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INTRODUCTION

1. INTRODUCTION

1.1  Who this guide is for

This guide is aimed at technical staff who require information on how to manipulate the
settings and control the use of Alpha Tracker. It describes how the setup features of Alpha
Tracker work and how you can use them.

/ If you have any doubt on how to change settings or perform any actions in Alpha Tracker,
please contact Start Software on 0333 301 1010 for help.

Access to many of the features described in this guide is restricted to Superusers, that is users
who have been placed in the Superuser group to give them permissions allowing wide-ranging
access to Alpha Tracker’s features and settings.

Version 1.8 . sfor-l- Page 6
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2,

2.1

MAINTAINING ALPHA TRACKER
USERS

There are two stages to setting up a user so that they are able to open Alpha Tracker and
access data:

. creating a staff record

. setting up the user details and assigning the user to a group/defining a user’s access
permissions.

Two special cases are also detailed in this section, they allow specific and restricted access to
Alpha Tracker:

. setting up external labs to enter fibre analysis results direct (not available with Active
Directory logins)

. setting up clients to view the Client Portal.

Maintaining staff

You must set up staff details before you can record the involvement of members of staff in
projects. Staff must also be recorded on the Staff screen before they can be assigned a user ID
and access the system.

Select “Staff” from the General submenu on the Setup menu to open the Staff screen and
complete the details.

Tip: When a member of staff leaves, keep their details recorded on the system as this enables
the regeneration of reports in which they appear. Simply mark them as inactive (Not Current)
and remove their Group on the Staff screen. Prevent them from logging in by
amending/removing their User and Group settings in Web Security.

To maintain staff details:

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

D!

p
-
<

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

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

Make the member of staff active on Alpha Tracker by clicking the No button for Inactive
(Yes/No). If you ever want to remove the member of staff’s from selection in drop-
down lists, you can click the Yes button to make them inactive.

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

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

/ Note that if you mark a member of staff as “Inactive”, then you must also remove their Group
entry so that they no longer appear on the Calendar when that group is selected.

5.  Select the office to which the member of staff belongs in the Office field and their title
for reports in the Title field.

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

7. Type the staff member’s name as it is to appear on reports in the Name For Reports
field. This may not be used in your report templates.

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

9. Ifyou are using the Calendar Sync tool, enter the member of staff’s Calendar ID in the
Google Calendar ID field to link their Google Calendar™ and Alpha Tracker.
Alternatively, if you are linking your Microsoft Outlook™ Calendar and Alpha Tracker,
complete the Exchange Email field.

/ If you are using the Calendar Sync tool, refer to Section 4, Synchronising Calendars, to set up

the user’s Google Calendar™. Contact Start Software if you want to synchronise with Microsoft
Outlook™ Calendars.

10. Use the Dept Code and Cost Centre Code fields to allocate each member of staff to a
department and cost centre so that invoices exported to Sage (or other accounts
packages) can be tagged with the correct department and cost centre.

11. If the staff member uses a mobile device for capturing survey details, enter the ID of
their handheld device in the Unit ID field.

12. If the staff member is a Lab Analyst, set their Default Microscope, Default Rl Liquid and
Default Lab.

13. If you wish to cross refer to a payroll system, enter the staff member’s Payroll Number.

14. If you wish to set individual monthly income targets for display on the Wallboard,
complete the Monthly Income Target field.

15. If you wish to cross refer to another staff system, complete the External ID field.

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

Version 1.8 s’ror'r Page 8

soffware




Alpha Tracker Technical Guide MAINTAINING ALPHA TRACKER USERS

2.2 Setting up users

You set up users to assign them a username and password (or with Active Directory, just a
Windows username) and certain default settings so that they can access the system. Setting
up users is a task that can only be performed by a user with Superuser permissions. If you do
not have Superuser permissions, please contact Start Software for help in setting up users.

1.  Open the Web Security menu and select “Users” to display the Users screen.

Home 4
= ]
Search Users or groups Q X
2CLIEENT (2CLENT) "
2CLIENTTest (2CLIENT) "
6Troden (ETRODEN) h
7DAME (7DANE) {’-
8Cherry (BCHERRY) @
ABCD (00017)
ABCD123 (00017} b
aclient (800 G

AdamH
AdminTest
AIRTECH (AIRTECH) ‘_'
AndrewS
ANZDEMO (AUSDEMO) h
APR (APR1) h
ARL (AR @
ARLZ (ARL) G
ARL3 (4RL) G
AUSDEMO (AUSDEMO) b
BCCCPRBT
Ben

o Create New User

You can enter search criteria in the general search field at the top, eg a username, a
client ID or a group name to filter the list as required.

2. Toadd a new user, click the Create New User button and set the Username and
Password for the new user.

To ensure usernames are unique in the system, it is a good idea to use email addresses
for usernames. Passwords must satisfy certain conditions, eg be of a certain length
(usually 10 characters) and contain one number, one uppercase letter and one symbol.

You can let the system auto-generate a password by leaving the Password field blank.

Active Directory users must specify the user’s Windows username and should leave the
password blank.

Version 1.8 31'0” Page 9
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3.

4.

Create User x

User ID

Password

lank to set & random

d

Create User Cancel

Click the Create User button. The new login credentials are displayed on the screen with

a

Copy to Clipboard button to help you notify the new user.

Success b4

The user has been successful y Ccreated

User ID: DocTest
Password: |%HM[MY1

OK

The User Details screen is displayed for you to complete the setup of the new user. The
highlighted fields are mandatory.

Home x
S —— a x
B - User Info Groups
Coventry2 (cccy) @ I Tick all that apoly
€Padmin 70ANE) G Clienc 1D Vou st SR s S D or IRt D Quality Project Admin
e Default Project Resaurce Finance
CPDEMO (7DANE
CPDEM DANE) @ Letter Auditor
csep (csep) G Defauit Quote Finance Admin
Lerter Administrators
Dan
Alowed Office e ey
Dan2 Letters Client Admin
NTES Password . =
DanClientPortal (DANTEST) @ o 30/01/2024 15:05 @ External Lab
DanCNSE Senior Project Manager
o € Superusers
pane 7oanE) G Calendar Only
DANE123 (7DANE) G Lab
Surveyor
panele Management
Danest Clients
Praject Manager
Darren -
Surv
Darroch
Dave P
Sie Restrictions Deletz || Change Password | @l ||
Daves
Desbie
Demo User
DEMOAUS (AUSDEMO) G
Joocress
o Create New User

Enter the following:

Staff ID of the user (as displayed on the Staff screen) in the Staff ID or Client ID
field. Click the magnifying glass to search for and select the staff member so that

office letter to be displayed on new projects by default for the user in the Default

[ ]

the correct Staff ID is entered
[ ]

Office Letter field
[ ]

office letter to be displayed on new quotations by default for the user in the
Default Quote Letter field
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. other office letters which the user is to be allowed to use in the Allowed Office
Letters field

. date on which the user’s password will expire in the Password Expiry field (the
default displayed here is controlled by settings)

. tick at least one of the permission groups to define the user’s system access. Users
can be in more than one group, the access is added together.

If you do not specify default office letters then “A” is used. A setting controls this
default.

Do not put standard Alpha Tracker users into the “Clients” or “Client Admin” groups as these
are for Client Portal users only. Also do not put a standard Alpha Tracker user into the
“Auditor” group as this is for users who need read-only access.

See Section 2.3, Assigning users to groups, for instructions on using the “Groups” option, and
Section 2.4, Defining the access available to a group, for details on what access is allowed to
the different groups.

5. Save the new user record.

2.2.1 Using Active Directory
If you are using Active Directory, then you cannot assign users to groups directly. Users are
assigned to groups, that determine their permissions and which menu options they can see,
from Active Directory. Alpha Tracker has a number of pre-set groups and users can be in more
than one group. These groups need to be specified in the user’s Active Directory details. The
groups are:
. Quality
U Resource
. Auditor
. Finance Admin
. Administrators
o External Surveyor
. Client Admin
. Sales
. External lab
. Senior Project Manager
° Superusers
. Calendar Only
. Lab
° Surveyor
o Management
. Clients
o Project Manager
. Survey Admin
. Project Admin
Version 1.8 s’ror'r Page 11
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° Finance.

If you use different names for the groups in Active Directory, you can provide the translation
for the group names in the System Repository. Select “System Repository” from the System
submenu on the Setup menu and search for “group name” to find the settings in which to
enter the translations.

2.3 Defining the access available to a group

The menus to which a user group has access are fixed in Alpha Tracker. If you want to change
a user’s access you should move or add them to another user group. If you are using Active
Directory, then these groups need to be specified in the user’s Active Directory details.

Administrators have access to all main menu items except for Web Security. They also have
access to the Setup menu. Web Security is restricted to Superusers only. Superusers also have
an extra option on the Setup menu: System.

The access given to other groups is based on the following, although some individual options
within menus may be excluded:

° Management

—  Calls/Tasks

— Enquiries/Quotes

— Clients

— Projects

—  Resources

— Sites

—  Contracts

—  Suppliers

—  Reports (with filtering)
. Sales

—  Calls/Tasks

— Enquiries / Quotes

— Clients

—  Projects

— Resources

— Sites

— Contracts

—  Reports (with filtering)
o Resource

—  Calls/Tasks

— Clients

— Projects

—  Resources

—  Suppliers

Version 1.8 s’ror'r Page 12
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—  Reports (with filtering)

. Quality
— Clients
—  Projects
— Resources
— Sites

—  Suppliers

—  Reports (with filtering).

— Clients
—  Projects
- Lab

—  Suppliers

—  Reports (with filtering)

° External Lab

— Remote Lab

. Clients (filtered view on Client Portal)

— Sites

— Registers

— Photo Registers

—  Reports/Jobs

— Data Extracts

—  Other Documents

— Contact Details

. Client Admin (filtered view on the Client Portal)

— Sites

— Registers

— Photo Registers

—  Reports/Jobs
—  Bulk Samples
— Training

— Data Extracts

—  Other Documents

— Contact Details
—  Web Security
. Project Admin
—  Calls/Tasks
— Clients
— Projects
—  Resources

— Sites

Version 1.8
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Contracts
Suppliers
Reports (with filtering)

° Project Manager

Calls/Tasks

Enquiries / Quotations
Clients

Projects

Resources

Sites

Suppliers

. Survey Admin

Calls/Tasks

Enquiries / Quotations
Clients

Projects

Resources

Sites

Suppliers

Reports (with filtering)

o Surveyor

Projects

Resources

° Finance

2.4 Setting up access for an external lab

Enquiries / Quotations
Clients

Projects

Contracts

Suppliers

Finance

Reports (with filtering).

You can allow an external lab access to your Alpha Tracker if you want them to log in and
record fibre analysis results directly into your system (not available with Active Directory
logins). The external lab will not have general access to Alpha Tracker; they will only be able
to enter an identification against the samples in the projects you specifically assign to them.

To set up access for an external lab:

1. Create a new staff member for the lab.

2. Setup the lab as a user, with a username and password.

Version 1.8
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3. Assign the lab to the External Lab user group.

Any projects that you want the external lab to see need to have the external lab selected in
the Lab field on Survey Details.

Survey Details X

2 - Survey Complete

..... Included / Excluded Areas

Survey |D 83580

Read from Buildings
Survey Type m ~ =
Lab v Included
)
Issuing Office esting ~
Excluded
Special P
Requirements
p
QOther Pro Import O
Notes to Surveyor e
A
B «B

2.5 Setting up access to the Client Portal

You can give your clients access to the Client Portal for them to view their Asbestos Register
data. Clients do not have access to any of the usual Alpha Tracker features, they can only view
their own data relating to surveys that you have specifically made available to them. You do
this by ticking the Show On Web tickbox on the projects to be made available. This tickbox is
only displayed when a date is entered in the Report Produced milestone. When the box is
ticked, project information and the report become available on the Client Portal.

Refer to Chapter 15 in the Technical Guide, Sharing Data On The Client Portal, for further
information on controlling what is displayed on the Client Portal.

The client must already be set up on Alpha Tracker so that you can use their Client ID to
identify them. You can create multiple logins for a client — they would have different
usernames but all be linked to the same Client ID.

Version 1.8 s’ror'r Page 15
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1.  Set up the Client as a Client Portal user on Alpha Tracker:
. Select “Users” from the Web Security menu.
Hnome x
Search users or groups Q x
2CLIENT {2CLIENT) (’
2CLIENTTest (2CLIENT) @
6Troden (6TRODEN) {.
TDANE (7DANE) b
8Cherry (8CHERRY) @
ABCD (00017) G
ABCD123 (00017) (’
alient B00) @
AdamH
AdminTest
AIRTECH (AIRTECH) (’
Andrews
ANZDEMO {AUSDEMO) b
APR (APR1) b
ARL 8L @
ARL2 (aRL) @
E (aRL) Gy
AUSDEMO {AUSDEMO) (’
BCCCPRBT
Ben
o= Create New User
2.  Click the Create New User button and set the Username and Password for the new
user.
To ensure usernames are unique in the system, it is a good idea to use email addresses
for usernames — especially for Client Portal users who can then reset their own
password via the “Forgot password” link. Passwords must satisfy certain conditions, eg
be of a certain length (usually 10 characters) and contain one number, one uppercase
letter and one symbol.
You can let the system auto-generate a password by leaving the Password field blank.
Create User x
User ID
Password
Leave blank to set @ random
password
Create User Cancel
3.  Click the Create User button. The new login credentials are displayed on the screen with
a Copy to Clipboard button to help you notify the new user.
Version 1.8 sforf Page 16
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Success b4

The user has been successful y Ccreated

User ID: DocTest
Password: | %HMIMY1 &

The User Details screen is displayed for you to complete the setup of the new user. The
highlighted fields are mandatory.

Coventry2
CPAGImin
CPDEMO

[

Dan2
DanClientPortsl
DanC-NSE
Dane

DANE123

Q x
(cccs) G
(7DANE) G
(7DANE) G

(cseP) @

(OANTEST) G

(7DANE) G
(7DANE) G

User Info

Client 1D =T e

30/01/2024 15:05 @

Groups

Tick all that apply

Quality
Resaurce

Auditor

Finance Admin
Administrators
External Surveyor
Client Admin
Sales

External Lab

Senior Project Manager

Superusers
Calendar Only
Lab

Surveyor
Management
Clients

Project Admin
Finance

Project Manager
Darren 7

DEMOAUS {AUSDEMO) @

o Create New User

4.  Enter the following:

. client ID of the client in the Staff ID or Client ID field. Click the magnifying glass to
search for and select the client so that the correct Client ID is entered

. leave the Show Linked Sites box blank (unless you have set up shared sites that
you want this user to see)

. date on which the user’s password will expire in the Password Expiry field (the
default displayed here is controlled by settings)

. tick the “Clients” permission group to define the Client Portal access.

/ Do not tick any other permission groups. Client Portal users must only be in one group.

5. Save the new user record.

6. Check what is visible using the new login. For example, log out of Alpha Tracker and
then log back in again as the Client to check what they can see.

/ You can also use the + User button on the Client Details screen to create Client Portal users
(who will automatically be placed in the “Clients” group).
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There is also a group for “Client Admin” users which gives advanced privileges, such as being
able to delete any uploaded documents and save changes to the client contact details on the
Client Portal.

In addition, “Client Admin” users have the ability to create further logins from within the Client
Portal itself. The logins that can be created are limited to the logged-in client and new users
created are automatically added into the “Clients” user group. It is also possible to restrict the
sites to which the login has access. Active Directory users would need to ensure that
permission groups are set in Active Directory for any users added this way.

2.6

Monitoring client access to the Client Portal

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

1.  From the menus select Setup, System, Access Log.

2.  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).

When Who What P Server Duratien

D When Who What [ Server  Duration Apdex Score
I 153629 03/08/2023 14:33 37 Dane Login (Session ID: 7de531f77f974006839fee879d524d13) Demo 82 0
153630 03/08/2023 14:3337 Dane Refresh Session 172.31.1.142 Demo 82

172.31.1.142 Demo 82

172.31.1.142 Des
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3. LAB AND SURVEY SETUP

3.1 Lab settings

This section explains how to maintain the following aspects of system data that support the
functioning of the lab:

asbestos types

materials

lab lookup data
lab backfill

priority assessment

recommendations

standard comments

survey types

validation for fibre analysis.

3.1.1 Maintaining asbhestos types

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

To set up an asbestos type:

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

N Identification Score Position Hide on FA Delete

I B & il 2 2
B & anosie 2 3
Q- 2 [ e
O« 0 0
B« [y
8« cidolite 3 5
B« nwo 0
8« 8 v
e 0 9 v
B & temoie 2 7

* 0«

* @«

* B«
0 Records per page
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To add a new type, in a blank row marked with an asterisk, type the asbestos name in
the Identification field and type its score in the Score field.

If you want to specify an order for these entries that is not alphabetical, use the Position
field.

If the asbestos type is to be displayed in Tracker Mobile but not in Fibre Analysis (eg for
entries like “Removed”), tick the Hide on FA box.

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

Save your changes and close the Asbestos Types screen.

3.1.2 Maintaining the materials list

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

To maintain the materials list:

1.

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

Home

Material Code Material Description Product Type Score ACM Lab Paints Showinlab  Show On Mobile F.A. Other Notes

] B4@ oo Brck /8 ®0 01 C
5 )

5 )
g+«

03 v v
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-am and block

3
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&

5 R,
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<
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o
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<

<&k Kk

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

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

If you have an internal lab, set the number of lab points accrued when analysing a
sample of this material.

Tick both the Show In Lab and Show On Mobile boxes (unless you specifically want to
hide this material from the lists in Fibre Analysis or Tracker Mobile).
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6. To delete a material code, click on the red cross on the appropriate row. Do not delete
material codes once they are in use.

7. Save your changes and close the Materials screen.

3.1.3 Maintaining lab lookup data

The lab lookup data defines the content of the drop-down lists on the Fibre Analysis screen.
Each of the fields available on the Fibre Analysis screen is defined as a Type in the lookup
data. Each of the values listed on the drop-down is defined as a Value.

To maintain lab lookup data:

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

Type value Position Delete
- SamplePrep ~ || None

- SamplePrep v Dy

®  SamplePrep v | | Acid Wash

- SamplePrep v | | Grinding 4

Microscope v AART

- Microscope v | | BBB.
Microscope v cocs
*  Morphology v | | Curly

Morphology

- AppearancedsPalariser

* ¥ *
i O 00O O0O0O0O0O00 0O
]

You can enter search criteria in the top of the screen to filter the list as required. For
example if you only want to see the values for the “RI Liquid” field, select “RI Liquid” in
the Type field and then click Search.

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

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

4.  Save your changes and close the Lab Lookup screen.
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3.1.4

Setting lab backfill entries

The lab backfill details are the default settings for the fibre analysis fields when a specific
analysis identification is selected.

Refer to Section 8.3, Setting default fibre analysis settings, in the Alpha Tracker User Guide for
details on how to set and use the lab backfill values.

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

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

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

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

3.1.5

Setting validation for fibre analysis

If you use the lab functions in Alpha Tracker to enter fibre analysis results, it is possible to set
up validation of the results entered against standard results for an identification. For example,
you might specify that if “Chrysotile” is selected as the Identification then Morphology must
be set to “Curly”, RI Liquid to “1.55”, First Order Red Tint Plate to “Length slow”, Birefringent
to “Low” etc.

To set validation for fibre analysis:

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

Identification Validation Template Validation String. Error Message Delete
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2. Toaddanew value, in a blank row marked with an asterisk, specify the identification for
which you are defining the validation in the Identification field.

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

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

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

5. Type the text of the message that is to be displayed if fibre analysis fails the validation in
the Error Message field. For example, you might enter “You selected an invalid
configuration for Chrysotile.”

6. Save your changes and close the Validation for Fibre Analysis screen.

3.2 Survey settings

This section explains how to maintain the following aspects of system data that support
survey report production:

. approaches

. survey types

. priority assessment
. building age

. property type

. recommendations

. standard comments
. condition description

o surface treatment description.

3.2.1 Maintaining approaches

It is now possible for you to choose the terminology you use and display for approaches when
surveying. For example, you may want to use VS for Visually Similar rather than our standard
X for Cross Reference. The “Approaches” menu option lets you set your terms and map them
to our standard approach types:

1.  Open the Lab and Surveys submenu from the Setup menu and select “Approaches” to
display the Approaches screen.
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Approach Description Approach Type Screen Type Delete
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10~ Records per page

To add a new approach, in a blank row marked with an asterisk, type the short form of
the approach, eg VS, in the Approach field and type its long form, eg Visually Similar, in
the Description field. Then select the standard approach, eg X, to which it is to be
mapped by clicking a radio button. The key on the left of the screen should help you
choose the correct approach.

To delete an approach, click on the Delete tickbox on the appropriate row(s).

Save your changes and close the Approaches screen.

3.2.2 Maintaining survey types

The survey types define the type of report that you produce from your survey data, for
example Management or Refurbishment/Demolition. The Survey Types screen links survey
types to report formats which contain the instructions for producing your reports. There may
also be other special instructions linked to your survey types.

To maintain survey types:

1.  Open the Lab and Surveys submenu from the Setup menu and select “Survey Types” to
display the Survey Types screen.
-
2. Toaddanew value, in a blank row marked with an asterisk, type the name of the survey
type as it is to be displayed on the Survey Details dropdown in the Survey Type field.
3.  Specify the name of the Reports Format linked to the survey type in the Report Format
field.
4. If any extra data validation checks are to be made during data validation for surveys of
this type, list the checks in the Extra Data Validation field, eg 01.
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The tests are labelled A, B, Cetcor 0, 1, 2 etc. The numbered ones (0, 1, 2...) are not
automatically run when “*all*” is specified in the system setting that controls this
feature.

5. Leave other settings to be defined at template setup.

6. Save your changes and close the Survey Types screen.

/ If you require further information on survey types, report formats and templates please
contact Start Software on 0333 301 1010.

3.2.3 Maintaining priority assessment scores

The Priority Assessment submenu gives you access to a range of options for setting up the
various descriptions and scores that are used in priority assessments. Once set up, these are
rarely changed.

All these options work in the same way. Select the option you require, add or amend the
score and description, then save the new or changed entry.

3.2.4 Maintaining building age

If Building Age is a field that is available on your Tracker Mobile, then you can set up the
possible values to appear on the Building Age dropdown by using the “Building Age” menu
option.

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

Home

Building Age

o1]
2
=

o
b 2
G G G G G G G G G
=
5

2. Toaddanew age record, in a blank row marked with an asterisk, type the value for the
age in the Building Age field.

3. Todelete an age, click on the red cross on the appropriate row(s).
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4.  Save your changes and close the Building Age screen.

3.2.5 Maintaining property type
If Property Type is a field that is available on your Tracker Mobile, then you can set up the
possible values for Property Type by using the “Property Type” menu option.

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

Home

Records: &

Property Type
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2. Toadd anew type, in a blank row marked with an asterisk, type the type descriptions in
the Property Type field.

3. Todelete a type, click on the red cross on the appropriate row(s).

4. Save your changes and close the Property Type screen.

3.2.6 Maintaining recommendations

You can set up short forms of recommendations for surveyors to select and link these to
longer paragraphs for insertion in reports. Recommendations can also be grouped together
for reporting purposes.

To maintain the recommendations:

1.  Open the Lab and Surveys submenu from the Setup menu and select
“Recommendations” to display the Recommendations screen.
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2. Toadda new value, in a blank row marked with an asterisk, type the short description
of the recommendation in the Description field.

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

4. If you want to group recommendations, select an entry in the Category field.

5.  Save your changes and close the Recommendations screen.

3.2.7 Maintaining standard comments

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

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

B *® @ Meenzinprogres

B0

Ba0 omem The key holder would not release the key - v
* B« hd
* @« A

* Q= v

2. Toadda new value, in a blank row marked with an asterisk, type the short description
of the standard comment in the Short Description field.
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3. If you want to link the comment to a longer piece of text for your reports, type this text
in the Description field.

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

3.2.8 Maintaining condition descriptions

You can maintain the descriptions of the condition score that is selected in Tracker Mobile.
You might, for example, use “Excellent” for a condition score of “0”, or you might prefer to
use a different term.

/ You should not amend the scores or add any extra records — only the description.

To maintain condition descriptions:

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

rome o
Rec 4
Score Description Delete

| B+ Excellen

0+« oo

A« 2 F

a * Poo
* B«

0w |Records per page D

2. To amend a description, select the appropriate row and change the text in the
Description field.

3. Save your changes and close the Condition screen.

3.2.9 Maintaining surface treatment descriptions

You can maintain the descriptions of the surface treatment score that is selected in Tracker
Mobile. You might, for example, use “Self Sealed” for a condition score of “0”, or you might
prefer to use a different term.

/ You should not amend the scores or add any extra records — only the description.

To maintain surface treatment descriptions:

1. Open the Lab and Surveys submenu from the Setup menu and select “Surface
Treatment” to display the Surface Treatment screen.
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2. To amend a description, select the appropriate row and change the text in the
Description field.
3. Save your changes and close the Surface Treatment screen.
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4.

4.1

4.2

SYNCHRONISING CALENDARS

Introduction

Alongside the Resources element of Alpha Tracker there is an optional Calendar
Synchronisation tool that is designed to help users who experience lots of last-minute
changes to the diary. For these users, receiving diary updates by email is not always
convenient. The Calendar Sync tool automatically synchronises the Resources diary with other
diaries (starting with Google Calendars) without the need to use emails to transmit the diary
changes.

The Calendar Sync module keeps calendars updated for all your staff so that they can see
their work diaries at any time from their laptops, home PCs or smartphones. Google calendars
are free and can be set up in a matter of minutes and are the world's most popular online
calendars being easy to use, flexible and fully integrated with Google Mail.

The Google calendars are read-only for the staff (so that they cannot amend or delete work
scheduled for them). If staff already have Google calendars for personal use, the additional
"work calendar" will simply appear automatically on their laptop or phone—but without the
option to remove work you have scheduled for them.

Use of this module means that you no longer have to send appointments via email to staff—
their own diaries will automatically sync no matter how many appointments you schedule for
them, how many you move, or even how many you delete.

Setting the structure of your calendars

The Calendar Synchronisation service uses a master Google account to manage all calendars
for your employees. The individual employee calendars are created inside the master account
and each employee is then given access to one of them as their personal work calendar (in
read-only mode).

Master Google account

Robin’s Adam'’s Dan’s Elaine’s Kim’s
calendar calendar calendar calendar calendar
Robin Adam Dan Elaine Kim
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To set up the calendars:

1. Go to http://calendar.google.com.

2.  Select Sign up for a new Google Account which is located in the top right of the header.

You must sign up for a new Google account so that you can create the master account
for the calendars.

SRR e
€ & C @ hitps//accountsgoogle.com X
#4 Geogle

Allow Google Calendar (www.google.com) to open all web calendar links? | Use Google Calendar | | No

Google

Calendar
Organize your scheduie and share events with friends Signin
Email
@ shared with Password

3.  Enter the details to create a new master account.

Google accounts

Create an account

Your Google Accour
Accound, you can sign in here

Required information for Google account

Your current email address:

Choose a password: Passwd sirangth.

Re-enter password:

Count wil enstie Web History. Wieb History i
ot you with a mare personaiised expesience an
clices more televant search resuls and recommendations

7] Enable Web History.

Get started with Google Calendar

First name:

Last name:

Location: United Kingdom =
Change

Time zone: (GUT+00.09) Landon =]

Birthday:

Word Verification: Typa the characters you sea in the picturs below

et

&

If you already have an account, Google may automatically log you in. If so, you will need
to sign out and revisit the above link to see the signup link.

Fa g

77777777”77' |
IIISIIITIIIITF]
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Once inside the calendar system you will see a small column along the left called ‘My
Calendars’ and showing a small down arrow. This is the option you use to create the
individual calendars within the master account.

4. Click the small down arrow next to ‘My Calendars’ and select Create New Calendar.

Google KN -

Calendar | Ttesr <> Thusdey, 17 Nev 2011

1415 18 17 18 15 20
21 7 23[24]25 26 77
28 20

1200

1500

A screen is displayed in which you can give the calendar a name (eg Ricky’s Work
Calendar) and enter any other information you require.

Google B

Create New Calendar

Calengar Details

« Back 0 casndor [ Greats Caendar | Ganeei]

Caleadar Hame:

o it Smeane: | (GHT- 000 Loncon =] sl alf e s

[+] [ A0 Persan

Tip: Shuaring with co-woi

al o 10 e shasing easier Lesr
«Back to calendar [Create Calendar | [ Cancal|

€201 Gongle - Tarms - Przacy Palic

5. Inthe Calendar Name field, type the name by which to identify the calendar.

6. Check that the country and time zone displayed in the Calendar Time Zone fields are
correct.

7. Inthe Share with specific people section, specify who can see the calendar:

. Enter the email address of the employee whose calendar you are creating in the
Person field.

. Select the ‘See all event details’ Permission Setting option.

This setting gives the employee read-only access to the current calendar.

/ The email address specified must also be set as the Google account of the employee.

. Click the Add Person button to add the employee with whom you are sharing the
calendar to the list in the Share with specific people section.
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/ Do NOT tick the Make this calendar public tickbox as this would make it available to the
general public.

8.
9.

Click the Create Calendar button at the bottom of the screen.

Repeat from step 4 for each employee for whom you want to set up a calendar.

4.3 Linking the Calendars to Alpha Tracker

Once you have created all the calendars you must inform Alpha Tracker of each calendar’s ID
so that calendar information can be updated for each employee. To obtain the calendar IDs:

1. From the master account, move your mouse over the name of the calendar whose ID

you wish to identify.
2. Click the down arrow which is now displayed next to the calendar name.

A menu is displayed.

Google o
alenda 21- 27 Nov 2011
m lela‘r.sml
* Novembar 2011 (0900} Cocumantatan .
S Tracker o Fovds (B-00062)
e e
R
EEER
aland n
n

3.  Select Calendar Settings to display the calendar’s ID.

You can see the ID on the second row up from the very bottom. It is labelled ‘Calendar

Address’. The ID itself is made up of a long sequence of letters and numbers, for

example:

amp5hn678k93e655f2be9uogng@group.calendar.google.com

The following screen shows an example with the ID highlighted:
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Google ST
<
Adam's Calender Details
Calondar Dotails  Shate this Calendar  Notfication
jondar [ Save | [ Cancel

Calondar Mame Adam's Calender

Description:

You must now enter this ID into Alpha Tracker.
4. In Alpha Tracker, from the Setup menu, General sub-menu, select Staff.

The Staff screen is displayed. This screen is very wide and you may need to scroll to the
left so that you can see the Google Calendar ID field on the far right.

-

5. Find the row of information for the required employee and then enter their Calendar ID
in the column under Google Calendar ID.

/ If you are copying and pasting the Calendar ID into Alpha Tracker, make sure that you do not
inadvertently copy any spaces, particularly at the beginning or end of the Calendar ID.

When you have entered the Calendar IDs for each employee for whom you have set up a
calendar, Alpha Tracker and the calendars are linked. Each of the employees is then able to
log in to their Google account, or sync their Google account with their smartphone, to view
their up-to-date work diaries at any time and from any location.

& Refer to Start Software if you would like the information displayed in the Google Calendar
appointments to be customised. This can be done by amending the TitleTemplate.txt and
ContentTemplate.txt files in the GoogleCalendarSync folder of your installation.
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5. DOCUMENT PRODUCTION

The “Document Production” section of the “Setup” menu controls how your reports and
standard documents are produced.

There are three distinct types of ‘report’ that you can produce from Alpha Tracker:

. Asbestos survey reports are defined by using the Report Formats table, Registers table,
Sample Page Formats etc. The reports themselves are requested from the “Produce
Report” button on the Surveys screen.

& Asbestos survey reports are usually set up and amended by Start Software. There is a
separate technical document available if you need to know how to define reports, this is the

Alpha Tracker Document Maker Technical Guide (Internal).

. Reports are data extracts that are run from the various buttons within the “Reports”
menu. There are for example Administrator reports, Finance reports etc. These are set
up as standard SQL queries by using the “Reports” menu option in the “Import/Export”
section of the “Setup” menu.

& Refer to the Alpha Tracker User Guide for details on how to run the data extract reports.

. Word and Excel standard documents are produced from this Word/Excel icon wherever
it is seen, for example on the Quotations List. They are defined by using the “Document
Templates” menu option in the “Document Production” section of the “Setup” menu.

&

Refer to the Alpha Tracker User Guide Section 3.3, Generating and printing a quotation, for
details on creating these standard documents.

5.1 Document Templates

The Document Templates screen lists the templates that are set up on Alpha Tracker and can
be used to generate Word or Excel documents, such as quotations or scope of work
documents.

1.  Select the “Document Templates” menu option in the “Document Production” section
of the “Setup” menu to display the Document Templates screen.
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Template Description  Template Filename Active From Active To

C:\Tracker\Word Templates\Standard Documants\Project Site Instruction.doc 200

ard Documents\Quote Letter doc 03/04r2014

ard Documents\Request for Information.doc 03

ard Documents! Details.doc

ard DocumentsiRequests Details.doc 03/04/2014

ard Documents\Quote Letter with tabledoc  16/0472014 20/04/2017

2. Display the setup details of any existing document templates by clicking on the
underlined Template Name.
3. Add a new document template by clicking on New Record in the navigation bar and
completing the fields:
. Template Type determines whether the template is visible for projects or
quotations
. Template Name and Template Description enable you to identify the template
. Template Filename is the full path to the location of the template on your server,
eg C:\Tracker\Word Templates\Standard Documents\Quote Letter.doc, or the
report program name from Report Formats eg ProjSiteMethodStatement.
You enter a report program name when programming in complex project
documents using Report Formats. Then it knows that it is a report format with
instructions and picks up the template from there to generate the document. If
this is the case then the Data Source needs to be set to “{ID}". If it is a project
document, then the Report Formats program name must start with “Proj”.
. Linked Project Type lets you specify the project types for which the template is
visible
. Active From and Active To let you specify a date range during the template is in
use
. Allowed Offices lets you select specific office letters for which the template is valid
. Template Owner specifies who is responsible for updating the template
. Data Source is the query or statement that selects the data to populate the
template, eg “select * from [qryQuoteLetters] where [ID] = {ID}”. If you are
dealing with a complex project document, set this to “{ID}”
° Queue is the document queue to which these documents are directed
. Email Only allows you to specify whether folder copies of the generated document
are to be stored
. Contains Survey Item QR Codes specifies whether QR codes are to be output.
4. Save any changes you have made to document templates and close the screen.
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You can download a copy of a document template, either to store for your own records or to
mark up with required changes. If you are marking up changes, please ensure these are
cosmetic only, and send the marked-up document to Start Software for uploading.

To download the template for one of these standard documents (one that runs from a
Word/Excel button), search for the template on the Document Templates screen, click the
underlined Template Name to display the details and then use the Download Template
button.

5.2 Report Formats

The “Report Formats” menu option provides a list of the programs that can be run for report
generation. The programs are linked to report templates. Each program has a set of
instructions to run against the linked template. The following information is displayed:

. Program Name — this is the name of the program. It is linked by an entry in the Survey
Types screen to the template name that you see in the drop-down list on the Survey
Details screen, eg “Management Survey” or “Refurbishment Survey”

. Word Template — this is the full path and filename of the template, it shows where on
your server the template file is located, eg “C:\Tracker\Word Templates\ABC
Management Survey”

. Comments — this tells you the height of the front page photo, eg “frontpageheight =
100”.

Friendly Name Save to Subfolder Genersta Survey itam QR Codss Delete

NN N NS

You can download a copy of a report template, either to store for your own records or to
mark up with required changes. To download a report template, search for the template on
the Report Formats screen and then use the Download Template button.
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5.3 Register Formats

The “Register Formats” menu option provides a list of the different Register names and the
associated queries in Alpha Tracker. Each Register listed represents a style of register table.

The information displayed here is for reference only, changes are made directly in Report
Formats.

*  *

*
o
b 4

Register Name

[N N = VA = VA U = (= (= (= [ = (= 1A =

W ArcentionExecSummary

| NoAccessExecSummary

* | PresumedExecSumma

PresumedExeciummary

ArtentionExecSummary_Multi
NoAccessExecSummary_Muld

ry_Multi

Query Name

ryAttentionExecSummary

AccessExecSummary

sPresumedExecSummary

ttentionExecSummary_Mult

yNoAccessExecSummary_Muls

resumed ExecSummary_Muld

Order By

Deleta
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5.4

5.5

Sample Page Formats

The “Sample Page Formats” menu option provides a list of the different Photo Page styles and
the associated queries in Alpha Tracker. Each Sample Page Format listed represents a style of
Photo Page.

The information displayed here is for reference only — you can make changes here, eg to
picture height, but changes are best made directly in Report Formats.

ome
for:| example Search || Al
Sample Fage Name Query Name Order By Page Break?  Sheets Per Page Picture Height Delete
I B ®  |nsesheet ExampleMan qrylnspShest AUSTRALIA ®ves o
A« ®ves Ono 142
g« Yes @N 4
A+« Yes @ No 145
A« vas @Ho 45
A+ s r
g« . 4
g« 25 @ No 4
* O« ves O No
* 0O+ ves CINa
* @~ ves ONo
0  |Records per page

Document Requests

The Documents Request screen lists all requests made for report or document production. It
gives you information on what was requested, by whom and when.

Search
Queus 1B Shell Sering Document Email Requested By Started Finishes
Erom o From

Document Queues: 1 Records: 216

Active | waiting |

Quese Provy B shet g oecument - Requested 8y Pequesedoms  srared Fnshed Deree
e«
A«
-
s«
s«
[ ) 5192
A«
A«
A«
Qs
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5.6

Setting print queues

There are a number of methods available in Alpha Tracker for choosing queues for survey
reports.

. The first, and default, option is to have the queue numbers randomly generated.
. The second is to send documents for specific clients to specific queues.

. The third option is to enable big reports to go to one queue and smaller ones to
another. (“Queue Allocation Method” set to “big22”.)

. The fourth option allows you to specify different queues for different offices.

. The fifth option uses a “Tesco” queue model, assigning documents to the least busy
queue.

If queues are randomly assigned, you can still use the second method above and send
documents for specific clients to specific queues. To do this you would need to set the
“MaxRandomQueueNo” setting. For example, if you have 6 queues and queue 5 and queue 6
are used for specific clients, then you would set “MaxRandomQueueNo” to 4 so that queues
1-4 are used randomly.

To send documents for specific clients to a specific queue only you use one of the
“ClientsDocumentQueue” settings. For example, in the setting “ClientsDocumentQueue3”
type the comma-separated list of Client IDs whose documents are to be sent to that queue.

If you have two queues, then you might choose to use the third option and send large
documents to one queue and smaller documents to the other. To do this, set “Queue
Allocation Method” to “big22”. Large documents are those where the number of survey items
is greater than the “Queue Size Threshold” setting.

To use the per office option, set the repository setting "Queue Allocation Method" to the
value "queueperoffice". Then set or create repository settings for each office as follows:
"Queue for Office X" is “1” or “2” etc. If nothing is set, it will default to queue 1.

To use the “Tesco” queue method, where documents go to the least busy queue, set the
repository setting "Queue Allocation Method" to the value "Tesco". This method doesn’t
choose simply on the basis of how many documents are in the queues, it also looks at the size
of the reports being issued.

If required, you can assign a weighting to Bulk Certificates which is then used with the “Tesco”
method when determining which queue is the least busy. Setting the “Doc Size (average) for
Bulk Certs” setting to, for example, “50” gives Bulk Certificates the same weighting as a survey
report with 50 items. It is also possible to send all Bulk Certificates to a specific queue. By
default, Bulk Certificates are sent to queue 1 but you can use the “Queue for Bulk
Certificates” setting to specify an alternative queue.

You can use the “Tesco” option in conjunction with sending documents for specific clients to
specific queues by using the setting “MaxTescoQueueNo”. For example, set this to “4” and
then you could use the “Tesco” method on queues 1-4, leaving queues 5 and 6 for documents
for specific clients.
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6.

6.1

SYSTEM SETTINGS

The system settings are found under the System submenu on the Setup menu and are mainly
used by Start Software to control the customisation of your system and to update the
software as necessary. The system settings are:

° Access Log

° App Server Diagnostic
. Globals

. Linked Systems

. Next Number Lookup
. QR Code Log

. Software Updates

. System Repository

. Table Records.

Access Log

The Access Log provides you with details of who has been using the system, which areas they
have been accessing and for how long. It also gives an indication of system performance by
means of the Apdex score.

To display any details on the Access Log screen, you must enter search criteria, for example
you could enter today’s date in the From and To search fields and a username in the Who
field.

An Apdex Total >0.75 shows good system performance; between 0.50 and 0.75 is ;an
Apdex score <=0.50 shows poor performance. You can also find a Performance Dashboard on
the Home Page to show the Apdex Total score for the last 24 hours, converted to a figure out
of 100. The figure is colour coded. If your system performance is sluggish or poor, please
contact Start Software on 0333 301 1010 for help.

When Who What 3 Server Duration

D When Who What 1P Server  Duration Apdex Score
I 153979 04/08/2023 11:09 27 Robin Login {Session ID- bb2451a7aa374bfcb7b8c28da10173d7) Dema 81 0
7231.23.183 Demo 8l

72314655 Demo8
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6.2 App Server Diagnostic

The “Download Advanced Diagnostic” option downloads information about the Alpha
Anywhere Application Server. There is no screen associated with this option.

6.3 Globals

The “Globals” option defines the locations of files that perform important functions in Alpha
Tracker, eg Alpha Tracker Document Maker. Their definition here enables location changes
such as switching to a different drive to be quickly made.

rome
Client

System Path
Document Root

Archive Root

Tracker Documant Maker Full Path
Alpha Tracksr Document Maker Fath D
Report Formats Path
PPCCRoot Path

PPCC Copy Location Path

50L Database Tracker

S0OL Server Auth User Please lea

Alpha Draw Paszword

oftwars Suppart if you need your client name chang

Templatz Fath D:\Tracker'Word Templates

S0L Server Auth Fass Please leave this field blan

Alpha Draw URL hittps:/startsoftwane-drav

6.4 Linked Systems

The “Linked Systems” option lists other Alpha Tracker systems that your system is linked to,
for the purposes of data sharing. If you are linked to another Alpha Tracker, then it becomes
possible to transfer survey and re-inspection data between the systems.

Home
Records: 2
Sending Receiving
I Alpha Tracker Testing -» Alpha Tracker Testing

Alpha Tracker Testing -» Dan-PC

10w |Records per page
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6.5 Next Number Lookup

The “Next Number Lookup” option lists the next numbers that will be used for automatic
numbering in the system and enables these to be reset.

rome x
Reco
Type Number
| s IR 30282
Q- 7
s IR T 57650
s IR A 92
A« B
s IR 4 0
|« Q14 5
s IR 3
s IR c B
aQ« AQ1A 0
* s IR
Pre 234567 of 7 Next Last » | Records per page

The number ranges are created automatically, so if you use office letter “K”, say, for the first
time by creating project K-00001, then an entry is created here for Type “K”, Number “2” to
indicate what the next number will be for projects with the “K” office letter.

6.6 QR Code Log

If you are using the automatically generated QR codes in Alpha Tracker, then the “QR Code
Log” gives you details of every time the QR code was used. Use the search fields at the top to
query the list.
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Home

Search
Site Name Data Accessed Date Accessed IP Address Operating System Web Browser
From To:

= =)
Clear Search Criteria Search
Records: 373
Site Name Data Accessed Date Accessed - IP Address Operating System  Web Browser
T43, 477 Boundary Street Project: A-00261 17/03/2022 1039 80.19570.64 o5 Safar s for this Project
I T43, 477 Boundary Street  Site ID: 7108 17/03/2022 10:48 80.195.70.64 a5 Safari View Actions for this Site

Site ID: 1036 Google Chrome View Actions for this Site

s for this Survey ltem

Survey Item ID: 88462 ew Actions for this Survey Item

Survey ltem ID: 88462 View Actions for this Survey Item

ions for this Sunvey Item

Survey ltem ID: 88462 36.71.242.100 View Actions for this Survey Item

Survey ltem ID: 88462 36.71.242.100 Google Chrome View Actions for this Survey Item

162.246.184.51

a

Google Chrome View Actions for this Survey Item

6.7 Software Updates

Software updates are applied to an Alpha Tracker system by using the Software Updates
menu option on the System submenu. Updates are performed by Start Software in case app
server or table updates are also needed.

You are advised to ensure that all “Major” updates are run to keep your Alpha Tracker
running efficiently.

Updates should be run in SVN order. To ensure that they are run in order you may find the
Run Update button on some updates is greyed out until other updates have been run. After
each update, Alpha Tracker needs to be refreshed by logging out and back in again.

There are two main types of software update: “sticky” and “non-sticky” updates.

“Sticky” updates are those which always show on the list of available Alpha Tracker updates.
They do not disappear when the user has selected them. For example, the User Guide file can
be a sticky update so that users can refresh their user guide file at any time. There should only
ever be one sticky update for the user guide but its content should be updated to reflect the
latest version of the user guide.

A “non-sticky” one drops off the list once the update has been applied.

“Sticky” updates are things that users might want to apply more than once. For example there
might be sticky updates for different Alpha Tracker styling packs so that users can select Style
A one week, Style B the next, then go back to Style A.

Running a “sticky” update should not change the version number in the user’s Alpha Tracker.
Therefore, the version.txt file (which controls the version number shown on the Alpha Tracker
screen) should not be included in the update ZIP.
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6.8

To run an update:

1. Open the “System” submenu on the “Setup” menu and select “Software Updates” to
display the Software Updates screen.

rome

SVM  Release Date Major Or Minor Sticky Release Motes

I 17 01NM2/2014  Mimor W Update standard reports (SQL reports)  Run Update
2235 10/0172017  Mimor o stats generator Run Update
75w R=cords per page

2.  Locate the software update that you want to run and click its Run Update button.

If the update run was a “sticky” one it will remain on the list; if it was a “non-sticky”
update then it will disappear from the list once run.

All software updates now automatically zip and back up the webroot folder to a backup
subfolder before the software update is applied, ensuring that a backup of the software
is kept. Table record counts are captured to allow usage monitoring.

3. Refresh Alpha Tracker by logging out and back in again.

System Repository

The System Repository contains a number of settings that allow Start Software to customise
the look, feel and behaviour of your Alpha Tracker software. The repository settings contain
help text to define how they are used and what they do.

,,,,,,

Setting Date Created &  Value Help

SN N N N N N N NN
W ow e o wid oo v e

|t e Cc e oo e ook
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6.9 Table Records

The “Table Records” option gives you a count of the number of records in each table. It is

display only.

Home

Records: 555

Table Mame

I LegacyAudit_Migrated

Milestonas

Schemahudit

wiwRegisterTh

Records

375,800

Records per page
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1.

7.1

IMPORT/EXPORT OPTIONS

The “Import/Export” section of the “Setup” menu provides a way for you to:
. import data into Alpha Tracker

. display any exports that may have been set up on your system

. define data extract (SQL) reports on your data

. import third-party survey data for re-inspection.

Importing

There are separate import menu options available under the “Import/Export” option on the
Setup menu that enable you to import:

. bulk samples (“Bulk Sample Import”)

. clients (“Clients Import”)

. diary appointments (“Diary Import”)

. projects (“Project Import”)

. project staff (“Project Staff Import”)

. sample analysis results (“Sample Results Import”)
° sites (“Site Import”)

. survey data (“Survey Import”)

. survey items (“Survey Items Import”)

. user records (“User Import”).

The import process starts with you downloading a template which you populate with the data
to import. You then import the data to display it on screen, amend it as necessary and then
process the data to complete the import. Click the buttons at the top of the screen to perform
each step:

1. Template
2. Import
3. Process.

You can now create sites during the import, either as part of the “Project Import” or by
importing sites separately using the “Site Import”. When creating sites as part of the project
import, sites are or are not created as follows:

. If the Site ID entered already exists the import adds the project to the Site

. If no Site ID is entered but the Site Name already exists the import adds the project to
the Site
. If a new Site ID or Site Name is entered then the import adds a new Site
. If the Site ID exists with a different Site Name then the import adds the project against
the Site ID
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AN

Note that if you are using the “Project Import” and a Project Number already exists it will not
import.

/ Also note that the columns available on the downloaded spreadsheet will depend on how the
settings in your system are set.

The “Project Import” automatically creates buildings if the setting to auto add buildings on
project creation is set to yes. It inserts both projects and surveys at the same time, and also
adds in any required Extra Info data for projects of the specified type automatically.

The “Client Import” checks that no duplicate clients are created and auto-generates all client
IDs using the Get Next Number function.

To import data:

1.  Select the appropriate Import option, eg “Client Import”, “Diary Import”, “Project
Import”, “Site Import”, “Survey Import” or “Survey ltems Import”, from the
Import/Export submenu on the Setup menu.

Project Number ClientID Project Manager ProjectType ProjectDueDate  CliencOrder Number ClientProjectRef  ReportRecpienchame  ReportRecibientEmail  Report Recpient Name2

* B v v E}

* B« v v 8
* B~ v v 8

Three numbered buttons at the top of the screen indicate the import steps.

2.  Click the first button, 1. Template, to download the template for the data you want to
import.

The blank spreadsheet appropriate to the type of data is downloaded.

3.  Open the downloaded spreadsheet, fill in the details and save the file.

/ You must be very careful when entering the data to import, especially with project numbers,
project type IDs and client IDs etc, so as not to introduce duplicate numbers into your Alpha
Tracker data. If you have any doubt, please contact Start Software for help.

4. Upload the completed spreadsheet by clicking the 2. Import button, select the file and
click Upload.

A report of the number of records successfully imported and any errors is displayed.
5. Review the data that you are about to import.

6. If you are happy with the data click the 3. Process button to import it. If not, correct the
data on screen, or in the spreadsheet and upload it again, then process it.
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7.2 Managing your reports

The “Reports” option on the “Import/Export” menu controls your standard reports — these
are the data reports that you produce by using the “Reports” menu option.

There is a set of standard reports, which comes as part of Alpha Tracker, and these reports
are always present. This set of reports is refreshed automatically whenever your software is
updated. You cannot modify any of these reports.

You can, however, create your own reports by using the “Reports” option on the
“Import/Export” menu. These user-written reports are distinguished by the User tickbox
being ticked, which happens automatically. The ability to create and modify user-written
reports is restricted to Superusers.

To create your own reports:

1.  Open the “Import/Export” submenu on the “Setup” menu and select “Reports” to
display the Reports screen.

* O«
* B~

* B« - v

2. Inablank row at the bottom of the displayed list of reports, enter the details to define
your own report:

. Category — this is the option in the Reports menu under which the new report is to
appear

. Report Name — type the name that you want to give the report

. Report Description — type a fuller description of the report to identify its content
or use

. Report SQL — specify the SQL that is to select and sort the data that you want to
appear in your report
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7.3

. Available To — leave this field blank unless you want this report to only be visible
to one client on the Client Portal, in which case specify their Client ID.

The ID is automatically assigned and the User tickbox is automatically ticked to indicate
that you are creating a user-written report.

Save your changes and close the screen.

Importing third-party re-inspection data

The import facility for re-inspections allows you to import data from third parties for re-
inspection. It imports the data from Excel into a table and XMLs can be generated from the
table and sent to a particular person/handset. The new menu options are under

Setup | Import/Export|Re-inspection.

Re-Inspection =

mport Data

Expart XMLs

Select the “Import Data” option.

Type in the data for re-inspection or use the Export Data to Excel (for Template) button
to download and populate Excel template.

d

Note that you need to set up the re-inspection project and the survey in advance of importing
the data.

3.

Click the Import Data from Excel button to import the data from the Excel spreadsheet.
The imported data is then visible and editable on the Import Data screen.

( oo ooa
s F P P

o oooao

4. When the data is all present, use the “Export XMLs” option to show the data ready to
export.
5. Show all the required data on one screen by setting the number of records per page
(you can show up to 500 records per page here).
6. Click the Create Handset Records button to generate the XML records.
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First there is a check of the number of XML records you are creating. Then you must
specify the handset (Unit ID) to which you want to send the records — Pending and
Reference do not need to be specified unless you are storing the records to release
later.

Craeate XMLz

Select the handset (Unit ID) to send the records to, then click Create Handset Records to
create and send the XML records to the specified handset.

Display the exported XMLs on the Archived XMLs screen. You can also export the XMLs
from the Archived list to a handset for re-inspections. This works in exactly the same
way as from the Export XMLs screen, allowing you to re-use or re-send data.

In summary, the steps to import third-party data for re-inspection are:

1.  Set up the new project for the re-inspection.

2.  Give the new project a project type of “Re-inspection”.

3. Make sure you have clicked on the Survey Details button on the project and selected a
survey type (“Reinspection”).

4. Goto Setup[Import/Export|Re-inspection [Import Data and download the Excel
template, by using the Export Date to Excel (for Template) button.

5.  Fillin the Excel template with the survey details that you have, leaving the heading row
exactly as it is, and paying attention to the format of data required by Alpha Tracker.
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6. Import the data from the Excel template, by using the Import Data from Excel button.
7. Check and edit the data as necessary.

8. Goto Setup[Import/Export|[Re-inspection [Export Data and show all the required
records on one page.

9. Click the Create Handset Records button to generate the XML records.

10. Select the handset to which you want to send the XML records then click Create
Handset Records to create and send the XML records to the specified handset.

The records should then be available for re-inspection on the specified handset using
the standard Tracker Mobile.
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8. DASHBOARD EMAIL OPTIONS

There are two types of email that Alpha Tracker can send automatically:

. alerts — these emails are sent when a specified event happens. An event triggers the
sending of the alert email, eg a new project is created so a Manager receives an alert
email

. dashboards — these emails are sent at scheduled times, showing the current status. For
example, a new projects dashboard email might be sent at 16:00 each day listing the
new projects created.

You can view the details of both alert and dashboard emails.

/ Please contact Start Software if you would like additional alert or dashboard emails set up.

8.1 Displaying alert emails

You can display a list of the alert emails that have been sent out by Alpha Tracker. To do this:

1. Open the “Dashboard Emails” submenu on the “Setup” menu and select “Alerts” to
display the Alerts screen.

Search

Timestamp Crested Timestamp Dispatched Delste

| B+ o= =] =
B« o =] =]
A« 23; =] [S]
B % s m &1 &
O+~ o =] 5]
B e = m 8 =]

This screen tells you who the emails went to and when, it displays the Subject line as
well as the email text.

2.  Scroll through the list to view the alert emails.
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8.2 Viewing dashboard emails

You can see any dashboard emails active in your Alpha Tracker. To do this:

1. Open the “Dashboard Emails” submenu on the “Setup” menu and select “Dashboards”
to display the Dashboards screen.

B Name Run Time Staff List Query Name Hotes Send I No Data? Delete

This screen shows any dashboard emails already set up, including information such as
the time that they run and who they are sent to.

2. Scroll through the list to view the dashboard emails. To see the details of a dashboard
email, click its row expander button.

D Name Run Time Staff List Query Name Notes Send If No Data? Delete

Query Name Headings  Group By Col 1 Filter By StaffID Notes Delete

* B« ves ONo OYes Owa

* B« ¥es ONo Oves Ono

* @« ves ONo Oves Ona
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9. QUERYING DATA

This section describes how you can use the Query Writer in Alpha Tracker to run your own
simple queries against your data. You can save these queries and execute them whenever
needed.

9.1 Setting up the tables for Query Writer

The tables or views that are to be available for use in queries have to be set up on the Query
Writer Setup screen. This will be done by Start Software after discussion with you. The setup
includes defining which groups should have access to queries based on specific tables or
views.

9.2 Writing a new query

Once the tables have been setup, you can define your own queries in Alpha Tracker by using
the Query Writer screen. This lets you select a table or view to query, to specify the fields to
be output, and to define any filters and sort orders to be applied.

1.  Select the “Query Writer” option from the Reports menu. The Query Writer screen is
displayed.

If the fields on the screen are not blank, click the New Query button to blank them.

2.  Select the table or view to query by making a selection from Where is the data you
want to see? For example, you might select the Clients table.

3. Expand the “Select Fields” section by clicking on it so that you can select which fields
from the table you want to include in your query.
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The fields you want to include need to be listed in the Selected Fields box. To do this,
use these methods:

. Click the Select All button to move all fields to the Selected Fields box.
. Select a field on the left, click Select to move it.

. Double-click a field on the left to move it.

To reverse a selection:
. Click the Deselect All button to move all fields back to the Available Fields box.

. Select a field on the right, click Deselect to move it back to the Available Fields
box.

. Double-click a field on the right to move it.
Then use the Move Up and Move Down buttons to list the fields in the desired order.

Expand the “Filter” section by clicking on it so that you can specify the records to select.

Selectthe fields you Want 1o appesr in The query.

" Select Fields.

Field Name Operator value Andioe

Fill in the fields to define your query. For example, to get all Client records created after
01/01/2021, select the Field Name “Created”, the Operator “>=" and the Value
“01/01/2021”".

You can enter multiple filters and use the And/Or selector to specify how they are
linked.

Expand the “Sort” section by clicking on it so that you can specify the sort order for the
results of your query.

Order 1 Direction 1 Order 2

You can enter up to three fields to order by, and select whether the direction of the sort
is ascending or descending.

If you want to limit your results, specify the maximum number of rows to be returned in
the Maximum number of rows to show field.

Click Execute Query to run the query. The results are displayed on screen.

If required, export the results to a spreadsheet by using the Export to Excel link.
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9. If you might want to run this query on another occasion, click the Save Query As link,
name the new query and click Save.

9.3 Running an existing query

If you have saved your queries, you can run them again at any time. Simply select the query
name and Execute Query.

1.  Select the “Query Writer” option from the Reports menu. The Query Writer screen is
displayed.

o S

Maximum number of rows to show

100 o Execute Quary

Resuls

2. Click Load Saved Query to display the list of previously saved queries.

3.  Select the query from the list and click Load. The query is loaded. You can adjust the
query if required.

4. Click Execute Query to run the query and display the results.
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