samples Underiimit Samples
G Checked H Required | Marked JChecked K Required LMarked

ASamples Analysed + QC Samples
B Points + QC Points

C 5amples Checked

D Paints Checked

o @ q Select 0 | o

I Dan Darkin S
Samples

[
&
[

Key:

The information displayed summarises work done in the lab, with the points accrued by
each analyst for that date, points from both analysis and checking, and the number of
points/samples that need to be checked.

To the left of the Select Samples button, columns G, H and | show details for overlimit
samples, ie samples analysed over 40 points — how many checks are required (G), how
many samples have been selected for checking (H), and how many checks have been
completed (I). If the number checked is less than the number required, it is highlighted
in yellow.

To the right of the Select Samples button, columns J, K and L show the same details for
underlimit samples, ie samples analysed under 40 points. Again, if the number checked
is less than the number required, it is highlighted in yellow.

Underlimit Samples

] Checked K Required L Marked

Select
samples

=]
=

To manually select the samples to be checked:

. On a row where the Checked figure is highlighted, click Select Samples to display a
list of the samples eligible for checking.

e Tick the samples that you want to select to check:

- when checking overlimit samples, your selections should be made from the
samples that are displayed in red, as these were analysed once the analyst
had exceeded 40 points

- when checking underlimit samples, your selections should be made from the
samples displayed in white, as these are the samples analysed under 40
points.

. Save your selections and close the sample selection screen. You return to the Lab
Check Results screen with an Enter Check Results button now displayed for the
analyst. (The button may be greyed out if your permissions do not allow you to
carry out the check.)

/ Note that you can overselect the number of samples for checking. This means you can use the
Select Samples button at any time to mark samples for checking, even if no checks are
required, allowing you to use the process to check as many samples as you want.
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Underlimit Samples

] Checked K Required L Marked

Enter Check Select
Results Samples

4. Click Enter Check Results to open the screen listing the samples to check.
Enter Check Results x
2efrech | Records: 2
D  Project Number Sample Number Analysed Date
I 5181 T-57756 4/02/202: Enter Check
82 T-57756 2 4/02/2024 | Enter Check
0 w Re er page

Work through each sample in turn.
5. Click the Enter Check button. The Fibre Analysis screen opens with the original analysis

and some other fields blacked out.

Vi . ]
<2 % |z B« X

6. Record your check analysis in exactly the same way as you would for a normal sample

analysis, recording full analysis details using as many Analysis tabs as you need. All

details from the original analysis are hidden.

When you are doing check analyses, the tab numbers follow on from those of the

original analysis and the names display “(Re-check)” after the number.
7. Save your analysis when it is complete.

The Re-check Analysis field is completed with your analysis results. If this is the same as

the original analysis then the Correct Analysis - Original radio button is selected.

If the result is different to the original analysis then the Re-check Analysis is displayed

with a line through it and the Correct Analysis - Dispute radio button is automatically
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selected. An email is sent out to the Lab Notifications email address if the analysis is
disputed.

Your name and the date are entered in the Checked By and Date fields.

If there is a difference in the results, this can either be resolved immediately by selecting
a radio button to indicate whether the original or the re-check analysis is correct, or you
can move on to the next check sample and resolve all disputed analyses in a batch by
using the “Resolve Disputes” menu option.

8. Move on to the next sample until all selected samples are checked.

9. Refresh the Lab Check Result screen to see updated details and to confirm that no
outstanding checks are required.

Search

Date 14022024 5

Analyst Summary E Total Points + QC Points F Samples Over Limit Overiimit Samples Underlimit Samples

G Checked H Required I Marked ) Checked K Required L Marked
ASamples Analysed + QC Samples
B Points + QC Points
€ Samples Checked
D Points Checked

l Dan Darkin 8+0=8 ] ] [ [ . 2 1 [
== = = = Samples = =

8.7 Resolving disputed analysis

If your lab checks result in disputed analysis, where the original analysis and the checker’s
analysis differ, then you can use the “Resolve Disputes” menu option to list all disputed
samples and resolve the dispute. Resolving the dispute means selecting which of the analyses
is to be used as the correct analysis.

1. Select “Resolve Disputes” from the Lab menu to display the Resolve Disputes screen
which lists all samples that currently have the Correct Analysis - Dispute radio button
set.

2. Use the Resolve button to display a summary of the dispute, select the appropriate
radio button — Original or Re-Check — to indicate which analysis is to be used and save
the change.

Home x

Search for:| T-57711 Search || Al
ID  Project Number Sample No. Survey tem ID Analysed By Analysed Date Original Analysis Checked By Checked Date Re Check Analysis

l 6135 T-57711 001 93058 KimEvison 11/10/2023  NAD Kim Evison 01/11/2023  Chrysotile Resolve View Details

D Resolve Dispute - Fibre Analysis

Project Number: T-57711
Sample Number:

Analysed By:
Analysed Date:
Original Analysis:

Checked By: Kim Evison
Checked Date: 01
Re-Check Analysis

Resolution
O original ® re-check O Dispute

o - |
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3.

Alternatively, click View Details to display the full Fibre Analysis details and resolve the
dispute there by selecting the Correct Analysis — Original or Correct Analysis — Re-Check
radio button. Save your changes.

8.8 Searching for lab analysis records

There are two main screens for searching for lab analysis records in Alpha Tracker. You can
either use the Lab Project List option which shows one entry per project, or you can use the
Fibre Analysis Records option which lists each sample individually.

To display the Lab Project List:

1.

Select the “Lab Project List” option from the Lab menu.

Enter your search criteria in the top part of the screen to filter the list. This screen allows
searching by the number of survey samples in a project, so that you can for example set
the filters to show only jobs that have had survey data returned. You can also use the
pre-set filter buttons to display only fully analysed, partially analysed, not analysed or all
projects.

Display the fibre analysis records for a selected project by clicking on the View Fibre
Analysis button.

To display the Fibre Analysis Records screen:

1.

Select the “Fibre Analysis Records” option from the Lab menu.

[ Project Number Sample Number Surveyltem 1D Analysis Analysed By Analysed Date

D~ Project Number Sample No. SurveyItem D Surveyors

6060 T-57399 1 Cem:

P el e @@ @lele @

a
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2. Enter your search criteria in the top part of the screen to filter the list. This screen allows
searching by, for example, sample number, analysis and analyst name.

3. If comments are recorded on the fibre analysis, display them from this screen by clicking
the pencil icon on the right.

4. Display the full fibre analysis record by clicking on the View Fibre Analysis button.

8.9 Displaying a summary of the lab analysis

An option on the Choose Task menu on Surveys displays the Sample Overview. The Sample
Overview gives a summary of the lab analysis for a project.

Sample Overview for Survey - 84116 X

Records: 2

D ProjectNo. LabRef ClientID Site Name Sample No. Surveyitem D Lab Booked InDate Booked InBy Analysed Date Analysed By Points Full Analysis Material Description Reported Comment Non Reported Comment

6161 T-57809

4 12 Acacia Avenue 2 93488 2NV judykey 2 NAD Dust

10w | Records per page

You can also display this summary by selecting the Sample Overview option on the Lab menu.

8.10 Displaying Lab warnings

There is an option on the Lab menu that lets you display a list of all the Lab warnings that
have been issued. Lab warnings include any messages that are displayed on the Fibre Analysis
screen, including:

. number of lab points accrued by an analyst
. warnings when certain point limits have been reached

. logging of a user updating an analysis after it has been saved.

To display the Lab warnings:

1. Select the “Lab Warnings” option from the Lab menu to display the Lab Warnings screen.
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8.11

8.11.1

Points

Clear Search Criteria Search

Records: 4,633

Date Analyst Warning Points

Analysis date changed frem 14/09/2022 12:00 00 am to 14/09/2022

I 15/02/2024  Kim Evison Data Changed By: Dan Darkin
(Fibre Analysis |D: 6066)
15/02/2024 Dan Darkin
12:00 00 am to 27/06/2023

15/02/2024 Kim Evison
15/02/2024 Dan Darki ecord after the analysis has been recorded
15/02/2024 Dan Darkin  User updated record after the analysis has been recorded

Dan Darkin  User updated record after the analysis has been recorded

Dan Darkin  User updat

Dan Darkin

yan Darkin

Dan Darkin

y..- [E182 @ 14/02/2024 17:33 - Dan]

@]

10 w Records per page

2. Scroll through the list or use the Search fields at the top of the screen to see the
warnings that have been issued.

There is a range of settings in the system that allows you to define the points levels to which
analysts work. You can also specify the messages to be displayed when these levels are
reached and send email notifications to a specified email address (“Send Lab Notifications”).
For example, you can set the level 1 points limit at 40 and display a message such as
“WARNING! You have reached 40 points today. You must now have random samples re-
checked” to the analyst when this level is reached. The Lab Warnings screen lets you see and
search warnings logged.

Checking the audit log

Alpha Tracker keeps a full audit trail of changes to the Fibre Analysis screen so that you can
identify who changed what and when. You can access the audit log for a specific fibre analysis
record by clicking the Audit button on the Fibre Analysis screen when the record is displayed.
Alternatively, you can view all audit records by using the “Fibre Analysis Audit” option on the
Lab menu.

Changes made to the "Other Notes", "Trace Analysis" and "Trace Analytical Result" screens, if
you are using these, as well as to the main Fibre Analysis screen are recorded in the audit log.

Inspecting the audit log for individual records

To display changes made to a selected record:

1. Display the required fibre analysis record on the Fibre Analysis screen.
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2.  Click the Audit button in the bottom right corner. A list is displayed.
Audit >
Click here to search...
Date Modified User Record Action Notes
I 14/02/2024 17:32 Dan Fibre Analysis  Edit
14/02/2024 15:54 Dan Fibre Analysis  Edit
10 w | Records per 35g&
This list shows the sessions during which changes were made, who by, when and a
summary of the action.
3.

Click on an underlined Date Modified entry to display full details of all changes made
during that session on the Audit Details screen.

Audit Details b4
Records: 6
What changed From To
I Microscope Set Re-check BBB2
Co Original
Checked By 98
Checked Date 14/02/2024
Analysis 2Analysis Chrysotile
Analysis 2 RI Liquid 1.55

10 w |Records per page

8.11.2 Querying the full audit log

To query the full audit log:
1.

Select “Fibre Analysis Audit” from the Lab menu. The Fibre Analysis Audit screen is
displayed.
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Clear Search Criteria

Date Modified
I 15/02/2024 10:57
15/02/2024 10°-55
14/02/2024 17:34
14/02/202417:32
14/02/2024 1555
14/02/2024 15:54
01/02/2024 10:05
01/02/2024 10:05
16/01/2024 23:16

16/01/2024 23:13

Home Fibre Analysis Audit x
Search
Date Modified
From: To:
a8

Judy

Judy

=]

Project Number

Fibre Analysis ID  Project Number

6066

6121

6182

6181

6182

6181

8174

6174

6172

68172

T-57399

T-57529

T-57756

T-57756

T-57756

T-57756

T-57829

T-57829

T-57829

T-57829

Sample No.

Sample No.
7

50001

1

003
003
001

001

10 w |Records per page

User ID

Record

Fibre Analysis
Fibre Analysis
Fibre Analysis
Fibre Analysis
Fibre Analysis
Fibre Analysis
Fibre Analysis
Fibre Analysis
Fibre Analysis

Fibre Analysis

Search

Action

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

2. Enter search criteria in the fields at the top of the screen and click Search to find the
details you require. For example, enter a specific project number, date range or
username (this is the login username).

3. Click on an underlined Date Modified entry to display full details of all changes made
during that session on the Audit Details screen

Audit Details

Records: 3
What changed To

I Full Analysis Amosite, Chrysotile
Analysis 2Analysis Amosite
Analysis 2 Rl Liquid 167
10 w Records per page
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8.12 Sample tracking

Alpha Tracker includes a sample tracking feature to help you track the chain of custody of
samples. This sample traceability can work in one of two ways, which method is used depends
on system settings:

manual sample tracking

which lists the expected samples (as captured in the survey data) and lets you confirm
and change their location manually

barcode sample tracking
which starts with the surveyor scanning a barcode label when entering sample details to

link the sample and barcode, and then the barcode being scanned at each location to
book the sample(s) into a location.

8.12.1 Using manual sample tracking

When using manual sample tracking, you must specify the locations where you will be
booking in samples. You can then use these locations to book samples in. You can also query
the system to check where samples are located.

Specifying the locations

To specify your locations:

1. Select “Locations” from the Sample Tracking menu, under the Resources menu, to
display the Locations screen.
Home »
Records: 3
Search for: search Al
Location Category Date Active Date Inactive Delete
I Reception W 10Me2022 8 =
Lab Lab L 10/06/2022 M ]
Storage W 25/09/2024 M [}
* v ] =
10w Records per page (5 ] -~
2. Enter details of each location where you will be booking in samples. To add a new
location, type the details into the row marked with an asterisk to specify:
. Location — the name by which you want to refer to the location
. Category — if the location is a lab, select “Lab” from the dropdown. (This enables
the key milestone “Samples received in lab” to identify when samples have been
received)
. Date Active and Date Inactive — you can leave these blank, or specify when a
location is to become active or has become inactive.
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3.

Save any changes to the locations.

Booking samples into a location

To book samples into a location, eg when they are received at Reception, or at the Lab:

1.

5.

Select “Sample Check-in” from the Sample Tracking menu, under the Resources menu.

Home

Location Project Number Sample Number

Additional info Dates

N samples found

Confirm location change

Select the location where you are receiving/booking in samples in the Location field.

Type the project number of the samples in the Project Number field, then click out of
the field or hit Enter to display the samples in the survey data.

Tick the samples that you are receiving. You can tick all at once by using the tickbox in
the header row.

Location Project Number Sample Number

Dates

Collecred: 20108724

Collecred: 20/08/24

Register the samples’ new location by clicking the Confirm Location Change button and
clicking Yes to confirm that you want to make the change.

Checking the location of samples

To check the location of samples:

1. Select “Samples” from the Samples Tracking menu, under the Resources menu.
2. Type the project number of the samples you want to locate into the quick search box
and click Search, or open the search fields and enter your search criteria there.
The location and status of the samples is displayed.
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Home ®

. Search

W
Location Project Numbsr Sample Number

w

Clear Search Criteria Search
Records: 2

Searchfor: T-57916 Search  All

Location  Project Number Sample Number Analysis Status

I Receprion T-57916 001 Not Analysed 00
Reception T-57916 0oz Not Analysed 00
10w Records per pags

3. Click the chain icon to display the history of a sample’s locations. The first location of a
sample is labelled “Surveyor” and this shows the date the sample was taken.

History X
Records: 2
Search for: Search Al
Current Location Old Location When - Whao
I Reception D6/M8/2025 17:07 Kim Evison
Surveyor 20/08/2024 15:16 Kim Evison
10 w Records per page

You can also access the chain of custody history from the Fibre Analysis screen and the Fibre
Analysis Records screen.

8.12.2

Using barcode sample tracking

You can use barcode technology to track and log sample locations so that you can easily
identify where a sample is, for example whether it is with the surveyor, has been dropped at
Reception, received in your Lab or moved into storage.

When using barcode sample tracking, you must specify the locations where you will be
booking in samples, print out barcodes for these, and you must also print out sheets of
barcoded sample labels. The barcoded sample labels are linked to the individual samples by
the surveyor when capturing the survey. You can then book samples into locations by
scanning both the location and the sample barcode. You can also query the system to check
where samples are located.
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Specifying the locations and printing their barcodes

To specify your locations:

1. Select “Locations” from the Sample Tracking menu, under the Resources menu, to
display the Locations screen.

Home ]
Records: 3
Search for Search Al
Barcode Location Location Category Date Active Date Inactive Delate
I (RO AR O e v o o o
0 AT N - L2 v ez O o
0 R Y NI v mooms m o
* w B [m]
10 Recordsperpage  Print Barcodes B «

2. Enter details of each location where you will be booking in samples. To add a new
location, type the details into the row marked with an asterisk to specify:

. Location — the name by which you want to refer to the location

. Category —if the location is a lab, select “Lab” from the dropdown. (This enables
the key milestone “Samples received in lab” to identify when samples have been
received)

. Date Active and Date Inactive — you can leave these blank, or specify when a
location is to become active or has become inactive.

The barcodes are generated automatically.
3. Save any changes to the locations.

4. Print out copies of the barcodes by using the Print Barcodes button at the bottom of the
screen. These can be placed in the locations ready for scanning when you are booking
the samples into these locations.

/ Note that you do not need to create a location for with “Surveyor” as this is automatically
assigned when a sample barcode is first scanned.

Generating the sample barcodes

The sample barcodes can be printed out onto standard Avery labels and given to surveyors
ready for them to attach to their sample bags.
To generate the sample barcodes:

1. Select “Barcodes” from the Sample tracking menu, under the Resources menu to display
the Barcodes screen which lists all barcodes that have been generated.
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2.

Homa

4 Click here to search..

Records: 1,082

Search for: Search Al
Printed Mot Prined Al

Barcode

First Prev 2345678 9 1000109 New

Last

Serial Number

0000000001

0000000002

0000000003

0000000004

0000000005

0000000006

0000000007

0000000008

000000003

0000000010

10 v Recordsperpage  Generats Labels

Location Project Number

Recaption T-56883

T-56004

£.00288

A-00288

Sample Number

Analysis Status

Not Analyssd

Not Analysed

Not Analysed

Not Analysed

Not Analysed

Not Analysed

Not Analysed

Not Analysed

Not Analysed

Not Analysed

Drine 10x3 Labels (Avery 5160)  Print 7x3 Labels (Auery 8160)

Printed

TR % R R B ® 9 ® ®

Mark a Printed

Click the Generate Labels button to create a new batch of barcodes. You are asked to
specify how many barcodes you want to print.

Generate Labels

How many?

Generate Labels

X

Specify the number you require and click Generate Labels.

You might for example create a batch of 30 barcodes and then print them as 30 will fit
on one standard label sheet. The screen displays the new barcodes (as “Not Printed”),
then a print screen opens for you to print the labels.
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Barcode Labels

=  pdf1754.. 1

i ey ST e

0001095 000001056 [

4. Print the labels as required.

When you close the print screen, a message asks if you want to mark the labels as
printed. Do this if all the labels have printed successfully. You could also choose to print
and mark unprinted labels manually at any time after generating them by using the
buttons at the bottom of the screen.

Issue the barcode sheets to your surveyors. The order in which they use the sample barcodes
does not matter as each is unique.

Linking barcodes to samples

Each number on the sheets is unique. Surveyors attach the labels to their sample bags, writing
on the project number and sample number.

In Tracker Mobile, when capturing the details of a sample, the surveyor taps the Sample
Barcode field to open the camera on their mobile device and scans the barcode on the label
to associate that barcode with those sample details.

Item Wall -

Product Type INB Insulating Bo... =

Sample Notes

White debris

Approach

SP P X PS

Sample No 1 v

Sample Barcode

00000822 L

Quantity
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When the data is synchronised and Alpha Tracker receives the survey data, the tracking
against the specified barcode shows the sample as being with “Surveyor”.

Booking samples with barcodes into a location

To book samples into a location you must have set up your locations by using the Barcode
Locations screen to define and print a barcode for each location. For example, you might have
a location for Reception and another for Lab, and have printed copies of the barcodes placed
in those locations.

To book samples into a location, eg when they are received at Reception, or at the Lab:

1. Select “Sample Check-in” from the Sample Tracking menu, under the Resources menu.
Barcode Location Location Serial Number Say Project  Say Sample
O Serial number ‘Additional info Dates.
Confirm location change
2. Select the location where you are receiving/booking in samples in the Location field or
scan in the barcode in the Barcode Location field.
3. Inthe Serial Number field, scan in the sample barcode.
The sample is added to the list on screen, the project number and sample number flash
up on the screen to confirm - and if you have Say Project and/or Say Sample ticked, and
speakers, the system will read out the project number and sample number.
Home Barcode Locations x Scan Barcodes X
Barcode Location Location Serial Number Say Project  Say Sample
Reception v | v v Bulk Scan
0000000822 Project Number: T-56004
Sample Number: 1 Diary.  27/06/22
Confirm location change
4. Register the new location of the samples listed by clicking the Confirm Location Change
button and clicking Yes to confirm that you want to make the change.
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There is also a bulk scanning feature which enables you to record a change of location for a
whole batch of samples in one go rather than individually. All the samples should belong to
the same project. To use this feature, click the Bulk Scan button on the Sample Check-in
screen, record the details by selecting the Location, scanning any one of the sample barcodes
from the project to input the project number, then enter the range of sample numbers and

click Confirm.
Bulk Scan Barcodes »
L: W

Checking the location of samples with barcodes

You can check the location of samples that have barcodes by
To check the location of samples:
1. Select “Barcodes” from the Sample Tracking menu, under the Resources menu.

2. Type the project number of the samples you want to locate into the quick search box
and click Search, or open the search fields and enter your search criteria there.

The location and status of the samples is displayed.

Home »

o Search

Location Serial Number  Project Number Sample Mumber

Clear Search Criteria Search

Records: 2

Search for: T-56004 Search All
Printed Mot Printed All

Barcode Serial Number Location Project Number Sample Number Analysis Status Printed

O O 0 TN A ccooocos Tws Nothraiges < @D

NSRRI coocoocezz oo rsecoe Nousrayses (v @D

100 ~ Records per page Print 10x3 Labels (Avery 5160)  Print 7x3 Labels (Avery 8160)  Mark as Printed
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3.  Click the chain icon to display the history of a sample’s locations. The first location of a
sample is labelled “Surveyor” and this shows the date the sample was taken. Each
subsequent change of location is listed, with the date, time and who carried out the

action.

History »

Records: 3

Search for: Search Al
Serial Number Current Location Old Location When Who

I 0000000822  Lab Reception 19/06/2024 10:40 Robin Bennett
0000000822  Reception 28/06/2022 19:01 Kim Evison
0000000822  Surveyor 28/06/2022 18:42 Kim Evison
10 v |Records per page

'

You can also access the chain of custody history from the Fibre Analysis screen and the Fibre
Analysis Records screen.
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9. USING BULK SAMPLE PROJECTS

There is a type of project in Alpha Tracker called Bulk Sample. Bulk Sample projects are
designed to help you manage large numbers of samples, whether the analysis is handled in-
house or outsourced. Alpha Tracker allows you to work with Bulk Sample projects and to
perform the following tasks:

° create a Bulk Sample project (this is typically an admin task)
. record Bulk Sample analysis results (this is a lab task)

° load the Bulk Sample analysis results into the project ready for the certificate to be
produced (this is typically an admin task and produces the certificates).

9.1 Creating a Bulk Sample project

You create a Bulk Sample project in the same way as you create any other project, ensuring
that you select the Bulk Sample project type.

Refer to 4.1, Creating a new project, for details on how to create a new project.

If the project type of the new project is “Bulk Sample”, then a Buildings and a Samples button
are available for you on the New Project screen to specify details specific to the Bulk Sample
project.

Client

Quotation Ref
Client Order Number
Client Project Ref
Project Manager
Site Name/Ref

Project Type

Estimated Total
Project Value

Status

Status Notes

Project Number T-57851

Project Summary Sheet

IDANE | Dane Environmental Q| | 4 New Client |Send Mail

Kim Evison

Priorslee House

Bulk Sample

0.00 Fived Price [

Change Log
New

~ || Project staf || Diary
Q|| 32567

v || samples | Buildings

Quote Produced
Order Received

Turnaround 24-hour

Report Produced

Project Invoiced
Project Closed

Return Date

Project Opened | 15/02/2024

o oo

L ore Dene . Due
Vilestones

B8

oo

Contacts & Addresses

28 %

o Duplicate

# Equipment

Finandials/Planning

Notes/Other Info

To set up the additional details for a Bulk Sample project:

1. If required, click the Buildings button to display the Buildings screen for the current
project.
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» o+ 3

Enter the details of the buildings included in the Bulk Sample project into the blank rows
marked with an asterisk. One building is automatically set up for you from the site
information. Click the Save button to save the building details and then close the
Buildings screen.

Click the Samples button on the New Project screen to display the Bulk Sample screen.

On the Bulk Sample Setup tab, specify the lab that will be analysing the samples in the
Lab field. By selecting the lab here you are allowing that lab access via their login to the
fibre analysis screens for these samples. Select the blank entry if you are not using an
external lab.

Home Project - T-578571 x ®

2.Sample Setup || 3. Enter Fibre Analysis | 4. Lab Analysis Check || 5. Results | 6. Register

1. Project Setup

Lab: b

ui

Date Samples Received v - 15022004
Booked In By Dan Darkin .

Sampled By Client -

Client Staff Name

2. Project Complete

Date Analysed B Analysed By hd

Date Approved B Approved By ~

In the Date Samples field select ‘Taken’ or ‘Received’ to indicate whether the samples
were taken in-house or were received from a third party and in the adjacent field, type
the date the samples were taken or received as appropriate.

If not automatically displayed, specify who booked in the samples in the Booked In By
field.

Specify who took the samples in the Sampled By field. You can specify “Client” if it was
not one of your surveyors who took the samples but the client who provided them.

Save the Bulk Sample Setup details. The remaining fields are completed after analysis.

On the Sample Setup tab, for each sample supplied, record the sample number, location
and material of the sample in the Number, Location, ltem and Material fields to build a
list of the samples included in the Bulk Sample project.
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Home | Project.T57851 x %

1. Overview

SampleID  Sample No. Location

| B+ o5 oo Entrance Ha
B« o oo Office
B+ uo

B+« o

B« o
B« o
A+ uo
A« Auto>
B+«
B« o
O+« o
B« [ o

* ¥ ¥ X X ¥ X X X ¥

3. Enter Fibre Analysis || 4. Lab Analysis Check | 5. Results | 6. Register

item Description Material Barcode Delete
Serial No.
Ceiling Textured Coating ~
Wall nsulating Board v
~
B «

10. Save the sample details that you have set up.
11. Click on the Enter Fibre Analysis tab if you intend to record analysis results straight
away.
Home Project-T-57851 = »

1. Overview | 2. Sample Setup

Click here to enter fibre analysis: | Enter Fibre Analysis

4. Lab Analysis Check || 5. Results || 6. Register

12. Click the Enter Fibre Analysis button to display the list of samples and begin recording

the analysis results.

Fibre Analysis - T-57851

ds: 2 Refresh

001

ID  Sample No. Analysed By Analysed Date Correct Analysis Analysis

Origina

Origina
riginal

9.2

Recording Bulk Sample analysis results

Analysis results for Bulk Sample projects are recorded in exactly the same way as the analysis

results for Survey projects.

Refer to Section 8, ENTERING LAB RESULTS, for details on entering the analysis results.
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9.3 Loading the Bulk Sample analysis results

When you receive notification that the Bulk Sample analysis results have been recorded, you
can load the results into the project record so that they are available for inclusion in reports.
This task is often an administrative task, not one done in the laboratory.

To load the Bulk Sample analysis results:

1. Search for the required project and display its project details.

2. Click the Samples button to display the Bulk Sample screen.

3. Click on the Lab Analysis Check tab to see the summary of the analysis.

Home Project - T-57858 x ®

1. Overview | 2. Sample Setup || 3. Enter Fibre Analysis [LHE 0 PR G EY 5 Results | 6. Register

Records: 2

D Sample No. Full Analysis Analysed By Analysed Date  Checked By Checked Date
I 6185 001 Chrysctile Dan Darkin v | 21022024 B Dan Darkin v 21022024 B
6186 002 NAD Dan Darkin v | |21/02/2024 B | Dan Darkin v | | 21022024 B

10w |Records per page

4. Click on the Results tab to display the lab results with the appropriate boxes ticked for
each sample. If they are not displayed, click the Load Results button.

Home Project - T-57859 x x

1. Overview | 2. Sample Setup || 3. Enter Fibre Analysis | 4. Lab Analysis Check n 6. Register

Load Results Version Issue Reason/Log
Generate Certificate Produced By v
Sample ID Actinolite Amosite Anthophyllite - Chrysotile Crocidolite Tremolite
Negative
001 v
002 o

Submit || Cancel

5. On the Results tab, click the Generate Certificate button to produce the Bulk Certificate
report for the Bulk Sample project.

Depending on your system setup, there may be restrictions on who can generate
certificates and when, eg only when the analysis has been approved, or on who can
amend certain fields and when.

The Issue/Reason Log link opens a dialog in which you can record details of reasons for
reissuing certificates.

/ Don’t forget to update the status and milestones on the project to keep the project details up-
to-date.
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9.4 Receiving bulk samples via the Client Portal

If your Alpha Tracker is set to allow clients to log bulk samples via the Client Portal, then there
is a process to follow to accept the samples.

An email notification is sent when a client has submitted some bulk samples via the Client
Portal. To receive this, your email address must be in the setting
“emailAddressForClientSubmittedSamplesNotifications”. You can then accept these projects
and analyse them as normal.

1. Select “Pending Projects” from the Projects menu to display the screen that lists all auto-
created projects from samples submitted via the Client Portal.

These projects display a Sample Status of “Pending” in grey. The list tells you the
projects for which you are expecting to receive physical samples.

[
P P B B P P P PR
TTITTTITT

2. When you receive the actual samples, click the Accept Project button to accept the
project.

An email is sent to the address specified in the setting
“emailAddressForClientSubmittedSamplesAcceptedProjects” to indicate that the
samples are ready for analysis. If no email address is specified, the email is sent to all
members of the Lab group and the client’s Account Manager.

If the project has a milestone linked to the Key Milestone “Samples received in Lab”,
then that milestone is updated. The Sample Status is updated to “Samples Received”.

3. Analyse the samples and record the results as usual.

Note that if your clients can log samples via the Client Portal then they will also be able to
view analysis results by using the “Review Samples” menu option.
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10.

10.1

PRODUCING THE SURVEY REPORT

This section describes how to generate a survey report in Alpha Tracker once the survey data
has been entered and the lab analysis completed. It also explains how to locate reports you
have created, and to review and edit the contents of the report.

There is also a section on how to share the survey data with other Alpha Tracker systems.

Checking the survey is complete

Before producing the report you should check that the survey data is complete and valid.
With one click Alpha Tracker can perform a set of automated checks on surveys to ensure that
obvious points are checked.

The checks made are determined by a system setting which lets you run either the full set or a
selection of them. There are also certain checks that are determined by the survey type (0-9).
These can be run in addition to the specified set and are linked to the Survey Type so may be
client-specific. Contact Start Software if you would like to change the set of checks that run.

The standard (full) set of data validation checks consists of:

. [A] Data present? — Checks that survey data has been sent in. Provides a count of the
number of data items present.

. [B] Front Page Photo taken? — Checks whether a record with location 000 is present.
. [C] All items have buildings? — Checks that a building has been selected for each item.

. [D] All samples analysed? — Checks that analysis results are present against each
sampled (S) and cross referenced (X) item. Identifies those without analysis.

. [E] No duplicate samples? — Checks whether sample numbers have been used more
than once. Identifies the duplicated samples.

. [F] All no access rooms have reasons? — Checks that the Notes field contains text on
items where the room is marked as No Access. Identifies those without notes.

. [G] All items have surveyor and date? — Checks that all items have both a surveyor and
survey date recorded.

. [H] All suspect items have photos? — Checks that a photo is present on all items where
an approach (S, P, SP, X) is entered. Identifies those without photos.

. [1] All positive samples and presumeds have recommendations? — Checks whether an
entry exists in Recommended Action for sampled (S and X) items with a positive analysis
and for presumed (P and SP) items. Identifies those without a recommendation.

. [J] All suspect items have close-up photos? — Checks that a close-up photo is present for
all items where an approach (S, P, SP, X) is entered. Identifies those without close-up
photos.

. [K] All presumed or confirmed items have material scores? — Checks that a material
score is present for all items with an approach of P or SP and for all items with an
approach of S or X that have a positive identification. Identifies those without a material
score.
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[L] All presumed or confirmed items have priority scores? — Checks that a priority score
is present for all items with an approach of P or SP and for all items with an approach of
S or X that have a positive identification. Identifies those without a priority score.

[M] All suspect items have sample notes? — Checks that the Sample Notes field has
been completed for all items where an approach (S, P, SP, X) is entered. Identifies those
without sample notes.

[N] All samples and x-refs are numbered? — Ensures a sample number is present for all
items with an S or X approach.

[O] Asbestos types are consistent for all materials? — Reports if a material is present in
the survey data with more than one asbestos result, for example if Textured Coating
items are present with both Chrysotile and NAD results.

[P] Single location name per location number? — Checks that a location number hasn’t
been given more than one name.

[Q] All no-access rooms have notes/reasons? — Checks that the Notes field contains text
on items where the room is marked as No Access. Identifies those without notes.

[R] Drawing files exist — Checks whether drawings have been uploaded for insertion into
the report.

[S] Certificate files exist — Checks whether plans have been uploaded for insertion into
the report.

You can run these checks either from the Survey Details screen or in a more interactive
fashion from the Survey Data screen using the hi-tech Alpha Validator.

All validator checks are advisory only, so you can decide to accept or ignore “failures” and still
continue to produce a report.

10.1.1 Validating from Survey Details

To validate survey data from Survey Details:

1. Search for and display the survey project.

2. Click the Survey Details button to open the Survey Details screen — or click the
underlined Project Type for the project on the Project list screen. The Survey Details
screen is displayed, for example:

Survey Details b4
2 - Survey Complete
survey ID 84042 included / Excluded Areas
Read from Buildings
Survey Type hd
Lab w ncluded
P
ssuing Office Testing hd
Excluded
Specia e
Requirements P
D1 Project mport Othes
Notes to Surveyor : Infe
¥
O« B
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3.

Click on the “2 — Survey Complete” tab to display it.

Survey Details x

Ml Choose Task | for other options

Asbestos (non-suspect) | No Access P 51X

Summary [ 1 111 positive) [ 2] 1

[ View Asbestos Data || # Open Alpha Draw

fiie i

Photo File

Photos\93209 jpg

~ Date B| | sign offreport

Approved By

Lab Details

Quality Control (QC)

Documents

(click Validate to check your data before producing the report)

§E Validate [3 Draft [5Final Version |1 By

[B Bulk Certificate Version By

0«3

Click Validate to run the validation checks. These checks can also be set to run
automatically when you request a report.

A message informs you when the checks have completed. Click OK to close the message.

The validation results are displayed.
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Documents
Test Result
[A4] Dats Pressnt? Yes - 12 item(s) in total
[B] Front Page Photo taken? Yes - photo for location 000 found
[C] All items have buildings? Yes - all items have associated buildings
[D] All samples analysed? No - 3 sample record(s) with no analysis - 51, 52, X1
[E] No duplicate samplas? Yes - no samples duplicated
[F] All no access rooms have reasons? Yes - notes recorded in all no access rooms
[G] All items have surveyer and date? Yes - all items have surveyor and date
[H] All suspect itams have photos? Yes - all suspect items have associated photos
[1] Al positive samples and presumeds have Yes - all ashestos samples and presumed items have
recommendations? recommendations
[J] All suspect items have close-up photos? Yes - all suspect items have close-up photos

[K] All presumed or cenfirmed items have

material scores? Yes - ashestos items have material scores
terizl scores

[L] Al presumed or confirmed items have priority Mo - 1 ashestos item(s) with no priority score - P
scores? Chrysotile [93200]
[M] All suspect itemns have sample notes? Yes - all suspect items have sample-specific notes

Yes - all samples and x-ref items have sample

[N] All samples and x-refs are numberad?
- numbers

)] Asbestos types are sis
[0} Astestos types are consistent for all Yes - materials have consistent lab results

materials?
[P] Single location name per location number? Yes - locations are correctly named
[Q] All no-access rooms have notes/reasons? Yes - all no-access rooms have notes/reasons
[R] Drawing files exist? Mo drawing files exist
[5] Certificate files exist? No certificate files exist
[T] All suspect items have Product Type scores? Yes - all suspect items have scores

U] All suspect items have Surface Treament .
(U4 P Yes - all suspect items have scores

scores?
[V] All suspect items have Condition scores? Yes - all suspect items have scores
[W] All suspect items have Asbestos Type scores? Yes - all suspect items have scores
[X] All suspect items have Extent? Yes - all suspect items have Extent
i= Validate (4 Draft (4 Final Version |1 By
[B Bulk Certificate Version By

The tests applied are listed in the left-hand column and the results in the right-hand
column. All “passes” are displayed in green and “failures” in red.

A data_check.htm file is created and stored in the project folder each time you run the
validation checks. This is backed up and renamed _1, _2 etc like other generated files to
provide a history of data validation checks run.

5. If there are any red results from the validation check, display the survey data and correct
as necessary. The text of the results should indicate the problem record(s).

6. Re-run the data validation checks until you are happy the survey data is complete and
the report is ready to be run. The validator checks are advisory only, so you can decide
to accept or ignore “failures” and still continue to produce a report.

10.1.2 Validating from Survey Data

The new hi-tech Alpha Validator feature works from the Survey Data screen to help you
ensure that survey data is properly complete as you are checking/editing the data. It also
saves you from having to return to the Survey Details to re-run validation after making
changes.

If you want this validation to run automatically whenever survey item changes are saved, then
the setting “Should Alpha Validator automatically run after each Survey ltem is saved?” needs
to be set to yes. Alternatively, you can run the validation on saving data for a particular
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project, or completely manually, by clicking the new buttons in the bottom right of the Survey
Data screen.
To validate survey data from Survey Data:

1.  Search for and display the survey project data. For example, search on the Projects List
then click the mobile icon to jump directly to the survey data for this project.

2. Click the Validate button at the bottom of the screen to run the validation manually.

—

Any fields with an issue are outlined in red, as well as the green and red validation
results being displayed. In this example, the selected record has no Identification:

I~ Dute By Poor Location Leataon Dese Mem  Aperoach Sample Matersd TowlSeore Extersad el
‘ 4
Nurmber J

all susigrect it hivs isociated photcs
al

T T -——

i

aten tiems b mstusial e

GEGOEEGEE

all susiguect s hinms strrpia-spuaific notis
i b sirrh rrmibers

FE 7|

% vaian s [ |[i=] @ || | 3¢

all susigrect i hivs o

all susigrect i hivs s

ilelelilelz]z

all susigrect s b Extiast

In addition, you can see that other records require your attention as they are marked
with a red validation icon as having failed this validation in the list so that you can easily
identify the records that need fixing.

For example:
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Click here to search. .

ID « Date

93198 06/11/2023

i
§

06/11/2023

g

1 09/11/2023

o
lgu
=

08/11/2023

i
"
i
o
i

08/11/2023

E

09/11/2023

.§u

00/11/2023

k=

:

08/11/2023

o
o}

207 109/11/2023

Arst Prev 1] 2 of 2 Next Last

=+ New | | Load Fibre
X Itemn Analysis

Suspect ltems | Non-Suspect

Show Drilldown | Refresh Records: 12

Items | All
Building Foor Location Location Desc Item
Farley Gate O 003 office Floor X

Farley Gate 0 003 Office Ducts. B
Farley Gate O 003 Office celling
Farley Gate O 003 office wiall
Farley Gate O 002 Corridor celling s
Farley Gate 0O 002 corridor wiall
Farley Gate O 002 Corridor Floor
Farley Gate 0 001 Reception Floor s
Farley Gate O 001 Reception celling
10w |Records per page
Auto Case-fix | | Case-fix Find & | | Fix Photo
MNumber tems Locations | | Replace | | Flenames

Hide
Unhide

Approach Sample

Number

Material Total Score External Ref

CON

INE

BR

CON

Delete
Selected

4 A
o
o
QR Code Edit
Labels Bulldings D

3.
4.

validation will now re-run.

Tick the Validate on save? button.

10.2 Generating the survey report

To generate the survey report:

1.  Search for and display the survey project.

Make changes to the data to correct the issues. Whenever you save the data the

2. Click the Survey Details button to open the Survey Details screen — or click the
underlined Project Type for the project on the Project list screen. The Survey Details
screen is displayed, for example:

Survey Details

1 - Survey Setup
Survey ID
Survey Type
Lab
Issuing Office

Special
Requirements

MNotes to Surveyor

2 - Survey Complete

84042

Example Management

Included / Excluded Areas

Read from Buildings

v
~ Included
v
Excluded
£
Other Project
Info
£

mport Other

Info

3. Click on the “2 — Survey Complete” tab to display it.
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Survey Details >

i Choose Task | for other options

(mon-suspect) | No Access P 51X

Asbestos

S ry
Summary

[ View Asbestos Data || # Open Alpha Draw

Photo File

Photos\93209.jpg

Approved By w Date B|| sign off report

Lab Details

Quality Control (QC)

Documents

(click Validate o check your data before producing the report)

= Validate [5 Draft [8Final

[ Bulk Certificate Version By

0«2

4. Ensure all required details are present for the project. For example:
. Summary & Cover Sheet
- ensure summary details are present showing that results have been entered

- Front Page Photo and Photo Filename should show the filename of the
photo you want to appear on the front page of the report

- Approved By and Approved By Date should show the name of the member
of staff who is authorising the report and the sign-off date (depending on
your procedures you may not complete this until a draft report has been
authorised). If the “Sign Off Report” button is present you can use this to
complete both fields. Security settings restrict the use of these fields and
button to users in the Superuser and Quality groups. Furthermore, only the
names of users who are in the Quality group will appear on the dropdown list
on the Approved By field (although the Surveyor’s name may also be added
to the list if the Survey Type is set up to allow this).

It is possible to configure your Alpha Tracker so that entering a date in the
Approved By Date field prevents the production of any further reports for the
project. A system setting controls whether document production is stopped. If it is
switched on, the Produce Report buttons are greyed out when a date is entered.

e Lab Details

- Date of Analysis — the date on which lab analysis was received

- Analysed By — who performed the lab analysis

- Certificate Ref — the reference number of the certificate if appropriate
e  Quality Control

- Quality Control Date, Name and Notes if appropriate.
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You can also check the survey data is tidy, accurate and complete by using the options
available from the Choose Task button. These options give you different ways of looking
at the survey data so that you can filter out the data you do not want to work with, for
example you can:

e show only samples (approach S)

. show all survey items

e show only suspect items (approach S, SP, P and X)

. display only photos

e  display a list of duplicate non-suspect items which you can amend or delete from.

5. Click the Draft or Final button to begin document generation.

The difference between the Draft and Final buttons is in the naming of the filename. The
draft report has “DRAFT” at the front of the filename so that it is clear that this file is a
draft report and this also prevents the file from appearing on Tracker Web Server by
mistake.

Draft status can easily be removed from a file by clicking the “Remove Draft Status”
button on the Documents list.

The naming of the filename can be controlled by system settings to include the project’s
site name and/or the survey type.

Note that validation may be set to run automatically when you request a report. Also, if
the Draft and Final buttons are greyed out, you should check that you have selected a
Survey Type for this project on the “1 — Survey Setup” tab. The Survey Type is needed to
determine which template to use when generating the report.

6. When the report has been generated you will receive an email notification with the
report attached. The report document and PDF will also appear in the Documents list
which you can view by clicking on the Open Document Folder icon.

/ You can produce the report any number of times. All previous versions are saved as numbered
backups.
/ While the normal process is to produce one report when you click Draft or Final, it is possible

to set up the system to generate more than one document. To do this, multiple report formats
are specified against a Survey Type as a comma-separated list. One document request is
created for each report format, and these can each have a friendly name so that you can
distinguish them.

10.3 Viewing and editing the report

When a report has generated, you receive an email notification which has the report as an
attachment. The report is then also available for download to your PC from the Documents
folder. You can edit the downloaded report and, when it is complete, upload the report again.

You can also upload other documents to the project folder such as certificates and drawings,
automatically storing them in the correct subfolder. And a Delete button lets you delete files
that are no longer required from the project folder.
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To view and edit the report:

1.

3.

4,

Search for the survey project.

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

If you wish, click on the required project number to open the survey project.

entering a key word, project number or client reference in the quick search field at

the top of the Projects menu

selecting the “Project List” menu option and entering search criteria to find the

required project

selecting one of the “Open Projects” menu options which let you list projectsin a

number of ways.

Project Number Project summary sheet ProjectOpened | 08/11/2023 B | m hd
Client Swdft Surveying Q|| 4 New Client | Send Mall Quate Produced B = v
Queration Ref Order Recaived B = v
Client Order Number Turnaround v
Cliant Project Ref —
Mare Dc“e:. Due:| © | Overdue: n
- Milestones
Project Manager | KIM Evison v || eroject st | Diary
T Repors Produced | 16/11/2023 B | 2| Kim Evison v
Site Name/Ref Farley Gate Q Site Detalls
Project Type Ashestos Survey | | Survey Details || Buildings show on web [v| @
Estimated Total —
ed price Project Invoiced B = ~
Project Value 000 Fixed Price ]
Change Log Project Closed B = v
Status New v
Return Date ~
Status Notes
“ | contacts & Addresses
Finandials/Planning
Naotes/Other Info
ElENE B8 | Hosposs Duplicate || # alphs Draw | £ Equipment 8«8

Display the Documents by clicking the yellow Open Document Folder icon at the bottom

of the Projects screen or on the appropriate row of one of the list screens.

T-57753 - Documents X

Upload files to (main folder) -

'Drop ﬁles to upload

(or click)

Last Modified @

Filename size Created

: o 20240222 20240222 Delete

Fj dsts_sheok ht e elete
B cate_checkbim - A 1518 151

R — L 20231108 2023-1108 Delete
dels checklimbeciua 1 - S20KE g9 16:39

Find and click on the underlined project report that you want to review. The document
is downloaded to your PC.

A search field at the top of the Documents screen helps you quickly find the required
files. Simply type part of the filename in the Search field to filter the list.
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You can also sort the displayed files by using the blue sort buttons at the top — clicking
twice on the Modified button, for example, puts the latest document at the top of the
list.

Files that can be previewed display a small magnifying glass next to the filetype icon —
click on this to preview the file without downloading it.

Filename Size Created Last Modified | ‘i’
B 1ear 2015-02-04 2015-02-04 Delete
1=/ 46353 jpg 13396 10:07 10:07

2015-02-04 2015-02-04 Delete
[ data_checkhim 3334 EHeE e
data_check htm backup 3334 531555'02'04 5[911555-02-[]4 Delete
B 00532 e-Innovation Centre Example 180736 2015-02-04 2015-02-04 Delete
Management Survey Report doc 11:36 11:36
« I8 N-00532 e-Innovation Centre Example 367788 2015-02-04 2015-02-04 Delete
Management Survey Report.pdf 11:36 11:36

You can also download all files in a folder in one go as a ZIP. Click the red button in the
top right-hand corner of the document folder to start the all-files.zip download to your
PC. There is a setting that lets you choose whether subfolders are included in or
excluded from the downloaded zip file.

5. Open the report in Microsoft® Word on your PC and edit the content as required.
6. Save the amended report and PDF it if required.
7. Upload the amended report.

In the Document folder:

° Ensure Upload files to is set to the correct destination. By default, it is set to the
main folder, but if you want to upload files to a subfolder you must select the
subfolder here.

e Scroll down to the bottom of the files listed in the Document folder until you reach
the Drop zone — this may be positioned at the top or the bottom of the folder.

. Either click in the Drop zone and browse to the files to upload, or drag and drop the
files onto the drop zone.

/ Don’t forget to update the status and milestones on the project to keep the project details up-
to-date. In particular, it is important to enter a date in the Report Produced milestone when
the final version of the report has been produced. A Show On Web tickbox is then available.
When ticked, the project and its reports become available on the Client Portal.

10.4 Uploading reports and other files

Uploading documents to the project folders is straight forward. You need only select the
destination (main folder or a specific subfolder) and then browse to, or drag and drop, the
files to upload.
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If you save certificates and drawings as *.jpg files and store them in the automatically created
subfolders (eg Certificates and Drawings) it is possible for these files to be inserted
automatically into your reports. Single-page drawings and certificates can also be uploaded in
PDF format without needing to convert them to JPG first. If you do not use the named
subfolders, make sure that the filename contains the word “drawing” or “certificate” for them
to be recognised. It isn’t possible to mix and match file-types and the system will look for
PDFs before JPGs. So, if there is one PDF drawing the system will not look for any JPG
drawings. You could use JPG certificates however in the same document (as long as there was
not a PDF certificate).

To upload files:

1. Open the project for which you want to upload a file.

2. Click the Open Document Folder icon at the bottom of the Project screen to display the
files linked to this project. (This folder is also accessible from the Project List and the
Survey Details screen.)

f

3. Ensure Upload files to is set to the correct destination. By default, it is set to the main
folder, but if you want to upload files to a subfolder you must select the subfolder here.

T-57753 - Documents X

Upload files to  (main folder) ~

"Drop ﬁles to upload

(or click)
EEN KR EETE
Filename Size Created Last Modified w
B daia check 5 20260222 20240222 Delete
i dats_check htm 3 saoke 202 2024
o 20231108 20231109 Delete
ol - BAKE Gpz E

4. Scroll down to the bottom of the files listed in the Document folder until you reach the
Drop zone (this may also be positioned at the top).

5. Inthe Drop zone, use either of these methods:

. click in the Drop zone, which opens a file selection window, and browse to and
select the files to upload

. open File Explorer, browse to the files you want to upload then drag and drop the
files onto the drop zone.

You can make use of subfolders in the project files if you wish. For example, photos can be
made to drop automatically into a separate subfolder. To do this you need the “Photo
Subfolder Name” setting to specify the name of the subfolder and for this also to be specified
in settings.xml in Tracker Upload Manager. The photos are dropped into the subfolder when
new data is processed from Tracker Mobile.
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You can also specify a list of project subfolders to be automatically created by using the
“ProjectSubfolders” setting.

If you upload a file with the same filename as one that is already present in the document
folder, the original is backed up automatically.

10.5 Emailing files to your clients

You can choose how you send the final reports to your clients. For example, you might want
to attach the PDF of the report to a standard email that you send from your Outlook account,
or you might choose to use one of the Alpha Tracker features to:

e email the PDF directly from the Document folder
° automatically email the PDF directly to clients.

10.5.1 Emailing files from the Document folder

You can email files from the Documents folder directly to your clients or to yourself by using
the envelope icons. You can do this from the Document folders on quotations and on
projects.

. Documents - T-57717 X

Upload files to {main folder) -

"Drop ﬁles to upload

(or click)
T T

Filename Size Created Last Modified w

LI T57717 - Swit House - 57241 2023-10-11 2023-10-11 Delete
Example Management (lssue - ~ e 523 1523 B
Tipdf h

5:33

. 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 Email to Me button. The email is sent
immediately.

*‘I

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

!ﬁ
A window is displayed allowing you to choose who the email is to go to and to type a
message.
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Documents - T-57717 X

Send to client
Email Ta
cc

Subject Asbestos Report

Bady slease find your report atached

The Email To and CC fields let you select from the Report Recipients or to type in an email
address. Tick the CC me box to automatically send a copy to yourself too. If you are using
Tracker Filer, simply enter your Tracker Filer email address in the setting “Tracker Filer Email
Address”, so that a CC Tracker Filer tickbox also appears.

You can also set the Subject and Body to prefill with standard text by using settings. You
might, for example, have “Project Number: {PN}, Ref: {Client_Project_Ref}, Site: {Site Name}”
to prefill the Subject line with the project number, reference and site name.

If the name of the selected PDF includes “DRAFT”, then you will see a warning. All emails sent
to clients are logged in the Access Log.

10.5.2 Automatic emailing of asbestos survey reports

Asbestos survey reports can be automatically emailed directly to your clients from Alpha
Tracker. If you choose to use this function, you will need to have the Alpha Tracker Work
Queue installed; it is the Work Queue that automatically sends the reports. The “Report Sent”
field should also be switched on to display on the Project screen —it is displayed as a new
milestone below Report Produced and is automatically completed if the report is
automatically sent.
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Project Openad  20/04/2025 & B Evis v
Quate Produced [l = | L
Order Received 29/04/2025 M B KIm Bvison w

Turnaround Medium Priority s

ST Done:. Due: | 1 D\.-En:lue:n
Idilestones

Report Froduced [ A = | L
Report Sent [ AN = | w
Froject Invoiced ol = | v
Project Closed [l =] w
Return Date b
Contacts & Addresses
Financials/Planning
Notes/Other Info

B~ B

There are also settings to complete to define the criteria that will identify which survey
reports are ready to send. You can control these aspects of the process:

which clients are to be included in the automatic sending of reports (you must set a flag
on the Client Details of each client who is to be included)

whether reports are ready to send when the Survey Approved Date is completed, or
when the QC Date is completed

if all automatically sent report emails should be CC'd to a specific address
default text for the subject and body of the emails

the sending address visible on the emails.

/ Please contact Start Software on 0333 301 1010 for help setting up the automatic sending of
survey reports.

The Alpha Tracker Work Queue identifies the projects matching the selection criteria where
the Report Produced milestone is complete and the Report Sent milestone is not complete,
and then emails the reports. By default, the Alpha Tracker Work Queue runs every minute,
but this is configurable.

The Work Queue sends the emails to all the Report Recipients listed on the projects. The
report PDF to send is identified as follows:

it is a PDF in the Document folder

its name matches the survey filename template (including client-specific filename
templates)

it is not marked as a DRAFT.
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If more than one report PDF is identified for a project, then no email is sent as manual
intervention will be needed to clarify which PDF is to be sent. If a report is sent, then a note is
added to the project’s Jotter.

10.6 Hotspotting drawings

The Hotspot Editor is a feature that lets you annotate a plan or drawing with the survey items
from the project. It only works with “survey” type projects.

To access the Hotspot Editor:

1. Upload the required plans (as .jpg files) to the “Drawings” subfolder for the project.

You can open the project’s document folder, select the subfolder in Upload files to and
use the drop zone to drag and drop, or click and select, to upload the .jpg file(s).

2. Open the project and click the Hotspots button which is displayed in the row of buttons:

@ =] Eb % , HOtSpOTS 3-I|J|'i='-lE # alpha Draw || # Eguipment

Alternatively, click Survey Details to display the Survey Details screen, click on the
second tab “2 — Survey Complete”, then click Choose Task and select “Plan Hotspots”.

A list of the plans in the Drawings subfolder for this project is displayed.

Plan Hotspots x

Choose

Plan/Drawing | aas Drawine [os
lan/Drawing: | aas Drawing.pg

Hotspots! || Cance!

3. Select the required plan to preview it.
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4,

Plan Hotspots X

Choose

Flan/Drawing

Hotspats! | | Cancel

Click Hotspots! to open the Hotspot Editor

Hotspot Editor X

T-57753/AAA Drawing.jpg

€ zoomin | @ zeomout | D Reset Select an ltem then Shift + click to place iton the plan |

Farley Gate 1
|1 ‘ S51%8 o oosoffice Feer
Tag ew Detalls

The list on the right displays the survey items for the project that you can place on the
plan. This consists of all survey items with an approach (eg S, P, SP, X, PS) and also No
Access items (NAG).

To place an item on the plan:

1.  Use the filters at the top of the list to reduce the size of the list as necessary.
For example, show only Sampled items by setting the Approach filter to “S” and clicking
Search, or show only items not yet placed on a plan by clicking the Notspots pre-set
filter button. (Notspots are not yet on the drawing, as opposed to Hotspots which have
already been placed on a plan.)

2. Onthe list on the right, click on the survey item that you want to place on the plan.
A row of information is displayed below the item. For an item that has not already been
placed this is blank.

3. Hold down the Shift key and click where you want to drop the hotspot on the plan.

4. Click on another record of your choice, and place that on the plan by holding down the
Shift key and clicking where you want to drop the hotspot.
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You can control how the items (the hotspots) placed on the plan are labelled by using the
“Hotspot Text Template” setting and other related “Hotspot Text...” settings. You could, for
example, have the text template in the format {Approach}{Sample_Number} ({ID}), which
would output something like “S3 (167225)". The other “Hotspot Text...” settings allow you to
control text attributes (bold, italic, underline), font and point size.

To move an item on the plan:

1. Click on the item on the list, or click on the tag on the plan so that the item is
automatically selected on the list.

2. Hold down the Shift key and click where you want to move the hotspot on the plan.

To remove a tag from the current plan so that the item can be placed on a different plan:

1. Click on the item on the list, or click on the tag on the plan so that the item is
automatically selected on the list.

2. Click the Remove from Plan button.
All tags when first placed on a plan are grey unless you specifically select a colour, meaning

that the item has no identification associated with it. Once identifications are known, you can
automatically apply colour-coding to the tags:

1.  Click the Auto colour-code button at the bottom of the list to apply the tag colours
according to identification.

The screen refreshes and displays the coloured tags according to the key displayed on
screen:

Uncoloured Positive Stongly Presumed & Presumed

% Removed ° Mo Access Negative

To navigate the display:
1. Zoom the plan in and out with the controls above the plan.
2.  Pan by holding down your mouse button.

3. Theitem details on the list on the right are clear and concise and include the item
photos. See scoring details and larger photos by clicking the View Details button.

4. Hover on a hotspot to display brief details. Click on it to select the item on the right so
that you can move it, change its tag or access more item information. Or select an item
from the list and see the hotspot flash to show you where it has been placed on the
plan.
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10.7 Sharing survey data

Survey data can be shared between linked Alpha Tracker systems enabling you to send
completed surveys to another Alpha Tracker where the data can be stored and reported as if
it had been created on the system.

You can:

. send a report and its survey data to a linked system

° receive a report and its survey data from a linked system
° display which systems your Alpha Tracker is linked to

° display details of transfers from or to your system.

10.7.1 Sending a report and its survey data to a linked system

When you have completed a survey and produced and finalised the report, you can choose to
send both the report and all the supporting survey data to a linked Alpha Tracker system. All
the data is sent to a holding server, from where it can be requested by the receiving party.

To send a survey:

1. Open the required project on the Projects screen and click Survey Details to display the
Survey Details screen. Click on the second tab, “2 — Survey Complete”.

2. From the Choose Task menu, at the top on the right-hand side of the screen, select
“Send Survey to another Alpha Tracker” and click OK. A screen is displayed for you to
enter details of the data transfer.

Setup Transfer x

Creared 22024 B

Sending Alpha Tracker Demo

£ Alpha Tracker L

Re-inspection?

Process Transfer
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3. Select the Alpha Tracker system to which you want to send the survey from the drop-
down list on the Receiving Alpha Tracker field.

The project number and the site name of the project you are sending are displayed for
reference.

4. Click each of the Process Transfer buttons in turn to send the data. A progress bar
indicates the progress of the transfer and a message is displayed when the transfer is
complete. When the transfer is complete, you can then click the next button in the
sequence. The buttons are:

. Send Records — to send the actual survey data

e  Send Photos — to send the photos in the survey

e  Send PDFs — to send the PDF files in the project

e  Send Drawings — to send the contents of the Drawing subfolder.

The data is copied to a holding server, where it waits to be requested by the recipient.

If there are PDFs in your Project folder that you do not want to be included in the transfer, put
them into a sub folder of the main Project folder. It is only PDFs in the main Project folder that
are included in the data transfer.

5. Write a message, if required, to the recipient of the survey in the Notes/Message box.

6. Click Save to save the transfer details and close the screen.

10.7.2 Receiving a report and survey data from a linked system
If you are receiving survey data from a linked Alpha Tracker system, then you need first to set
up a project and survey in your Alpha Tracker, into which to transfer the data.
You can then select the project that you want to receive.
To receive a project:
1.  Use the “New Project” from the Projects menu (or an alternative method) and create a
new project.
Get the next number for the project and select the client — this may be your Housing
Department or similar. Enter the site name where the survey was carried out and select
the Asbestos Survey project type.
2. Click the Survey Details button to display the Survey Details screen and select the type
of survey that has been carried out on the property.
3. Save the Survey Details.
4. Return to the Survey Details screen, click on the second tab “2 — Survey Complete” and
from the Choose Task menu select “Receive Data from another Alpha Tracker” and click
OK. A screen is displayed for you to select the data to receive.
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Search

Clear Search Criterla

Sending Alpha Tracker

Select Survey to Receive

Sending Project Mumber L

Search

5. Inthe Sending Alpha Tracker field, select the system from which you want to receive
data.
6. In the Sending Project Number field, select the project that you want to receive into
your project.
The list contains the projects that have been sent to you by the system specified in the
Sending Alpha Tracker field and are waiting to be received by you.
7. Click Search. Details of the project are displayed, including any message attached to the
project.
Select Survey to Receive
Search
Sending Alpha Tracker Demo b
Sending Project Number T-56000 12a Ivor Road w
Clear Search Criteria Search
ID Created Sending Alpha Tracker Sending Project Number Sending Detalls
798 30/11/2017 Demo T-56000
I Sending Alpha Tracker Demo
Sending Project Number | T-56000
Receiving Alpha Tracker | Demo
o 798
Created oM12m7 B
Confirm
x
8. Check the details displayed in the Sending Details area of the screen and click Confirm if
this is the project that you are expecting.
After an initial “Thank you” message, the Process Transfer area of the screen is
displayed, with buttons to process the data.
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Select Survey to Receive X

Search

Sending Alpha Tracker Demo v

Sending Project Number

Clear Search criteria search

D Created  SendingAlpha Tracker Sending Project Number

I 788 30/11/2017 Demo T-56000
Sending Alpha Tracker | Demo Records Received | 1 Recelve Records 0
Sending Project Number | T-56000 4
Receiving Alpha Tracker | Demo
D 7% Photos Received | 2 Recelve Photas o
Crested 301172017 B v
Confirm
PDFs Received 3 Receive PDFS 0
v
4 Recel
Drawings Recaived < Recele 2
Drawings
Transfer Complete (=]
X 08

9. Click each of the Process Transfer buttons in turn to receive the data. A progress bar
indicates the progress of the transfer and a message is displayed when the transfer is
complete. When the transfer is complete, you can then click the next button in the
sequence. The buttons are:

° Receive Records — to receive the actual survey data
° Receive Photos — to receive the photos in the survey
° Receive PDFs — to receive the PDF files in the project

° Receive Drawings — to receive the contents of the Drawings subfolder.

There are numbers displayed next to the buttons to indicate the number of records that
should expect to receive. If the data is retrieved correctly, then the number of records
actually received is also displayed as well as a tick to indicate that the data has been
pulled down.

10. Select the date in the Transfer Complete field when all records have been received.
11. Save and close the screen.

If you return to a refreshed Survey Details screen you can see the summary data for the
received survey, as well as the front page photo of the report on the second tab “2 —
Survey Complete”.

The survey data is now present on your system as if you carried out the survey yourself.
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10.7.3 Linking Alpha Tracker systems

The linked systems must be specified in both Alpha Trackers.

/ Please contact Start Software on 0333 301 1010 to set up the linking of systems.

Users with advanced permissions are able to display which systems they are linked to as
follows:

1. Select “Linked Systems” from the System menu, under Setup.

The systems to which you are linked, as both a sender and a receiver are displayed, for
example:

Home ®

Records: 17
Sending Receiving =
I Demo
Demo =  Dan-PC
ROBIN-THINKPAD > Demo
Dan-PC = Demo
ROBIN-THINKPAD > Demo

Demo = Demo

You cannot amend these details.

10.7.4 Displaying transfer details
Users with advanced permissions are able to display details of transfers that have taken place
to and from their system as follows:
1. Select “Transfers” from the Lab and Surveys menu, under Setup.

The details include the sending and receiving project numbers, dates and numbers of
records transferred, for example:

Home

Records: 74

D Created  Sending Project Number Site Name Recelving Project Number Records Sent Recelved Photos Sent Received PDFsSent Received Transfer Complete o Delete

31 05/12/2015 Demo A-00062 ROBIN-THINKPAD | A-00001 14 14 13 13 3 3 =]

23/12/2015 Demo N-I3166  KeynesHouse ROBIN-THINKPAD | C-00075 14 4 7 7 0 0 =]

You cannot amend these details.
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10.8 Using QR codes

QR codes can now be used within surveys. Initially, the idea of using QR codes is that if
someone scans the QR code at a future date using their smartphone or tablet, the service can
allow them access to the relevant Client Portal for more information about that report.

Alpha Tracker generates public and private QR codes — for projects, sites and survey items
(room-based or individual items):

. Public QR codes are likely to be used most often and they have a passcode built in which
enables the user to see the data as per the report without the need to enter a login.
That is, they see the same information as the report.

. Private codes are generated without the passcode and so require a login to work.

With private QR codes, your client is taken to a “landing page” to enter their name, company,
password and to agree to a statement before viewing data. You can specify the default text of
the statement in the setting “QR Code Agreement Text” and you can enter the QR Code
Password for a client and overwrite the default text for this client on the Client Details screen,
QR Codes tab:

Client Details
ClientID | 00039 @
Name Test client
- # Site =& Quote +E Project + & User

General Details
Contacts/Emails
Classification
Finance/Credit Details

Data Protection Details

QR Code Password

QR Code Agreement __ e e detault coce agreemen

Filename Templates

Notes/Extra Info/Logo

X K <C>» A =
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New tags can be added to your report templates to show the appropriate Project QR code.
You might, for example, want to include them on the front cover.

Site QR codes might be used within a physical site — for example on Visitor Books at reception,
or on labels on the walls. These Site QR codes would be available for the emergency services
or a contractor to scan to get more info about asbestos at the site. Again, there are public and
private versions. Room-based QR codes could be used in a similar way, listing surveyed items
in the room.

The QR codes are generated and saved within the project document folder and the site
document folder as PNG images. They are generated when the project document folder or
the site document folder is opened, or when a report is produced if they have not already
been generated. This screen shows an example of the files generated in the project document

folder.
Documents - N-00222 »
*Drop files to upload
(or click)
o \ | see [ ceaes ] woanes
Filename Size Created Last Modified @
[E grcode private png & 145k 29131229 20151229 Delete
Besmase B e 3R R (o
|F| arcode site private png - 147 KB 33:‘055'12'29 ﬁg?c?s"'z'zg Delete
[ arcode_site_public.png - 181KB 33:105_,;12'29 %2:1[;55'12'29 Delete

Records are kept, and stored independently, of all requests for register or report data, making
it possible to determine whether a site register was accessed.

Survey item QR codes are generated when survey items are present in the project. They can
be displayed on the Survey Data screen by highlighting an item and then clicking the View QR
Codes button (next to the photos). The codes can be printed.
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QR Code - 93813

You can also print labels of survey item QR codes by clicking the QR Code Labels button at the
bottom of the Survey Data screen. You are asked to specify which type of QR Code you want
to produce.

Select QR Code Type

Select the type of QR Code you want to
produce

Public

Private

Public Room Based
Private Room Based
Public Building Based
Private Building Based

Also on QR codes, there is functionality to download reports from project QR codes, and Site
QR codes can display the PDFs available in the Client Uploads subfolder of the site.

When QR Codes are downloaded, an Excel file is included in the download and contains the
URLs for the QR codes. QR codes may be downloaded from the site asbestos register or from
a project. The URLs for the QR code may be used to access the Alpha Tracker register data
from external systems.

Please contact Support if you are interested in using the QR code service.
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11. REGISTERS AND RE-INSPECTIONS

This section describes how you can:

e  display the Asbestos Register for a site

. update items on the Asbestos Register for a site

° create Re-inspection projects from the Asbestos Register for a site

. create Re-inspection projects from a survey project.

11.1 Displaying the Asbestos Register

The Asbestos Register shows you the current position regarding asbestos items at a site.
Regardless of the number of projects that you may have carried out at the site, the latest
position is displayed. So, if for example a site first had a management survey carried out and
then a refurbishment to the kitchen, and subsequently had an asbestos item removed, the
Asbestos Register can give you the latest position taking into account all asbestos items
recorded and changed, including the removal.

For a survey to be reflected in the Asbestos Register there is one condition:

. there must be a date in the Report Produced milestone for the project

For a survey to be reflected in the Client View Site Register there are two conditions:
. there must be a date in the Report Produced milestone for the project

. the Show On Web tickbox on the project must be ticked.

The Asbestos Register is displayed from the site:

1. Select “Site List” from the Sites menu and use the search fields at the top of the screen
to find the required site. Click on the underlined Site Name to display the details.

2. Click on the Asbestos Register tab to show the Asbestos Register for the current site.

|
JR2EREN

Alternatively, display a project for the site and click the Site Details button on the project.
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You can:

. update the survey item if, for example, the item has been removed or remediated
by clicking the Update button. If you make changes to any fields that relate to the
material score, then the Material Score and the Total Score are recalculated to
reflect the changes. Note that this method of updating an item is only for ad hoc
updates in between surveys

e view the details of the survey item by clicking the View Details button

e  view the previous details recorded for an item (if previous details exist) by clicking
the View History button

° create a Re-inspection project from the site survey items
. create a Removal or Remediation project from the site survey items

. display, download or print a register including photos and/or QR codes.

& Refer to Section 11.3, Re-inspecting a site, for details on creating Re-inspection or
Removal/Remediation projects from the Site Asbestos Register.

If you want a preview of what your client can see on the Registers from the Client Portal, then
click on the Client View Site Register tab. The screen has filter buttons to show only the
Asbestos Register, Sampled Items, No Access Areas etc for the Site. You also have the Print
PDF button available so that you can print the register for the site too.

11.2 Updating the Ashestos Register

If you need to manage your site information, keeping the Asbestos Register up to date with
changed or removed items, then you can manually update the Asbestos Register. To do this:

1.  Search for and display the details of the required site and then click on the Asbestos
Register tab.

JRJEREN

2. Use the search fields at the top of the screen and/or the filter buttons immediately
above the item list to display the item(s) to update.

3. Click the Update button. An editable screen is displayed, showing the details of the
survey item.

Version 1.31 qurf Page 188
software




ALPHA TRACKER USER GUIDE REGISTERS AND RE-INSPECTIONS

Update Register ltem X

D Date Surveyor Photo Filename Close Up Photo Filename

13002022 8 Dan Darkin w Photos\92631_2 jpg

Building Ficor  Location Location Mo Access Lab Ref Accessinility HSE Notifiasie

43 Windermere Drive 0 001 Easy

A Drawing Ref External Ref Licencad
Building Ref  UPRN
424343
Action Date Acsion Required
frem Material Code  Material a
il owMp v || cement product
External Status Re-Inspection Notes
Approach Sample Number  Sample Notes
previously sampled v RREI 2300 P -
% || Property Type Resson For Changs
Extent UoM Nates
12 m2
|| Approx Building Age Caveats Agreed
Recommended Action Recommen dation Comments

Inspect periodically v P

Identification & Risk Score:
Identification
Remediation Detalls || [ || #
Crocidolite v
iority

Product Type Condition Surfsce

1 w2 MK v 3 7 0
Prod. Desc. Cond. Desc. Surf Trest. Desc
Aspestos reinforc || Fair Sesled

Amend the details as necessary.

To mark an item as removed, either:
e change the Identification to “Removed”, or

° if available, click the Remediation Details button, and set the Remediation Type to
“Removal” and either the Remediation Status to “Complete” or set a Remediation
Complete date.

Save the changes and close the screen. You return to the Asbestos Register with the
item updated.

You can see that the item has been updated as the View History button is no longer
greyed out, ie the item now has a history that you can view.

Click the View History button on the item to check the previous entries and the View
Details button to check the current entry.

11.3 Re-inspecting a site

This section describes how to create re-inspection projects from the Asbestos Register. The
main steps in performing the re-inspection are:

. locate the site that you want to re-inspect
. select the records from the Asbestos Register for the site
° create the re-inspection project
. send the records for the re-inspection project to a specific mobile device or hold in a
pending subfolder until you choose to send them
e carry out the re-inspection, capturing new data as necessary
. synchronise to send in the re-inspection data
. check the data and create the report.
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11.3.1 Performing a site re-inspection

When creating a Re-inspection project from the Asbestos Register you are able to select from
the most up-to-date survey items across the whole site. So, if for example a site first had a
management survey carried out and then a refurbishment to the kitchen, and subsequently
had an asbestos item removed, the Re-inspection project can include all (or a selected few) of
the asbestos items on the Asbestos Register, taking into account all asbestos items recorded
and changed, including the removal.

The new Re-inspection project that is created is given the default office letter of the logged in
user. If a site has moved between clients, then the latest client associated with the site record
is used in the project creation.

Re-inspections usually have a Project Type of “Re-inspection” and a Survey Type of “Re-
inspection”.

/ A repository setting lets you change the default project type of “Re-inspection” projects when
they are created by Alpha Tracker, either from the Site Register or from a Survey. The setting is
“Default Re-Inspection Project Type”. So if you call your re-inspection projects by a different
name you can continue to do so when creating them automatically.

It is also important to note that Alpha Tracker looks for projects with the project type category
of “Asbestos Re-Inspection” not the project type description of “Re-Inspection”.

Also, re-inspection projects must be sent to a specific handset — they are not automatically
sent out to all surveyors. The specific handset must be uniquely identified by its Unit ID. When
creating a Re-inspection project from the Asbestos Register it is possible to delay the sending
of the records to the handset.

To create a re-inspection:
1. Display the details of the site that you want to re-inspect.
You might do this by:

. selecting “Site List” from the Sites menu and searching for the required site by
using the search fields at the top of the screen

e typing part of the site name in the quick search box on the Sites menu and then
selecting from the matching entries.

2. Click the Asbestos Register tab to display the asbestos items at the site.
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JR2EREN

3. Use the search fields at the top of the Asbestos Register and/or the filter buttons to
display the records that you want to include in the Re-inspection project.

If you want to re-inspect the whole site you do not need to filter the list at all. However,
if for example you want to re-inspect only the first floor then you could use the Floor
search field to select only those items. Or use the Location Description to search for
items only in the Kitchen.

Similarly, if you want to re-inspect only the sampled items on the first floor you can use
a combination of the Floor search field and the Sampled Items button to display only
these selected records.

/ Where it is not possible to use the search fields and filter buttons to show the exact set of
records you require (eg all first floor items plus all NAG areas across all floors), then the
process is to send sets of records to the same project number. First send one set of records to
the new Re-inspection project (eg all first floor items), then re-set your selection criteria and
append another set of records to the same Re-inspection project (eg all NAG areas), and
another etc.

3

/ Note that if your system shows pending items, then any items marked as pending in the
Asbestos Register (with a question mark symbol) will not be included in re-inspections.
Pending items come from projects that have had the Show On Web tickbox ticked but do not
have a date in the Document Produced milestone. Their pending status is removed once their
project has a Document Produced date.

4. Click the Create Re-Inspection Project button at the bottom of the list. A Create Re-
Inspection Project screen is displayed.
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Create new project for 43 Windermere Drive (9296)

preject should be created for:

Select the Unit ID of the handset to which you want to send the Re-inspection project
records in the Unit ID field. Further fields are displayed.

Create new project for 43 Windermere Drive (3296)

Unit D KIm Evison (Kim)
Froject Letter T W

Pending?

Create New Project & Send | | Add to Project: | | T-57694

X

If you do not want the records to be immediately available on the specified handset, tick
the Pending? tickbox and select to send the records on a Specific Date or Link to a Diary
Appointment. Otherwise, leave the tickbox blank.

d

Re-inspection projects must be sent to a specific handset — they are not automatically sent out

to all surveyors.

7. Click Create New Project & Send to create a new re-inspection project and send the
displayed items.
A message informs you of the new project number and then the new project is opened
and displayed. For example:
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Home | Site-43 Windermare Drive % ®
Project Number T-57872 Rroject Summary sheet Project Opened | 20022024 B |E| KIm Evizon -
Client IDAME || Dane Environmental @ | o Mew Client | 5end Mail Quote Produced == v
Quotation Ref Order Received g||= v
Clien: Order Number Turnsroung -
Client Project Ref —
Mare D:-‘e:. Due: | 7 Overdue: n
- Milestones
Project Manager v | | Project Staff || Diary
Repor: Froduced B = w
Site Name/Ref 43 Windermere Drive Q|| 434343 Site Detalls
Project Type Re-Inspection | | Survey Details || Buildings Project Invaiced B = v
Estimated Total
4 erice - =
Praject Value 0.00 .| Fixed Price Project Closed B = v
Change Log
Return Date v
Status New v
Status Notes Contacts & Addresses
A
Financials/Planning
Notes/Other Info
@ (=] q: % Q> Hotspots Duplicate || # Alpha Draw || F Equipment B« B

The new project has a Project Type of “Re-inspection” (unless the default setting is
changed on your system) and a Survey Type of “Re-inspection”.

8. Complete the project details as necessary to set up the new project, save your changes
and close the New Project screen. You return to the Site Details screen.
9. If you want to append another set of records to the re-inspection project:

° re-set the search fields and filter buttons to show the required records

e click Create Re-Inspection Project again

e  select the same or a different handset in the Unit ID field (if you select a different
handset you are sharing the records in the re-inspection project between different
surveyors)

e check that the project number displayed (last project created) is the re-inspection
project to which you want to append records, change it if not by either typing or
using the magnifying glass button to search and select

e click the Add to Project: button.

Create new project for 43 Windermere Drive (9296) X
Please select the Unit 1D the project should be created for:
Unit 1D KIm EvIson (KIm) ~
Project Letter T W
Pending?
Create Mew Project & Send | | Add to Project: | | T-57872 Q
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10.

11.

12.

13.

A message informs you that the XML files have been sent to the specified re-
inspection project and the project opens for you to make any required changes.
Close the New Re-Inspection Project screen to return to the Site Details screen.

Repeat step 9 as many times as necessary to add all the required items to the re-
inspection project.

The re-inspection survey data will arrive at the specified mobile device once your
Tracker Mobile has synchronised survey and project information. This may take 5
minutes or so, depending on your system settings. If your device is always connected
then the data arrives automatically, if not then it arrives after you have connected and
synchronised. If you have selected Pending, then the data will arrive later, as specified.

When the records have arrived on the handset, synchronise to download the new
project.

The new sessions are displayed in pink.

Go into each session, checking and entering survey data wherever necessary. The data
from the previous survey can be seen on Tracker Mobile for reference. Previously
sampled items are marked with an approach of “PS” (Previously Sampled). Photographs
are also included.

Amongst other things, you might need to record a change in Condition or Surface
Treatment of a survey item and the Reason for Change. You might also need to take a
new photograph or record a new Recommendation or Reinspection Notes.

If an item has been removed, change the identification from, for example, Chrysotile, to
Removed. This then automatically sets the scores to 0. It also lets you search for
Removed items easily on the Survey Items screen later.

As each new session is opened it changes colour to white.

Mark and send the completed sessions as usual to send the re-inspection data to Alpha
Tracker.

You can now enter lab results for any new samples taken, check the data and produce the
report in exactly the same way as you would for a normal survey.

& Refer to Section 8, ENTERING LAB RESULTS, and Section 10, PRODUCING THE SURVEY
REPORT, for details on performing these tasks.

A View History button on Survey Items (and also on the Asbestos Register) lets you see which
values have changed in this re-inspection.
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11.4

11.4.1

Re-inspecting a project

This section describes how to perform re-inspections of previous surveys. The main steps in
performing a re-inspection are:

. locate the survey project that you are re-inspecting

. create the re-inspection project from the original survey (or from a re-inspection of the
survey)

° send the records for the re-inspection project to a specific mobile device
. carry out the re-inspection, capturing new data as necessary

° synchronise to send in the re-inspection data

° check the data and create the report.

Performing a project re-inspection

Re-inspection projects can be created from existing projects — where a site has previously
been surveyed.

The project from which you create a re-inspection must have a Project Type of “Survey” or
“Re-inspection”. It must also be an open project — at least it must be open while you create
the re-inspection. If there is a date in the project’s Project Closed field you can temporarily
delete the date to re-open the project and type it back in again once you have finished.

In Alpha Tracker, re-inspections are classed as a special type of Asbestos Survey. They have a
Project Type of “Re-inspection”, which is set up in the Project Types screen with a Category of
“Asbestos Survey”, and they have a Survey Type of “Re-inspection”.

A repository setting lets you change the default project type of “Re-inspection” projects when
they are created by Alpha Tracker, either from the Site Register or from a Survey. The setting is
“Default Re-Inspection Project Type”. So if you call your re-inspection projects by a different
name you can continue to do so when creating them automatically.

Also, re-inspection projects must be sent to a specific handset — they are not automatically
sent out to all surveyors. The specific handset must be uniquely identified by its Unit ID.
To create a re-inspection:

1. Open the survey project that you want to re-inspect. It can be either a survey or a re-
inspection project and it must be an open project, ie with no closed date.

2. Click the Survey Details button to open the Survey Details screen and select the second
tab “2 — Survey Complete”.

3. Click the Choose Task button, select “Create Re-inspection Project” and click OK.

You are asked to specify the Unit ID of the handset to which the re-inspection records
are to be sent. Unit IDs are recorded on the Staff screen.

4. Select the required unit from the drop-down list and click OK.

A message informs you that a project has been created for the re-inspection and gives
its project number.
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5. Close the message and the Survey Details screen to display the newly created Re-
inspection project on a new screen.

Relevant details are copied to the new Re-inspection project, including Client, Site Name
and contact names and addresses. The project has a Project Type of “Re-inspection”
(unless the default setting is changed on your system) and if you view the Survey Details
you can see it has a Survey Type of “Re-inspection”.

6. Complete other project fields as necessary.

The re-inspection survey data will arrive at the specified mobile device once your
Tracker Mobile has synchronised survey and project information. This may take 5
minutes or so, depending on your system settings. If your device is always connected
then the data arrives automatically, if not then it arrives after you have connected and
synchronised.

7.  When the records have arrived on the handset, synchronise and download the new
project.

The new sessions are displayed in pink.

8. Gointo each session, checking and entering survey data wherever necessary. The data
from the previous survey can be seen on Tracker Mobile for reference. Previously
sampled items are marked with an approach of “PS” (Previously Sampled). Photographs
are also included.

Amongst other things, you might need to record a change in Condition or Surface
Treatment of a survey item and the Reason for Change. You might also need to take a
new photograph or record a new Recommendation or Reinspection Notes.

If an item has been removed, change the identification from, for example, Chrysotile, to
Removed. This then automatically sets the scores to 0. It also lets you search for
Removed items easily on the Survey Items screen later.

As each new session is done it changes colour to white.
9. Mark and send the completed sessions as usual to send the re-inspection data to Alpha

Tracker.

You can now enter lab results for any new samples taken, check the data and produce the
report in exactly the same way as you would for a normal survey.

& Refer to Section 8, ENTERING LAB RESULTS, and Section 10, PRODUCING THE SURVEY
REPORT, for details on performing these tasks.

A History button on Survey Items lets you see which values have changed in this re-
inspection.
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11.5

11.6

Creating Refurb projects from a register

Just like creating re-inspections from the Site Asbestos Register, you can easily create
Refurbishment projects from the register, so that you are updating items in the register rather
than adding to them.

Instead of using the Site Asbestos Register, for Refurbishment projects you use the Client
View Site Register. A button on the Client View Site Register lets you select the items to
include, specify the handset to send the records to and create the project/add the records to
a project.

Two settings control this feature: “Default Refurbishment Project Type” and “Refurbishments
from Client View Register” - yes/no. Contact Support at Start Software if you need help to set
up this way of working.

Re-inspecting using the app

There is also an option to use the Alpha Tracker Mobile app for re-inspections, and allow
surveyors to pull down data that they select from the site register for re-inspection. The
benefit of this method is that the person setting up the re-inspection project does not need to
select the data that is to be re-inspected. The surveyor can open a site register on the app on
the day, and use the “...” menu option to select “Send data to handset”. They can then use
the checkboxes on each row to select the required data, or use the select all/deselect all
toggle at the top right of the screen.

< Back Register - < Back @ Selectall

Z Refresh
Q Search
4 Send data to handset
T-26827 - e-Innovation Centre T-26827 - e-Innovation
Floor Level: 1 Centre
Location: 001 - Office N Floor Level: 1
Wall - Boarding o Location: 001 - Office ?

Wall - Boarding

& Itern contains asbestos

A tem contains asbestos

T-26827 - e-Innovation Centre

Floor Level: 1 T-26827 - e-Innovation
Location: 001 - Office y Centre
Floor - Floor tile(s) Floor Level: 1
n o » o Location: 001 - Office ?
! Item contains asbestos R
Floor - Floor tile(s)
] Item contains ashestos

Client View Register Send Data Cance |

The “Send Data” button then displays a list of their appointments, two days ahead and 2 days
in the past. The surveyor simply selects the reinspection project to which the records are to
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be sent, and confirms the sending of the items to their phone/tablet. If the appointment is in
the future, they have the option to send the data immediately or have it marked as pending
and sent on the relevant date.

If you have multiple client-specific Tracker Mobiles in use, then you can also choose which
app to send re-inspection data to.

If your system settings allow you to create reinspections from the Client View Site Register,
then you can also do this on the app.
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12. TIMESHEETS, INVOICING &
CONTRACTS

Alpha Tracker has a time recording facility to enable you to keep track of time spent on
projects. You can use it to record time spent by whom, when, on which tasks/roles, on which
projects.

The timesheets on a project can be used in conjunction with associated costs to build up a
total costs figure, giving you full visibility of the costs on a project at invoicing time.

Invoices can be generated externally and simply recorded in Alpha Tracker (external invoices),
generated as ad hoc invoices or generated direct from projects.

Alpha Tracker also lets you record details of contracts, their invoicing schedules and review
notes to help track the progress of contracts.

12.1 Recording time and costs

Costs on a project can be recorded in Alpha Tracker by noting details of:
° time spent on projects

. costs associated with a project.

The total of both costs can be displayed as one figure on the Projects screen, in the Total
Current Costs field on the Financials/Planning tab.

12.1.1 Recording time spent on projects

To record time spent on projects:

1. Click on the “New Timesheet” menu option to display the New Timesheet screen.

Date & Start Time @
Hours

Role v
Rate (Par Hour) 0.00

Total Cost
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on the Project Number field and your name from the staff list on the Staff field.

time and the number of hours spent in the Hours field.

Select the project number against which you want to record time from the dropdown list

Use the date picker on the Date/time field to select the day for which you are recording

Select the role which reflects the work done on the project from the dropdown list on

the Role field. The charge rate applicable to the selected role and the total cost (hours x

rate) are displayed.

&

Refer to 2.1.9, Maintaining rates, for instructions on how to set up the roles and rates.

5.
6.

Save the timesheet by clicking the Submit button.

12.1.2 Enquiring on time spent on projects

Type any notes regarding the time being recorded in the Notes field.

You can query the timesheet data in your Alpha Tracker by using the search facility to filter
the data displayed. The search facility gives you the ability to enquire by:

. project number
. staff member
. date range.

It also displays a total of the costs displayed on screen.

To enquire on timesheets:

1. Click on the “Timesheet List” menu option to display the Timesheet List screen.

Home ®

Search

Project Number Staff Member Role Date

From: To:
v w ] B
Clear Search Criteria search
Records: 36
1D Praject Number Staff Member Dateftime Hours Role Rate (Per Hour) Total Cost Notes
I 1 T-55682 Robin Bennett 28/04/2017 00:00 1 Survey Site Visit 170.00 170.00 These are notes
2 T-55604 KIm Eviscn 02/05/2017 00:0 21 administration 3200 7.20 Some notes on something
3 A-00147 Judy Key 24/07/2017 00:0 2 survey admin Work 50.00 00.00 Mote
4 T-360 Leanne Helle-Broe 04/01/2018 00:0 survey Admin Work 0.00 30.0
3 E-00652 Klm Evison 05/0u1/2019 00:0 25 Survey Admin Wiork 0.00 25.00 Firstte:
8 N-00025 Judy Key 1/04/2019 000 2 Survey Admin Work 0.00 00.0
7 H-00010 Dan Darkin 27/08/2019 00:0 2 0.00 00.0
1007 T-56265 Leanne Helle-Broe 02/11/201900:00 4.5 Survey Admin Work 000 22500 testings8-11-2019
03 T-36323 KIm Eviscn 8/02/2020 00:01 1.5 Survey Admin Wiork 0.00 75.00
1009 T-56458 Dan Darkin 21/01/2021 00-0 2 survey Admin Wark 0.00 0.00 Testing
Irst Prev|1|234of dMextlast | 10w |Records perpage D
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2.  Filter the Timesheet List as required to see time recorded. For example:

. select the member of staff and a from and to date to see timesheet records for a
person over a specific period

. enter a project number and select a member of staff to see how much time they
have logged on the project

. enter just the project number to see how much time all staff have logged on the

project.
& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.
The total cost of the time displayed is calculated and displayed at the bottom of the list.
The total cost of time recorded for a project is added to any associated costs for the project
and displayed in the Total Current Costs field on the Financials/Planning tab for the project.
This figure is then available for you to use in your invoicing as required.
& Refer to 12.1.3, Recording associated costs, for details on how to add costs to a project.
12.1.3 Recording associated costs
Any costs associated with a project, such as the cost of equipment hire or administration, can
be recorded on the project by using the Associated Costs button. The costs entered are added
to any time-related costs that may have been recorded for the project by using the
Timesheets menu option and displayed as the Total Current Costs on the project.
To record associated costs on a project:
1. Search for the project.
You can search for the project in a number of ways:
. entering a key word, project number or client reference in the quick search field at
the top of the Projects menu
. selecting the “Project List” menu option and entering search criteria to find the
required project
. selecting one of the “Open Projects” menu options which let you list projectsin a
number of ways.
2. Click on the required project number to open the project.
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Home | Projectlist X

Clien: Order Number
Clien: Project Ref

Project Manager

Project Type Asbestos Survey

Estimated Total

Status Notes

ProjectMumber | T-37334
Client ZDANE || Dane Environmental
Quoration Ref

Site Name/Ref 43 Windermere Drive

ed Price

Prject Value 0.00 Fixed Price
Change Log

Status ew

Project Summary Sheet

Q| | 4 newClient | Send Mall

~ || Project Staff | Diary

Q|| 434343 Shte Details

v || Survey Details || Buildings

Charge Code

Finance Notes

Invoiced Amount | 0.00

Involce

Invaice Client
Run Dara validator Ralse Invoice
e roles Raise Credit Note
(External)
— Ralse Bro-Forma

Total Current Costs | 0.00

@ B q: = (>H::pam jupH:aIE # alpha Draw | £ Equipment

Sarllest Start Date

(=]
Latest End Date. a
Diary ARPOINIMEnts v
Add Timesheet Timesheets
Notes/Other Info
B« B

3. Display the Financials/Planning tab and click the Associated Costs button (labelled “...” in
the Costs section) to display the Associated Costs screen.

Associated Costs - T-57584 X
| 8« crome v/ | Equipment v || Generator vl e Ecupmen: v | 2omanns B 1 o 300 sl v
* @« ~ ~ v v =] 000 000 ~
* @« v v v v =] 000 000 ~
* @« ~ - - - =) a0 000 ~
o vl [0 B, -
/ You can set values for the Supplier and Cost Category fields to make selection easier by using

the Suppliers menu options “Supplier List” and “Cost Categories”.

Note also that only users in the “Superuser” group can use the delete function on Associated

Costs.

4. Type in the details for the project cost, for example enter the service or item, the
supplier, date, any reference such as an order number and the total cost of the service

or item.

5. Submit the details, close the screen and return to the Projects screen. The Total Current
Costs field is updated with the new total of all costs (Associated and Timesheets).

The costs are now available for you to use in your invoicing if required and to help with
financial planning on the Wallboard.
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12.2

Recording and raising invoices

Invoices can be generated:

. using the Invoicing screen that manages the entire invoicing process from selecting
which projects to invoice, raising draft invoices, locking/authorising them and exporting

. externally and simply recorded in Alpha Tracker (external invoices)
e  directly from projects

. as ad hoc invoices.

There is also a separate screen that identifies the projects that are waiting to be invoiced and
options to export invoices to Sage or Xero.

12.2.1 Using the integrated invoicing process
The Invoicing screen in Alpha Tracker guides you through the process of invoicing projects by
using a sequence of tabs, all on the same screen:
. Projects Ready to Invoice
. Draft Invoices
. Locked Invoices
. Exported
. Issued.
The timeline at the top of the screen is clickable, displaying the projects/invoices at the
various stages on the appropriate tab. The numbers in the timeline tell you how many
projects/invoices are at each stage. The stages are:
. Ready - These are the projects ready to invoice. This is the same list as displayed on the
Projects Ready to Invoice screen. Tick the box against the projects for which you want to
raise invoices, then click the Invoice Selected button that is displayed below the list once
some projects are selected. Invoices are raised for the selected projects, and the
projects drop off the Ready list. Totals of the Value and Invoiced columns are displayed
at the bottom of the Projects Ready to Invoice.
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Draft - These are the draft invoices that have been raised but not yet authorised/locked
or issued. Buttons allow you to view the invoice details and generate a preview of the
PDF, as well as adding notes and accessing the document folder. Check the invoices on
this list and, if they are OK, tick the box against the invoices, then click the Lock button
that is displayed below the list once some invoices are selected. The invoices are
generated and filed in the invoice folders, and locked to prevent further changes and
they move into the Locked list. The date locked is recorded in the invoice details.

Locked - These are the approved/locked invoices. From here you can view the invoice
details, unlock an invoice (return it to draft status), as well as adding notes and accessing
the document folder. Tick the box against the invoices that you want to export to your
accounting package. Depending on your setup, you may be selecting Xero, Sage 50, Sage
200, Sage Intacct or Excel, and the link may be direct or a CSV file may be produced for
you to import into your accounting system. The date exported is recorded in the invoice
details. Exported invoices move to the Exported list.

Exported - These are the exported invoices that you can print in batch if required. When
the selected invoices have appeared on screen and the window is closed, a message
offers to mark all as 'issued'. These move to the Issued list.

Issued - These are the invoices that you have exported and printed.

Understanding Projects Ready to Invoice

The projects that are listed on the Projects Ready to Invoice tab fulfil certain criteria; they are
projects the system thinks you might want to invoice based on a series of business rules,
project attributes and configurable system settings.

The system settings that influence project eligibility for invoicing work as follows:

only open projects are included unless the setting “Show Closed Projects on Projects
Ready to Invoice” is changed to “yes”. The default is “no”

detailed invoice-related checks are applied unless the setting “Show Projects With No
Invoice Date on Projects Ready to Invoice” is changed to “yes”. The default is “no”. If this
is changed to “yes” then all projects regardless of previous invoices are included

only projects which have a value are included unless the setting “Show Projects With
Zero Value on Projects Ready to Invoice” is changed to “yes”. The default is “no”.

A project must meet all the following criteria to appear on Projects Ready to Invoice:

the project must have a valid Client ID
the project must have a valid Project Type
it must not be a “U-" project

it must be an open project (unless the setting “Show Closed Projects on Projects Ready
to Invoice” is changed to “yes”)

as long as the setting “Show Projects With No Invoice Date on Projects Ready to Invoice”
is “no”, the project:

- if fixed price, must have an invoiced amount less than the estimated project value
- if not fixed price, is automatically eligible unless blocked by other filters

it can only have a zero value if the setting “Show Projects With Zero Value on Projects
Ready to Invoice” is “yes”
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. if the project is of a type that requires a report (eg Project Category = Asbestos Survey),
then the Report Produced milestone date must be completed

. if the project has a status that has Projects Ready to Invoice ticked, then the project is
automatically included

. if new work has happened since the last invoice, then the project is included — this is
determined by checking if new appointments or timesheets exist after the last invoice.

/ If you want the Projects Ready to Invoice list to work in the same way that it used, ie only
selecting projects where the Report Produced milestone has been completed, then click the
Report Produced pre-set filter button that is displayed on Projects Ready to Invoice.

Selecting consolidated invoicing

Consolidated invoicing allows you to raise only one invoice for your client, no matter how
many projects you are invoicing.

You can flag the clients who require consolidated invoices on the Clients screen, and this flag
is displayed as a filter on the Projects Ready To Invoice list. Tick the box Consolidate Invoices
in the Finance/Credit Details on the Client Details screen:

General Details

Contacts/Emails

Classification

Finance/Credit Details

Account Code Enter the account code from Sage, Xero, Quickb
Cost Centre
Cost Code
Xero Contact ID Enter the Xero Comtact ID for this Client
Quote Multiplier 1
Accounts Email
Invoice Recipient Kim Evison
A

Invoice Address

Consolidate Invoices

Payment Terms hd
Initial Credit Check Completed

Initial Credit Check By hd

Initial Credit Check Notes

Credit Limit 0.00

Display projects for clients requiring consolidated invoicing only:
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Home nvoicing X
Ready (921} Draft (336) Locked {197)
q £ g

Projects Ready to Invoice

« Search

Project Number  Master Project Master Project Description Client ID Client Name

Clear Search Criteria
Refresh Records: 205

Client Invoice Type: Consolidated v All

Consolidated

Ready Check Pg Produced Report Not Produced Warer Projects Complete

ngle
k] Asbestos Survey start  START
I . 200010 (3] [w D Samples: 7 L g8 Start Saftware

When raising the invoices, select “Single” to raise one invoice for each project or

“Consolidated” to raise one invoice per client.

Invoice Details

Type Office Letter Invoice Date

Single | Default w 23/06/2025 ()

Single

Consalidated

Confirm  Cancel

Part invoicing

Part invoicing, or interim invoicing, is a smart feature that will prompt you to invoice the
remaining amount. For example, if you have a project with a fixed price value of £100 and
raise an invoice for £60, then the next invoice raised for that project will be for £40 (not £100

as previously).

However, if you have the setting “UseCostbreakDownForinvoices” set to “yes”, then any
invoices raised where a cost breakdown exists will include exactly the lines from the cost
breakdown. In this case, if you part invoice, you will have to amend the amounts manually.

Cancelling invoices

If you raise an invoice in error and want to mark it as “Cancelled” rather than deleting it, you

can use the Status dropdown on the Invoice Details screen.
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Date Locked [}
Date Exported (]
Date Issued ™

Status v

Cancelled
Issued
New
On Hold
Closed

Locked

Unit 233 & 24
Haydale Park
Manningtree
Essex

Exported

Draft

Set the values to appear on the dropdown list by selecting “Lookups” from the General
section of the Setup menu and setting the Category to “Invoice Status”. Apply a status by
opening the invoice details and selecting from the dropdown.

The Status field can also be seen on the four tabs of the Invoicing screen that list details of
invoices rather than projects (Draft, Approved/Locked, Exported and Issued). Note that if the
status of an invoice is “Cancelled”, then the invoice will not show on these tabs.

If you delete an invoice, then the Invoiced Date is also deleted from the associated project if
there are no invoices in the system after the deletion. In addition, if the Project Closed Date is
automatically set when an Invoice Date is added, then this is removed to re-open the project.

Emailing invoices to your clients

The Invoicing screen includes a feature to email clients the invoices directly to your clients.
These invoices would be at the Locked (or Exported, or Issued) stage. Select the invoices that
you want to send by ticking them on the Locked Invoices tab of the Invoicing screen, then
click the Email PDF button. The email is sent to the email address held on the Client Details, in
the Accounts Email field and, if entered, also from the Accounts Email on the project.

One email is sent with the invoice(s) attached. The text and subject line of the email can be
specified in settings (“Email body for invoice files sent to client” and “Email subject for invoice
files sent to client”). You can specify an email address to automatically CC when emailing
invoices by using the setting “Email address to CC when emailing invoices”.

A confirmation message is displayed before emails are sent and checks ensure the accounts
email on screen matches what is being sent. Success or failure in sending the email is clearly
displayed. An email is sent for each invoice and emails can be sent across multiple clients by
using the tick box to select the invoices and the button at the bottom of the screen.

As an alternative, you can also send invoice emails by using the Send PDF button in the
Invoice folder.

Version 1.31 sfor'l' Page 207

software



ALPHA TRACKER USER GUIDE TIMESHEETS, INVOICING & CONTRACTS

12.2.2 Recording an external invoice

Recording external invoice details helps you to keep track of the financial aspects of your
projects. The invoices themselves are raised in a system external to Alpha Tracker.

To enter external invoice details:

1. Select the “Invoices (External)” option from the Finance menu to display the Invoices
(External) screen.

2. Enter some search criteria in the top part of the screen to display some invoices. You
might, for example, select a project number in the Project Number field and then click
Search to display all invoices for a particular project.

invoice Number + Date Project Number vale Comments Delete
| B« o 24/03/2016
B« | 0910612016
A+« o 1210612018
a«
8«
R
R
Q-

No comment

* X X X ¥
oo oo oo oo
R NN N U N N N

e |

Any matching invoices recorded on your system are listed.

& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.
3. Toadd anew invoice, in a blank row marked with an asterisk, enter values for the
Invoice Number, Date, Project Number, Value and Comments fields.
4. To delete an invoice entry, click on the Delete tickbox on the appropriate row.
5. Save your changes and close the Invoices window.
/ Don’t forget to update the status and milestones on the project to keep the project details up-

to-date.

12.2.3 Raising an invoice

You can raise an invoice directly from a project to invoice for the full or part of the project.

& See Section 12.2.1, Using the integrated invoicing process, for details on using the Invoicing
screen.
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Before raising an invoice you can use AlphaValidator to run pre-invoicing checks. Click the Run
Data Validator button on the Financials/Planning tab on the Project screen to run the checks
and display the results. The Data Validator checks that a PO number, Invoice Address and
Invoice Recipient are present and also checks that the Client is not marked as being on stop
and that the Project has a valid estimated total value.

Invoicing Data Checks for T-57584 X

Test Result
(i PO present ne
(i) Invoice address present yes
pient prezent yes

stop? no

ject value OK ¥ES

To raise an invoice:
1. Search for the project.

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

. entering a key word, project number or client reference in the quick search field at
the top of the Projects menu

. selecting the “Project List” menu option and entering search criteria to find the
required project

. selecting one of the “Open Projects” menu options which let you list projects in a
number of ways.

2. Click on the required project number to open the project.

3. Click on the Financials/Planning tab.
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ProjectNumber | T.57534 Project summary sheet Contacts & Addresses
Client 70AME || Dane Environmental Q| | db New client |Send Mall
Quetation Ref
Client Order Number _
Clien Project Ref Charge Code
Project Manager Kim Evison ~ | | Project Staff || Dlary Invoiced Amount | 0.00
Kim Bvison (Surveyor)
Finance Notes
Site Name/Ref 43 Windermere Drive Q| |432213 ite Detalls
i
Project Type Ashestos Survey | | Survey Details || Buildings [P a
Estimated Total
20000 ||| Fixed Price
Project Value Run Data Validator Ralse Imvoice
Change Log
View Invoices -
Sestus New - Frens) Ralse Credit Note:
Ralse Pro-Forma
Status Noces P PayIments Invoice.
Toral Current Costs | 35.00

Esumated Man | Estmaced Man

D2ys Days (write Up}

Default Apot. change Log

Length (hours)

Earliest Start Date =

Latest End Date B

Schedule
Diary Appointments | | One Off v
Add Timesheet Timeshests

Notes/Other Info.

@ B Eh 2| ®) vomposs ]up\\tal? # Alpha Draw || # Equipment 8« B3

4. Click the Raise Invoice button. An Invoices screen lists the generated invoice and any
previously generated invoices — the most recent is at the top of the list.

Invoices/Credit Notes for T-57584 X

Records: 1

Invoice No + Project Number Type Issuing Office Total
I Wiew Detalls || Generate Invokce 645 T-37534 I T 200.00

10 % |Records per page

5. Click the View Details button to see the content of the invoice, for example:

Version 1.31 sfort Page 210
software



ALPHA TRACKER USER GUIDE TIMESHEETS, INVOICING & CONTRACTS

Status

</l oo <

Sampies taken on st F 000 000 s Asbastos sun. &

You can also click the Generate Invoice button to see the generated invoice as a PDF file.
Click in the bottom right corner of the PDF to display controls that let you save another
copy of the invoice or print it direct.

/ It is also possible to customise invoice templates in Alpha Tracker, either by embedding
multiple PDF invoice formats or by using Word to generate invoices and saving them in an
Invoices subfolder of the normal Tracker documents folder. Contact Start Software if you
would like to generate invoices in this way.

6. Check the details of the invoice and amend as necessary (if your permissions allow). You
can, for example, add further lines to an invoice by clicking the small plus button above
the totals. You can also amend the amounts as required.

Dates can also be changed, but a setting may restrict the number of days by which an
invoice may be backdated by anyone other than a Superuser. Settings may also
determine which addresses are used on invoices, eg whether the site address is used as
the delivery address.

The Date Printed can be manually set when you have printed the invoice to prevent
subsequent changes to the invoice details (except by Superusers). The Date Locked field

is automatically populated during the export (eg to Sage) process and also prevents
further changes.

/ An audit trail is kept on invoices to track the generation, editing, printing, exporting etc of
invoices. Click the Audit Trail button on an invoice to see the changes - you can also search the
list.
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7. Save any changes by clicking the Submit button.

You can search for and view any invoices raised this way either from the project (by clicking
the “...” button next to the Invoiced Amount field) or by using the “Invoice List” menu option.

On the Invoice List screen there is a document folder displayed where copies of invoices and
related documents can be stored. There is also an Email PDF button that will email a copy of
the PDF invoice to the logged in user; it will also save the new PDF file to the Invoices folder

on the server.

Home ®
4, Click here to search...
Refresh | Records: 578
Draft | Locked | Exported | lssued | Al
Invoice Mo Issuing Office Type Status  Invoice Status rvoice Date
- View Ema Generate - . ’_ = zomaT
I a Details PDF T 2 N Exported _g 25/02/2014
- 2 Ema Generate [ 7 4
a D mDF nvoice 2 4‘ i
- e Ema Generate " [ o .
a D FOF nvoice ﬁ -

A Download to Excel button on the Invoice List screen lets you download invoice details. Use
the search boxes at the top of the screen to filter the Invoice List so that it shows only the set
of invoices you are interested in, then simply click the Download to Excel button. This button

is also available on the Invoices (External) screen.

12.2.4 Raising an ad hoc invoice

Ad hoc invoices can be raised to record general invoices, not linked to projects. When raising
an ad hoc invoice you must enter all the details, including the client address and invoice line
details, yourself. You can specify whether you are raising an invoice or a credit note by
selecting from the drop-down list on the Type field. Alternatively, you can use the separate

“Raise Credit Note” menu option.
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To raise an ad hoc invoice:

1. Select the “Raise Invoice” option from the Finance menu.

< oo oo €«

2. Complete all the invoice details.

If this is an invoice, select “Invoice” in the Type field. If this is a credit note, select “Credit
Note” in the Type field.

If you need to enter more than one line on the invoice, use the small plus button above
the invoice totals.

If you want to add additional lines for more projects, use the Add More Projects button
to help you select the required project. When raising a credit note, the Add More
Projects button only displays for selection projects which have been invoiced.

3. Save the ad hoc invoice by clicking the Submit button.
You can search for and view any invoices raised this way by using the “Invoices” menu option.
Any credit notes can be viewed by using the “Credit Notes” menu option.

12.2.5 ldentifying projects ready to invoice

You can use the “Projects Ready To Invoice” menu option to list all projects that are eligible
for invoicing.

/ Note that this screen displays the same content as the Projects Ready to Invoice tab on the

Invoicing screen (available from the Finance menu), which guides you through the entire
invoicing process.
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If you choose to work from the Projects Ready To Invoice screen, instead of the Invoicing
screen, then you can still tick the projects you want to invoice and then use the button at the
bottom of the screen to raise the (draft) invoices. Alternatively, you can open each project
listed separately and raise the individual invoice from there.

& See Section 12.2.1, Using the integrated invoicing process, for details on using the Invoicing
screen.

To list the projects ready to invoice:

1.

Select “Projects Ready To Invoice” from the Projects menu to display the Projects Ready
To Invoice screen listing all projects eligible for invoicing.

See Understanding Projects Ready to Invoice, under Section 12.2.1, Using the integrated

invoicing process, for details on how a project is identified as being eligible for invoicing.

Work your way through the list by:

. selecting the projects to invoice and clicking the Invoice Selected button to raise
the invoices

. or by clicking on the underlined Project Number to open a project, raising an
invoice against it and then closing the Project screen.

Refresh the Projects Ready To Invoice screen by clicking the Refresh button at the top so
that the newly invoiced projects disappear from the list.
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12.2.6 Exporting invoices

The separate “Export” options, eg for exporting to Sage, have been removed from the menus.
These exports are now only available as part of the integrated invoicing process from the
Invoicing screen.

See Section 12.2.1, Using the integrated invoicing process, for details on using the Invoicing
screen.

12.2.7 Receiving payments

You can record the receipt of payments from clients against invoices in Alpha Tracker to keep
track of the financial position of clients.

To record payments:
1. Search for the project.

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

. entering a key word, project number or client reference in the quick search field at
the top of the Projects menu

. selecting the “Project List” menu option and entering search criteria to find the
required project

. selecting one of the “Open Projects” menu options which let you list projects in a
number of ways.

2. Click on the required project number to open the project.

3. Click on the Financials/Planning tab and click the Payments button.

Paymants for T-57869 X
Project Number Invoice No Date Value How Received Comment
s IR ] T-57868 ~ | 0054  w| 0603/2024 B 0.00 | | BACS | | Test1 p
s IR T-57B60 w || 0603/2024 B 0.00 ~

Any payments already received for the project are listed.

4. Record details of new payments received in the blank row, including details of the
invoice number, date received, value, form of payment and any notes.

5. Save the changes and close the window.

/ You can also view payments relating to individual invoice numbers when creating or editing
invoices by clicking on the Payments button displayed above the Invoice To address.
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12.3 Closing projects

There is no need to archive projects in Alpha Tracker but you can reduce your list of active
projects by closing projects. Closing projects makes lists of projects easier to manage. For
example, you can:

. Filter many list screens, such as the Project List, to show only Open or only Closed

projects:
Home x
& Search
Project Mumber  Mastar Project ClientID  Cliznt Name Site Name
ear Search Criteria
Map
Refresh | Records: 1,52
Open Projects | Closed Projects | Order Book | Al
Project Type
» s =5 Asbestos D U
, 157874 & [=47 E%] Survey
» ) =5 Asbestos U
Smmy B g==0

. Perform a Quick-search for Open projects (untick the “Open Projects only” box to
include all projects):

= Projects e

Project List

° List Open Projects:

= Projects v

v | Open only
+ New Project

Project List

Master Project List
Cpen Projects e
- by Client ID

- by Client
Mame

- by Month
.. by Status

- by Project
Manager
All Open

Projects
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Most importantly, closing projects reduces the number of projects on the Project dropdown
list on Tracker Mobile for your surveyors. By reducing the number of projects on this list, you
make it easier for surveyors to find the project they need.

You can close projects at almost any stage, for example after you have invoiced or after you
have received payment. If you attempt to close a project before you have invoiced the
project, a message asks you to confirm the action, pointing out that there is no invoice date
on the project — you can still close the project.

To close projects one by one:

1. Display the required project on the Project screen.

2. Enter a date into the Project Closed milestone. Double-clicking in the field enters today’s
date and your name against the milestone.

More —
N = 33'e:| 5 | Duse: | 0 Cverdue:
Milestones

Report Produced | 04M12/2019  BJ| | =1 || Dan Darkin b

Izsue ReasondLog

Shaw On Web [« @
Project Invaiced | 04/12/2019 4| | @ || Dan Darkin v
Project Closed 240052022 5 o= Kim Evison W

Project is dosed - delete the date to re-open

Return Date b

Messages are displayed if the total invoiced amount is less that the estimated project
value and if the Invoiced milestone is not complete. In both cases, you have the option
to continue and close the project if you wish.

You can re-open a project at any time simply by deleting the date out of the Project Closed
milestone field.

To close a batch of projects:

1. Select “Easy-Close” from the Projects menu.

Fully Invoiced | FoC | A

Project Number Opened & Client Site Type Status Value Invoiced Amount Report Produced Invoiced  Closed Closed By

Water Project New  0.00 0.00

oo o oo o o o o
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All open projects are listed, with an indicator to show whether they are fully invoiced or
not. The total of invoices for a project is displayed in the Invoiced column. This is
compared to the Estimated Project Value in the Estimated column, and if the Invoiced
figure is equal to or greater than the Estimated figure then it is displayed in green.

Therefore, fully invoiced projects are marked in green and can be closed.

2.  Onagreen project, double click in the Closed date field to insert today’s date and your
name. This completes the Project Closed milestone on the project for you.

Messages are displayed if the total invoiced amount is less that the estimated project
value and if the Invoiced milestone is not complete. In both cases, you have the option
to continue and close the project if you wish.

3. Repeat step 2 as required, then click Save to update and close the projects.

The "Invoiced" column on the Projects Easy-Close screen reads from the "Invoiced Amount"
on the project rather than directly from invoice records so that it also works for external
invoicing. The Excel download button lets you download the contents to a spreadsheet. Also,

if you make use of the Status field on projects, you can now search on project status on the
Project Easy-Close screen to help you find exactly the projects you want to close.

12.4 Managing contracts

Alpha Tracker lets you manage and track contracts by providing a facility to record contract
details and link these to invoicing schedules, contract reviews and a schedule of rates. These
details are grouped together in one place under the “Contracts” menu option.

12.4.1 Recording contract details

To add details of new contracts:

1. Select “Contract List” from the Contracts menu to display the screen listing all or any
existing contracts.

Home

4, Click here to search.

D Client ContractName  Contract Manager  Key Service Contract Ref  Start Date End Date Contract Value

Testing " Dan Darkin os Consultancy 3213132312 3170372014 150.00
v
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There is a Document folder for each Contract on the system, enabling you to upload and
store contract-related documents. Click a folder icon to access a Document folder.

2. Use the search fields at the top of the screen to search for an existing contract and then
click on its row to display its details or click the New Record link at the bottom of the list
to open the blank Contract Detail window.

Contract Detail X

[} 2 Reviews | Site | Project Types | Schedule of Rates

] B8+«
)
5 I 100000 | 2122014
v P
B & |wnozu B
4
B« e g 100000 | | 41221412
2
* 0« =]
“
,,,,, e
e * B« 8 000
P
cc Mo
* B = &) 000
i 4
v a «

Tabs on the right of the screen show invoice schedule, review details, sites, job types
and a schedule of rates if these are recorded for the contract.

You can link contracts and projects by selecting the contract in the Contract field on a
project. Once linked you can use the schedule of rates defined for the contract to set the
breakdown for the project value.

3. Record the details of the contract including:
. Client and Client Contact — client and the contact at the client

. Contract Name and Contract Ref — an identifying name for the contract and
reference number

. Contract Manager and Key Service — the person managing the contract and its
principal service

. Contract Length, Start Date and End Date — the end date is calculated if you enter
a length and start date

. Contract Value — the value of the contract

. Contract Notes — any notes relevant to the contract.

4. Add any additional details to the tabs on the right to define the contract, including
invoice schedule, review details, sites, project types and schedule of rates.

5. Save the contract details by clicking the Save icon.
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12.4.2 Adding an invoice schedule to a contract

If a contract has a specific invoicing schedule you may find it useful to record the dates and
amounts alongside the contract. Once you have recorded invoice schedule details these can
be viewed from the Contract Details on the Invoice Schedules tab — it is also possible to add
new records from this tab by typing into the rows provided.

To record an invoicing schedule:

1. Select “Invoice Schedules” from the Contracts menu to display a list of all existing invoice

schedules.
Reviews || Site | Project Types | Schedule of Rates
Records: 4
nvoice Schedule Date  Invoice Value Contract Schedule Notes Delete
Il B+ e B 1000.00 HAa-1E
s
9013 307415
B & oo B Jgoogn || Y1223
o
B « |wmoos 8 oonn| | 212208
]
B « wonen B \ooo.n| | &122014
I
* O~ =] s
I
* 3« =] 0o
o
* B ~ B 0
]
10w Record: per page a =

2. Enter new schedule details by using the blank rows at the bottom of the list and then:
. selecting the date of the scheduled invoice in the Invoice Schedule Date field
. specifying the value of the scheduled invoice on that date in the Invoice Value field

e  typing any notes in the Contract Schedule Notes field.

3. Click the Submit button to save the invoice schedule details.

The Delete tickbox at the end of a row enables you to delete individual invoice schedule
records if required — simply click the box and click Submit.
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12.4.3 Adding review notes to a contract

Notes on any review of contracts can be stored alongside your contracts. Once you have
recorded review notes these can be viewed from the Contract Details on the Reviews tab — it
is also possible to add new records from this tab by typing into the rows provided.

To record an invoicing schedule:

1. Select “Reviews” from the Contracts menu to display a list of all existing review notes.

Invoice Schedules Site | Project Types | Schedule of Rates
Review Date Review Amendees Review Notes Review Actons Delete
Mo records in query
* 0« ]
A £ Ed
* 0« =]
P g g
* @« =]
P P g
B =«

2. Inablank row enter details of the review including:
e the name of the contract in the Contract ID field
° the date the review was/is to be held in the Review Date field
. names of people attending the review in the Review Attendees field
e notes of what was discussed in the Review Notes field
. actions resulting from the review in the Review Actions field.
You can also view and log tasks directly from Contracts Review by using the buttons on
the right of the rows. Simply click the Log Tasks button and enter details of the task to

log; it is automatically linked to the Contract ID. The tasks can be logged for both clients
and staff and you can use the options under the Calls/Tasks menu to track them.

3. Click the Submit button to save the review details.

The Delete tickbox at the end of a row enables you to delete individual review entries if
required — simply click the box and click Submit.
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13. LOGGING CALLS AND TASKS

Alpha Tracker contains Customer Relationship Management (CRM) functionality to help you
manage contact with clients and log tasks due and done. You can use these features to:

. record all contact to/from clients, such as:
—  inbound phone calls
- outbound phone calls
- emails

° build up a client history

. log follow-up tasks

° maintain a “To Do” list

. check actions due

. record actions done

. track contact with clients.

13.1 Logging a call or task

Both calls and tasks are recorded in the same way in Alpha Tracker; they are classed as
different types of action. You can define other action types too.

& Refer to 2.1.10, Maintaining CRM action types, for details on how to define you own action
types.

If you are recording a task then you will also need to record a target date for completion so
that the task can be tracked. Any tasks that you create are added to the To Do List of the
person to whom you have assigned the task. To complete a task, a completion date must be
entered against the task.

To log a call/task:

1. Select “New Call/Task” from the Calls/Tasks menu to display the screen on which you
can enter the call/task details.
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Home 2w CallTask X

Action Type O Call O Email O Linkzdin O Problem O Review (face-to-face) O Raview (virtuall O Skype O Task O WhatsApp
Priarity OHigh O Medium O Low
Log Date 06/03/2024 B9 | Dan Darkin A4
o
Client q ||| [Cone=t

Contact Mame e
Quatstion a

Contact Phone
Fraject Q

Contact Mahbile
Contract Q

Contact Email

e —

Date Due B Date Done =
Assigned Type Individusl  w Completed By v
Azzignad To L4

Select the appropriate Action Type and Priority. Today’s date and your logged in user ID
are displayed by default. You can change the log date if the call or task should be
recorded for a different day.

In the Linked To section, in the Client field, enter or search for and select the client to
whom the call or task is linked.

Once you have selected the client you can also select a quotation, project or contract to
which the call/task is linked — the lists displayed when you search are automatically
filtered according to the selected client. If you do not specify a client first then the lists
are not filtered.

In the Contact Details section, record details of the person to contact.

The details of the main contact recorded for the selected client are displayed by default.
You can change these if required. The Contact Name field prompts from the list of
contacts recorded in the Address Book for the selected client. You can also record
telephone number and email address details.

In the Call/Task Details box, record a brief description of the content of the call or
details of the task.

If this is a task that requires action, specify the date that action is due and who by in the
Target fields.

Version 1.31

sforf Page 223
soffware



ALPHA TRACKER USER GUIDE LOGGING CALLS AND TASKS

Tasks can be assigned to individuals, groups, subgroups, offices and teams. Simply make
your selection from the Assigned Type dropdown and the field below it changes
accordingly.

The Comments, Action Taken and Completed fields will be filled in later when the task is
completed.

/ A task is not marked as complete until the Date Done field is filled in — even if the Completed
By field is showing a name.

7. Click Submit to save the call/task.

Any tasks that you create are added to the To Do list of the person to whom you have
assigned the task.

It is possible to configure the system so that notification emails are sent to the individual to
whom the call/task is allocated. This is designed to make the person aware that they have a
task logged, without them having to check the My Tasks section. There are a number of
settings that control how this works.

13.1.1 Using quick links to log a call or task

Besides using the option from the menu, you can also log a call or task from other areas of the
system. Some lists, such as the Quotation List or Enquiry List for example, have a Log
Call/Task button to enable you to access the New Call/Task screen quickly and easily.

oo o KR ot |
1 s [ B L= = 0
oz Eb > ‘ o o 5 )

Wherever you see this button, you can click it to open the New Call/Task screen as a window
with appropriate details pre-filled.
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Call/Task - TQ23-00023 b4

Action Type O call O Email O Linksdin O Problem O Review (face-to-face) O Review (virtuall O Skype O Task O WhatsApp

Pricrity OHigh O Medium O Low

Log Date 06/03/2024 || Dan Darkin hd

Contact Details

—Contact 1

Clignt Start Software

Contact Name | Robin Bennett w
Quotation TQ23-00023

Contact Phone | 0245 6122402
Project

Contact Mobile

LB AL

Contract

Contact Email robin.bennett@start-sofoware.co.uk

—Contact 2

Contact Name W
Contact Phaone
Contact Maobile

Contact Emiail

carme —

Action Taken

Date Due ] Datz Done (]
Aszignad Type Indrvidual W Completed By L4
Aszignad To W

Complete the remaining fields as necessary and save the call or task.

Version 1.31 s‘l‘art Page 225
software



ALPHA TRACKER USER GUIDE

LOGGING CALLS AND TASKS

13.2 Checking your To Do list

Any tasks that have been assigned to you will appear on a To Do list. To view your To Do list:

1. Select “My To Do List” from the Calls/Tasks menu. The list of tasks assigned to you is
displayed in due date order.

Date Logeed DamDue Dt

Tz 1znzems

2.

View the details of a task by clicking its View Call/Task button.

Home

Action Type

Privrity

Lug Date

My To Do List = CRM - Dane Enviranmental

O call ® Email O Linkedin O rotern O Review (Tace-to-face) O Review firuall O skype O Task OwhatsApp
O High ® sedium O Low

0W01/2022 B|| panparkin w

Contact Details

Call him {oest)

Client Diane Enviranmantal Q o
Contact Mame | Jason Dane -
Quotation Q
Contact Phone 01202776863
Project Q
Contact Mobile
Contrect a
Contact Email | Kim.evison@start-software.com
Contact 2
Contact Narme v

Contact Phone
Contact Mobile

Contact Email

Date Due
Assigned Type

Assigned Group

09/01/2024 8 Date Done =]
Team w Comgleted By hd
Scheduling W ElTEiE
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13.3 Completing a call or task

Tasks fall off your To Do list by being either completed or assigned to someone else.

1. Display tasks assigned to you on your My To Do List.

2. Find the required tasks and display its details.

Home | MyTeDolit x | CRM - DaneEnvironmental x
Action Type O can ® Emai O Linkedin O Prober O Review (Tace-to-Tace] O Review pirtual O skype O Taske O'whatsipp
Pricrity O High ® sedium O Low
Leg Date 080172024 Bl|| Dan Darkin v

Contact Detalls
Client Dane Enviranmental Q comzat
Quotation Q h
Contact Phone 01202776863
Project a
Contact Mobile
Contract Q

Call hlm eest)

act Mame | J3son Dane -

Contact Email | WIM.evison@start-software.com

Contact 2-

Contact Karme v
Contact Phone

Contact Mobile

Contact Email

Date Due

Assigned Type

Assigned Group

09/01/2024
Taam v

Scheduling W

Date Done =]

Comgleted By ~

Dupiicate

3. Update the Call/Task Details if appropriate and record the date you completed the task
in the Date Done field. If the task was completed by someone else, select their name

from the drop-down list on the Completed By field.

Alternatively, you could reassign the task to someone else by selecting their name in the

Assigned To field.
4. Click Submit to save the updated task.

5. Refresh your My To Do List screen.

The completed (or reassigned) task no longer appears on your To Do list as an open action.
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13.4 Checking all calls/tasks logged

The “All Call/Task(s)” option gives you a view of all the tasks that have been logged in Alpha
Tracker, not just those that have been assigned to you. You can search and filter the list as
you wish.

1. Click the “All Call/Task(s)” option on the Calls/Tasks menu. All calls/tasks logged in Alpha
Tracker are displayed.

EEEc e |

2. Use the buttons to show all tasks, open tasks or completed tasks only. You can also use
the search fields at the top of the screen to filter the list.

3. Display details of selected calls/tasks by clicking the appropriate View Call/Task button.

13.5 Tracking client contact

The Account Management option on the CRM menu is designed to help you keep track of
your key clients and the contact you have with them. Although Alpha Tracker is typically used
by environmental consultancies and organisations with an asbestos problem to solve, it is also
used by other types of company to manage day-to-day operations. The Account Management
features and screens help all users of Alpha Tracker manage their key accounts.

13.5.1 Identifying key contacts
You can mark important contacts at a client as key contacts. You can also mark important
clients as key clients. Both are indicated by a yellow star icon.

1.  First, decide who your key clients are and mark their Client records by opening their
Client Details and ticking the Key Account box on the Classification tab.
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Client Details

+ Quote - Project - User

General Datallz

Contacts/Emails

Client Type hd

Industry Type v

Finance/Cradit Datails

2. Mark the key contacts at all your clients by opening the Client Details, going to the Client
Address Book tab and ticking the Key Contact tickbox against only the most important
contacts. A star is displayed against the contact.

- XY R Berne [
N R P
2z B+ ‘

10 | Recordzparosge

Rt Recip. Email Ns  Deew

13.5.2 Recording contact with clients

Log contacts made with your clients either manually by using the Log Call/Task button on the
Account Management or Key Accounts screen, or automatically by using Tracker Filer:

1. Manually record contact with a client by using the Log Call/Task button on the Account
Management or Key Accounts screen. On the displayed Log Call/Task screen:

Select the type of contact by selecting an Action Type radio button.

Link it to a specific quotation, project or contract, if required, by making a selection

in the Linked To section.

Specify or select who the contact was with and their details in the Contact Details

section.

Type the details of the call, email etc in the Call/Task Details section and save.
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Log Call/Task for Bennett Enterprises X
Id Dat= Logged Logged By
0603/2024 El|| Dan Darkin ~

Action Type

Orcall O Email O Linkedin O Problem O Review (face-to-face) O Review ivirtwal) O Skype O Task O WhatsApp

S

Contact 1

Client Bennett Enterprises b

Contact Name -

Quotation ~

) Contact Phane
Froject -

Caontact Mobile

Contract ID Q
Semait
S
B 7 U & Date Done
06/03/2024 =]
Done By
Dan Darkin w

2. Automatically log contact with a client whenever you email them by using Tracker Filer:

° “CC” Tracker Filer at your organisation when you email a client (you don't need to
specifically mention a quote or project number)

e Tracker Filer will look at the email address(es) you have sent or cc'd the email to,
and then save the emails as records in the Alpha Tracker CRM module.

/ If you don’t currently use Tracker Filer, contact Support to arrange to have it installed.

13.5.3 Displaying and monitoring client contact

Make sure you are keeping in touch with your clients by monitoring the figures on the
Account Management screen. You can also focus on key clients only by using the Key
Accounts screen.

To display your contact with clients:

1. Select “Account Management” from the CRM menu. The Account Management screen is
displayed.

2. Ifrequired, search for specific account(s) by filtering on Project Types or Account
Manager, or by using the quick search field.

VearVaiue ContactsMade KeyPeople Tikets  Last Qualiy Contact Total Value. Account Manager Account support Key Contacts CleneType  Inustry Type
(<30dap) (<90 days) (<30day)

| Yessing Clene 01 B o o] 0 0 —carmask | 23K v v
i Monioring Astestos Surey, Suney
oh weanesaay 0 o] § o0 woem v o

A Menitari s nzstns Survsy, Bulk Semple Hezarsous Matsris!

The Account Management screen lists your clients, showing details of year to date and
total invoice values, your Account Manager and the email address(es) of the key
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contacts at the client. Most importantly it also displays the number of contacts you have
made generally in the last 30 days with the client and the number made with key
contacts at the client.

3. Click on an underlined entry to drill down to the details, eg to see a list of invoices
making up the total invoiced figure, or a list of recent contacts with the client.

If you are displaying details of recent contacts, the icons next to the contact figures show
you the forms of contact made, eg phone call, Teams call, email etc.

You can change these icons by using the “CRM Action Types” option under “General” on the
Setup menu.

4. Use the preset filter buttons for “Key”, “No Contact” and “All” to quickly see only those
clients you have marked as key accounts or only those with whom you have had no
recent communication.

The “No Quality Contact (within 90 days)” preset filter button is particularly useful to
find clients with whom you have had no face-to-face or video call communication in the
last 90 days.

/ There is also a “Key Accounts” menu option if you want to concentrate on key accounts only -
it automatically has the “Key” filter applied. You can identify key accounts by the star.

5. See alist of all your contacts in the Address Book for a client, by clicking on the row
expander button on the far left of the row on the Account Management or Key Accounts
screen.

13.5.4 Sending and recording bulk emails

The Key Accounts and the Account Management screens provide an easy method for sending
and recording bulk emails. It is particularly useful if you are sending something like a
newsletter to your key accounts. This feature gathers the email addresses of the key contacts
at the clients, making it easy to prepare the email which you actually send from your normal
email client (eg Outlook or Gmail). Once you have sent the email, complete the final step to
log this communication with all the recipients in the CRM module.

1.  Select “Key Accounts” or “Account Management” from the CRM menu.

2. Filter the display to show the accounts to whom you are sending the bulk email, eg all
your key accounts, or key accounts with whom you have had no recent contact.
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Client YearValue Contacts Made Key People Tickets Last Quality Contact Client Type Industry Type

<30days)

(<30days) (<90 da

I=1 o
(=]
i
o
=
<
<
3

0 =

3. Click the Send Bulk Email button at the bottom of the screen to display the screen that
guides you through the process of preparing, sending and recording a bulk email.
The email addresses of all the contacts who have been marked as key contacts at the
clients on the list are displayed at step 1.

send Bulk Email *
P

4. Click Copy to Clipboard to copy the list of email addresses to your clipboard.

5. Prepare the email using your usual email client, eg Outlook or Gmail, and paste the list
of email addresses into the “Bcc” box.

6. Copy the subject line from the email into the Email Subject field in step 2 on the Send
Bulk Email screen.

7. Send your email.

8. Click the Record Emails Sent button at step 3 on the Send Bulk Email screen to log the
email communication with each contact in the CRM module.
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14. REPORTING ON YOUR DATA

The Reports section of Alpha Tracker provides a number of standard reports that enable you
to extract and report on your data. They may also include some customised reports.

The reports available to you are determined by the user group to which you belong.
Therefore, the reports available to a Surveyor will be different to those available to an
Administrator or a Lab Analyst for example.

Reporting on your data is easy — simply select the report you want and the data is displayed
on screen. You can sort the data as you like, by clicking on the column headings, a search
facility helps you find items quickly and at the click of a button you can export the data to a
spreadsheet.

If you have any pre-defined exports set up, you can access these from the Exports option on
the “Projects” menu or from the “Reports” menu.

14.1 Running a report

To run areport:

1. Expand the Reports menu and click on the report group for which you want to see the
available reports, eg Project Admin, Finance or Management. These report groups
correspond to the user groups in Alpha Tracker. Most people will see just one group
listed in the Reports menu and this is the group to which they belong.

A list of the available reports is displayed as in the following example:

1 Y| oron (et szra e (g
Y|
pAdEES
w
2| (|
¢ (|
dhe (i
V2| e (|
| e
D dRCes
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5.

If you have a long list of reports you can enter search text in the Search for: field to help
you find the report you need. Type in the text and click Search. The list is filtered to
show only reports matching your search text. Return to the full list of all reports by
clicking All.

If a report requires parameters to filter the data, you will see a ... button. Click the ...
button and specify the required parameters, then click OK.

You can use the asterisk (*) as a wildcard when specifying the parameters. For example,
entering “*environ*” as the Client Name parameter will find data for all clients with
“Environmental” appearing anywhere in their name.

Enter Report Parameters

Where dates are required, use the calendar on the date parameter field to select the
required date and enter it in the appropriate format.

Run a report by clicking its Monitor or Download to Excel button. Depending on your
choice the results are output to screen or to an Excel file.

If you are outputting the results to screen, then these are displayed below the list of
available reports. (If your report list is long you may need to scroll down to see the data
returned.) Any parameters you specified are displayed between the list of available
reports and the results.

=)
=)

el B2

You can work with the data on screen by:

. sorting the returned data as required by clicking on a column heading — once to
sort A-Z, again to sort Z-A

. searching for particular entries by typing into the Search box on the far right.
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15.

15.1

SHARING DATA ON THE CLIENT
PORTAL

Introduction to the Client Portal

The Alpha Tracker Client Portal provides your clients with direct access to the Alpha Tracker

reports, documents, and project data that you have created for them, live over the Internet.
You don’t have to print and post (or PDF and email) a report to your client, but can give your
client access to it directly over the web.

The Client Portal is an integrated part of Alpha Tracker. Your clients log into your Alpha
Tracker URL and get a special view giving them direct access to their data. You decide what
data they can see, by allowing them to see data related to specific key services. For example,
this could include:

. asbestos reports, photos and registers
. water hygiene risk actions, assets and outlets
. open tickets and quotations.

The Client Portal is also a compliance management tool with features to track remedial
actions, approved contractors and store vital policy and procedure documents.

This section includes information on the following:

. setting up Client Portal users

. making projects visible to the Client Portal

e what can be seen on the Client Portal

. the options available to customise the information displayed on the Client Portal
. how to upload additional files to the Client Portal

. viewing hotspot drawings on the Portal

. viewing CAD drawings on the Portal

. recording removal or remediation details between surveys

° logging enquiries and accepting/rejecting quotations.

& Refer to the Client Portal User Guide for further details on how to use the options in the
Client Portal.
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15.2 Setting up Client Portal users

Setting up Client Portal users is described in detail in the Alpha Tracker Technical Guide as it is
restricted to Superusers. Essentially, Client Portal logins are linked to a Client ID rather than a
Staff ID and they must be in either the Clients or the Client Admin permission group and no
other group.

In addition, you can specify the key services that are displayed to this Client Portal login. This
defines the type of data that the Client Portal login will see. For example, depending on the
licence keys in your system you may have options for Asbestos and for Water Hygiene. These
work as follows:

. If you tick Asbestos only, the login will only see asbestos-related data.
. If you tick Water Hygiene only, the login will only see water hygiene-related data.
° If you tick both, then the login will see both.

. If you tick neither, then the login will see neither asbestos nor water hygiene data but
will see Ticket and Quotation data if this is enabled on your system.

User Info Groups
Staff D or a Tick all that apply
Clignt I PN

Administrators Superusers
Default job Auditor Survey Admin
~Emer Calendar Only Surveyor
Default Quote Client Admin
~Etmer v | Clients
Allowed Office External Lab

Letrers Extermal Surveyor
Finance

Finance Admin

. . Lab
Client Portal Settings
Lab Admin
Show Linked Management
Sites Project Admin

imer
Hey Services « | Azbestos Water Hygiene Project Manager

Quality
Resource
Sales
Senior Project Manager
5ite Restrictions Delet= || Change Password B -,

Refer to the Technical Guide for further details on how to set up users.
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15.3 Making projects visible on the Portal

Only the projects that you want to make available on the Client Portal will be visible to your
Portal users. To make a project visible you must mark it as “Show On Web”.

/ Note that all sites for the client are visible on the Client Portal, whether or not you have a
project for the site. This means that your client can see that the site is in the system even if you
have not completed any work for it yet. If you wish to hide a site from the Client Portal, go to
the Site Details and set its Status to “Hidden from Portal”.

To make a project visible:

1. Open the project on the Projects screen.

2. If not already present, enter a date in the Report Produced milestone so that the Show
On Web tickbox is displayed. This milestone is usually completed when the report is
produced for a project.

Project Opened | 25/07/2023 || B Dan Darkin v

Quote Produced 8 b

Order Received 8 = -

Turnaround hd

_v‘_l‘::[’;‘iﬂ Z)-:ne:E] Due: | 4 Owerdue n
Report Produced | 27/07/2023 | | B Kim Evison v
ssue Reason/Lo;
----- OnWeb [v] @

Project Invaiced 8| = w

Project Closed 8 = v

Return Date hd

Contacts & Addresses

Financials/Planning

Notes/Other Info

B« B
3. Tick the Show On Web tickbox.
The project will now display a small symbol next to it on lists in Alpha Tracker, eg:
: = estos et stard START & . i n B

srmme Gy om0 E] W0 o raon ror e
If the Document Produced date is present and the Show On Web tickbox is ticked, then
the report is fully available on the Client Portal.
If, however, the Document Produced date is removed and the Show On Web tickbox is
left ticked, then the report/job is marked as “pending” on the Client Portal. This shows
your client that it is underway but that the report is not yet available and the data has
not been released.

Version 1.31 sfqr'l' Page 238

software




ALPHA TRACKER USER GUIDE SHARING DATA ON THE CLIENT PORTAL

15.4 What can be seen on the Client Portal?

The main sections of the Client Portal display information on sites, compliance and reports.
System settings and the Client Portal login determine which sections are visible. For example,
on the Home Page a client may see some or all of the following:

. “Project Pipeline” shows complete and incomplete milestones for projects marked as
Show On Web, to indicate progress through the main phases of work:

ey s

. “Site List & Compliance Summary” lists the client’s sites and also shows summary
compliance data (which may be for asbestos or water hygiene, or both):

16 Pride kil

196 Rhymey Sirest

Version 1.31 . sfqrt Page 239
* software



ALPHA TRACKER USER GUIDE SHARING DATA ON THE CLIENT PORTAL

e  “Site Grid” shows site information in a grid pattern:
e  “Dashboards” show the following information in graphical format:
- risk of asbestos (all sites) — the number of items at high, medium and low risk
across all the client’s sites
- reports issued — the number of reports issued and the month they were issued
- items by recommendation — the proportion of items with each different
recommendation (top five only).
« Dashboards
Risk of Asbestos by Material Score (All Sites) Reports Issued Items by Recommendation (Top 5)
s ! é AfxIDL -
. 03 LR— |
¢ VerglowRisk  LowFRisk Med Risk High Risk ¢ 202208 202209 202210 202304 202305 Encapsulat .
Risk Moantn 0 10
[ )

“Report List” shows a list of all the reports that have been produced across all the
client’s sites:

| Search

Site Name Sita Reference (UFRN) Frojecchumber  ClentFrojeccRef PO Postcade Project Type Report Produced Inveiced

From To From To
[=] 8 8 8

Clear Ssarch Crieria Search
Recorss: 26

Ste Name Sia Reference (UPRN) Project Number Client Project isf PO Fastcode Report Produced Invoiced

(] L] Training
156 Rnymney Street 12 e 6sa = aweennz
ad PDFs (0} | | summary | | Documents | | Plans (@)
Cardite
123 hor Rosd 128123 g m B | sz 12380009 AIZ BH213QF ASMESOSSUNEY  Lonpniz ooy
POFS (1) | | summary | | Documents | | Plans (21 Exampie Mansgemen:

Corfe Hulen, Wimborne, Dorsec B421 30

25Laigh hoadd | <] L ® | rssse s8¢ 23456 BH21 1A RISROSSUE  ayiopiz amowaone
verious bu ings) POFs (1) | summary | | Documents | | Plans 5 Eizmpe Mansgemen:

Wirmborme Minster, Doreet 521 145

(=] m L 4 . . < 1ry Ashestos Survey e R
Chandlers House - poea| | summary | | Documants | | parmion| €M 225 ABCOE BHISTTY Soesiev owinis oo
The Quay: Posie Darset 8415 1TV
[=] | L - AWtz < qry Asbestos Survey o N -

Chandiers House - PR 1)| | summry | | Documenes| | ansin| 756517 AW BHISTY PO oweraon 2senoe
The Quay, Poole. Dorsec SHIS 1TV
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e  “Site Map” displays the client’s sites on a map:

° “Water Dashboard” shows water hygiene-related data, including charts, actions, assets,

outlets, previous visits and planned visits:

. Water Dashboard

nannedms's|

Rl e e ot [ rteren]

Remedial Actions
Legionella Risk Assessment Overview

Sites Not Risk
Assessed
0%

B Tobe done

B Overdue

400

. “Tickets” allows your users to see and track progress on all open tickets that they have

raised with you

‘ Refresh | Records: 2

Search for: | search HE|

D Raised By Raised When Ticket

Im‘ll'_ | -ﬂm

Job Pipeline - Appointment Date

000 entry / surveyor name on
27/07/2023 08:30 | report Issue

(_Eluod evenlfg
a

71 [0

100 W |Records per page

Allocated To

°|-n=m|ir|ls Medium

°Ja mes Holmes  medium

Priority First Response Solution Required By a

26/07/2023 05:28

26/07/2023 05:31

Clients may also be able to:

e  display Registers

e  display Photo Registers

e run data extracts

e maintain a library of other documents

e  update contact details
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e  upload bulk sample details
. record removal or remediation details

. log and track enquiries and quotations.

/ You can control which menu options are available to your clients so some of these options may
not be available to some or all of your clients.

Refer to the Client Portal User Guide for further details on how to use the options in the
Client Portal.

15.5 Customising the Portal view

The Client Portal can be customised by switching on or off different features in the System
Repository. The setup of individual logins to the Client Portal also affects what is displayed.

/ Please contact support@start-software.com if you would like features to be switched on or

off.

This list summarises some of the controls on the Client Portal:

. The filename pattern of pdf to be visible on the portal can be specified.
. Any of the charts on the dashboard can be switched off.

. Individual elements on the Home page can be switched off.

. Which milestones are displayed on the Project Pipeline can be controlled via a tickbox
on the Milestone Templates.

. All the buttons and frames within the Main Menu on the Client Portal can be switched
on or off. This means that you can control which menu items are displayed via a Client
Portal login.

. A new data flag can be displayed on the Site List & Compliance Summary and the
registers to draw users attention to new data.

. A new document flag can be displayed on documents uploaded to the “Other
Documents” menu option.

. You can prevent “dangerous” file types from being uploaded by clients through the
Client Portal by specifying a comma-separated list of banned file extensions eg

”

“.exe,.com”. The default list is “.exe., .com”.

. Blacklisted terms can be listed to specify pdf filename patterns not to display on the
portal. Blacklisted terms can be specified for each client.

. You can hide the Register feature on the Report List on the Client Portal. This is set to
“yes” by default and is client-specific. This prevents the register for the project being
displayed, which is useful if you tend to revisit sites and want your clients to look at the
site registers.

. Recommended Actions for NAD items can be hidden from the Client Portal registers.

. You can tag individual projects for display on the client portal to any number of client IDs
in addition to the “owning” client’s ID. You specify the additional client IDs in a new field
on the Project, Linked Client IDs. These linked projects appear on the client portal in
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their own section - to make it clear that they are special projects made available to the
client logging in.

. You can allow/disallow clients to record remediation and removal details and thereby
update the register between surveys.

. You can allow/disallow individual logins to see data related to specific key services, eg
asbestos and water hygiene.

Only users in the "Client Admin" group are allowed to save changes to the client contact
details on the Client Portal.

Refer to the Alpha Tracker Technical Guide for instructions on how to set up Client Portal
users and how to monitor client access.

15.6

Uploading files to the Portal

Users of the Client Portal can upload documents to folders on the Client Portal in two places:
. on each Site — this folder is for documents that relate to the whole site

. on each Project — this folder is for documents that are specific to individual
projects/surveys.

To upload documents within the Client Portal:

1. Click on the folder icon on a site or a project as appropriate:

=

2. Click the Choose File button to upload a document that you want to file with the site or
project, or drag a document to the drop zone.

3. Click the underlined filename to download a document to your PC.

4. Click the Delete button if you want to remove a document from the document folder.

Client Uploads X

Current Site Plan:

Upload Current ite Blan: No file chosen

Filename Size Created Last Modified
General Site Files:

Upload filesto | (main folder) Add Subfolder

=Drop files :0 upload

(or click)

e E=E

Filename Size Created Last Modified

§ Certificate jog 31288 18-Mar-22 11:57-52 18-Mar-22 11:57:52 IEER
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/ Note that only users in the permission group “Client Admin” have the ability to delete
documents. Users in the “Clients” group can upload and download but cannot delete
documents.

For general documents with a wider application, for example relating to policies and
procedures, training, contractors or QR code usage, you can use the Other Documents menu
options to upload files.

Itis also possible to upload files from a standard Alpha Tracker login so that the files are
visible and available for download in the document folders on the Client Portal. You can do
this for both Project-related and Site-related documents, simply go to the project or site and
use the Document Folder to upload your file to the Client Uploads subfolder.

For example, to upload to the document folder on the Project:

1.  Locate the project on the Project List.

2. Click on the Document Folder icon.

3. Use the top Upload files to option to select and upload the file to the “Client Uploads”
sub-folder.

Documents - T-56836 X

Upload filesto  (main folder) v

(main folder)
Certificates

Client Uploads
Misc
Plans and Drawings ’ / d
pora P J11és Lo uploa
Surveyor
XML c
(or click)
_ - Last F
Filename Size Created 1o ifieq v
2023~
= 34.37 - 2023-03- Delete
[3 92756.jpg - KE 2 wns
2022-
431 . 2022-04- Delete
[ data_checkhtm - KB %2112 121126 .

15.7 Viewing hotspot drawings on the Portal

Drawings that you have added hotspots to can be displayed on the Client Portal and all tags
viewed. These drawings are linked to individual projects and are usually in the project’s
Drawings subfolder.

To display the hotspot drawings on the Client Portal:

1.  Find the required project on the Report List and click the Plans button. The hotspot JPG
file is displayed, for example:
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Plans for 12a vor Road (T-55745)

51 (83635)

PLANZ_HOTSPOTPG

If there is more than one drawing available, then the different drawings are displayed at
the bottom of the screen and you can click on the one you want to view or use the
left/right arrow buttons to move between them.

2. Click on the Hotspots button and then on the “Click to view live plan...” link to access
the live drawing.

Plans for 12a lvor Road (T-55745) X

Click to view live plan...

Hotspots

PLANZ_HOTSPOT.JRG
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The live plan is displayed:

T-55745/Plan2 jpg
o] [ e [
laid %
X2 (83642) 52 (83639
~ ~
e o
il |
(83638) &
51(83635)
S
wr S
® e

On the hotspot drawing you can:

. Use the wheel on your mouse or the + and — buttons above the drawing to zoom in
and out.

. Click and hold on the drawing and move the mouse to move the image in any
direction.

. Use the Reset button to return to the default zoom and view of the drawing.
. Filter the list of tags by using the buttons above the tag list.

. Click on a tag on the drawing to view summary details of the item on the tag list on
the right-hand side.

. Click on a tag on the tag list to highlight it on the drawing.
. Print the hotspot drawing by using Ctrl+P.

/ The hotspots cannot be amended from the Client Portal.

15.8 Viewing CAD drawings on the Portal

It is possible to view CAD drawings (DWG files) on the Client Portal, in the same way as you
view hotspot drawings (see above). These drawings are linked to individual projects and are
usually in the project’s Drawings subfolder.

Find the required project on the Report List and click the Plans button to display project
plans/drawings.

In order to view the DWG files stored with a project, you need to:
. have a DWG viewer installed

. save a JPG version with the same name and in the same location as the DWG file.
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The system displays only JPGs in the Plan viewer. If however the name of the DWG file is the
same as the JPG, eg “Plan1.JPG” and “Plan1.DWG”, then clicking the “i” icon displays the DWG
file.

If the user does not have a DWG viewer, then they can see the JPG. Any user who does have
a DWG viewer has the ability to click through to the DWG version.

15.9 Recording removal and remediation details

It is possible to update survey items between surveys to reflect remediation or removal work.
This can be done from the Asbestos Register in Alpha Tracker but may also be switched on in
the Client Portal.

Refer to Section 11.2, Updating the Asbestos Register, for details on how to record these
updates from a standard Alpha Tracker login.

If it is available within the Client Portal, your client can click the Remediation Details button
on an item on the Asbestos Register. For example:

Remediation Details

n 037
Survey 1D 0220
Fioor o

w2

sms
Extent

Sample Number 2
Iengfication

This screen allows your client to record remediation or removal details. The item will only be
marked as “Removed” if it has a Remediation Type of “Removal” AND either a Remediation
Status of “Complete” or a Remediation Complete date. The following screen shows an
example:
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Remediation Details

]
Survey ID
Floor

Location

Location Description Dining Room

ltem

Material Code

Matarial

5/ P/ 5P

Extent

Sample Number 2

ldentification

Remediation Typ:
Remedia
Estmated Cost
Cost Band
Lontra r
Remedia De
Remedia C
Remedia M

Positive items are marked as “Removed” on the Client Portal if any of the following are true:

they have an Approach of “R”

they have an Identification of “Removed”

they have a Remediation Type of “Removal” AND either a Remediation Status of
“Complete” or a Remediation Complete date.

These removed items are easily identified on the Client Portal by a green “Removed” stamp
and can be viewed on the Removed Register:
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They are also visible on the Asbestos Summary graph:

Asbestos Summary - 25 Leigh Road >

Here is the Asbestos Summary for Site: 25 Leigh Road

@'f Removed ltems: 4

° NAG ltems: 1 "

® Mo Access ltems: 2 2

© Presumed ltems: 1

9 Sampled ltems: 7 .

Key:
I Ver Low Risk z
Low Risk
Medium Risk o 1—_—!—! = = o I F 2
2 5 ] T 3 8
I Hioh Risk Msterial Score

Similarly, any items that have had remediation work recorded are visible on the Remediation
Register.

15.10Logging enquiries, accepting/rejecting
quotations

An optional feature on the Client Portal allows your clients to log new enquiries themselves
and also to view the status of their enquiries and quotes. You can find these options on the

Client Portal, on the Enquiries/Quotes menu if the setting “Show the Enquiry Section on the
Client Portal?” is set to yes.

&
#  Site >
= Register 3
= Photo Registers b
[# Reportsilobs H
@ Enquiries/Quotes =
MNew Enquiry
All Quotes
& Contractors ¥

Your clients can log an enquiry by using the New Enquiry menu option:
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Home =

Reference aference nUmber bea erate
Contact Jason Dane

Email kim.eviso rt-software.com

Telephone 01202 775883

Mobile

Enguiry Details

4

When an enquiry is raised, an email is sent to the email address specified in the “Client Portal
Enquiry Notification Email Address” setting. In addition, the enquiry appears on the Enquiry
List with “Client Portal” set as the Source so that you can easily identify it.

You can set up messages for a client to inform them that you have received their enquiry. This
is controlled by the setting "[client name] new enquiry message". For example:

Information

The office letter used for the enquiry is from the default office letter setting if the client does

not have their own default office letter set up.

The client can view a list of their enquiries by using the My Enquiries option:

search || All

Reference

I AQ24-00002
AQ24-00001

TG21-0009

Date Produced Contact

Ermnail

Telephone

06/03/2024

0B/09/2021

10w | Records per page

Jason Dane kim.evison@start-software.com 01202 776833

Jason Dane  kim.evisol

start-software.com

Jason Dane |dane@daneenvironmental.co.uk 01202 776883

Mobile Enquiry Details

Refurb survey of Industrial unit In Gloucester

Quote for & demolltion survey of 3 domestic preperty In Morpeth

4 X management reports required for October

If you create quotations for the client, then any open quotations for the client are listed on
the My Quotes screen. From here your client can accept or reject a quotation at the click of a

button:
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h | Records: §

for: Search | All
Reference Date Produced Produced By Type Site Name Status Value  Contact  Telephone  Email
I TQ21-0012 0§/10/2021  DanDarkin  Asbestos Survey Heysham Power Station Two Open £0.00 Jason Dane 01202776823 Jdane@daneenvironmental.co.uk | Accept Reject

/06/202 Open

6 kim evlson@s!

Accept Reject

02 07/04/202 Dan Darkin  Estimators Project Risk Assessment Driorslee House Open £

23 |dane@daneenvironmental.co.uk [SNACEERE Reject

TQ20-0005 11/06/2020  Kim Evison Open £0.00 Jason Dane 01202776883 |dane@daneerwironmental.co.uk [NAEEERE Reject

TQ20-0004 11/06/2020  KIMEVSOn  Asbestos Survey open £0.00 Jason Dane 01202776883 |dane@daneervironmental.co.uk (SNASEERE Reject
NQ140003 D3/03/2014  DanDarkin  Asbestos Survey Unit 15 Green Trading open £0.00 Jason Dane 01202776883 jdane@danesrmironmental.co.uk [NAEEERE Reject

10w | Records per page

If a quotation is rejected, your client is prompted to enter some reject notes. The quotation is
marked as “Lost” and the client’s reject notes are displayed in the Reason field.

There is both a My Quotes option and an All Quotes, the latter allows your client to see all
their processed quotations - accepted and rejected - and lets them accept a quote that has
previously been rejected.

Quotes that are accepted from the portal are assigned a new status of “Accepted”. You can
search the Quotation List by this status to find them. In addition, the system emails the
address specified in the setting “Client Portal Enquiry Notification Email Address” when
guotations are accepted or rejected.

The row expander button next to a quotation on the All Quotes screen lets your client view
details of projects created from a quotation. For example:

Home x

Refresh | Records: 8

search for: Search || All
Reference Date Produced Produced By Type Site Name Status Value  Contact  Telephone  Emai Reject Notes
g’ TQ20-0016 17/12/2020 KimEvison  Estimators Project Risk Assessment Priorslee House Won £1.130.00 Jason Dane 01202776883 Jdane@daneenvironmental.co.uk

5 1712/2020  KIMEWsoN  ESOMALOrs Project RISk ASsessment Priorsiee House won  £0.00 Jason Dane 01202 776883 jdane@daneenvironmental.co.uk

Project Number Project Opened Project Type Project Manager

I T-56904 Estimatars Project Risk Assessment

o W |Records per pag!

It is also possible to control some of the information shown here by using two new settings:
“ShowProjectStatusOnClientPortalQuotes” and “ShowDiaryDatesOnClientPortalQuotes”. Click
on the underlined project number to see this additional information.
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16. STAFF TRAINING

Staff Training is an optional feature in Alpha Tracker that allows you to keep track of any
training courses that your staff have attended, the outcome, renewal dates etc and also to
upload the relevant certificates. You can view details of staff training in a number of ways,
both on screen and in reports. The new Staff Training module appears under the Resources
menu on Alpha Tracker, subject to a licence.

16.1 Listing training courses

Assuming that all your staff already have Staff records in Alpha Tracker, the first thing to set
up is the training courses. To do this:

1.  Select “Staff Training Courses” from the General section on the Setup menu.

2. Create a record for each training course. You can record a name, description and default
expiry date for each course. You can also indicate whether the training course is an
award, ie it does not have an expiry date.

Training Description Default Expiry Month s Award? Disable Appointment Creation Delets

36

OO0 O0O0O0DO0O0DO0O0OO
,

16.2 Recording training courses attended

Once training courses are set up you can record training course attendance against members
of staff.

1. Select “Staff” from the Staff/Training section of the Resources menu.

2. Click on the person on the left side of the screen and record their training courses on the
right.
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The default expiry date is automatically entered depending on the course that you select
and whether this was entered on the Staff Training Courses screen.

3. Once you have created the training records, use the buttons at the far right of the
records to upload and download certificates:

Award Expiry Date Retraining Date Cost Notes Delete
s . — ——— - . Upload
04s10/2018 70920 £0.00 = =
20 B 270wzn1e =] 4| cortificars ownilo
/202 =] B £0.00

16.3 Who has attended training courses

You can use the Training menu option to display the details the other way round, ie for any
selected training course display the members of staff who have attended. There are buttons
at the top of the screen to filter the list to show Active and Expired entries.

1. Select “Training” from the Staff/Training section of the Resources menu.

Home

Click here to search..
Records: 10 Records: 3
Search for: Search || Al Active | Expired | Al
Name = Description Staff 1D Staff Name Title Training Date Location Provider Result Expiry Date Retraining Date Cost Notes
I 177 Robin Bennett o1/01/2018 01/01/2019 £0.00

177 Robin Bennatt 02020 £0.00

Kim Evison Bulk Analfyst 21710/2015 211042020 £0.00

2. Click on the required training course on the left-hand side to display a list of staff who
have attended on the right.

3. Use the Active, Expired and All buttons to filter the list.
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16.4 Displaying the training calendar

Any training courses that you record for members of staff are added to their Calendar. They
are also visible in the Staff/Training Calendar which gives the person in charge of training a
filtered view of the Calendar that just includes training courses.

1. Select “Calendar” from the Staff/Training section of the Resources menu. The training
calendar is displayed.

Mon Dac 11 Tus, 8¢ 12 wea Dec 13 Th, Dsc 14 Fn.Dsc 15 33t D& 16 un, Daxc 17

M E£00% - Aabizs etz
Aanaiss aaritsaean WA r

2. View, move or amend the training appointments as necessary.

16.5 Scheduling using qualifications as restraints

You can link Staff Training Courses to Project Types and get the Calendar to advise whether a
member of staff has the appropriate qualifications when booking an appointment. For
example:

Project Type “Asbestos Surveying” might be linked to training types “Asbestos P405” and
“Health & Safety Basics”.

Then, when someone is using the Calendar in Alpha Tracker to schedule Jack onto job N-
12345 which is of type “Asbestos Surveying” on 4 September, the system checks to see
whether Jack has an Award or an unexpired training course for both “Asbestos P405”
and “Health & Safety Basics” on that date. If he doesn’t, the system shows the person
scheduling a message, for example:

Warning p 4

Sorry, Jack Byrne does not have relevant qualifications on this date

To link Staff Training Courses to Project Types:
1. Select “Staff Training Courses” from the Setup menu.

2. Click the row expander button next to the required course.
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3. Specify the linked Project Types on the Project Types tab.
Aome x
Records: 10
Search for: Search || A
Training Name Training Description Default Expiry Month Is Award? Disable Appointment Creation Delete
¢ B * Teephone answering 35
!' A« 2
" O~ tion 2
« B ® nemala 2
P < I v
l 2 B &  ssbeswospaos 2
Staff Exceptions
Project Type Delete
No records in query
Z B & ssvesossuney v
* O = v
* B = v
Select related Proj
This will preven
of staff
4. List any staff who are to be excluded from these restrictions on the Staff Exceptions tab.
/ Note that if no Project Types are listed then there are no restrictions for that training course, ie

all members of staff will be eligible for scheduling.

16.6 Displaying the Training Matrix

You can get an overview of the status of your qualifications/certifications by using the
Training Matrix. All current members of staff are listed down the left-hand side of the Training
Matrix, and training courses are listed across the top. At the intersections you can see the
expiry date if that person has attended the course. The expiry dates are colour coded to

show:

. Red — Expired

. Yellow — Expiring within 3 months

U Green — Current

. Blue — Award/no expiry date

° Grey — N/A.

1. Select “Training Matrix” from the Staff/Training section of the Resources menu to
display the Training Matrix screen.

2. Select a Group and, optionally, a Subgroup from the dropdowns to populate the Training
Matrix screen.
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Home | Training Matrix x

Training Matrix
Red = Expired [NCIWEISCHIEIEINERRSN Green = Non Expired | Blue = Award/No Expiry Date

Lab
. Asbeslos
Training/ Asbestos . Diary Health & Safety Telephone .
Name SrRrEeT Asbestos P405 ‘Asbestos removal Qi:mngn Maintersnee ] Internal Audit answering Tracker Training

v || -Select SubGroup- ~ | |[Jpownicad

141272024 08/01/2025 AWARD 28/04/2022 21/10/2020 04/03/2027

3. Ifrequired you can download the Training Matrix data to a spreadsheet by clicking the
Download button.

16.7 Reports

There are a number of reports you can produce based on the Staff Training data, including:
. Expired Certificates, listed by training course or by member of staff
. Expiring Certificates, listed by training course or by member of staff

e Training Delivered (between specified dates), listed by training course or by member of
staff.
To produce a report:

1. Select the appropriate menu option, eg “Certificate Reports” or “Training Delivered”
from the Staff/Training section of the Resources menu.

2. Select the report and specify any parameters. It is generated as a PDF and displayed on
the screen, for example:

Certificates Expired - Dan Darkin X

= pdf154715569pdf 1 /1

CERTIFICATES EXPIRED BY STAFF REPORT

Move your cursor to the top of the screen displaying the PDF to access controls for
downloading, printing etc.

Note that staff marked as “Not Current” in the Staff List are not available for selection in the
Staff Name dropdowns on the “Certificate Reports” screens.
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16.8 Managing equipment

An Equipment menu option on the Staff Training menu allows you to manage equipment by
defining the certification details and uploading/downloading the relevant certificates. You can
upload any type of file as a certificate. There is also a colour-coded countdown to the expiry
of the certification:

e the number is green if it is more than 30 days in the future
e  orange if it is between 30 and 0 days
. red if it is overdue.

Filters at the top of the screen let you quickly display the Expired, Expiring Soon or Active
pieces of equipment.

1. Select “Equipment” from the Staff/Training section of the Resources menu to display the
Equipment screen.

x

Active | Expiring Soon | Expired | Al

Machine Type Model No. Serial No. Certificate No. Equipment Location Valid From Valid To Countto Delete
Due Date

Vacuum 123456 6dlaonr job45677 Tefford 2802203 B 280202025 B . m @
B & frer 4545 6543 F789 Store - Briggrorth 01021203 B 01022024 B . m m

* B«

* 0«

o o
o o

* 0«

10w |Records per page D B «

2. Use the quick search box to find matching entries (the search is across multiple fields) or
the pre-set filter buttons to display the Expired, Expiring Soon or Active pieces of
equipment.

3. Note the colour-coded countdown to the expiry of the certification.

4. Add a new piece of equipment by typing into one of the three blank rows at the bottom
of the screen.

5. Use the buttons on the right of the screen to upload or download certificates.

/ Note that there is a separate group of Equipment menu options on the Resources menu that
let you track your equipment — including by generating and downloading QR codes which can
be attached to equipment.

Version 1.31 sfor'l' Page 257
software




