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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 access your online data and work with it as required.
It includes information on the following:

. signing in and out

. accessing data on the Alpha Tracker Client Portal
. exploring the Sites section

. exploring the Registers section

. exploring the Photo Registers section

. exploring the Reports/Jobs section

. running data extracts

. maintaining a library of other documents

. updating contact details

. uploading bulk sample details

. recording removal or remediation details.

/ Please note that some of these options may not be available on your Client Portal.

Version 1.10 Sforf Page 6
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2. GETTING STARTED

This section describes how to:
. sign in to the Alpha Tracker Client Portal
. use the menu

. sign out of the Client Portal.

2.1 Signing in to the Client Portal

The surveying company will provide you with sign-in details to view your data in Alpha
Tracker. Space is provided below for you to record these details for safekeeping:

Address:

User ID:

Password:

/ Note that if you are an Active Directory user, then you do not need a separate username and
password to sign into Alpha Tracker and do not see the Sign In screen.

To sign into the Client Portal:
1. Open your Browser.

2. Type the URL or web address of your asbestos surveying company’s Alpha Tracker in the
address line of the Browser and press Enter to display the Sign In screen.

OLPHATRAC

KER

3. Type your user ID and password in the boxes and click the Sign in button.
If you forget your sign-in details, contact your system administrator to reset them.

The Home screen is displayed, which may show some or all of the following:

Version 1.10 sfqr'l' Page 7
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. “Project Pipeline” shows completed and uncompleted milestones for projects

marked as Show On Web, to indicate progress through the main phases of work:

”

. “Site List & Compliance Summary
compliance data:

lists your sites and also shows summary

Home | Site List & Compliance Summary %
on | ey e | verte | some Ay | o py|
i e Lart Aty Lastinspaction Site Raerance (PRN) S Adkess Poskode
The Victora ﬁ 0022018 ot TR QU g se Q ABRPBRE
SUSJ— ey ABRB
o g [ or wmy ABRB
o 1l =
ooty suweet  [RATLE 1002010 [TSIIEE Hayeon ity rasas ABRPRE
ore =
- Dorset o ’L?z J
12 The Grean 01011800 0101900 Worcester wR11Be R wendyhn gl 2=
Innovation Centre < 28102015 28102015 £ A 2=
- e\ ABRE
s gy scaaor mm UrietSimst g i0a Q ABRRE
e - ite inf Lo id .
° Site Grid” shows site information in a grid pattern:
e s onia X
63 Hay Street [4163] {77 4 Daisy Bank [3132) BEE 4

Eriggnorn
WS 488

4. The Victoria [18]
150-182 The Ouays
salord

W0 35

Dalsy Bank. Brdgnon
WV16 4GF

. “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 your sites

Version 1.10 qurt
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issued

recommendation.

reports issued —the number of reports issued and the month they were

items by recommendation — the proportion of items with each different

OLPHATRACKER

. “Report List” shows a list of all the reports that have been produced across all your

sites:

Home | ReportGrid X || Reportiist X

Records: 4

‘Search for: searcn || Al
Site Name

Project Number PO

100 Dublin ! 1] B
Street sors (1) | summsry

Regitar
©

Site Address

PostCode Site Reference (UPRN) Project Type ReportPreduced Invoiced

n00510 o i Stk 41 3P Smesos  r2mizots
Daisy Bank g Register 00204 Wi saF 120212015
POFs(0) || Summary @
— P ] Regiser ) ® | oo et e R—
[l | Por || Summay # Documents || Plans (0 Haye-on-lye Survey
Lamyar g ] — ; ® oo UndeshlSteet  \u1a 4o amL1ze nmesos o201
House POFs (1) || Summary 0 Documents | | Plans (9) Brdgnorth Surve,
25 v Records perpage
“Site Map” displ i map:
° ite Map” displays your sites on a map:
Home || site Map X
sites
tar—
o~ Coalbrookdale ~ Madel
A Scessage RPN R eoegy) Albrighton
< > Ironbridge " Codsall
Y. Jackfield
Broseley
@ Much
Wenlock ~ A v
attingham
+ Perton Wolverhampton  wilienhal
(2]
= =m
Bilston
m [ * v
s:ulqn'nn Sayeitey, Wombourne
L Tipton
Himley
(1] Bobbington Swindon Dudley
= oo ]
Kingswinford
Rowley
Enville (o] Brierley Hill
Cradiey Heath
- Stourbridge
Highley Kinver m Halesoy
Stottesdon
£ Hagley.
S Cookle:
Kinlet Cookley g%
Arley Wolverley )
Mep data 82015 Google Terms of Use | Report a map erfor

These items are also accessible from menu options and their usage is described below with

reference to the menu options.
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2.2

Using the menu on the Client Portal

Menu items on the left-hand side of the screen give you access to different areas of the Alpha
Tracker Client Portal. Where a menu item displays a plus symbol, you can click on it to expand

the item and show its menu options. For example:

start
software

www STt software. o

[Signed in as client 7DANE. Welcome!

Click here to search..

Records: 16

Clozed Projects A
Project Number Sike Name

- TS6520 25 Leigh Road

#  ohotoRegisters

T-56502 25 Leigh Road

=+ [ Reports/jobs

The menu item now displays a minus symbol. Clicking on it again shrinks the item back to hide

the options.

There is also a Menu Search at the top of the menu to help you quickly find any menu option.
Type a word into the box and click the magnifying glass to search for matching menu options.

Select a menu option by clicking it. The appropriate screen opens as a tab in the central area
of your screen. You can have many tabs open at once and can switch between them by
clicking the tab name. Close a tab when you have finished with it by clicking the X next to its

tab name.

Searen for search | All

D

+ P 129208 Al asbestos containing materials ﬁ
sts all ashestos containing materials (ncluding Presumed and strongly Presumed)
+  |regster 120159 All materials requiring management (] ﬁ
= Lists all materials to be managsd
oo L ehato Regsiers 120214 Annual Reinspections Due By Site D t
29214 ists al stces with the month that the reinspection s due
T Reports/obs.
wr L CEEE \aotaa i prioiy matwials requirngremoval ; o®
Uists all high priority materials requiring removal or encapsulation
+ [ enquinesquores
2520, Nom-Accessed areas (] ﬁ
129207
Lsts il areas not accessed
+ & conscors
120172 NonAsbestos item (] E
%172 Lists all non asbestos Items that have been sampled (or cross referenced to samples) but are NAD (No Asbestos Detected)

+ . BulkSamples

If you are working on a small screen you may find it useful to shrink the menu by clicking the

double left arrow symbol indicated above.
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2.3 Signing out of the Client Portal

To sign out of the Client Portal, simply click the Sign Out link displayed in the top right-hand
corner of the screen.

You return to the Sign In screen.

/ Note that Active Directory users do not see the Sign In screen.

Version 1.10 Sforf Page 11
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3. DISPLAYING YOUR DATA

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

. project pipeline

. site listings and locations
. registers

. photographs

. reports.

/ 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.

3.1 Displaying the project pipeline

The Project Pipeline shows completed and uncompleted milestones for projects that are in
progress. It 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.

Version 1.10 sfqr'l' Page 12
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3.2 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 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 it & Compliane summary X
Rasanan: 8
—— Sewen || 21
x| Acity Due | varcoe | Sore Actvay | o Acinty | a1
it Name Lest Aoty Lastinpection. i Raferenos (UPR) Sl Address  Posioods
o 2 150,182 Tre sy =
The Victoria s R 1sas wasse % BB
Daisy Bank i | D Daisy Bank, Bidgortn Wv18 4GF | EE B =
<
N ... 3 B =
100 Dusin Sweet —— S— - B =
el
o
§ -
somay sueet  [RRCITLE  1002201s (VLT Haye e masaa & B B
&2 =
Core uten —
28 worfoss S i serrzar A B
A &2 =
[R— s v Worester R B
2 =
innovation Cenire PR seivaers miaasis a
7 A BE
r _
S tves sanzans T a B B
d 2 =
Underhil Streat B
omonese gy vsoczors [REE v Lo s smm & ABRPRPE
s Prev o7 Next Last | 100+ | Records per e

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

63 Hay Street [4163] BE Daisy Bank [3132]

Eridgnorm Dalsy Bank Bridgnorm
W15 488 WV15 40F

Lasyard House [4145]
Ungerm et

Bnggnom

Wi 468
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The “Site Map” (on the Home tab) displays your sites on a map:

Home | site Map X

e

Coalbrookdale
Ironbridge

Madeley
[
Jackfieid

Broseley

om

bml.‘.nirvh
[Adsa]

i

Highley

tar &
m
Albrighton
Codsa
om
Pattinghan :
Pertos Wolverhampton  wilenha
==
o= -
Bilstos
= [Asiz] |
o Wombourne
Tipton
Himley
Bobbington Swind Dudley
o
X nford
Rowley
¢ o] Brierley Hill
Cradiey Heath
o= Stourbridge
Kin m Halesov
Hagley
nt  Romsiey
ey
Reporta map

3.2.1

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

OK | Activty Due

Site Name

The Victoria

Daisy Bank

100 Dublin Streat

63 Hay Streat

25 Ivor Road

12 The Green

Innovation Centre

Squirrel Trees

-
i

Lasyard House

FirstPrev 1of 1 NextLest | 100 v

Sita List & Compliance Summary X

Search | A1

Overdue | Some Activity | No Actity | All

Last Activity Lastinspection Site Reference (UPRN)

18/02/2015

120212015

18/00/2015

18/02/2015

18/02/2015

18/10/2015

010111900

0170111900

28/10/2015

28102015

041212015

16022015 [ERCICIEIIERN <71 123

Recards per page

Site Address  Posicode
10182 e Busys s Q E ?\ =
Dasy Bank. sodgnorn W10 4aF & BRpo
Edbugh s BB
Haye.onte s BB
saisar BEPRe

Worcester WRT1BP R Wendy H ? ]
Ry ?\ =z

Brownsea Island R E ./\ =z
Urdetasimst  osme 4 BRe

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.

Version 1.10
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. 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. There may also be a Client
Notes button.

Use the buttons to access the following information:

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

—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 ltems: 0

12
® No Access ltems: 0
0 Presumed items: 2 o
e Sampled Items: 4

]

Key:
Very Low Risk - Black 3

Low Risk -
Medium Risk -
High Risk - Red

6 7
Material Score

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

some: | Reports for 100 Oustin et X

S Nama

5 v Recois o seae

Project Wumsber PO Sits ASSa3s  PastCode Sit Raference (UPRN] = Ruport Prodssad nvoiced
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— allows you to access the Client Upload folder where you can store files that
s

are relevant to the site:

Upload file:| Choose File | No file chosen

Filename Size Created Last Modified

'Drop flles to upload

(or click)

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

Client Notes for Squirrel Trees x

3. 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:

Version 1.10
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" Site List & Compliance Summary

Records: 3
Search || A
OK | Activity Due | Overdue | Some Activity | No Activity | Al

Site Name = Last Activity Lastinspection  LastSurveylssued S"D"N” Sim  LustRe-inspaciion

ate Issued

@D TheBirches 200472021 - 29/04/2021 290042021

The Firs 09/03/2017 09/032017 03/0372017

The Oaks 12712206 121122016 121272016 011212016

FrsPresiof INextlast | 10 4 Records per naze

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.

3.2.2 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.

-

Display the Site Grid by selecting the “Site Grid” option from the Sites menu.

100 Dublin Street LT 7R e3Hay street ABERPER

Edinburgh
EH13PX

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, Documents Folder and Site Plans buttons to display
information about the site.

Version 1.10 sfqrt Page 17
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3.2.3 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.
Home | site Map X
N Ao
/] m
" Wolverhampton  wienha:
om y
% e
1eiz] Bol o Dudley
£ ] y H a3
] Stourbridge
i cm Halesoy
Version 1.10 sforf Page 18
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3.3 Exploring the Registers section

The Registers section of the Client Portal lets you explore four 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.

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.

siome || Asbostos Ragister . | Won Asbestos Ragisier X (| Mo Access Register X

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

63 Hay Stest 63 Hay Stret 0
%00005 o 0 20348
x00005 o o 20388
x00011 o o 20425
x00011 o 0 20428
*00a11 o 0 20427
Lasyard House 1 0w Kaenen v Ceing Void x00004 no s 31015

B oo oosmm 1 0 wmymeem 00204 o o 33087

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 1.10
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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 1.10 starf Page 20
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3.4

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 X

Search

Site Name

Clesr Search Criteria

Records: 8

Notes

Building Neme

Photo - Non Asbestos Register 9

Photo - No Access Register %

Location Item Ssmple Number  Identification

Sesrch

Site Name
Building Name

Floor 01

Location 009

Location Description Flsnt Room

item Pipe work

Material Gaskets (compressed)
Approach

Sample Number

Extent 4 No. Visible

Uom
Identification Chrysotile
Material Score

Priority

Total

Site Hame
Building Name

| Floor 01

Location 009
Location Description Plant Room
ftem Pipe w
Gaskets (compressed)

Material
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.
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3.5 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 3.1.1, 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.

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

100 Dublin l a Regster P 10510 100 Dublin Street g 3px Asbestos 1amir2015
Street Pors (1) fl summary ©) Document; Plans (0 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 an asbestos summary for the survey

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

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 - |

-

OLPHATRATK

Asbestos Management Survey Report
1600 Dbl Sercet

. 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.

Asbestos Summary 4

Here is the Asbestos Summary for Project: N-00510

° NAG Items: 0

12
® No Access ltems: 0
o Presumed liems: 2 s
e Sampled Items: 4

Key:
Very Low Risk - Black 3
Low Risk -

IMedium Risk - .
High Risk - Red 0
1 2 3 4 5 6 7 8 9 10 " 12
Material Score

. Register — shows the survey data for the report, with one row for each asbestos

item. You can search and filter the list by using the search fields at the top of the
screen.
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e Matrial  Prsjest Mumber Approach Sampls Mumber Evient UsM  bdesificaion  Mimelal Score Friorty Total Resommaned Assen 1D

. Documents — lets you upload, store and access your own files that are relevant to
the survey in some way, for example you might want to store procedures or
general information relating to the site.

- 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.

B ient Uplosds

Filename Size Created Last Modified
Entry Procedures.docx 11434 22-Apr-15 13:18:22 22-Apr-1513:18:22 Delete
Office Occupants.docx 11434 22-Apr-15 13:18:44 22-Apr-1513:18:44 Delete

Upload file:| Choose File | No file chasen

"Drop flles to upload

(or click)

. 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.
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Plans for 100 Dublin Streef (N-00510) 4 I

° PLAN.JPG

3.5.1 Viewing hotspot drawings on the Portal
Drawings that have had hotspots added in Alpha Tracker (automatically generated tags for
survey items) can be displayed on the Client Portal and all tags viewed. These drawings are
linked to individual projects.

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:

Plans for 25 Leigh Road (1-56502) X [Produced  invoiced
bovz o302y
po17  2mma2on0

89345
pote  owrzizo19
0 89347 e boxo  2emarzom
hoz0
89350
2
hozo
Horspots
ARA DRAWING_HOTSPOT.JPG

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 link “Click to view live plan...” to access the
hotspot drawing if one is available.
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Plans for 25 Leigh Road (T-56502) x

Click to view live plan...

Hotspets

AAA DRAWING_HOTSPOT.JPG

The live plan is displayed, with the drawing on the left and the list of survey items on the
right:

T-56502/AAA Drawing.jpg

Quoomin | @Queemout | Daeser

S1 (89345)

P——

52 (89347)
O

$3 (89350)
$

uncolured N Somtve Seongy Sresumed N srewmes

On the live plan you can:

. Easily see whether an item is positive, negative, presumed, no access etc by the
colour of the tag on the drawing.

. Use the wheel on your mouse or the Zoom in and Zoom out 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 items by using the buttons above the item list, eg to show only
Samples or only No Access items.

. Click on a survey item on the list and see the hotspot flash making it easy to locate
it on the plan.

. Click on a tag on the drawing to view summary details of the item on the item list
on the right-hand side:
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T-56502/AAA Drawing.jpg

@uoomi | @omout Deser

$1(89345)

S3 (89350)

. See more item details, including the risk score breakdown and larger versions of

the photos, by clicking the View Details button.

Survey Item Detaits

e

Idencfication
Chrysotile

Product Type Condigon Surface Treatmen: Asbestos Material Pric
7 5

ity Tota
yoe  Score  Score R

/ The hotspots cannot be amended from the Client Portal.

3.5.2 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.

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. Also there must be a JPG version with the same name saved 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 you do not have a DWG viewer, then you 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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4. RUNNING REPORTS ON YOUR DATA

The Alpha Tracker Client Portal enables you to query your data using pre-defined data
extracts. You can display the results on screen, search the results and, if required, download
the data to manipulate further as you wish.

4.1 Running data extracts

The data extracts that you can run on the Alpha Tracker Client Portal are listed as
Management Info reports. To run these:

1. Select “Management Info” from the Data Extracts menu. A list of the available reports is
displayed.

Home | Dats Extracts - Management Information 3

Search for: Search | Al

D

All asbestos containing materials
66562 ey =

‘containing materials (including Presumed and Strangly Presumed)

56564 All materials requiring management D liE |
Lists all materials to be managed

55553 High priority materials requiring removal or encapsulation D E |
Lists all high priority materials requiring removal or encapsulation
Non-Accessed areas [

G658 |t al i D ’iE J

=]
Lists all non asbestos items that have been sampled (or cross referenced to samples) but are NAD (No Asbestos Detected)

Rei

sass7 Reinspections due D ’13 |
T Lists al stes with the month that the reinspection is due (ordered by reinspection due date in ascending erder)

2. Select the report that you want to run and click the monitor icon to extract the data and
display the results on screen, below the list of reports.

You can also download the data to an Excel™ spreadsheet by clicking the spreadsheet
icon instead of the monitor icon.

3. Work with the data as required, for example you might:
. scroll through the displayed results by using the scroll bar on the right

. search for specific entries by using the Search field on the right.
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5.1

UPLOADING DOCUMENTS

This section describes how you can upload and store a range of documents related to the
management of asbestos. Any documents that you upload are easily accessible to anyone
with access to your Alpha Tracker Client Portal.

Users of the Client Portal can upload documents to folders on the Client Portal in three
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

. in the “Other Documents” section — these folders allow you to maintain a library of
documents related to your management of asbestos.

Uploading site-related documents

Site-related documents might include the current site plan as well as general site files. Users
with standard access permissions can upload or download general site files. Users with higher
access permissions have the additional ability to upload the current site plan into a separate
section of the Client Uploads and to delete files. With higher access permissions you might
also have the ability to create subfolders in the Client Uploads section.

To upload and download documents that relate to a whole site:

1. From the Site List & Compliance Summary or from the Site Grid, click on the folder icon
for the selected site:

-

2. Click the top Choose File button, next to Upload File, to upload a document that you
want to file with the site, 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.
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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 pa 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
B Plan.ipg 15210 12-Dec-16 12:12:39 12-Dec-16 12:12:39 Delete
'Dran ﬁ’es to 1inlnad -

/ 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.

/ 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.

5.2 Uploading project-related documents

To upload and download documents that relate to an individual project:

1. From the Report List, This Month, Pending or Archived Report List, click on the folder icon
for the selected project:

e

2. Click the Choose File button to upload a document that you want to file with the 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.
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Filename
Entry Procedures.docx

Office Occupants.docx

Upload file:| Choose File | No file chosen

Created Last Modified
22-Apr-15 13:18:22 22-Apr-15 13:18:22 Delete

22-Apr-1513:18:44 22-Apr-15 13:18:44 Delete

'Drop ﬁ’es to upload

(or click)

/ 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.

5.3 Maintaining a library of other documents

The Alpha Tracker Client Portal lets you upload any number of documents and displays them
in a list from where you can easily download them at any time or delete them when no longer
required. The “Other Documents” that you can upload to the Client Portal are grouped into

three categories:
. Policies/Procedures
. Training

° Contractors.

You might, for example, want to store copies of training certificates for staff qualified to work
with asbestos in the Training category or details of contractors with whom you are allowed to

work in the Contractors category.

To upload a document:

1. Select “Policies/Procedures

Training” or “Contractors” from the Other Documents

menu depending on the category of document you are uploading.
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Home | Oer Gocuments -PoliciesProcedures ) | Other Dncuments - Training X | Other Dncuments - Comracors X
e === )=
Filename size Created Last Moitied
Asbestos Management Folicy pdf 368560 20150216 D834 20150216 08:34 [
Viorking at Hehant Policy pdt 368560 2015-02-16 08:35 2015-02-15 0835 [

Upload fle: | Choase File | Mo e chosen

=Drop files (o upload

(or click)

2. Click the Choose File button, browse to the file that you want to upload and select it.
Your file is displayed on the list. Alternatively you can drag and drop the file onto the
drop zone at the bottom of the screen, then when you next open the screen the file is
added to the list.

Home | Other Documents - PoliciesiProcedures X || Other Documents - Training J | Other Documents - Contractors 3

oo T e ]

Filename Size Created Last Modified
+ BB Asbestos Management Policy.pdf 368560 2015-02-16 08:34 2015-02-16 08:34 Delete
[ Working at Heiaht Policy pdf 368560 2015-02-16 08:35 2015-02-16 08:35 Delete

Upload file: Choose File |No file chosen

On site
procedures pd

85.2 KiB

Home || Other Documents - PolciestProcedures X || Other Dosuments -Training 3¢ || Other Documents - Contractors X

e )= e e )

Filename Size Created Last Modified
<[ Asbestos Management Policy pdf 368560 2015-02-16 08:34 2015-02-16 08:34 Delete
B on site procedures ndf 87286 2015-04-22 13:58 2015-04-22 13:58 Delete
B Working at Height Policy.pdf 363560 2015-02-16 08:35 2015-02-16 08:35 Delete

Upload ile: [ Choose File | No file chosen

'Drop ﬁles to upload

(or click)
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To download a document:

1. Select “Policies/Procedures”, “Training” or “Contractors” from the Other Documents
menu depending on the category of document you want to download.

2. Scroll to the required document and click on its underlined name. The file is downloaded
to your PC for you to open it and work with it as required.

/ You can also get a preview of a document without downloading it by clicking on the
magnifying glass icon to the left of its name.

If you make changes to a document you have downloaded and want to make the new
document available to others via the Client Portal, you will need to delete (or rename) the
original from the Client Portal and upload a new version.

To delete a document, simply click on its Delete button.

/ 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.
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6.1

MAINTAINING CONTACT & USER

DETAILS

This section describes how you can update the contact details that are stored for you in Alpha
Tracker. This means that you can maintain your name, address, contact and logo details
yourself. You also have the ability to create additional sign-ins to your Client Portal.

Both these features are restricted to “Client Admin” users.

Updating your contact details

To display your contact details and update them as necessary:

1. Select “Our Contact Details” from the Contact Details menu to display the Our Contact

Details screen.

Home Our Contact Details X

The Next Client

8 Woods Street
Morwood
Adelaide

Address
Contact Joe Bloggs
Telephone 0414 700 489

Fax

Email Address

e ——

joe bloggs@thenextcient.com.au

Invoice Recipient Janet Brown
8 WWoods Street
Morwood

Invoice Address Adelaide

Company Logo

2. Amend or update the details as necessary. You can upload a new or changed logo by
using the Upload Logo link in the Logo section.

3. Save any changes you have made.

'

Note that only users in the permission group “Client Admin” have the ability to amend the
details. Users in the “Clients” group can only view the details.
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6.2 Creating additional users

You can create additional users for your Client Portal and manage the users by, for example,
changing passwords and restricting which sites a user has access to. Only “Client Admin” users
can see this menu option.

1. Select “Users” from the Web Security menu to display the Users screen.

Home

Records: 1

Search for: Search | All

User ID/Email Password

I )

10 v Records per page

2. Add a new user by typing the username and password into the blank row at the bottom
of the list.

3. Save the new sign-in details. The sign-in is valid immediately and is automatically
assigned the permissions for a standard Client Portal user, ie not Client Admin.

4. If required, restrict the sign-in to specific sites by clicking its plus button and specifying
the sites to which this user is to have access. If no sites are specified, the user can access
all sites.
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1.

7.1

UPLOADING BULK SAMPLES

In this section you can find instructions on how to enter and upload bulk sample details
directly into Alpha Tracker for processing, if you have the option switched on in your Alpha
Tracker Client Portal, and how to review your bulk samples.

Reviewing samples

You can see details of submitted bulk samples by using the Review Samples menu option. If
results have been recorded you can see these by drilling down into the details.

1. Select “Review Samples” from the Bulk Samples menu to display the Review Samples
screen.

] Site Name Sample Number Records perpsge | Select Value ¥

D ProjectNumber PO Site Name

Date Samples Taken

1324 N-D0B03

1325 N00B03

1328 N.00B03

12 The Green 21/07/2015 01:54:41 26 pm

12 The Green 21/07/2015 01:54:41 26 pm

12 Tha Graen 21/07/2015 01:54:41 26 pm

10

v | Records perpage

Date Anslysed Sample Number ltem Description

s01 Floor il

2. Drill into the details to see any results by clicking on the underlined ID on the required
sample record. A summary of the asbestos sample analysis is displayed.

Tmfimmfnn Tee—=n e rois

Detail View

1D 1328

Project Mumber M-00603

Site Name 12 The Green

Sample Mumber 503
ltem Description Toilet
MAD

Crocidolite
Amosite
Chrysotile
Anthophylite
Tremolite
Actinolite

Other

(X 4 » P

3. View each record in turn by clicking the next record navigation button at the bottom of
the screen. If a sample has a positive result, the sample number is displayed in red, on
the both the Review Samples screen and the Asbestos Sample Analysis screen.
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7.2 Entering new samples

You can supply the details of your bulk samples that require analysis by your surveying
company by typing them directly into Alpha Tracker, using the Enter New Samples screen.
This creates a project for the surveying company and also sends notification emails.

1. Select “Enter New Samples” from the Bulk Samples menu to display the Enter New
Samples screen. This is the first step of a two-stage process.

[GU T Enter New Samples 7
Name & Address

Site Name

Address

Postcode

Country United Kingdom

Site Reference

Contact Details

Contact Name
Contact Telephone

Contact Email

Step 1of 2 steps. | Mexi=

2. Fillin the fields to specify the site to which the samples relate, and the site contact
details.

In the Site Name field enter the first line of the address, eg “77 Windermere Drive”.
Type the rest of the address in the Address field, eg “Priorslee, Telford”.

Then click Next to display the screen for step 2.
3. Select the office to which you are submitting the samples from the list displayed. If there
is only one office displayed, select this. Then click Confirm.

A screen is displayed for you to list the samples that you are submitting.

LM Enter New Samples -, 7

Enter your samples in the form below.
Once you have added all the required samples, simply press "Submit Samples for Analysis"
Click "New Sample" to get started!

P Mew Sample H Submit Samples for Analysis
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4. Click New Sample and enter the details of the first sample. You need only enter the
Location eg “Kitchen” and the Item Description eg “Vinyl floor tile”. Optionally you can
also enter your own reference number. Then click Save. The saved sample details are
displayed in a list on the right of the screen.

pene m

samples in the form below
have acded 8l the required sampies, simply press “Subm Samples for Analysis™
am; g

[—— astona) Cien Locaton tom Dsscrosen =< === = === N |
.

et | Kichen Vinyl foce tie

b5 v Sampie | ), Osits Sampie || [ Subena Sampien or anayais

5. Repeat step 4 for all the samples you are submitting.

/ Note that there is a Delete Sample button which you can use if you find you have made a
mistake. Select the sample on the right then click the Delete Sample button to delete it.

6. When your list of samples is complete, click the Submit Samples for Analysis button and
confirm the submission.

A message informs you that the samples have been submitted and that you will be
signed out of the system.

7. Click OK to sign out.

Once the samples are submitted, the system sends an email to the email address given in the
site contact details. The email confirms the site name, project number and list of samples.
Your surveying company will also receive an email informing them of the submission.

Use the Review Samples menu option described in Section 7.1, Reviewing Samples, to track
the status and results of your submitted samples once analysis is underway.

7.3 Uploading new samples

Instead of entering the details into a screen, you can use a spreadsheet to upload new sample
details directly. A template spreadsheet is available for you to download, you need only
complete the details and then upload it.

1. Select “Download Excel Template” from the Bulk Samples menu to display the Download
Excel Template screen.
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Home Download Excel Template )(

Client 1D Sample Number Building Floor Location Extent Item Description

Click the Excel button below to download a template spreadsheat.
In the first column, enter your "client ID" - ask your account manager if you are not sure what this is.

Onoe you have completed the spreadsheet, use the Upload Excel Template button to send this data in for processing.

3| Click here to download the template

2. Click the button at the bottom of the screen to download the template spreadsheet. The
spreadsheet is blank apart from the column headings which inform you of the

information required.

/ If you do not know your client ID please ask your account manager as this is required data.

3. Complete the spreadsheet with the bulk sample details and save it.

4. Use the Upload Excel Template button to upload the completed spreadsheet and submit
it for processing.
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RECORDING REMOVAL/
REMEDIATION DETAILS

It is possible to update survey items between surveys to reflect remediation or removal work.
This can be done from within Alpha Tracker by your surveying company but may also be
available in your Client Portal.

If it is available within the Client Portal, click the Remediation Details button on an item on
the Asbestos Register. For example:

\:[ Asbestos Regiser X

searon
Site Name. Buidng Name: Foer Lozaton Location Desciption  Materal e Sampie Number  identiication

GnarSeemn G sewen |
Receris 33
| Aunenon Ragaer | o Aabese gt | Ramves | s .| Presimes s | o Acs e | e st B | Lo st b | Exute 2 ana 43| 41

Phota  Sits Name Building Mame. Floor Location Location Description NoAccess  fwm  Matarial  Project Mumber Approach Sample Number Eutent Us M ldetfication

DasyBank DasySank 1

Banbsiafasd @ 001 mespten

L gafoss O 003 Bes O

== 1 o0z Kasen

(e B s a1

g g8 i

B e | 0 Commanies o 0 e 22

P

This screen allows you to record remediation or removal details. The item will 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:

o] 33085
Survey ID 71302 Remediation Type Removal v
Floor 1 o
Location 006 Remediation Status Complete ¥
Location Description Bathroom 2 )
ltem Fioor Estimated Cost
Material Code VNP Actual Cost
Material Vinyl Products crual oS
5/ P/ 5P X
Extent 5 Cost Band v
Sample Number 1 Contrach
|dentification Chrysotie antraciar
Remediation Spec
A
Remediation Complete ﬁ
Remediation Motes
A
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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. The following screen shows an example.

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. MAINTAINING CONTRACTORS

In this section you can find instructions on how to enter and maintain contractor details, if
you have the option switched on in your Alpha Tracker Client Portal. This option enables you
to maintain a database of approved contractors.

9.1 Displaying contractors

You can see details of all contractors, including approved, pending approval and suspended
contractors, and update them as necessary, by using the All Contractors menu option.

If you want to work with approved contractors only, then use the Approved Contractors
menu option instead.

1. Select “All Contractors” from the Contractors menu to display a list of all your
contractors.

The status column is colour-coded to help you quickly identify approved (green),
suspended (yellow) and expired contractors (red).

Home

Records: 3

Search for Search || All

Pending Approval Approved Mot Approved = Suspended  Expired Al

10 Contractor Address PostCode Telephone Email Website Status Contact Name Contact Mobile Contact Email Expiry Date
1 'z Start Software - 14/03/2018
§ 2 The Row
56 / Tim Evison Much Wenlock TF13 68DW Pending Approval Tim 2222 eee
Shropshire
. 57 . AR Removals "| 0987654321 Expired Harry Smith
New Record 10 ¥ Records per page 5]

2. Double click on a contractor to open the Contractor Details screen.
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Confracior Defails x
[In] 56
Confractor Tim Evison
2 The Row
Much Wenlock
Address Shropshire
P
Post Code TF13 6DW
Telephone 0957654321
Fax
Email
Website
Status *) pending Approval - Approved Mot Approved ' Suspendad Expired
Date Last Update  09/052018 m

Contact details

Contact Name Tim

Contact Telephone | 1111

Contact Mobile 2222
Contact Email info@email com
notes
Holes
A
Restriciions | "EStrictions
A
Live Date E
Expiry Date ﬁ
X H »

3. Amend the details as necessary.

Note that you can also file documents against a contractor by using the folder icon. You
might, for example, want to store certificates or agreements.

4. Save the changes.

9.2 Adding a new contractor

To add a new contractor:

1. Select “Add Contractor” from the Contractors menu to display a blank screen into which
you can enter the new contractor details.
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Home || All Contractors 3§ AddContmv:iu 4
i} <autos Contact Name:
Contractor ‘Contact Telephone
Address ‘Contact Mobile
‘Contact Email
v
Post Code Lookup Address
Telephone
Notes
Fax
Email A
Website Resfrictions
)
Status ® Pending Approval ) Approved ' Not Approved ) Suspended | Expired Live Date )
Date Last Update m
Expiry Date il
+
2. Fill in the contractor details, using one of the radio button to indicate the status.
You can look up an address from a postcode by completing the Postcode field and
clicking the Lookup Address button.
3. Save the new details.
A message asks if you would like to upload any files for the new contractor.
Confirmation »
Do you want to upload file{s) to this record?
Yes Mo
4. Select Yes to open the document folder.
Version 1.10
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Confractor 57 file(s) b4

Upload file Choose File | No file chosen

| 100958 TTE |
Upload to client upioads folder: Choose File |No file chosen
Filename Size Created Last Modified

'Drop files to upload

(or click)

5. Use the Choose File button next to Upload file to select the files to upload.

9.3 Changing a contractor’s status

If a contractor changes their status, for example by becoming approved or suspended, you
can change their status on the contractors database.

1. Display the contractor’s record on the All Contractors, Approved Contractors or
Suspended Contractors screen.

2. Double click on the contractor to display their details.
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Confractor Details

D 57

Contractor [AR Removals]

Not App d ® g

PP

High Street
Mewtown
Address
Post Code
Telephone 0857654321
Fax
Email
Website
Status Pending Approval
Date Last Update
Contact details
Contact HName Harry Smith

Contact Telephone | 0957654321

Contact Mabile

Contact Email

MNotes

Resfrictions

Live Date

Expiry Date | 10/07/2018

=

Expired

3. Amend the details as require, eg by changing the Status.
4. Save the changes.
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10. LOGGING ENQUIRIES

An optional feature on the Client Portal allows you to log new enquiries with your surveying
company and also to view the status of your enquiries and quotes. You can find these options
on the Client Portal, on the Enquiries/Quotes menu if this is switched on.

4  sites

C
o= f !Phutu Registers

# . Reportsijobs

Mew Enquiry
My Enguiries

My Quoles

All My Enquiries

+ # contraciors

10.1 Logging an enquiry

Log an enquiry regarding asbestos surveys with your surveying company by using the New
Enquiry menu option.

1. Select “New Enquiry” from the Enquiries/Quotes menu to display the New Enquiry
screen.
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Home

Reference

Confact

Email

Telephone

MMobile

New Enquiry .~

Your reference number will be automatically generated

Kim Evisen

kim.evison@start-seftware com

0333 301 1010

What would you like us to do?

Enquiry Details

2. Amend the Contact, Email and Telephone details if necessary.

3. Enter details of your enquiry in the Enquiry Details field.

4. Savethe enquiry.

An email is sent to your surveying company and the enquiry is logged in their Alpha Tracker.
You may receive a message acknowledging your enquiry and giving you the reference
number. The folder icon is then displayed on the screen for you to upload any supporting
files, for example:

Reference
Contact
Email
Telephone
WMaobile

Enquiry Details

CLUT New Enquity %

TQ21-0009
Jason Dane
jdane@daneenvironmental co.uk

01202776883

4 x management reports required for October
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10.2

10.3

Displaying your enquiries and quotation

You can view a list of the enquiries you have raised with your asbestos surveying company by
using the My Enquiries and My Quotes options.

1. Select “My Enquiries” from the Enquiries/Quotes menu to display the My Enquiries
screen. All your enquiries are listed.

Refresh Records: 2

Search for: Search || Al
Reference Date Produced  Contact Email Telephone Mobile Enquiry Details
< TQ21-0009 . 08/09/2021 Jason Dane jdane@daneenvironmental.co.uk 01202 776883 4 x management reports required for October
TQ21-0007 4:[ 01/06/2021 Kim Evison  kim evison@start-software com 07376364836 07376364836 Thisis a test enquiry

10w |Records per page

2. Click on the underlined Reference to display and optionally amend the enquiry details.

Accepting or rejecting a quotation

Any open quotations raised by your surveying company are listed on the My Quotes screen.
These open quotations are waiting for action by you. From here you can accept or reject a
guotation at the click of a button.

1. Select “My Quotes” from the Enquiries/Quotes menu to display the My Quotes screen.
All your quotations are listed.

Refresh Records: 2

Search for: Search | All

Reference Date Produced Produced By Type Site Name  Status  Value Contact Telephone Email

+  AQ180006 11/07/2018 KimEvison  Management Survey Squirrel Trees Open  £1,000.00 Kim Evison 0333 301 1010 kim.evison@start-software.com

AQ18-0005 07/062018 Elaine Porer  Asbestos Survey Daisy Bank ~ Open  £250.00 Kim Evison 03333011010 kim evison@start-softviare com Accept m

10 v Records per page

4

Only summary details of the quotation are displayed on the screen. Please refer to the
quotation sent to you by the asbestos surveying company for full details.

2. Click the Reject button if you do not want to accept the quotation.
You are prompted to confirm the rejection and then to enter some reject notes, where
you can explain why you are not accepting the quotation.

3. Click the Accept button to accept the quotation and confirm your selection.

Accepted or Rejected quotations drop off the My Quotes screen.
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4. Display all processed quotations (accepted and rejected) by selecting the “All Quotes”
menu option.

Home

Refiesh Records: 4

Search for Search || Al
Reference Date Produced Produced By Type Site Name. Status  Value Contact Telephone Email Reject Notes
AQIBD006 110772018 Management Survey Squirrel Trees Lost £1,00000 Kim Evison 03333011010 kim evisong@start-software.com
= TQi500i4 07082018  DanDarkin  Asbestos Survey 63 Hay Street Accepled £250.00  Kim Evison 0333 301 1010 kim evison@start-software com
=k 20180005 070822018 Elaine Porler Asbesios Survey  DaisyBank  Accepled £250.00  Kim Evison 0333 301 1010 Kim.evison@start-software.com
= T015.0012 241052018  DanDarkin  AsbestosSurvey  DaisyBank  Won £30000  Andrew Greenfield 0862531234  kim evison@start-software com

10 v Records per page

You can accept a quote that has previously been rejected from this screen.

The plus button next to a quotation on the All Quotes screen lets you view details of
projects created by the surveying company from a quotation. For example:

Home

Refresh  Records: 2

Search for: Search || Al

Date By Type site Name ~ Status  Value Contact Telephone Email Reject Notes

+ TQ15-0014 07/08/2018 Dan Darkin Asbesios Survey 63 Hay Sireef Accepled £250.00 Kim Evison 0333 301 1010 kim.evisen@stari-software.com

TQ15-0012 24/05/2018 Dan Darkin Asbestos Survey Daisy Bank  Won £300.00 Andrew Greenfield 08 6253 1234  kim.evison@start-software.com

Records: 1

Project Number Project Opened  Project Type  Project Manager

241052018 Asbeslos Survey  Kim Evison

10 v |Records per page

10 v |Records per page
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