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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT INTRODUCTION

1.

INTRODUCTION

The Alpha Tracker Client Portal provides direct access to your Alpha Tracker-produced
reports, documents, project and other data live over the Internet. It has an easy-to-use
interface that lets you drill down to the required information quickly and easily.

The aim of this User Guide is to help you prepare your data in Alpha Tracker and work with it
as required in the Client Portal. It includes information on the following:

. sharing data between Alpha Tracker systems, explaining how to accept data from a
linked system

. making projects visible to the Client Portal

. how to view site and project data on the Client Portal

. the options available to customise what is displayed on the Client Portal
. how to upload additional files to the Client Portal

. hotspotting drawings and viewing these on the Client Portal

. recording removal or remediation details between surveys

o re-inspecting data by sending survey data to a surveying company for re-inspection.
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT RECEIVING DATA FROM A LINKED SYSTEM

2,

RECEIVING 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” option 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 and from the Choose Task menu, at the top on the
right-hand side of the screen, select “Receive Data from another Alpha Tracker” and click
OK. A screen is displayed for you to select the data to receive.
Select Survey to Receive
Search
Sending Alpha Tracker ¥
Sending Project Number T
Clear Search Criteria Search
5. Inthe Sending Alpha Tracker field, select the system from which you want to receive
data.
6. Inthe 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 Save. Details of the project are displayed, including any message attached to the
project.
Version 1.3 sforf Page 5
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT

RECEIVING DATA FROM A LINKED SYSTEM

I Select Survey fo Receive 4 I

Search

Sending Alpha Tracker

Sending Project Number

Clear Search Criteria

Demo v

v

Search

I Created Sending Alpha Tracker Sending Project Number = Sending Details
58 22/12/2015 Demo T-00205

The Vivien Court data

Sending Alpha Tracker

Demo

Sending Project Number | T-00205
Receiving Alpha Tracker | Demo
1D 58

Created 221122015 BB
The Wivien Court data

Confirm

Check the details displayed in the Sending Details area of the screen and click Confirm if
this is the project that you are expecting.

The Process Transfer area of the screen is displayed, with buttons to process the data.

I Select Survey fo Receive x l

Search

Sending Alpha Tracker | Demo v
Sending Project Number ]

Clesr Search Criteris Search

10 Crs=ecl Sancling Alptm Tracker Sendog Projact tuansar | i NN . —_
56 2211212015 Demo T00205
The Vivien Coutt data Sending Alpha Tracker | Demo Records Receivad | 1 Receive Records ba
Sending Project Number | T-00205 T 1]
oo
Fecening Alpha Tracker | Demo Photos Received | 2 Receive Photos e
[ 58
Crested 2znzz015 (B ve
PDFs Recanved 3 Recaive PDFs bo
The Vivien Coun dsta
Confirm v
oo
Transfer Compiata ®
3 % |

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.

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.
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT RECEIVING DATA FROM A LINKED SYSTEM

10.
1.

Select the date in the Transfer Complete field when all records have been received.

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.

The survey data is now present on your system as if you carried out the survey yourself.

Version 1.3
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT MAKING PROJECTS VISIBLE ON THE PORTAL

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”.

To do this:

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 121272019 ﬁ Dan Darkin A
Quote Produced B v
Crder Received ﬁ v
Tumaround T
More Milestones Done: E Dus E Overdue: n
Report Produced 04/02/2020 ﬁ H Dan Darkin A
Issue Reason/lLog
Show OnWep @ @
Project Invoiced m H v
Project Closed @ H v
Return Date v

3. Tick the Show On Web tickbox.

The project will now display a small blue/green world symbol next to it on lists in Alpha
Tracker, eg:

r‘ - Test
+ @ 100001 % 2 ﬂ Survey D TEST1 Company 82 Mawlands ‘;'gi,‘:'
1

Version 1.3 sfqr'l' Page 8
soffware



ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

4.

VIEWING SITE AND PROJECT DATA
IN THE PORTAL

This section describes how you can use the options on the Alpha Tracker Client Portal to view
your data, including:

. site listings and locations
° registers

. photographs

. reports

. project pipeline.

If you view data by site, then you are looking at the current position for that site, taking into
account all projects that have been undertaken at that site. This will give you the current view.
If you view data for reports then you are looking at a “snapshot”, this is the situation at the
site when this report was produced and may not be the current situation.

4.1

Exploring the Sites section

Site-related information shows you the current position for that site, taking into account all
projects that have been undertaken at that site.

Options in the Sites section of the menu on the Client Portal let you view your sites as a list or
as a grid. You may also have a sites displayed as points on a map on the Home tab. You can
choose whichever view suits you best. For example:

. “Site List” lists your sites and also shows summary compliance data:

Home | Site List& Compliance Summary X
Records: §
Searon for Seaen | a1
Ok | Actuiy Due | Oversus | Some Actuty | o Actuty | Al
Site Name Last Activity LastInspection  Site Reference (UPRN)  Site Address  Postcode
T 150-182 The @ f
The victria T2z ls2Te QU gace Q f
Daiey Bank ' Tzozz01s M Daiey Bank, Bidgnrtn W15 408 f
100 Dutiin Sreet m 1nnorz0rs |EEOEONE Edinbugh s f
| —
63 Hay Steet g oouzois Haye-on-h wmasas ]
25 Ivor Road 10015 | 4aMaRONS sr2130r &
12 The Green ovo11900 011011900 T WR11BP R wendy i
| iF
Squirrel Trees ﬁ 04/12:2015 [SOHM2IR01E! Srownses Isiand LY 1
£
Undernil Strest I
Lasyard House ﬂ 18/02/2015 WAPHZB Brdgnorth wyis 458 iE
Fist Prev 1 of 1 NextLast | 100 v |Records per page
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

. “Site Grid” shows site information in a grid pattern:

63 Hay Street [4163]
Daisy Bar. Brgnon
W16 40F

W15 488

Lasyard House [4145] f | 4 The victoria [18]
Undernil Strest i 150-182 The Quays.
Bragnom saord

9VI5 488 W50 3P

. “Dashboards” (which may be displayed on the Home page) show the following
information in graphical format:
- risk of asbestos (all sites) — the number of items at high, medium and low risk
across all your sites
- reports issued — the number of reports issued and the month they were issued
- top five items by recommendation — the proportion of items with each different
recommendation.

. The “Site Map” (which may be displayed on the Home tab) displays your sites on a map:

Home | site Map X
Sites
e —
= Coall ki ‘Madels
A Nessage Cosbrookdsle T Madeley Albrighton
<y Ironbrdge S Codsall
v Jackfield
Broseley
Wenlock i (o)
pattingham o
r Perton Wolverhampton  wiienhai
- =m
[
Bilston
mm o) v
Bmlgn'vm Cayeriey Wombourne
o Tipton
Himley
om Bobbington Swindon ‘~ Dudley
- om
Kingswinford
Rowley
e mm Brierley Hill
Cradiey Heath
Stourbridge
Fighley Kinver - Halesoy
Stottesdon
Hagiey
2 Cookle
Kinlet ookley) Clent Romsley
Arley Wolverley NI
m
Misp data 82015 Google _Terms of Use | Reporta map erfor
Version 1.3 sfqrt Page 10
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

4.1.1 The Site List and Compliance Summary
The Site List and Compliance Summary displays all your sites and gives an indication of activity
at the sites.

1. Display the Site List and Compliance Summary by selecting the “Site List” option from
the Sites menu, or see it on the Home tab.

Home | Site List& Compliance Summary X
Records: 8
Search for Searsn | A1
ok | Actity Due | Overdue | Some Actwty | Mo Actiy | An
Site Name Last Activity LastInspection Site Reference (UPRN) Site Address Postcode
= 150-182 The Quays o
Daisy Bank ' 120212018 M Daisy Bank, Bidgnortn W10 4aF & y
100 Dubin Sreet n ez [ T Enarx [ B =
i —
53 Hay Strect 10022015 [RIRCICAT] Hoye-onye Rasaa T )
LI /
Corts Mulan =5 S
25 Ivor Road 19/10/2015 (SHSMOR01S Wimborne sH2130F K 7
Dorset — 1 o
12 The Green ovo11800  a1o1800 Worester WAt 18P % wendy )
£ 7
¥ g 7
Squirrel Trees * 041212015 | 4f2I2018: Srownses lsand & { 7
e iy rocszoo [RECR Urdemmsmet sz 4 i y
Fist Prev 1 of 1 Next Last | 100 v |Records per page

The Site List & Compliance Summary includes Sites which have had no activity. The Last
Activity column shows the date for the last project marked as “Show On Web” (not
including pending projects). The Last Inspection column shows the date of the last
survey or re-inspection. This list is colour-coded to give you an instant impression of
status:

. Green indicates activity within the last 9 months.

. Yellow indicates activity due, where the last activity was between 9 and 12
months.

. Red indicates overdue activity, ie last activity was more than 12 months ago.

. There is no colour if there are no ACMs at the site.
Other columns may also be displayed, some of which are colour-coded in the same way.

Next to the Postcode is a magnifying glass icon from which you can display a map of the
Site. After the Postcode, the contact details are displayed. The Register, Summary,
Reports and Documents Folder buttons are also available.

2. Use the buttons to access the following information:

|:| —shows the up-to-date Asbestos Register for the site:

Version 1.3 sforf Page 11
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

Frwzuaman | o v M

—displays an Asbestos Summary for the site, showing the number of items
present for each material score and an indicator of the risk level. The risk
results are colour-coded for clarity, with a key in the bottom left corner:

Here is the Asbestos Summary for Site: 4148
° NAG Items: 0

12
® No Access Items: 0

e Presumed items: 2 o
e Sampled Items: 4

Key:
Very Low Risk - Black 3
Low Risk - Green
Medium Risk -
High Risk - Red

6 7 8 9 10 1 12
Material Score

— gives access to the reports produced for the site, with a separate row
displayed for each report:

24

Home | site Gria X | Reports for 100 Dubiin street X
Recoris: 1

Saaren for: Search || a1

ACMs SiteName  Project Numbsr PO Sife Address PostCode ProjectType Report Produced Invoiced

‘ﬂpmlmmml e ] = o | e [T N

25 v |Records perpage

— allows you to access the Client Upload folder where you can store files that
" /| arerelevant to the site:

]
Upload file: | Choose File | No file chosen =
Filename size Created Last Modified

'Drop ﬁles to upload

(or click)

Version 1.3
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT

VIEWING SITE AND PROJECT DATA IN THE PORTAL

— lets you type free-text notes related to a site.

Client Notes for Squimel Trees

X

Use the filter buttons above the list to filter the display with one click. Sites without

ACMs will not show under the Activity Due and Overdue filter buttons.

. OK —the next inspection date is more than three months away (ie green sites).

. Activity Due — the next inspection date is less than three months away and the site

contains asbestos (ie yellow sites).

. Overdue — the next inspection date is in the past and the site contains asbestos (ie

red sites).

. Some Activity — the site has had a report completed.

. No Activity — the site has not had a report completed.

If it is switched on in your Client Portal, there may be a new data flag displayed to draw your
attention to updates to data. The new data flag can be seen on the left of the site name on
the Site List & Compliance Summary and on the left of the items on the registers, for example:

Search for
©OK | Activity Due | Overdue | Some Activity | No Activity | All
Site Name = Last Activity

Lastinspection  Last Survey Issued

The Birches 25/04/2021
The Firs 09/03/2017

09/03/2017

The Oaks

Last Survey Site
Date

Last Re-inspection
Issued

If you want to see all the new data and only the new data on a register, you can filter the
records on the register by using the New Data pre-set search button.

Version 1.3
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

4.1.2 The Site Grid
From the Site Grid you can see almost the same information as on the Site List —the layout
and the buttons however are slightly different.
The Site Grid displays summary data related to your sites and allows you to:
. see the front page photo of the report
. see a location map of the site
. display the Asbestos Register for the site
. display an Asbestos Summary for the site
. access the Reports List for the site
. access the Client Uploads folder for the site
. display the Site Plans for the site.
1. Display the Site Grid by selecting the “Site Grid” option from the Sites menu.
100 Dublin Street 4 0 7R3 63 Hay street ABERER
= fdm.!rgh“ ‘ a
; m
Multiple properties are displayed in the Site Grid. The front page photo and location
map are both prominently displayed in the grid layout.
2. Use the Register, Summary, Reports and Documents Folder buttons to display
information about the site.
Version 1.3
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT

VIEWING SITE AND PROJECT DATA IN THE PORTAL

4.1.3 The Site Map

The Site Map on the Home tab displays the location of all your sites as points on a map. You
can manipulate the map in the usual ways:
zoom in and out of the map by using the wheel on your mouse or the plus and minus
buttons on the map

pan left/right/up/down by clicking and dragging the map or using the pan controls in the
circle in the top left-hand corner of the map

drag the person icon onto the map to use Streetview.

&m
Wolverhampton

on
Stourbridge
m

‘‘‘‘‘

Halesov

Version 1.3
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

4.2

Exploring the Registers section

The Registers section of the Client Portal lets you explore five registers:

Asbestos Register — all positive asbestos items across all your sites

Non Asbestos Register — all negative surveyed items across all your sites
No Access Register — all areas not accessed across all your sites

Removed Register —all items that have been removed across all your sites

Remediation Register —all items that have had remedial work undertaken across all
your sites.

You can filter any of the registers by site so that you can see the register of your choice for a
selected site only.

1.

Display the required register by selecting the “Asbestos Register”, “Non Asbestos
Register”, “No Access Register”, “Removed Register” or “Remediation Register” option
from the Registers menu.

The layout is the same for the first three registers, with the Removed and Remediation
Registers showing additional removal or remediation details. The differences in the first
three registers are the items selected to display in the register.

Search
Site Name Buiding Mame Fioor Locstion Location Descripton  Matarial ttem Sample Number  Identfiestion

Ciesr Searen Crasns Search

Records: &

Sampled liems | Presumed liems | No Acoess Aress | No

Phote it Name  Building Name Floor Locatio Mem  Waterial ProjectNumber Approsch Sample Number Extent Uo M ldenification Material Score Priority Totsl Recommended Action 1D

63HayStest 63HayStest 0 011 Exploration Offica

Access was not possible because the mom was locked and a key was not avaiable.

X00005 o 0 28348

*00005 o o 20389

*00011 o o 20425

83HaySiest @ 010 recepbon X001 o 0 20428

X001 o 0 20427

Lasyard Housa 1 002 Kiohen c Caiing Void X.00004 no s s 31015

L‘ DsitySsnk  DsisyBamk 1 003 Uity Room 700204 o o 33087

10 v |Recomsperpsge [

Use the search fields at the top of the register to search and filter the list as required.
You might, for example, want to list only the Chrysotile asbestos items in a specific
building.

There are also filter buttons, such as Sampled Items and Presumed Items, that let you

apply pre-configured filters.

Use the navigation controls at the bottom of the page to display subsequent pages of
data.

You can also sort the data displayed in a Register by clicking on the column headings. For
example, clicking once on the Location Description column heading sorts the data A-Z by
the room description — clicking a second time reverses the order, Z-A.

Version 1.3
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

4. If required, you can export the data displayed on a Register to Excel™ by clicking the
Export to Excel button at the bottom of the screen:

The data is downloaded to your PC as an *.xls file for you to use as you wish.

Or you can click the Print/PDF button at the bottom of the screen to display a pre-
formatted pdf of the Site Register Print. Hover on the pdf screen to display controls that
let you download or directly print the register.

Sifa Registar Print - Daisy Hank

Register Print  Daisy Bank

-7_,“ T 00 memvoom

-mm o om

Version 1.3 starf Page 17
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

4.3 Exploring the Photo Registers section

The Photo Registers section of the Client Portal lets you view the photos and related item
details in three registers:

. Asbestos Register — all positive asbestos items across all your sites
. Non Asbestos Register — all negative surveyed items across all your sites
. No Access Register — all areas not accessed across all your sites.

1. Display the required photo register by selecting the “Asbestos Register”, “Non Asbestos
Register” or “No Access Register” option from the Photo Registers menu.

The layout is the same, whichever register you select. The difference is in the items
selected to display in the register. The photo for the item is displayed on the left-hand
side and the item details are displayed on the right.

Home | Photo - Asbestos Register & | Photo - Non Asbestos Register & | Photo - o Access Register %

Search

Site Name Building Name Floor Location Item Ssmple Number  Identification

Clesr Search Criteria Sesrch

Records: 8

Site Name

Building Name

Floor 01

Location 009
Location Description Flsnt Room
item Pipe work
Material Gaskets (compressed)
Approach s

Sample Number

Extent 4 No. Visible
Uom

Identification Chrysotile
Material Score

Priority

Total

Notes

Site Hame
Building Name

| Floor 01

Location 009

Location Description Plant Room

ftem Pipe work.

Material Gaskets (compressed)
Approach s

Sample Number &

Extent 10 No. Visible

Uom

Identification Chrysotile

Material Score 3

Priority

2. Use the search fields at the top of the register to search and filter the list as required.
You might, for example, want to see only the photos relating to a specific floor of one
building.

If no photo was taken for an item, as is often the case for non-suspect items, the item
details are still displayed but you will see white space in place of a photo.

Version 1.3 v sfqrt Page 18
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT VIEWING SITE AND PROJECT DATA IN THE PORTAL

4.4

Exploring the Reports/Jobs section

The Reports/Jobs section of the Client Portal provides an overview of the reports that have
been produced for you on Alpha Tracker. You can select an option to view:

. “Report Grid” — to see all the reports that have been produced across all your sites in a
grid, with front page photos and location maps prominently displayed.

This display is similar to the Site Grid. Refer to Section 4.1.2, The Site Grid, for details on
accessing information from a grid display.

. “Report List” — to see a list of all the reports that have been produced across all your
sites

. “This Month” —to view a list of only those reports that have been produced during the
current month

. “Pending” — to display a list of jobs that are currently in progress, where the report is
not yet available

. “Archived Report List” —to display a list of reports that have been marked as archived,
for example for properties that are no longer in your portfolio. Any projects marked as
archived no longer show in the Report List or Site List, but they can be seen under this
“Archived Report List” menu option.

1. Display the list of reports by selecting either the “Report List”, “This Month”, “Pending”
or “Archived Report List” option from the Reports/Jobs menu.

Home | Report@rid X | Reportlist X

Search for Search | Al

Site Name ProjectNumber PO Site Address  PostCode Site Reference (UPRN) Project Type Report Produced Invoiced

i N o — g 100 Dubn St 4y 3 tbeses s
Street Pors (1) fl summary ©) Documents | Pians Edinburgh Survey

Daisy Bank O a egister P ro0es oy W16 4aF Asestos ya0015
Summary @ Documants Fians (0 Brdgnarin Survey

=
¢
] P oy Street sbestos.
63 Hay Sreet a Register *-00008 oMy Smel  pygan o 180212015
POFe(l) || Summary @) Documents Plans (0 Hayean-ye Sunvey

Lasyard a [ B | oo UndefhllSeet 15 488 ARLIZS ssbestos g
House POFs(1) | | Summa Documents | | Plans (0 Brdgnorth Survey

25 v Recordsperpage

The layout of the screen is the same, whether you select the “Report List”, “This Month”,
“Pending” or “Archived Report List” option. The difference is in the jobs selected to
display on the list. It enables you to:

. see the front page photo of the report
. access a PDF of the report, with the number of PDFs available displayed in brackets
. display the asbestos summary for the survey

. display the asbestos register from the survey, with the number of Asbestos
Containing Materials (ACMs) identified in the survey displayed in brackets

. access any documents you have uploaded related to the site

. display site plans, with the number of files available displayed in brackets.

2. Use the search field to filter the list by searching across the site name, project number,
site address, postcode, site reference (UPRN or equivalent) and project type. For
example, typing “re-insp” in the search field will find all those projects that have a
project type of “Re-inspection”.
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3. Click the PDFs, Summary, Register, Documents or Plans button to display the required
information.

. PDFs — gives access to the PDF of the report produced. There is a link to download
the document. Holding down the Ctrl key and clicking on the link opens the
document in a separate tab. Controls in the top right-hand corner of the screen let
you zoom in or out, or view the document full-screen in a separate tab from where
you can also download and print the PDF.

Project Documents X |

OLPHATRATK

Asbesios Managemen Susvey Report
160 0t sercer

“taruueodes

° Summary — displays an Asbestos Summary from the survey data showing the
number of items present for each material score and an indicator of the risk level
as identified at that survey. The risk results are colour-coded for clarity, with a key
in the bottom left corner.

Here is the Asbestos Summary for Project: N-00510

o NAG ltems: 0

12
® No Access Items: 0
o Presumed items: 2 o
e Samp\eﬂ Items: 4

Key:
Very Low Risk - Black 3
Low Risk - Green
Medium Risk -
High Risk - Red

6 7
Material Score

. Register — shows the survey data for the report, with one row for each asbestos
item identified in the survey. You can search and filter the list by using the search
fields at the top of the screen.

Home | ReportUist X | Thes Moo X | Penting K egisterfor 100 Dublin Sirest X
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VIEWING SITE AND PROJECT DATA IN THE PORTAL

. Documents — lets you upload, store and access your own files that are relevant to

the survey in some way.

- Click the Choose File button to upload a document that you want to file with
the site or drag a document to the drop zone.

—  Click the underlined filename to download a document to your PC.

- Click the Delete button if you want to remove a document from the

document folder.

Client Uploads

Filename Size Created
Entry Procedures.docx 11434

Office Occupants.docx 11434

22-Apr-15 13:18:22
22-Apr-15 13:18:44

Last Modified
22-Apr-15 13:18:22
22-Apr-15 13:18:44

Delete
Delete

Upload file:| Choose File | Mo file chosen

(or click)

'Drop fl’es to upload

. Plans — lets you display any plans that have been uploaded for the survey. All
images stored in (or uploaded into) the \Drawings sub-folder (or other named sub-
folder) of the project folder are displayed. If no plans are available then the button

is greyed out.

e ———— |

° PLAN.JPG
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4.5 Exploring the Project Pipeline section

The Project Pipeline shows completed and uncompleted milestones for projects that are in
progress. You can see it on the Home tab.

The Project Pipeline indicates progress through the main phases of work, with the phases
varying by project type. Open projects only are displayed by default, but you can also display
closed projects or all projects:

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 yet been completed.
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5. CUSTOMISING THE PORTAL VIEW

The Client Portal can be customised by switching on or off different features in the System
Repository.

/ 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.

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 sign-in.

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. Different 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 field
on the Project called Linked Client IDs. These linked projects appear on the client portal
in their own section - to make it clear that they are special projects made available to
the client signing in.

5.1 Changing Client Contact Details

Only users in the "Client Admin" group are allowed to save changes to the client contact
details on the Client Portal.
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CUSTOMISING THE PORTAL VIEW

5.2 Logging Access to the Client Portal

Logging of access to information on the Client Portal is maintained within Alpha Tracker. To
view the logs:

1.

From the Setup menu select “System” then “Access Logs”.

Wnen

Enter search criteria for the logs you want to view. For example enter today’s date in
both the When From and To fields. Then click Search to display the matching logs.

In the logs you can see, among other things:

each item viewed either in the site register or the report register
when the document list is viewed

when the document preview is generated (by Google Document Previewer).

Version 1.3
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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:

1. Click on the folder icon:

e

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.

Upload File:| Choose File | Mo file chosen

Upload Current Site Plan:| Choose File | No file chosen

Current Site Plan:

Filename Size Created Last Modified
[ Planz.ipg 5705 22-Dec-16 13:00:14 22-Dec-16 13:00:14 Delete

General Site Files:

Filename Size Created Last Modified
1. Ashestos Action Plan.docx 17374 22-Dec-16 13:02:01 22-Dec-16 13:02:01 Delete
= Planipa 15210 12-Dec-16 12:12:39 12-Dec-16 12:12:39 Delete

'DI'OD ﬁ’es Fo 1inload -

/ 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. With higher access permissions you might also have the ability to create
subfolders in the Client Uploads section.

/ It is also only users in the “Client Admin” group who can upload the current site plan. Users in
the “Clients” group can only download this file.
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UPLOADING FILES TO THE PORTAL

For general documents with a wider application, for example relating to policies and
procedures, training or contractors, you can use the Other Documents menu options to

upload files.

It is also possible to upload files from a standard Alpha Tracker sign-in 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.

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 file option to select and upload the file to the “Client Uploads” sub-
folder.
. Documents - C-00009 //,
Upload file: No file chosen to sub-folder | (main folder) v
(main folder)
Additional Info
Upload Drawings file: Mo file chosen -
c Client Uploads J
Upload certificate file: No file chosen s
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1.

7.1

HANDLING DRAWINGS AND
HOTSPOTS

The section describes how you can:
. annotate drawings with hotspots
. view Hotspot drawings on the Portal

. view CAD drawings on the Portal.

Working with the Hotspot Editor

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, and use the Choose File button next to
Upload drawing file to do this.

2. Open the project and click Survey Details to display the Survey Details, then click Choose
Task and select “Plan Hotspots”.

A list of the plans in the Drawings subfolder for this project is displayed.

—Plans — Preview

Choose

Flan/brewing: | e

Hotspots! | Cancel

3. Select the required plan and click Hotspots! to open the Hotspot Editor.
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p-13132Planzjpg

The list on the right displays the survey items 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).

Those that have a tag displayed next to them, have already been placed on a plan.

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 S items by clicking the S button, or show only items not yet placed
on a plan by clicking the Notspots button (as opposed to Hotspots which have already
been placed on a plan).

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.

Click on the cross-hairs then drag and drop them to the required position on the plan.
Initially the cross-hairs are on the overview picture in the bottom left. Subsequently they
are in the last position dropped.

If you want to specify the colour of the tag to use, select it from the dropdown on the
Tag field, then click Save on the survey item.

(See below for applying the colours to the tags automatically.)

Click the next arrow button to move onto the next record, or click on another record of
your choice, and repeat the operation by dragging the cross-hairs to the next position
and clicking Save.

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.  Pick up the cross-hairs and drag them to the required position on the plan, then click
Save on the survey item.
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To remove the colour from a tag:
1. Select the item on the list and click the Clear Tag button.
2. Click the Save button.

To remove a tag from the current plan so that the item can be placed on a different plan:
1. Select the item on the list and click the Remove from Plan button.

2. Click the Save 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:
. Red = a positive S or X.

. Amber =a P or SP.

. Amber with a No Entry symbol = a NAG.

° Green = a negative (NAD) S or X.

7.2 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:

1.  Find the required project on the Report List and click the Plans button. The hotspot JPG
file is displayed, for example:

Home

Records: 3

e s

ProjectNumber PO Site Address  PostCods Site Reference (UPRN)

Saquiel Trees 0 rors ) [ EB sumar | (14 asnarzos

S - Bl ouorms | [El]
|10 v |Records perpage.

1 23102015 201102015

nnnnn

[ ¥ Linked Reperttint

e o ©

_o e o

o ——

Comme |
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HANDLING DRAWINGS AND HOTSPOTS

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 “i” button and then on the “Click to view live plan...” link to access the live
drawing.
|
PLAN_HOTSPOT.JPG o
The live plan is displayed:
T Live Plan Viewer - Google Chrome - [m] x
@ start-3.co.uk/alphatracker/Hotspot_Viewer.a5w?planFilename=Plan.jpg&survey|D=743198&projectNumber=N-13133 Q
N-13133/Plan.jpg PLAN VIEWER: ARL]
R rds; 2
e Search || Al
|
78465
7;&153 Material Reinfarced Plastics’
® e ST o e
First Prev 1 of 1 Next Last
Records: 2
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:
Version 1.3 sfqrt

software




ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT HANDLING DRAWINGS AND HOTSPOTS

OT Live Plan Viewer - Google Chrome - o X
@ start-3.co.uk/alphatracker/Hotspot_Viewer.a5w?planFilename=Flanjpg&survey|D=74319&projectNumber=N-13133 Q
N-13133/Plan jpg FLANVIEWER AR

Records. 1

Reset 78485 Search || A1

s|p|sp|x|ps |naG |an

D - Hem

[— s2
! oo R SHIIRS emarver 32,0

Squirel Trees

78453
\\\’ First Prev 1 of 1 Next Last
- Records: 1

. Print the hotspot drawing by using Ctrl+P.

The hotspots cannot be amended from the Client Portal.

7.3

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.

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.
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8.

8.1

RECORDING REMOVAL/
REMEDIATION DETAILS

Between surveys you can update your survey items to reflect remediation or removal work.
This is to be done by creating a new project from the Site Asbestos Register and updating the
records in that project.

Creating a project for removal/remediation data

The project for removal or remediation details needs to be created from the Site Asbestos
Register. This is so that you can select the items that you want to include in the new project.

To create the new project:

1. Display the site for which you are recording removal or remediation details on the Site
Details screen. You can do this by:

. opening a previous project for the site and clicking the Site Details button
(eg select “Project List” from the Projects menu, search for projects at the site,

click the underlined project number then click the Site Details button on the
project)

. opening the site details from the Site List

(eg select “Site List” from the Sites menu, search for the required site, click the
underlined site name).

2. Click on the Asbestos Register tab to display the Asbestos Register for the site.

Buildings | Address Book | Quotes | Projects | Confracts | Asbestos Register | CliantView Site Register

Open in New Tab
Search

Acsount Manager 0 i Project Number  Bulding Name  Floor Locatian tem Sample Number  Identfistion

Gear Seah Crteria Searcn

s 2

4 Refresh

Sampled liems | Presumed liems | No Access Areas | N0 Access liems | Limied Access lfems | Sxclde NAG and LAG | Al

’ Photo  Building Name Floor Location Location Description No Access lfem Material ProjectNumber Approach Sample Number

rese.bnen @soveniy.gav.uk

n o osnzo18

renezots

+Bawe | +Hroga | @ onerine

Dupicate Ste

3. Use the filters at the top of the Asbestos Register to filter the Register to show only the
items that you want to include in your new project. You can use the search fields and/or
the pre-set filter buttons located immediately below the search fields, eg Sampled Items
or No Access Items.
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Buildings | Address Book | Quotes || Projects || Contracts || Asbestos Register || Client View Site Register

Open in New Tab

Search

Project Number Buikling Name Floor Location Item Sample Number  Identification

Clesr Search Criteria Search
Refresh Records: 2

Sampled tems | Presumed ltems | Mo Access Areas | No Access ltems | Limited Acoess ltems | Exclude NAG and LAG | Al

a
View

C o

Could not lift the concrete siabs covering the ducts, assume these are the old pipe runs from the boiler oom, all ducts throughout the site below carpet efc should be considered a no access.

Giber:
view || view [ i B : g Themmal
@ Update B R m ;l‘::‘ar;ds 1 on Boiler Room Wells | "*El | C.00003 5 5

Photo Building Name Floor Location Location Description MoAccess ltem Material ProjectNumber Approach Sample Number

Trace insulation debriz presumed within the boiler room beneath existing paintwork. Inspect prior to any infrusive works in the boier mom.

10 v |Recordsperpage | Creste Re-Inspection Project | Creste Removal / Remedistion Project  [if]

Click the Create Removal/Remediation Project button at the bottom of the Asbestos
Register. A box is displayed giving you options for creating the project.

Create re-inspection project for e-lnnovation Centre (4377) g

Please choose if you would like to create a new re-inspection project or send data to an existing project.

Create New Project & Send Add to Project: Choose or enter existing re-in Q, Cancel

You can create a new Removal/Remediation project and send the records to this project
by clicking the Create New Project & Send button. Alternatively, you can send the
records to an existing project. This lets you use multiple filters on theAsbestos Register.

For example, you might filter the Asbestos Register to show all items in the Kitchen, then
use the Create New Project & Send button to create the new Removal/Remediation
project. Then you might repeat the process but this time set the filters to show all items
in the Bathroom, specify the new project number and use the Add to Project button.
You would then have a project which included only the records from the Kitchen and the
Bathroom.

The new project is created, with a project type of “Remedials/Removal”, and opens
automatically. Click Survey Details to see a summary of the selected data from the
Asbestos Register that is now in this project. For example:
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6.
7.

Survey Details g

1 - Survey Setup Z-SHNeyCompleme‘

Summary & Cover Sheet

| EH Choose Task |fnrmmromim
( 1) r . . ]
Asbestos Summary ‘ [ view Asbestos Data |
Photo File | ‘D
Approved By | V‘Date| E‘ ‘wmllq)mi‘
Lab Details I

[ ‘Quality Control (QC)

Documents

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

e[ oot v | e |

s A B

Click View Asbestos Data to display the records.

Click the Remediation Details button on an item, complete and save the details. For

example:

Remediafion Details

o

Survey ID
Floor
Location

Item

Material Code
Material

5/ Pl 5P
Extent
Sample Number
Identification

Remediation Type
Remeadiation Status
Estimated Cost
Actual Cost

Cost Band

Contractor

Remediation Spec

Remeadiation Motes

Location Description Ki

Bituminous Product
5
1

Chrysotile, Amosite

| Removal

| Complete

Remediation Complete | 21/12/2018

8
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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:

Fhoto Site Name Building Name Floor Location Location Description Mo Access Item Material Project Number Approach

o Dsisy Bank Daisy Bank

Ceiling Void Insulating Board T-00204

_ W
i % Daisy Bank Daisy Bank 1 008 Bathroom 2 Floor Vinyl Products  T-00204 X
G
2\

They are also visible on the Asbestos Summary graph:

Asbestos Summary 4 I

Here is the Asbestos Summary for Site: 3132

ets
# Removed ltems: 2
e

No Access ltems: 1

16

o Presumed Items: 5 12
e Sampled ltems: 7 .
Key: 4
Very Low Risk - Black

Low Risk - Green
High Risk- Red. e 1 e -
High Risk - Red 0

Material Score

Similarly, any items that have had remediation work recorded are visible on the Remediation
Register.
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9.

9.1

RE-INSPECTING DATA

If you require a re-inspection at a site, you can send the survey data that you hold to a
surveying company and ask them to re-inspect the data. They will be able to review the
existing data on their handsets, update any scores and take new photos of the items.

The surveying company can then send the new (re-inspection) project data to your Alpha
Tracker system in the usual way, and you can receive the data to update the site register.

Sending survey data to a surveying company
for re-inspection

In order to transfer survey data to a surveying company your Alpha tracker and the receiving
company’s Alpha Tracker must be linked.

Please contact Start Software if you would like to be linked to a new company’s Alpha
Tracker.

You will be creating and sending XML records to the surveying company which they will re-
inspect.

To create and send the XML records for re-inspection:

1.  Open the Site Details screen for the site that you want to re-inspect.

You might do this by displaying a project for the site and clicking the Site Details button,
or by using the Site List from the menu to search for and display the site details.

2. Click the Client View Site Register tab to display the asbestos items at the site.
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3. Use the search fields at the top of the Client View Site 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.

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. First send one set of records (eg all first floor items), then re-
set your selection criteria and send another set of records (eg all NAG areas), and another etc.

/ Note that any items marked as pending in the Asbestos Register (with a question mark
symbol) will not be included in re-inspections. Pending items become “complete” items once
they have both a date in the Document Produced milestone and have had the Show On Web

tickbox ticked.

4. Click the Create XMLs for another Alpha Tracker button at the bottom of the list. The
Create XMLs for another Alpha Tracker screen is displayed.

Create XML's for another Alpha Tracker x
D Tar

Created 12017 iz i

Sending Alpha Tracker Demo

Receiving Alpha Tracksr ¥

Sending Site Name 123 Iwor Road

Process Transfer

MoszsMeszage

Celets

5. Inthe Receiving Alpha Tracker field, select the system to which you are sending the data
for re-inspection.

6. Click Send Records and wait until a message confirms the records have been sent.

7. Click Send Photos and wait until a message confirms the photos have been sent.
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8.

9.

Type any notes regarding this re-inspection that you want the receiving company to see

in the Notes/Message field.

Create ¥ML's for another Alpha Tracker

D 797
Created 3011207
Sending Alpha Tracker Demo
Receiving Alpha Tracksr| Deme
Sending Site Mame 123 Iyor Road

Process Transfier

x

RET= I

Flease re-inspect this sie.
MoesMessage

Deletz

Click Save and close the Create XMLs for another Alpha Tracker screen.
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9.2

9.2.1

Receiving data for re-inspection

The surveying company who are receiving data for re-inspection can use the following
instructions to receive the data and create a re-inspection project on their Alpha Tracker.

For the Surveying Company:

Accepting the transferred data

If you are receiving survey data from a linked Alpha Tracker system for re-inspection, then
you need first to accept the transferred data and then to create the XML records for a
handset.

Note that the site for which you are re-inspecting data must already exist on your Alpha
Tracker. If the site exists with a slightly different name, eg with a different spelling, then Alpha
Tracker lets you match up the sites. If the site does not exist, it is best to create it now.

To receive re-inspection data:

1. Gotothe Setup menu and select “Import/Export”, then “Transfer XMLs”, then “Receive
Data”. The Receive Data screen is displayed which may show no data at this stage.

fome

Click here ta search...

Site Mame Buiiding Name Date Floor Location Loction Deseription Item Material Code Material Approach Extent Sample Number ProductType Condition Surface Treatment Asbestos Type ldentfication Material Score Priority Score Total Score

2. Click the Receive Data from another Alpha Tracker button to display the Receive Site

Transfer screen.

Receive Site Transfer b 4
Search

Sending Alpha Tracker A
Sending Site Mame Y

Clear Search Criteria Search

3. Select the Alpha Tracker system that sent the data and then the site name for which

they have sent data.

4. Click the Search button to display further details of the data that has been sent,

including the notes.
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Receive Site Transfer xX
Search
Sending Alpha Tracker | Demo v
Sending Site Name 12a Ivor Road v
Clear Search Crileria Search
ID  Created Sending Alpha Tracker Sending Project Number Sending Details N ——
797 3011172017 Demo
. . Sending Alpha Tracker | Demo Records Received | 1 Receive Records i
Please re-inspect this site.
Sending Site Name 12a Ivor Road ITITTTIT1T1T11]
o/o0
Reseiing Alpha Tracker | Demo
Photos Received | 2 Recsive Photos 8
D 797
Created 3012017 it ele
Please re-inspect this site.
Transfer Complete s

5. Check that you are working with the correct details and then click the 1 Receive Records
button and wait for the message to confirm the records have been received.

6. Click the 2 Receive Photos button and wait for the message to confirm the photos have
been received.

7. Select the date in the Transfer Complete field to indicate when you received the data.
8. Click Save and close the Receive Site Transfer screen.

The received records are now displayed on the Receive Data screen and you can now create
XML records for the handset.

9.2.2 Creating XML records for the handset

The received records for re-inspection are displayed on the Receive Data screen.

1. Filter the Receive Data screen by site name if there are records for multiple sites
present. (Click on Click here to search... to display the search fields.) You only want
records for your site to be displayed.

CIC Receive Data -, ¢

Click here to search...
\;l Receive Data from another Alpha Tracker DCreale XMLs for handset

Records:
4

Site Name Building Name Date Floor Location Location Description Item Material Code Material Approach Extent Sample Number

031072017 Electrical Cupboard
123 Iver Insulating
Road 12a Iver Road 031102017 0 ooz Hall Wall  INE Board s 12 2
123 lvor Insulating
Road 12alvor Road  03M10/2017 0 003 Store Room wall  INB Board X 15 2
12alVor 45 \vor Road 0311072017 0 001 Reception Floor GMP Cement o 25 4

Road Product

10 v Records per page

2. Click the Create XMLs for handset button. A message asks for confirmation and informs
you of the number of XML records that will be created.
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Create XMLs p 4

Are you sure you would like to create =4* XML record|s)?

Please note, filters can be used to limit the list of records

Yes MNo

3. Click Yes to create the XML records. The Create Site Re-inspection screen is displayed.

Create Site Re-Inspection

Please select the Unit ID the project should be created for:

Unit ID v

Site Name Q,

Pending?

Create New Project & Senc

b 4

4. Select the Unit ID of the handset to which XML records are to be sent.

5. Click the magnifying glass on the Site Name field, then search for and select the site in

your Alpha Tracker.

The site must exist already in your Alpha Tracker system. If it does not exist, then you should
create it. If it exists in a slightly different form, eg with a different spelling to that provided by
the property management company, by selecting it here you are matching up the two.

6. Then click Create New Project & Send to create a new Re-inspection project and send
the records to the handset under the new project number. Alternatively, you can send
the records to an existing Re-inspection project by selecting the project number and

clicking Add to Project.

7. If you clicked Create New Project & Send, the new Re-inspection project is created and
opens on screen. This is the one to which the surveyor will send data and the one that
will subsequently be sent to the property management company as a normal Re-

inspection data transfer.

8. Ensure the Project Type of the new project is “Re-inspection” and that the appropriate

re-inspection Survey Type is selected.

When the surveyor connects their handset, they will receive the data items for this project to

re-inspect.

If you return to the Receive Data screen, you will see that the records for the site are no
longer present. You can still access the records by going to the Archived Data screen — which

allows you to resend /recreate the XMLs if necessary.
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9.2.3 Carrying out the re-inspection

9.2.4

Carry out the re-inspection and synchronise the data. Then produce your Re-inspection report
in the normal way.

Sending the completed re-inspection project data

When your Re-inspection report is complete, send the re-inspection project data back to the
property management company, making sure that you use the “Send Re-inspection to
another Alpha Tracker” option on the Choose Task menu.

To send the completed re-inspection project:

1.  Open the 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 of the screen, select “Send Re-inspection to
another Alpha Tracker” and click OK. A screen is displayed for you to enter details of the
data transfer.

Setup Transfer x
In} 793
Created omreotr EH
Sending Alpha Tracker Demo
Receiving Alpha Tracker v
Sending Project Number | T-56000
Sending Site Name 12a Ivor Read
Re-inspection?
r— Process Transfer

1 Send Re 5

2 Send Photos

3 Send PDFs
4 Send Dr
optional) enter a note or a message (o the recipient
MNotes/Message
P
Delete
Save | Cancel

3. Select the property management company to which you want to send the re-inspection
data 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, and the Re-inspection? box is ticked.
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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 re-inspection data
. Send Photos — to send the photos in the re-inspection
. Send PDFs — to send the PDF files in the project

. 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 re-inspection in the Notes/Message
box.

6. Click Save to save the transfer details and close the screen.

This is the end of the instructions for the surveying company.

Version 1.3

Sforf Page 43
software




ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT RE-INSPECTING DATA

9.3 Receiving the completed re-inspection

When the surveying company has sent you the completed re-inspection, you can receive it
into your Alpha Tracker.

To receive a completed re-inspection:

1.

Use the “New Project” option from the Projects menu (or an alternative method) and
create a new project.

Get the next number for the project and select the client. Enter the site name where the
re-inspection was carried out and select the Re-inspection project type.

Click the Survey Details button to display the Survey Details screen, select the Re-
inspection Survey Type and save the Survey Details.

Return to the Survey Details screen, click on the second tab “2 — Survey Complete” and
from the Choose Task menu select “Receive Re-inspection from another Alpha Tracker”
and click OK. A screen is displayed for you to select the data to receive.

Search

Sending Alpha Tracker T

Sending Project Mumber T

Clear Search Criteria Search

In the Sending Alpha Tracker field, select the system from which you want to receive
data.

In the Sending Project Number field, select the project number that you want to receive
into your project.

The list contains the re-inspection 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.

Click Search. Details of the project are displayed, including any message attached to the
project.
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| Select Survey fo Receive I

Search

Sending Alpha Tracker

Sending Project Mumber

Clear Search Criteria

I Created

Demao

L

Search

Sending Alpha Tracker Sending Project Number = Sending Details

Sending Alpha Tracker

58 22/12/2015 Demo T-00205

The Vivien Court dsta Dema
Sending Project Mumber | T-00205
Receiving Alpha Tracker | Demo
D 58
Created 22/12/12015 ﬁ
The Vivien Court data

Confirm

7. Check the details displayed in the Sending Details area of the screen and click Confirm if
this is the project that you are expecting.

The Process Transfer area of the screen is displayed, with buttons to process the data.

Ii
Search
Sending Alpha Tracker | Damo v
Sending Project Number v
Clear Search Crieia Search
e S
58 22/12/2015 Demo T-00205
The Vivien Gourt data Sending Alpha Tracker | Demo Records Received | 1 Receive Records (]
Sending Project Number | T-00205 rrrn
/0
BecstadRietailmcsy | Demo Photos Received 2 Receive Photos i1
l=] 58
o/
Crasted 221122015 B !
PDFs Received 3 Receive PDFs o
The Vivien Court data
Canim v
/0
Transfer Complete ]
%] Y B

8. Click each of the Process Transfer buttons in turn to receive the data, starting with
Receive Records. 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 re-inspection data
. Receive Photos — to receive the photos in the re-inspection
. Receive PDFs — to receive the PDF files in the project

. Receive Drawings — to receive the drawings in the project.
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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.

9. Select the date in the Transfer Complete field when all records have been received.
10. Save and close the screen.

If you return to a refreshed Survey Details screen you can see the summary data for the
received re-inspection, as well as the front page photo of the report on the second tab
“2 —Survey Complete”.

The re-inspection data is now present on your system as if you carried out the re-
inspection yourself.

11. Return to the Project screen for this project, add a Report Produced date and tick Show

On Web.
Project Opened 211122016 i =] Kim Evison v
Quote Produced ﬁ =] v
Order Received i =] v
Turmnaround T

More Milestones | Dione: - Due: EI Overdue: n

Report Produced | 21/12/2016 B[] KimEvison v | Show OnWeb (&

Issue Reasonilog

Project Invoiced ﬁ =1 v
Project Closed Jisc:: N v
Return Date r

12. Click the Site Details button on the project and display the updated Register for the site
by clicking on the Client View Site Register tab.

Pty Busding Mame Floor Location Locaton Deseripfon Mo Arsess liem  Maieial Projeot Mumber Agpreach Sampie Numbes Exient ol ldenification Prodert Typs Conaiiion|
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