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1.1

MAINTAINING CLIENTS

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

Adding a new client

This section contains a summary of the steps necessary to create a new client in Alpha
Tracker. Optional steps to enter details of additional contacts and sites are also included.

There is a setting that allows you to control who can add new clients in Alpha Tracker
(“UserListNewClients”). If this setting is left blank then all users can create new clients. To
restrict client creation to specific users then list their user IDs.

1.1.1 Entering client details
Before you can create a project for a new client in Alpha Tracker, you must set up the new
client by entering their details on the New Client tab.
To add a new client:
1. Click the “New Client” menu option to display the New Client screen.
Home || Hew Client X
Client ID E ue Client Code Get Next Humber
Hame
General Details | Credit Details | Notes
Address — Contact Details
Head Office Comtact
Address
Role hd
Telephone
Fax
Post code Email Address
Account Msnager v
Account Support v
Client Type -
2. Type the ID which you want to apply to this client in the Client ID field or use the Get
Next Number button to generate the next available client number.
Typically the ID is a short alphabetic code that helps you identify the client, eg “START”
for Start Software.
3. Type the client’s name in the Name field.
Version 1.29 qurf Page 10
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To help prevent the duplication of clients in the database a warning message will pop up
if you attempt to create a client that already exists.

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

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

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

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

Home || New Client J§

Enter New Client Details

Client 1D TC

Name Temscotta

General Details | Credit Details | Motes

Invoicing - Credit

Invoice Recipient Initial Cradit Chack Campleted ER
Initial Credit Check By v

Invoice Addrass
Initial Credit Check Notes

Credit Limit

Credit History Notes

On Stop

Quote Multiplier 1

Save  Cancel

Complete as many of the Credit Details fields as required.
Click the Notes section and record any notes in the Notes field.

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

Click Save to save the new client.

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

& Refer to 1.2, Editing client details, for instructions on how to use the Client List and edit client
details. When editing a client record there are more fields that you can complete.
Version 1.29
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1.1.2 Adding additional contact details

If you have multiple contacts at a client you can record their details in Alpha Tracker as part of
an address book. This is an optional step.
To record details of further contacts at the same client address:

1.  Click the “Contacts/Address Book” menu option to display the Contacts/Address Book
tab.

’ start
Lagous - Logged 1t # Oan Darkin

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

Any matching contacts are displayed.

3. Inthe blank row marked with an asterisk, type the first few letters of the client name
and use the drop-down list to select the client name.

4. Type the name of the additional contact in the Contact field.

5. Complete the Telephone, Mobile, Job Title, Role, Email and Notes fields for the
additional contact.

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

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

1.1.3 Recording sites for a client

A client may have a number of different sites at which you are to carry out project work. You
can set up these sites for your clients in Alpha Tracker so that they are available for selection
from a drop-down list when creating a project. This is an optional step as you can create new
sites at the same time as you create a new project. You can also import a list of sites via
spreadsheet by using the Import/Export menu under Setup.

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

To record site details:

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

Version 1.29 Sforf Page 12
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rome

Site ID =Auto=

Client Q

Name & Address

Site Name
Address

Post code
Country United Kingdom

Lookup Address

Site Reference

Contact Hame

Contact Telephone

Contact Email

Account Manager v

Landlord

Notes

2. Leave the Site ID field blank as this is automatically generated by the system.

3. Ifyou know the client’s ID, type this into the first Client field. If not, click the magnifying
glass in the second Client field and search for and select the client for whom you are
creating the site.

4. Complete the following details for the site:

e  Site Name

e  Address

e  Postcode

e Country (if not pre-populated).

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

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

o Contact Name
e  Contact Telephone
e  Contact Email.
7. Complete any other details if required:
e Account Manager (one of your staff)
. Landlord (if applicable)
° Notes.
Version 1.29 sfqrt Page 13
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8.

Click the Save button to save the new site details.

You can also search for sites and display their details by using the “Site List” menu option,
completing the search criteria fields as required and clicking the underlined Site Name. From
the Site screen on which the details are displayed, you can:

define the buildings for the selected site by using the Buildings tab. Then when you
come to set up the project, you can select the site and also select the buildings from a
list that shows only those buildings defined for the site. (Buildings can also be defined
when setting up the project and, if necessary, when carrying out the survey on Tracker
Mobile)

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

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

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

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

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

display a list of contacts linked to the site and add further contacts to the list as required
see any contracts linked to the site

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

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

display the location of the site on a map if the address is geocoded from a postcode
generate site-specific documents
display the contents of the site folder

duplicate a site.

o oo s rinecs o ssson g | cro i s gt

—
Suding Rt Suleing fdress Pesteede e o
-~ =
Postcod TF12 60W Z
Countr, Yy 4
Lookup Address 0 v Recowsperssge [
Mag

Fh

+ [ Quste +[T Projest @ Cther infa

Duplicate Ste
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1.2 Editing client details

You can edit existing client details by finding the client on the Client List and then simply

changing their details. You can also add further details to a client such as their quote

multiplier, date they became an inactive client and any extra information you want to capture

relating to clients.

To display and edit existing client details:

1. Click on the “Client List” option on the Clients menu to display a list of existing clients

and some search fields to help you locate the required client.

tome

S search

[} Name Address 1 Address 2 Address3  Address4 Postcode

-+ 7 11508 Amow International  Level 1. DMC House 534 Colombo Street Chrisichurch &n Map
+ y 120455 CusiomerPorer  Renbowhouse  Chain Steet Shrewsbury seeR Mm

1DAN  Dantest 2 Claremant Drive  Bridgnertn Shropshire TF2ONT M

P 1234580801007 Nenlest | 10w Reodspercsgs ]

13 0020 Testduplcsle cieni 411 HighSteet  Chester John Smith

0414700489  joe bloggs@henexiclient.com.au

=
AT
+ y WEl CCLENT ThelexiCient  OWoodsSiest  Momood Adeside V16488 Map Joe Soggs
v Al

+ 7 SNEW  MewClient Bank House High Strest Much Wenisok Shropshire TF13 84K EatnccRysn 01952 445389 pryan@newslient co U

+ Yy SCUENT CientCompany 20 WellStesi  Nomich Noriotc NR12AA Map Helen Roden 01555 801267 helen roden@cienicomeanco.ukc

+ 3 SSWIFT  SwmSunenng  Unezesaze HeysieFak  Mamngres  Sssx COTSAS s SwveFacs

+ Y STRODEN  Troden Lis TrdenHouse  PewhoreRoad  Chatenam  Gloss  GH214PL Map Jusine Me

+ y TDAME  Dane Emvironmertal Gopenhagen House  The Guay Pade Dorset  BHISEEN Map Jason Dane

You can show more clients in the list by paging through the clients or by selecting to
show more records per page (eg 50, 75 or 100). The controls to do this are at the bottom

of the client list.

2. Type any details that may help you locate the required client in the search fields — for
example you might enter part of their name or their postcode — then press Enter or click

Search.

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

& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.
3. Select the required client from the list by clicking on the underlined client name.
The Client Details screen is displayed, showing client name and address details on the
left and separate tabs on the right for site, quote, project, master project and address
book details related to the client.
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You can use the Site, Client Address Book and Site Address Book tabs on the right as
quick ways to add details of extra sites and contacts for a client. There are also buttons
available below the Client ID and Name fields on the left to add a new site, add a new
quote and add a new project. Use the links and buttons on the tabs to open the sites,
quotes or projects.

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

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

The Default PO Template field lets you set a default entry for new projects for the Client
Order Number field for the client, eg “TBC”. You can use two tags in the default to pull
through the following:

. today’s date - {Date}

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

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

& See Section 1.3, Maintaining client data protection details, for information on the Data
Protection Details tab.

The Notes/Extra Info/Logo section lets you enter free text notes and contains an Extra
Info button from which you can display any extra fields that have been defined to
capture additional information relating to clients. It also lets you:
. specify an office letter if the client is to belong to one office only
. upload a logo for your client which will be displayed on list screens in Alpha Tracker
. record the client’s QR code password for private QR codes.
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& Refer to 2.1.5, Maintaining extra fields, for further information on setting up the extra fields.
4. Amend the client details as required.
5. Save any changes you make by clicking the Save buttons.

/ Tip: To display details of all clients in the filtered list one after the other on the Client Details

screen without returning to the Client List, use the Next Record button below the client name
and address details.

1.3 Maintaining client data protection details

With the introduction of GDPR, there are some important additional features available in
Alpha Tracker where you can record a client’s data protection details.

To maintain the data protection details:

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

Client Defails
(8 enquiriesiquotes | EX projects | EX Master Projects
Client ID ooo3a 3
Search for: Search | All
Name Test client
— Site Name Add|
+ 1 sie +E2 ouote | Praject
Mo records in query
General Details
Classification

Finance/Credit Details

Data Protection Details

Client Data Link: stari-3.co uk/alphafracker/GDPR_Client Defails.a5w?
key=5sMSTucFeRs%3d

Data Policy: www mycompany/dataprotect

Data Protection Officer: Daia Proteclion Officer Name

Client has confirmed they are willing to be contacted by
Email Post Telephone Fax Other
td td td

Additional Notes.

Notes/Extra Info/Logo

Keystone Extract

x “a < r»

This gives you a “Client Data Link” that you can copy and provide to the client so they
can see what information you hold in Alpha Tracker about them

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

Address 1 e-Innovation Centre
Address 2 Friorslee

Address 3 Telford

Address 4

Address 5 TF2 9FT

Contact Elaine Porter
Telephone 0333 301 1010

Fax

Email Address info{@start-software com

Invoice Recipient

Invoice Address

Contact

We may contact you by one of the following methods
Email Post Telephone Fax Other
|## |#| || [l I

Ta read our Data Protection Policy please click here

Cur Data Protection Officer is Data Protection Officer Name

1 want to remove my details

The client can edit the details directly by amending the information displayed and

clicking the Save button, or request the removal of their details by clicking the | want to
remove my details button.

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

states who your Data Protection Officer is and how the client has confirmed they may be
contacted.

/ All the settings that control this information are held in one location on your Alpha Tracker, on

the Setup menu, in the Data Protection section. Here you can specify:

¢ Data Protection Notification Email Address

e Data Protection Notification Email Body

» Data Protection Notification Email Subject

e Data Protection Officer Name

¢ Data Protection Officer Wording (the text displayed at the bottom of the summary of data
you hold on a client)

e Data Protection Policy Document URL

e Data Protection Policy Wording (the text displayed at the bottom of the summary of data
you hold on a client).
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1.4 Searching in Alpha Tracker

There is a menu search that can be displayed at the top of the menu bar in Alpha Tracker. This
Search Menu is designed to help you navigate the menu structure. If you don’t know where in
the menu structure to find the option you need, simply start typing in a keyword and
matching menu options will be displayed:

O‘Sewdﬂlﬂuu

Search: %
< New Ciient
... by Gliznt
.. by Giiant
.. by Gliant
o= New Ciient

Clignt Lizt

K Delete Client

| . by Ciient ID

... by Ciient Name

Other menus have quick search boxes at the top. These let you type in a name, number or
date (or part of one) to find matching entries quickly. For example, you could type “00319” in
the quick search on the Projects menu, begin the search by tapping Enter or clicking the
magnifying glass, and all matching projects are listed on the Project List screen. Note that the
search will include open projects only if the tickbox is ticked. If the quick search results in only
one matching project, client, site or quotation, then it is automatically opened.

<

@ search Menu S Click here to search...

Refresn | Records: 2

# - survey Quick Start Open Projects | Closed Projects | All

+ @Enquiriesluuones O project Type Client Site  Postcode Site Ref Client Project Ref Order No  Status

+ & Clients B 10019 uﬂ o G ::m ‘!‘Timg:

Ongoing

+ Jcrm

CLIENT

=, Re The e
% [ no0319 % @ Ej P D i Main WR235RT 0847 1234 RS572

Company

B8 Projects.

00319 . 10 % Recordsperpage Duplicate Project

Open Projects only

= New Project

[i=] Project List
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List screens in Alpha Tracker allow you to search by entering criteria in fields at the top of the
screen. If the search fields are not displayed, click on “Click here to search...” to display them.

Home || BETNTETR

Click here to search...

Grid View [N F1:]

Refresh | Records: 381

Site 1D Client Name Site Name Site Address Site Postoode

Underhill Street

The Main House [T —

Home || TS0

% Search

Site ID Client ID Client Name Site Name Site Posteode Sie Referance

Clear Search Criteria % Sesrch

M‘p

Refresh | Recards: 381

Site 1D Client Name Site Name Site Address Site Posteode Site Contact Name Site Contact Telephone

0123 4575 B8O

You can use Query By Form (QBF) syntax in search fields in Alpha Tracker which means that
you can search on ranges of values, greater than x, less than y etc, by typing specific
characters into the search fields. The following table describes how to enter these search

operators.
Operator Example Meaning

= =asbestos Equals ‘asbestos’

> >10 Greater than 10

>= >=12 Greater than or equal to 12

< <10 Less than 10

<= <=02/11/2004 Less than or equal to 02/11/2004

1= I=asbestos Not equal to ‘asbestos’
Values that are greater than or equal to

valuel..value2 alpha..delta ‘alpha’ and less than or equal to ‘delta’
Values that are less than or equal to
..value3 ..16/04/2009
value /04/ 16/04/2009
valued.. 17.. Values that are greater than or equal to 17
Is blank Is blank Values that arl:e blank or null. To omit null
values, use =
Is not blank Is not blank Values that are not blank or null
Is null Is null Values that are null
Is not null Is not null Values that are not null
Values that ‘alpha’ or ‘beta’
valuel,value2,value3 alpha,beta,gamma A alues ) at are alpha or ‘beta or
gamma
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1.5 Using keyboard shortcuts

There is a range of keyboard shortcuts that you can use in Alpha Tracker. You may at times
prefer to use key presses to perform certain actions rather than using mouse clicks. The
keyboard shortcuts work in particular areas of the system as described in the table below.

Key Action
Up Move focus to the previous row in the Grid part
Down Move focus to the next row in the Grid part
F9 Save the current record
Shift+F9 Save all the records (in a Grid that allows multiple records to be
edited at once)
Ctrl+F9 In the Detail View, save the current record and start entering a
new record
Enter Put the field with focus into edit mode
Page Up Move to the previous page of records
Page Down Move to the next page of records
Ctrl+D Delete current record
F2 Open the lookup window for the current field
Esc Abandon edits made to the current field
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2.

MAINTAINING SYSTEM DATA

This section describes how you can maintain the data that provides settings, data and drop-
down lists for Alpha Tracker. The System Data in Alpha Tracker may include the following
(only some options may be applicable to your installation) or you may see additional options:

General Setup:

- project status

- project types

—  roles

- staff

—  extrafields

- extra field dropdowns

—  offices

- CRM action types, and many more
Lab and Survey Data:

- asbestos types

- lab lookup data

—  materials

—  recommendations

—  standard comments

—  survey types

—  validation for fibre analysis
Document Production:

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

Import/Export

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

Dashboard Emails

—  these options control the alerts and dashboard emails sent from Alpha Tracker and
are for technical use only. They are not documented here

Help

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

System

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

This section explains how to maintain the following general setup data items:

project status
project types

roles

staff

extra fields

extra field dropdowns
offices

key milestones
rates

CRM action types
contract lengths
cost centres
departments
payment terms
report issue reasons
turnaround times
VAT codes

aborted reasons
equipment types

teams.

2.1.1 Maintaining project status

Alpha Tracker has a list of descriptions that are used to indicate project status. You apply

these project status descriptions to projects as they progress.

To maintain the project status descriptions:

1. Open the General submenu from the Setup menu and select “Project Statuses” to
display the Project Statuses screen.
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LLLCN| Project Statuses <
Records: 10
Status Show review date on project? Project ready to invoice
7 X

¥ | cancelied (m) (m)

X | complets O

K inerogress (m) (m)

X | imeiced O O

X Job Rejected O O

K | roaccessTosie O O

¥ onsod O

x TEa O O

H o X tosescheduled 0 0

(m] (m]

(m] (m]

10 |Records per page

Any project statuses already defined are displayed.

2. To add a new status, in a blank row marked with an asterisk, type the required new
project status description.

3. Tick the Show review date on project? tickbox if you want an additional date field to be
displayed on the Project screen when the status is selected and saved on a project. This
is useful when you place a project on hold and want to specify when the status should
be reviewed.

4. Tick the Project ready to invoice tickbox if you want projects with this status to be
added to the Projects Ready To Invoice screen.

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

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

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

2.1.2 Maintaining project types

Each project or job in Alpha Tracker must have a type assigned to it. As part of the project
type, you can define the significant events that are usually associated with such projects or
jobs. These significant events form a milestone template for the project type.

To maintain project types:

1. Open the General submenu from the Setup menu and select “Project Types” to display
the Project Types screen.
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A list of project types is displayed. You can enter search criteria in the top of the screen
to filter the list as required.

&

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

in Alpha Tracker search fields.

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

type.
You can also define the following for each project type:

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

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

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

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

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

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

type.

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

e  Type a number to indicate the position of the milestone in the sequence in the
Position field. It is often useful to number the milestones 10, 20, 30 etc so that you
can easily insert additional milestones in the sequence if you need to do so later.

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

. Specify how to calculate the target date for this milestone by entering a number of
days in the Target field. The target date may calculated as the specified number of
weekdays after the Project Opened date or the number of days from the last

Version 1.29

sforf Page 25
software




ALPHA TRACKER USER GUIDE MAINTAINING SYSTEM DATA

completed milestone (depending on your system settings). If you do not want a
target date to be calculated, click the Disable Target Date Calc tickbox.

. If the milestone is linked to a key milestone then its name is displayed in the Key
Milestone field. Key milestones are used to auto-complete milestone dates or
display data elsewhere in the system.

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

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

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

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

Cost breakdowns:

The cost breakdown template is displayed for projects of the selected Project Type when
the ... button next to the value is clicked on Quotations and Projects. It lets you pre-set
descriptions and rates for the breakdown.

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

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

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

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

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

Associated cost items:

The associated cost items template is displayed for projects of the selected Project Type
when the ... button next to the Total Current Costs field is clicked on Projects
(Financials/Planning tab). It lets you pre-set categories, descriptions, quantities and rates
for project costs.

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

) Set the Item Code, Quantity and Cost.

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

Sub Types:
Sub types are used in Quotations so that if you select a Project Type of, say, “Survey”,
you can be more specific and select a sub type such as “Management”.
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e  Type in the name of the sub type in the Sub Type field. The system automatically
enters the ID.

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

Alpha Tracker checks to see if there are any projects of the selected type and only allows
you to delete a project type if none exist.

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

2.1.3 Maintaining roles

When you record projects in Alpha Tracker you can build up a list of the members of staff
involved in the project. To each member of staff you assign a role. You can specify the list of
roles that are available.

To maintain roles:

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

. start
Lagaut - Uogged n #» Dan Daskin

&

x X X X X

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

3. Todelete arole, click on the red cross on the appropriate row.

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

2.1.4 Maintaining staff

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

/ Tip: When a member of staff leaves, keep their details recorded on the system as this enables
the regeneration of reports in which they appear. Simply mark them as inactive (Not Current)
on the Staff screen and remove or change their log in details by using the Users menu option.
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Editing of the Staff screen is limited to users in the Superuser and Administration groups.
Other users can only view the Staff list.

To maintain staff details:

1.

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

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

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

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

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

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

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

/ Note that if you mark a member of staff as “Not Current”, then you must also remove their
Group entry so that they no longer appear on the Calendar when that group is selected.

6. Select the office to which the member of staff belongs in the Office field and their title
for reports in the Title field.
7. Specify whether the member of staff is to appear in the drop down list of Project
Managers by clicking on the appropriate Can Project Manage radio button.
8. Type the staff member’s name as it is to appear on reports in the Name For Reports
field.
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9. Ifrequired, upload a signature for each member of staff by using the Upload button next
to the Signature field. You can display these signatures in reports and on generated
documents.

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

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

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

If you are using the Calendar Sync tool, refer to Section 4, SYNCHRONISING CALENDARS, in the
Technical Guide to set up the user’s Google Calendar™. Contact Start Software if you want to
synchronise with Microsoft Outlook™ Calendars.

2.1.5

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

13. If the staff member uses a mobile device for capturing survey details, enter the ID of
their handheld device in the Unit ID field. This enables data to be sent back to the user’s
handheld device. The Unit ID must be an exact match to that recorded in the Settings in
MDS on the device.

14. If the member of staff is a Lab analyst, you can use the Default Microscope, Default RI
Liquid and Default Lab fields to set default values to be displayed on the Fibre Analysis
screen when they record analysis.

15. Use the Payroll Number field to record a staff member’s payroll number.

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

Maintaining extra fields

Extra fields are used in Alpha Tracker where additional information needs to be captured
(under the Other Info button). This additional information can be used in reports or
generated documents. The extra fields are first defined and assigned to particular screens.
They are then available as a list from a button on the assigned screen. Categories and Sub
Categories can be used to separate the list into sections — Categories create headings in the
list of Extra Fields and Sub Categories create the radio buttons which enable you to filter the
list of Extra Fields.

To define the extra fields:

1. Open the General submenu from the Setup menu and select “Extra Fields” to display the
Extra Fields screen.
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Any existing extra fields are listed.

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

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

3. Togroup the extra fields into sections specify the Category, and optionally the Sub
Category, to which the field is to belong.

Categories create headings in the list of Extra Fields and Sub Categories create the radio
buttons which enable you to filter the list of Extra Fields. Each item must have a
Category or it will not be displayed.

/ Any extra fields to which you assign the category “Scoping” are displayed in a separate list
which is available from the Scoping button on the Projects screen. These do not require a Sub
Category.

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

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

5. Tick the appropriate tickbox(es) to indicate on which screen(s) this question should be
available.

If the extra field is to be on the Projects screen, then you must also specify which project
types it is to be linked to. Click the Linked Types button and specify the project types for
which this field is to be created.

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

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

If a default is only to be displayed for certain sub types (sub types of project types — as
selected on quotations), use the More... button to specify the required sub types and set
the individual defaults.
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8. If you want the user to be prompted to complete an extra field when a milestone is
updated, select the milestone in the Linked Milestone field.

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

2.1.6 Maintaining extra fields dropdowns

The Extra Field Dropdowns screen lets you search for and maintain the values that you have
set for any Extra Fields of the type “Dropdown”. These are user-defined fields that you have
created by using the Extra Fields screen.

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

To maintain extra field dropdowns:

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

Home x

Search

Extra Infe Field v

Clear Search Criteria Search

Records: 17

Extra Info Field Choice Delete

Period of Construction v After 2000
Period of Construction v 1980s - 2000
Period of Construction v 1960s - 1980s
Period of Construction v Pre 1960s
Previous Asbestos History / Documentation v Yes
Previous Asbestos History / Documentation ¥ No previous documentation or reports wel
Property Type ¥ | | Residential Property
Property Type v | Commercial Property
Froperty Type v Industrial Property

FirstPrev 120f 2 Next Last | 10 v |Records per page

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

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

3. To add a new dropdown value for the field, in a blank row marked with an asterisk,
select the field to which the value belongs in the Extra Info Field field, then type the new
value in the Choice field.

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

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

You can define the offices in use on your Alpha Tracker and assign them an office ID or letter
that identifies them. You can also set up other information for the offices, such as address
details and VAT and UKAS numbers that may be required for your reports.

Alpha Tracker lets you define offices and assign an office letter to each one set up, for
example the letter “B” might be assigned to the Bridgnorth office, “A” to the Adelaide office.
The office letter is used at the beginning of project numbers, for example B-00123. Office
letters can also be linked to users to provide default office letters and to control which office
letters can be used by which users.

Your office setup may be one of the following three types:

° single-site — if you use only one office then you need not set up offices and there is a
default office letter set for all users which displays when projects or quotations are
created.

. multi-site — if you have more than one office then set up an office letter for each office.
Each individual is assigned a default office letter to display when projects or quotations
are created but this can be overwritten to create projects for other offices.

. multi-site, restricted view — if individuals are only to see and create project data for their
own office(s) then set an office letter for each office and assign a default office to each
individual. If you also define a list of office letters that the user is permitted to use, they
will not be able to see or create projects for any offices not in the list.

To define offices:

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

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

3. If you want to use different logos for each office in your reports, you can upload them
here by clicking the Upload Logo button next to the Office field. Your templates will
need to be set to pull the logos from here.

4. If appropriate, select the member of staff who acts in the specified role in the Regional
Manager, Area Manager and Office Manager fields.

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

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

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

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

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

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

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

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

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

2.1.8 Maintaining key milestones

Key milestones are used to auto-complete milestone dates or display data elsewhere in the
system. The set of key milestones that can be used is displayed on the Key Milestones screen.
This list is fixed due to the coding that defines the actions performed by the key milestones,
although you can amend the name of the key milestone, so if the key milestone refers to say
“project” and you use the term “job” then you can amend the text in the name to refer to
“job”.

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

& Refer to 2.1.2, Maintaining project types, for details on setting up the milestone templates.
To rename a key milestone:
1. Open the General submenu from the Setup menu and select “Key Milestones” to display
the Key Milestones screen.
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LCUCE  Key Milestones %

Records: &

Key Milestone 1D Key Milestone

4 H -:r_J 1 I Samples received in lab l

(]

Surveyor first day on site

3 Surveyor last day on site
4 Project Due Date

3 Site visit booked

[ Bulk Samples Analysed

7 Report QC Checked

8 Flan Complete

10 v Records per page

2. Amend the text in the Key Milestone field as required.

3. Save your changes.

2.1.9 Maintaining rates

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

If you use the Timesheets menu options or app, then you need to identify the task (or role)
that you are recording time for, for example “Survey Admin Work” or “Onsite Surveying”. For
each task you can define a charge rate. Different charge rates can be set for the same task for
different offices if applicable. So you might, for example, charge admin work at £50.00 per
hour from Office A and at £55.00 per hour from Office B.

To set the roles and rates to be used on Timesheets:

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

Home | [ ProjectList X | TimesheetList ¥ | Project-n-00077 X || Rates X

Records: 2

Office Letter Type item Rate Delete
H % |n v | Surveyer Survey Site Visit 150.00

A 0.00

- o000

b 0.00

10 ¥ Records per page

2. Toadd anew rate, in a blank row marked with an asterisk, enter the office letter the
rate is to apply to, the type of work in the Type field (so that you can group tasks
together), the actual task in the Item field and the rate for the task in the Rate field.
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2.1.10

2.1.11

3. To delete a rate, tick the Delete tickbox on the appropriate row.
4. Click the Save button on the record or Submit at the bottom of the list to save the
details.

The tasks will now be available for selection on the New Timesheet screen and will display the
rates you have set.

Maintaining CRM action types

CRM action types define the types of action that can be recorded when logging a call or task,
such as an email, a phone call or a problem. These action types show as radio buttons when
you log a call or task.

To define the CRM action types:

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

. start
Logout - Logged 1t 8 Oan Darkin
« X x
il durver Gk 0 Reion Type Oatate
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2. To add a new action type, in a blank row marked with an asterisk, enter the name of the
action type in the Action Type field. The ID field will be completed automatically.

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

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

Maintaining contract lengths

Contract lengths define the values that appear for selection against contracts. You might, for
example, have 12, 18 and 24 months set up as possible contract lengths and these options
will be displayed on the Contract Details screen when you create, edit or display a contract.

To define the contract lengths:

1. Open the General submenu from the Setup menu and select “Contract Lengths” from
the Setup menu to display the Contract Length screen.
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Home Contract Length X

Records: 8
Ln]

10 ¥ Records per page

How Many Months? Delete

12

18

24

34

48

2. To add a new contract length, in a blank row marked with an asterisk, enter the number
of months you want to set in the How Many Months? field. The ID field will be
completed automatically.

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

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

details.

2.1.12 Maintaining cost centres

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

To set up a cost centre:

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

Home Cost Centres x

Recerds: 2

Cost Centre Code

Cost Centre Description

Delete

PR SOFT

l Software

SUPP

10 ¥ Records per page

Support

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

3. Todelete a cost centre, tick the Delete tickbox on the appropriate row.

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

details.
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2.1.13 Maintaining departments

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

To set up a department:

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

Home Departments x

Records: 1

Dept Code & Dept Description Delete

- = =) Jul I Level 1 support n

10 ¥ Records per page

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

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

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

2.1.14 Maintaining payment terms

Payment terms can be recorded against clients and then displayed on invoices when these are
raised from projects. To maintain the values for the Payment Terms dropdown on the Client
screen:

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

Home Payment Terms x

Records: 1

D Payment Term Days To Pay Description Delete

) 1 lzsna\;s l 28 l n

=huto=

<Autos

=Auto>

10 v Records per page

2. Toadd anew term, in a blank row marked with an asterisk, enter the text for the term in
the Payment Term field, the number of days used in the calculation of the due date in
the Days To Pay field and, if required, a description of the term in the Description field.

3. Todelete aterm, tick the Delete tickbox on the appropriate row.
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4,

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

details.

2.1.15 Maintaining report issue reasons

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

1.

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

Home | Report Issue Reasons 3§

Records: 2

Reason Notes

Copy requested by client

10 ¥ Records per page

Delete

B Reissue after correction n
e

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

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

Click the Save button on the record or Submit at the bottom of the list to save the report

issue reason details.

2.1.16 Maintaining turnaround values

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

1. Open the General submenu from the Setup menu and select “Turnaround” from the
Setup menu to display the Turnaround screen.
LU Tumaround ©. ¢
Records: 3
Deseription Days Colour Delete
PR RN High Priority l l Green vn
Medium Priority Pink v O
Low Priority Yellow W D
v
v
v
10w | Records per page
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2. To add a new turnaround value, in a blank row marked with an asterisk, enter the value
you want to set in the Description field. The ID field will be completed automatically.

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

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

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

There is also a Days field on the Turnaround field that lets you link the Turnaround to the
Project Due Date key milestone. The “Turnaround updates project due date” setting must be
enabled for this feature. If it is, then the Project Due Date is set from the Project Opened Date
plus the number of days specified on the Turnaround. This feature works with dynamic
milestones. To make it even easier to set the Project Due Date, there is also a Default
Turnaround field on Project Types. If you use the Project Types to categorise turnaround, this
will let the system set both the Turnaround and the Project Due Date for you, eg “Bulk Sample
- 24hrs” could have a default Turnaround of 1 day which would set the Project Due Date to
the Project Opened Date plus 1 day.

2.1.17 Maintaining VAT codes

VAT codes are used on invoices in Alpha Tracker. If rates change you can maintain them here.

To set the VAT rates:

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

Home | VAT Codes

Records: 2

VAT Code VAT Description VAT Rate Account Software Code Delete

o | | o | =

s Standard rate 02 T

10 v Records per page

2. Set the value in the VAT Rate column to the required VAT rate, expressed as a decimal,
eg 20% =0.2.

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

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

Version 1.29 Sforf Page 39
software



ALPHA TRACKER USER GUIDE

MAINTAINING SYSTEM DATA

2.1.18 Maintaining aborted reasons

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

the diary.

Repeat Appointment

\fj #| Visit Confirmed @ Cannot Move o Tentative

—Appointment Aborted
@~ Appointment Aborted

Date Reason

23/12/2014 13:44 % v

Cancelled by client
| Staff sickness

appointment.

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

To set the aborted reasons:

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

Home Aborted Reasons X Eltalendar X

Records: 2

D Reason

Delete

1 I Cancelled by client

2 Staff sickneszs

=Autox

<Auto>

# H <Auto>

10 v Records per page

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

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

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

details.

2.1.19 Maintaining equipment types

Equipment types are displayed on the dropdowns on the Survey, Lab and Other Equipment
screens where you can maintain a database of your equipment (available from the Equipment

submenu on the Resources menu).
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To maintain the equipment types:

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

Home Equipment Types X

Records: 1

{[n] Equipment Ty pe

1 l Microscope I

=Auto=

<Auto=
=Auto>

10 ¥ | Records per page @

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

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

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

2.1.20 Maintaining teams

Alpha Tracker facilitates the organization of staff into teams and the scheduling of weekend
rotas for these teams. The first step in defining the schedules is to create the teams.

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

To maintain the teams:

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

Home | Teams X

Records: 3

1o Team Name Notes Delete

B

<Auto>

<Auto>

=Auto>

10 v Records perpage

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

3. Todelete atype, tick the Delete tickbox on the appropriate row.
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4. Click the Save button on the record or Submit at the bottom of the list to save the
details.

2.2 Maintaining Lab and Survey data

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

° approaches

° asbestos types

o condition

o lab backfill

° lab lookup data

. materials

° priority assessment
. default PA scoring
. recommendations
. standard comments
. surface treatments
e survey types

. validation for fibre analysis.

/ Only appropriately qualified users should have access to and be able to maintain the lab and
survey data.

2.2.1 Maintaining approaches

It is possible for you to choose the terminology you use and display for approaches when
surveying. For example, you may want to use VS for Visually Similar rather than our standard
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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Home Calendar 3¢

Records: 6

Approach

staff M

Approaches 3

Description

Approach Type

s =)

l Presumed

Ps

R

S

SP

10 v Records per page

Previously Sampled

Removed

Sampled

Strongly Presumed

Cross Reference

s P

s P

s Op @

SP

SP

SP

SP

SP

SP

SP

SP

X ®ps

X

X

X

®x

PS

PS

PS

PS

PS

PS

PS

R

®Rr

R

R

Delete

®sO0p @ 0 Ops @y N

Key

S - Sampled

P - Presumed

SP - Strongly Presumed
X - Cross Reference
PS - Previously Sampled
R - Removed

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.

2.2.2 Maintaining asbhestos types

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

To set up an asbestos type:

1. Open the Lab and Surveys submenu from the Setup menu and select “Asbestos Types”
to display the Asbestos Types screen.
Home | Asbestos Types X
sctnote | 2 n
Amosite 20 O
Anthophylite 2 O
Chrysotile 1 O
Crocidolite 3 O
NAD 0 O
Tremolte 2 O
2. To add a new type, in a blank row marked with an asterisk, type the asbestos name in
the Identification field and type its score in the Score field.
3. Todelete an asbestos type, click on the Delete tickbox on the appropriate row(s).
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4. Save your changes and close the Asbestos Types screen.

2.2.3 Maintaining condition values

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

To maintain condition values:

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

Home Cendition X

Records: 4
Score Description Delete
& :| 1) i} I Excellent n
1 Good
2 Fa

i0 v |Records per page EK]

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

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

4. Save your changes and close the Condition screen.

2.2.4 Maintaing lab backfill details

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

& Refer to 8.3, Setting default fibre analysis settings, for details on how to set, use and re-set
the lab backfill values.

2.2.5 Maintaining lab lookup data

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

To maintain lab lookup data:

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

% Search

Delete

Type v
Valug
Clear Search Criteria { Search
Records: 125
Type Value
A s ) Analysis - l:.cnnome

Analysis | | Amosite

Analysis ~ | | Anthophylite

SamplePrep ¥ | Mone

Analysis ~ || Crosidolite

Analysis ¥ | No asbestos detected

Analysis - Tremalite

SamplePrep + oy

SamplePrep | | Acid Wash

SamplePrep - Grinding

-

-

FirstPrev123456759100f 13 Nexd Last | 10 v |Records per page

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.

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

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

Save your changes and close the Lab Lookup screen.

2.2.6 Maintaining the materials list

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

To maintain the materials list:

1.

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

display the Materials screen.
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[ELUM Mmaterials ¢
Recards: 55

Search for: Search | All

Material Code Material Description Product Type Score ACM Lab Points Showlinlab  ShowOnMobile  Soils  AssociatedPercent

BEL Beam and block 0©1 @2 03 @991 02 cJ Ci

TP Bituminous Product 0®10203 @ 1®1 02 ) 4
cMP Cement Product 0919203 @ 0©®1 02 < <
con Concrete 0@1 02 03 001 @ < ¢

cps Plastic  ceramic sanitaryware 09102 03 001 @ # X

X X X X X X X X X X X X X X
9

Carpetied / carpet lied 0©1 @2 03 0101 @2 cJ Ci

CTB Geramic tiled brick f block  concrete o 1 2 3 0 1®; Cd Cd

DMP Demountable pariiions 00102 @3 01001 @2 rd G

EXP Exposed pipework / services 0010203 0101 @; c G

FBF Flat. bitumen feit lined 1] 1 2 3 0 1 ®;3 ] vl

FRM Friction Material 0®@1020; & 001 @ cJ G

acp Gaskets (compressed) 0®1020; @ 101 @2 o G

GLa Glass ®0 @192 @3 ®001 02 Cl b

X | erw Gaskels (rope/woven) 0019203 @ 101 @2 ) 4
X | me Insulating Board 001©: 03 @ 001 @ < )
b Insulated pipework / services 0 @102 03 001 @7 ? |

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

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

If you have your own lab, set the number of lab points accrued when a sample of this
material is analysed in the Lab Points field.

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

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

Tick the Show On Mobile tickbox to make the material code and description available to
surveyors on Tracker Mobile.

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

Save your changes and close the Materials screen.

2.2.7 Maintaining the priority assessment values
The Priority Assessment submenu gives you access to a range of options for setting up the
various descriptions and scores that are used in priority assessments. Once set up, these are
rarely changed.
All these options work in the same way. Select the option you require, add or amend the
score and description, then save the new or changed entry.
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2.2.8

Maintaining default priority assessment scores

The Default PA Scoring menu option lets you set up default values for priority assessment
scores based on the location/room type. Your Tracker Mobile can be set to allow you to select
a location and default in the appropriate PA scores.

To set the defaults:

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

Recards 3

Search for sewcn | a1

o PA Location Normal Gceupancy Acoess Exiont Location Number of Peape use Avorage Time Trpe Froquency  Delete

| EEES [ T -1 T -1 1T 1T -1 1T &

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

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

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

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

2.2.9 Maintaining recommendations
You can set up short forms of recommendations for surveyors to select and link these to
longer paragraphs for insertion in reports. If required you can also set a timescale for action.
To maintain the recommendations:
1. Open the Lab and Surveys submenu from the Setup menu and select
“Recommendations” to display the Recommendations screen.
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Home | Recommendations X

Description Comment Timescale

Ne action required -

Re-inspection required -

Ne sccess - Re-visit requires

Encapsulate, Label and Mans, -

Encapsulste and Manage -

X X X X X X X X

Mznsge and Latel -

10 [y Records per page

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

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

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

5. Save your changes and close the Recommendations screen.

2.2.10 Maintaining standard comments

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

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

Version 1.29 sfor'l' Page 48
software



ALPHA TRACKER USER GUIDE

MAINTAINING SYSTEM DATA

Home

Records: 2

Standard Comments 2

Short Description

. 'I/

= } x

Room locked - no key

10 |w | | Records per page

Description

The same material was present throughout the X000

floor.
oOf. .

Access was not possible because the room was lodked

and = key was not svailable. .

2. To add anew value, in a blank row marked with an asterisk, type the short description of
the standard comment in the Short Description field.

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

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

2.2.11 Maintaining surface treatment values

The surface treatment values are used in Tracker Mobile when recording the surface
treatment of a suspect item. You can set and maintain the values by using the Surface

Treatment screen — you should only amend the descriptions.

To maintain surface treatment values:

1. Open the Lab and Surveys submenu from the Setup menu and select “Surface

Treatment” to display the Surface Treatment screen.

Home

Surface Treatment X

Records: 4

Score

Description Delete

_ ’ I s

1

2

3

10 v Records perpage

Sealed
Partially Unsealed

Unsealed

=i

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

and Description.

3. Todelete a surface treatment value, click on the Delete tickbox on the appropriate

row(s).

4. Save your changes and close the Surface Treatment screen.
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2.2.12 Maintaining survey types

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

To maintain survey types:

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

Hmm W

weee e e e e

il

e e
u m

2. To add anew value, in a blank row marked with an asterisk, type the name of the survey
type as it is to be displayed on the Survey Details dropdown in the Survey Type field. You
can also define a separate Survey Name if required.

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

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

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

6. Tick the Asbestos Survey tickbox if the survey type requires the standard asbestos survey
Survey Details and Survey Data screens to be displayed. Otherwise, tick the specific
elements required.

7. If any extra data validation checks are to be made during data validation for surveys of
this type, list the checks in the Extra Data Validation field, eg 01.

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

8. If you want to exclude projects with the survey type from the last inspection date
calculation on the Client Portal, then tick the Exclude from calculation tickbox. For
example, you might not want Refurbishment surveys to affect the calculation of the last
inspection date.

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

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

If you use the lab functions in Alpha Tracker to enter fibre analysis results, it is possible to set
up validation of the results entered against standard results for an identification. For example,
you might specify that if “Chrysotile” is selected as the Identification then Morphology must
be set to “Curly”, Rl 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.

\dentification Vasidation Templats Vaiidation String Error Message Delete

gl Syatem 10 [w] | Records per page

2. To add anew 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.
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3.

3.1

QUOTING FOR WORK

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

Creating a new quotation

This section describes the steps necessary to create a new quotation in Alpha Tracker. In
addition to the method described here, you can also create a new quotation from the client,
by using a Create Quotation button, in which case many of the client details are automatically
pulled across.

To create a new quotation for an existing client:

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

Rl T Gel Neat Number | | Import from CRM Site & Add
Sile NameiDesc

Date Enquiry Received | 25 11 2020 via -
 [mus O

Stats Oerqury ®open Owon Orost

Posicode Lookup

Same as

Client
y:
Assigned To v
Specifications

Specifications
{Clieniz 4N zae thiz)

Ed
Tyoe <FageBraak= in your SOECICENON 14T 10 SI3 3 8w page

Scaping
o

Phoae Mioaike

Notes & Other Info

Noters.
[Clients can't see thiz)

a.00 Assacisted Costs

et Date Praduced 25-11-2020 Likelibaced (%) -
Karn Evigon v Folawlps ()
A
+ Planning o Special Instruciions

| &

2. Complete the Reference by either accepting the default letter and clicking the Get Next
Number button to assign the next available reference number to this quotation, or by
typing in an office letter/reference number of your choice. It is possible to set the
system to generate the next number automatically when the screen is opened.
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3. Indicate the status of the quotation by clicking the “Enquiry”, “Open”, “Won” or “Lost”
radio buttons. The default status for a new quotation is “Open”.
/ Selecting the “Enquiry” button is the same as entering a new enquiry. The only difference

between enquiries and quotations is the status and the level of detail that can be added. You
can progress an enquiry through to a quotation by changing the status and adding details of
the work and price.

4. Complete the Enquiry details by selecting or entering details in the following fields, if
they are displayed:
. Date Enquiry Received — type in or use the date picker. Today’s date is displayed by
default
e  Via —a self-learning dropdown field to record the source of the enquiry
e Linked Quote — only specify a quotation number here if this quote is linked to
others. This makes it possible to exclude certain quotes from reports so as not to
exaggerate quote values where quotes have been logged for the same opportunity.
. Client — search for and select the client’s name from the list by using the
magnifying glass, or type their Client ID directly into the first, short field. The
button lets you add a new client “on the fly” —you then need to select that client as
normal
e  Type -select from the dropdown unless the quote is for more than one type of
project, in which case leave blank and tick the Multi box. Click the Multiple Types
button displayed and create a line for each project type that you require. If you
enter values here they are totalled and entered into the Base Quote Total field.
. Sub Type - to further define the type of work, if applicable
e  Assigned To — select the person who is to follow up the quote. This can be
configured to send notification emails to the individual to whom the
enquiry/quotation is assigned. There are several settings that control how this
works. Please contact Start Software for help in setting this up.
5. Complete the Contact Details for the quotation by selecting or entering details in the
following fields if they are displayed:
. Contact Name — your contact at the client. Select from the dropdown or type in a
new one
. Dear — how the contact is to be addressed, this prefills with the first name
e Address — the contact’s address
. Email — your contact’s email address
. Phone — your contact’s telephone number
. Mobile - your contact’s mobile number.
6. Inthe Notes & Other Info section:
. Notes — type any notes, eg for background or follow-up advice. These are not
visible to clients
. Other Info — click the button if you have additional fields set up for your quotations.
The extra fields that are created for a quotation are based upon the project type that
you have selected so that it is possible to display different fields depending on the type
of work the quotation is for.
7. Give details of where the work is to take place in the Site & Address section:
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e  Site Name/Desc — use the dropdown to select a site name already on your system
for the selected client, or start typing to display matching sites. If you enter a new
site name then it is added to Alpha Tracker as a new site. If the quote is for multiple
sites tick the Multi box and use the button displayed to specify the sites.

e landlord —type in if applicable

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

8. In the Specifications section:

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

e Scoping - click the button if you have additional fields set up for scoping.
9. Complete the Calculation section to set the value of the quote:

. Base Quote Value - calculate the base value of the quotation by clicking the “...”
button and entering the cost breakdown for the project.

Cost Breakdown for TQ14-0076

Records: 3

Item Quantity Unit Price Total Hotes Delete

v H . Day Rate l 1 I 250 l L] l _

Mumber of Samples 15 20 2300

Mileage 50 0.2 20

100 ¥ |Records per page Submit | | GCancel

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

& Note that template entries for the Cost Breakdown screen can be set up for each project type.
Refer to 2.1.2, Maintaining project types, for further details. Note also that cost breakdowns
may specify the frequency of costs, separating out one-off, monthly and annual costs.

If you have entered values for multi type or multi site projects the totals are carried
forward and entered in the Base Quote Value field automatically.
. Client Multiplier — enter the multiplier to be applied to this quotation in the field.
To keep the same value as the base quotation, simply enter “1”
. Quote Total — calculated and displayed
e  Associated Costs — use this to record any costs to you.
10. In the Delivery section:
. Date Produced — type in or use the date picker. Defaults to today
. Produced By — select the member of staff's name from the drop-down list. Defaults
to the logged in user’s name
. Date Sent — type in or use the date picker
. How Delivered? — select how the quotation was sent to the client.
11. In the Planning section (click on the heading to open this section):
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3.2

e  Expected Start Date — to indicate when the work is expected to start

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

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

13. In the Follow Up section:
e Likelihood (%) —indicate how confident of success you are
e  Follow Ups —use this later when following up open quotations.

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

Displaying and editing an existing quotation

As a quotation progresses, you can keep the details up to date by editing the quotation in
Alpha Tracker. In particular, this will involve changing the status of the quotation if it is won or
lost.

To search for an existing quotation:

1. Select the “Quotation List” menu option, enter search criteria and click Search to list
matching quotations.

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

The Quotation List displays a total figure. Search and filter the list as you wish to show the
required quotations then go to the last page to see the total value of the quotations on the
list.

2. Select the quotation to display by clicking on the underlined quote reference number.
The Enquiry/Quote screen is displayed.
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LLUTHI RTINS Sl Enquinpauots - TG20-0011 -, <

_
= e
[ ing client

Date Enquiry Received | 25.11-2020

Shatus O enquiry ®open Owon O Lost
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Same ax
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Client Mul 1
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Notes & Cther Info Cuote Tutal €00 | Charge Log

Notes.
(Clients can't see thiz)

&4 Date Produced 25-11-2020 Likeihood (%) | 0w [

Follow Ups () No Follow Ups:

Gthes Info

Produced By Kim Evisan

< | @ ¢ @

o Flanning o Special Instructions

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

You can link one quote to another by using the new Linked Quote field. This makes it
possible to exclude certain quotes from reports so as not to exaggerate quote values
where quotes have been logged for the same opportunity.

Visibility can be gained on variations to the totals on quotations by using the Change
Log. Click the Change Log link below the Quote Total to display details of changes.

4. Save the changes and close the screen.

3.3 Generating and printing a quotation

If you need to print a copy of a quotation, perhaps to send a hardcopy to your client, then you
must have your quotation template(s) set up in Alpha Tracker so that you can generate and
print the document.

& Refer to the Alpha Tracker Technical Guide for details on how to set up Document Templates
or call Support on 0333 301 1010 if you would like Start Software to set them up for you.
You can print a quotation from the Quotation List screen or direct from the Enquiry/Quote
screen. In either case, you use the Word/Excel button to request the document generation.
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/ This method of document generation is used wherever you see the Word/Excel button.

To generate a document:

1.
2.

Locate the quotation for which you want to generate a document.

From either the Quotation List screen or the Enquiry/Quote screen click on the
Word/Excel button:

"B

A pop-up shows you the type of document you are creating, the linked project type and
quotation ID and the email address to which the generated document will be sent — this
is the email address associated with your login. You can overtype the email address to
change or correct it if required.

Generate Document for Quote TO20-0011 x
Template Mame -
Email Only? M
(See hover toal tipl —
Email Document To | kim.evison@start-software.com

end D ment Reque: Cancel

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

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

When the quotation has been generated, you will receive an email notification with the
guotation document and PDF attached. The files will also be visible from the Open Document
Folder icon for the quotation for you (or anyone else) to download if required:

My

& Refer to 10.3, Viewing and editing the report, and 10.4, Uploading reports and other files, for
information on how to download and upload documents to Alpha Tracker.

To send the quotation you can simply forward the emailed PDF. Alternatively, email files from

Document folders directly to clients or to yourself.

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

-
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e  To email your report out to the client, simply find the PDF in the document folder and
click the Email to Client button. (This is only available for PDFs.)

—/ Documents - T-90811 X

Uploadfilesto  (main folder)
e * EEBEE EEE R

Filename Size Created Last Madified
o I§ T-20910 - 141 High

@g&m‘u:ﬁ & 47421 K8 fgi‘;’}‘o 33_11‘;3310 Delete

1).pdf : :

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

3.4

Following up open quotations

All your quotations are listed on the Quotation List, which you can search and filter to find the
ones you want to follow up. For example, you could search for all “Open” quotations that
were produced by you between a range of dates, or perhaps for all “Open” quotes for the
project type “Survey”. There is also a Follow-Up feature on the Quotation List which helps you
keep track of your open quotations, how many times and when you followed them up. Colour
coding highlights quotations that have been waiting longest without a follow-up.

1.

Select “Quotation List” from the Enquiries/Quotes menu. A list of all quotations is
displayed.

Saaronox e[ 20
ORI iom Up [T Fotow U |8
O Reterence Type Clent Value Progused o Stas Lkeliood FollowUps  LastDate Contact

No Follew Ups New Call Tazk

. L
Asbesios Reinspection Survey  REGUS T (el T G = P2 [ e Cotl e
+ O 12000 % 0 B ceiaige S245.00 170872020 Lesnne HelleBroe. O ° 3 ey 14102020 RN

Galoha-tracker com.zu

+ O oo (g () mESUs o saos tacsemmo Goen 0 Newcaire | | TS
+ 0 rmmeess (Wl |y At Reinspecion ey BERUS - pi50 s009mmzs Lonmereseson s 0 0 oroloutss | newcarmse

+ 0 monen [ 5 s REGUS s 521000 16002020 Lasana asetron posspes 0 0 veroows | newcarms

+ 0 ronen [l [ pemteecemaisonsimey gL 000 s009mmmn Lomaresien ver 0 0 oroosip | newcarm

+ 0 onna B RS e $900 20970 won 0 veroosts | newcars

4 O nonmn Bl gmemessenesee SSUS s oo emteesss v ) 0 terdewis | tewcarmes

+ 0 oo (B [ sebetostersgement ey 001 o sumzens @ cwowen wn 0 Nerolowis | Newcale]

+ O o (Bl [ Aseeston a0 sy ottsy w00 ounzezo () onowrn coen o 0 Nawr CallTask §:§‘

FistFrev 1234597881000 150 NaxiLast | 10 v |Records perpage | Dupleste QuowEnaury | [

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

For example, to follow up your own quotations only, select a Status of “Open” and your
name in the Produced By search field, then click Search.

The number of times you have followed up a quotation is displayed in the Follow-Ups
column.
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When you last followed up a quotation is displayed in the Last Date column. This will
display “No Follow Ups” if you have not recorded any follow-ups, or the date of the last
follow-up, eg “Today 15/10/2020”, “Yesterday 14/10/2020” or “28 days ago
17/09/2020”.

The Last Date is colour coded if the quotation is an Open quotation. Settings determine

when the colours change, by default the colours are set as follows:

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

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

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

You can filter the Quotation List by the follow-up details, by using the pre-set filter
buttons at the top of the list.

& Search
Referenca Client 1D Client Nams Status Date Produced
From:
-
Clear Search Criteria
Refresh | Records: 514
Search for: Search || All
Open | Won ol il Follow Up B di:l Al
[J Reference Type Client
u Consultancy ACLIENT
B Tomons K- i et Gy
- SSWIFT
+ O 1o l% /12 7he Green Swit Surveying
. Asbestos Survey START
+ O aczom l%] ./ einnovstion Centre Start Seftware

For example, to display all open quotations that have not been followed up for four
weeks or more, click the red Follow Up button, or to display all open quotations that you
have not followed up for between two and four weeks, click the amber Follow Up
button.

Follow up the quotation and record details by clicking the underlined number in the
Follow Ups column.

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

Quote Follow-Ups x
Records: 2
Follow Up Date v Followed Up By Method Notes Delete
Spoke to Sam about his price options. He wil discuss with the team
=] 11082020000 EB | | Dan Darkin v oAl v [m]

Emailed Sam the info requested
)

10 W Records perpage *‘b

H 15110/2020 145 B Dan Darkin v v
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Enter the new details in the blank bottom row (marked with an asterisk), then save and
close the window.

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

- Y

Lixelihood (%) | 50 W 50

Folowups () Mo Follow Ups

3.5 Converting a quotation to a project

If a quotation is won, when you change the status of the quotation to “Won” a new button is
displayed on the screen — the Create Project button. Click the Create Project button to open
the Project Details screen with as many fields as possible pre-populated with data from the
guotation. Complete the remaining fields and save the project.

A project type must be selected on the quotation before a project can be created.
Please note that the Project manager/Consultant field does not get completed from the

information on the quotation. This allows projects created in this way to go through the
project allocation process.

& Refer to Section 4, WORKING WITH PROJECTS, for details on entering project related
information.

When a quotation is marked as won or lost an additional Reason field is displayed so that you
can record a reason why it was won or lost.

A quick link lets you go from won quotes to their linked projects. Open the quotation and click
the Linked Projects button on the quote to display a list of projects linked to the quotation.
You can then open or work with these projects as you wish.

Home | Quotation List X | EnquiryiQuote - TQ14-0108 3
™ Contact
Reference Ta14-0108 Other Info , %
Linked Quote Only use for quotes finked to others

Status Enquiry "~ Open ® won ) Lost Linked
Projects

Create

Project
Client The Workplace -
Produced By Leanne Kotorja ¥

Account Manager Leanne Kolorja ¥
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Home | Quotation List 3 | Enquiry/Quote - TQ14-0108 X | Projects linked to Quote TQ14-0108

% Click here to search...
Grid View | Map
Refresh  Records: 1

Quick Search: Search Al

Open Projects | Closed Projects | Al

Site Postcode Status

Project Number Type Client Site Name: Client Project Ref

¢ Asbesfos

Survey

Duplicate Project

Adelaide
e Racecourse

The
Warkplace

]

10 v Records per page

]

A setting (“Quotation documents available in project folder”) lets you copy or move files from
guotation folders to project folders when creating new projects from quotes. This means that
if you want to have all the quotation folder files present in the projects folder when you open
the project, then you can have this without having to download and upload the files. If set to
copy, then the files are copied into the project folder within a sub-folder which is named the
same as the quote number. If set to move, then the files are moved into the project folder
within a sub-folder which is named the same as the quote number.

If this feature is not switched on, you can still see and access the linked quotation folder from
a project by clicking on the folder icon next to the Quotation Ref field.

Also, if you are raising a re-inspection project from a quotation, you can select the previous
project that you want to re-inspect. Simply click the Create Re-Inspection button that appears
when the status is changed to “Won”, select the handset to which the re-inspection records
(XMLs) are to be sent and the project number that they are to be created from. Click OK to
create the new Re-inspection project.

Home | || Quotation List X | Enquiry/Quote -NQ15-0016 X

Reference NQ150018

Other Info  Impart Scoping vl %

Linked Quote Only use for quotes linked to others

Status ® won O Lost Linked

Projects

Craate Re-
Inspaction

Enquiy O Opan Create

Project

Grent 00008 || Wednesday o Please selact the unitid the re-inspaction records should be sent to.
Produced By Dan Darkin M o v
Account Managar Judy Key
Project Numbar Q
Date Produced 28-04-2015 B®
Date Enquiry Received | 28-04-2015 B
oK Cancel

Cantact Name Wednesday Week -
Salutation Wednesday

Buiking2

Straet2
Addrass et -

County2

i P

Email

Tel#

Mobike #
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3.6

Monitoring enquiries from the Client Portal

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

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

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

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

domesfic property. Evizon 1010 software.com Portal

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

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

See Section 15.9, Logging enquiries, accepting/rejecting quotations, for further information.
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4. WORKING WITH PROJECTS

Alpha Tracker lets you create new projects quickly and easily. You can also return to existing
projects and update the details as required.

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

4.1 Creating a new project

This section describes the steps necessary to create a new project in Alpha Tracker.

To create a new project for an existing client:

1. Click the “New Project” menu option to display the New Project screen. The fields in
bold are the main fields for projects; others are optional.

e
S _
Project Number T Get Next Number Project Opened 0410712018 B | Dan Darkin M
Client a New Client Quete Produced m L
Quotation Ref
Order Recenved iz
Glient Order
Humber Tumaround v
Client Project Ref oone @ oue ] overoue: Il
Project Manager v Report Produced
Site Name/Ref Q Sile Details
Project Invoiced =
Project Type v | [ Buildings
Project Closed Bl
Estimated Total
Protoetvalu | 000 Fixed Price
Chanoe Leg Retum Date
Status New v
Status Hofes Contacts & Addresses
Y
% Financials/Planning
Notes/Other Info

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

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

2. Get the next project number automatically by checking the displayed default office
letter, changing it if necessary, then clicking Get Next Number.

It is possible to set the system to generate the next number automatically when the
screen is opened.

3. Enter the Client ID, if you know it, in the first section of the Client field, and tab out of
the field to pull through the client’s name and any other linked details. Or, if you do not
know the ID, click on the magnifying glass in the second part of the Client field to search
for the client. Type a part of the client details (eg part of their name, address or contact)
in the Search for field and click Search to filter the client list. When you find the required
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client, click their Select link. The client’s name and ID are then displayed in the Client
field.

'

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

4. Enter any details you may have for:

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

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

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

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

The Quotation ID on a project is a link field (the contents are displayed with an underline).
Double click on this link to open the specified quotation. Also, if there are any files stored
against a quotation, a Quote Documents folder is displayed next to the Quotation ID on a
project. This means that you can access the quotation documents related to a project without
having to open the quotation.

It is also possible to copy or move files from quotation folders to project folders when creating
new projects from quotations. This means that if you want to have all the quotation folder
files present in the projects folder when you open the project, then you can without having to
download and upload the files. Note that you can still see and access the linked quotation
folder from a project. The setting to control this is “Quotation documents available in project
folder” and its possible values are no, copy and move. The default value for this setting is not
to copy or move files. If set to copy, then the files are copied into the project folder within a
sub-folder which is named the same as the quote number. If set to move, then the files are
moved into the project folder within a sub-folder which is named the same as the quote
number.

The Contract field is only displayed if it is switched on for your system. If it is enabled then you
can link contracts and projects by selecting the contract in the Contract field and using a
schedule of rates defined for the contract to set the breakdown for the project value.

5. Select the Project Manager for the project from the drop-down list on the Project
Manager field. If there is an Account Manager you can select them too in the Account
Manager field (if displayed).

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

7. Select the site for the project from the drop-down list on the Site Name field if you have
set up sites for the client already. If the site you need is not on the list, then you can
create it by clicking the New Site button.

It is important that you select the site from the list if it already exists, rather than create a new
site. This is because Alpha Tracker draws together all data entered for a site, across multiple
projects, to create an Asbestos Register for the site.
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If you click the New Site button to create a new site you should fill in the Site Name,
Address and Post code fields.

Creale New Site b 4
Site ID =Autox
Clignt 00039 Test client Q

Site Name
Address

Post code
Country United Kingdom

Lookup Address

Site Reference

Contact Name

Contact Telephone

Contact Email

Account Manager v

Landlord

Notes

You can also complete the remaining fields if known, eg the site’s UPRN in the Site
Reference field and site contact details in the Contact Name, Contact Telephone and
Contact Email fields.

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

8. Use the drop-down list on the Project Type field to select the appropriate type for this
project.
/ The project type must already exist. To set up new project types, use the “Project Types” menu

option from the Setup, General menu. As part of the project type, you can define the
significant events that are usually associated with such projects or jobs, the milestone
template — use the plus button on a project type record to set up these milestones. You can
also define project type-specific cost breakdown templates, sub types and various codes.

Once the Project Type has been entered, the Buildings button becomes available.

9. Enter the estimated total value of the project in the Estimated Total Project Value field
and indicate whether the project is fixed price.
Visibility can be gained on variations to the totals on projects by using the Change Log.
Click the Change Log link below the Estimated Total Project Value to display details of
changes.
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10. Indicate the current status of the project by selecting from the drop-down list on the
Status field.

/ The project status must already exist. To set up a new project status, use the “Project
Statuses” menu option from the Setup, General menu. You need only supply a description of
the project status. In addition, you can set a default status for new projects by entering the
required status against the “Default Project Status” repository setting.

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

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

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

/ Double click in the Date field of a milestone to insert today’s date there and your logged in
user name in the By field.

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

/ You can set the possible values for the field by using the Turnaround option from the Setup,
General menu, and you can even change the term “Turnaround” to a term of your choice by
using the “Name: Turnaround” system repository setting.

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

The status of milestones under the More Milestones button is visible in a traffic light
format, showing you the number of milestones Done, Due and Overdue.

Project Opened 04/07/2018 n Darkin

Order Received

2]
Quate Produced B L v
]

.

Turnaround
More Miestones ~ Done:[[0] Due: [B] Cverdus: [l

Report Produced

Project Invoiced

28 a

Project Closed

Return Date v

Click the More Milestones button to see and update the project-specific milestones.
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14.

Additional Milestones for T-58060

Records: 8
Refresh Milestones | X Delete Milestones

Pasition 1

Target Date 06/07/2018

r X

‘Completion
Date

Pasition 2
Target Date 1/07/2018

‘Completion
Date

Milestons
Assigned To

Completed By

Milestone

Assigned To

Completed By

Site Visit Booked

First Day Onsite

v Hotes

v Hotes

e

The buttons at the top of the screen let you:

update the “More Milestones” so that they will include any that have been defined

for the Milestone Template for the Project Type since the project was created
(leaving any manually entered ones in place)

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

In the Contacts & Addresses section, specify the site, invoice recipient, report recipient
and report commissioned by details. Some fields may already be completed from your

previous selections.

Projset Number | T-5E0E0

Ccliant oo Tast cliant
Duotation Raf TOHB-001E

Cliznt Ordar

Numbar

Cliernt Froject Ret

Prajsat MEnager | &im Evian

Eits Mamamst | Ele Ml House
Projact Typa Asbestos Surmy
Ectimated Total

ooo Fixnd Prica
Praject Value

Changs Log

Status New
Siatus Molns

— Duplicaie Project
=

-

Q| | 4 Mo Clieat | Sznd Mai

=

¥ | | Peoject Swan

Site Dakails

Burvey Datallc || Eulidinge

Contact Nams:

Cantact Email

Contact Numbar

Landlard
Shrgazhury Rioad
Cravan Amms
Jo— Shrapshirs
o
Sama as Chant Asdass
Site Counlry Winitex Kingdom
Postcada SYZ5 250

Laakap Address

Map

Hama -
Address

Report Recipient 1

|k

Hama Eaina Fortar -

e-Innavation Cantra
Addrass

nfodhstart-saftware.cam

Repart Recipiant 2

Address

Emai

Repart Cammissianed By | Elaine Forlar

Financiale/Planning

MNoteaiOthar Info
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15.

The Site Contact Name field on a Project lets you select from the Contacts listed for the
client and the site, simply start typing the name to display a list. The Site Contact
Number field can either be typed in or will populate when a site is selected and when a
project is created from a quotation, if the information has already been recorded.

Clicking in the Site Address field will bring through the site address where one has
previously been entered and will also insert the postcode and landlord in the separate
fields if appropriate.

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

The Invoice Recipient field on the Project screen lets you select the person to whom
invoices are to be sent. For a name to appear on the dropdown list it must be recorded
as an additional contact on the client with either the Role or the Title field containing
the word “account” or “invoice”. Alternatively, your system can be set to show all client
contacts on this dropdown list. If a name is selected, the associated address will be
displayed.

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

The accuracy of this data, including the Fixed Price tickbox, is important for financial
statistics extracted from the database, so please take care to enter this information
correctly.

When calculating financial data, such as value per day of open projects, variable (ie non-
fixed price) jobs use the estimated man days and estimated total value, whereas fixed
price jobs use the time actually booked into the diary to work out their daily rate, not
the estimate of time required. For example:

lob1

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

. Estimated Total Project Value = 1500.00

. Estimated Total Man Days = 3

. Fixed Price = NOT ticked

. Days booked in Calendar =5

Tracker then calculates the effective daily rate as £500, so each day booked into the
Calendar is worth £500.

Job2

Estimated to take 3 days, for a fixed price of £1500. However, 5 days are booked in the
Calendar.

Enter:

. Estimated Total Project Value = 1500.00
. Estimated Total Man Days = 3

. Fixed Price = Ticked

. Days booked in Calendar =5

Tracker then calculates the effective daily rate as £300, so each day booked into the
Calendar is worth £300.
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LEE Project - T-56060

Project Detils Milestones

Project Number T-56080 Contacts & Addresses
Client 0co22 Test client Q = New Client | Send Mail . .

Financials/Planning
Quotation Ref TQ18-0018 7

Client Order [—
Number _

Client Project Ref . .
Charge Cods
Project Manager | Kim Evison ¥ | | Project Staf imveiced Amount | 0.00
Site Name/Ref Blue Hills House Q Site Details.
Finance Notes
Project Type Asbestos Survey w || Survey Details | Buildings y
i
Estimated Total -
Project value | 20 - |Foxed Price 1 Invaice Client Q
Changs Log
Run Data Validator Raise Invoice
Status MNaw v
iew Invoices (External) Raise Credit Mote
Status Mote:
== * P FPayments Raise Pro-Forma Invoice

A Duplicata Project
B (o [owmr

Total Current Costs | 0.00

Estimatad Man 1 Estimatad Man
Days Days [Writs Up}
Change Log
Diary Appointments
Add Timeshaet Timesheats
Notes/Other Info
H| 9| B

There is a Change Log available on the Estimated Man Days field so that you can see if
changes have been made to this field, when, who by and what previous values were.
There is also an Estimated Man Days (Write-Up) field available which is for people who
want to record admin time separately on a project without scheduling it in the diary.

16. In the Notes/Other Info section, type any notes that apply to the project. You can also
record any special instructions.

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

& Refer to Section 4.4, Grouping projects together, for further information on master and sub-
projects.
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[LL Tl Project - T-56060 7

Project Details. Milestones

Project Number  T-56060 Contacts & Addresses

Client 00039 Test client Qa MNew Glient | Send Mail

Financials/Planning

Quotation Ref TQ16-0018 =
Client Order Notes/Other Info
Number

Glient Project Ref

Project Notes.
Project Manager | Kim Evison v || Project Staff

Site Name/Ref Blue Hills House Q Site Details
Special Instructions
Project Type Asbesios Survey * | Survey Details | Buildings
Estimated Total Master Project
ProjectValue | 00 Fixed Price Humber

ChanoeLog Risk Assessment

Status New v
Other Info Impert Other Info Read from Tracker Mobile

Status Notes Scoping Import Scoping

% 'z Duplicate Project

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

& Refer to 4.3, Displaying and editing an existing project, for further details on Risk
Assessments.
Once the project has been saved there is an Other Info button available in this section
that allows you to access any additional fields that you have set up and linked to
projects.
Alternatively you can copy the Other Info details from another project by using the
Import Other Info button. Specify the number of the project from which you want to
copy the fields and then click Import Data. This also works to import the Scoping
information from another project, if you have this displayed, by using the Import Scoping
button.
& Refer to 2.1.5, Maintaining extra fields, for further information on setting up these extra
fields.
17. Save the new project details by clicking the save record icon at the bottom of the screen:
=
If the project that you are creating is a survey then there are additional steps to be completed
to set up the survey.
&

Refer to Section 5, WORKING WITH SURVEYS, for further details.

Your system may be set up so that an email alert is automatically sent to a named person
whenever a new project is created. Copies may also be sent to the logged in user. Settings
control this functionality and the content of the email can contain template tags to customise
it.

d

Please contact Start Software if you would like these email alerts to be sent.
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4.2 Duplicating a project

To save time you can duplicate an existing project in Alpha Tracker. Duplicating enables you
to create a copy or a number of copies of a project and then to amend the details as required.

The project details copied include:

. project letter (a new number is automatically generated)

. client, project and site details
. milestones

. contacts and addresses

° extra information fields

e survey type.

To duplicate a project multiple times:

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

& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.
2. Highlight the project to duplicate by clicking on it.
3. Click the Duplicate Project button at the bottom of the Project List screen.
o [
Refresh Records: 7
Open Projecis | Closed Projects | All
Project Number Type Client Site  Postcode
o Dhew @l e nomew
+ 156742 % ] _'_-’, 'gf‘:’f:v'“ JACKTEST Ei:e‘t“ T e TF29FT
+ T1-55579 % 7 _'_7 Testing JACKTEST ieji:e‘t" :'r:;me TF29FT  Map
L T-55568 % _/ j % JACKTEST :Eige«t" :'r::r;ue TF29FT  Map
L T-55512 % _/ _'_7 Survey JACKTEST :Ei%:t Icn;\:;;:hlm
L T-55484 % = _'_7 Testing JACKTEST :Ei:e:;l E;\:I\;:hon TF29FT  Map
+ T-15887504 % 4’{ 4’{ Testing JACKTEST :Eige‘t“ E;\rz‘zl\;gllun TF2 9FT
10 v Recordsperpage | Duplicate Project  [3]
The Duplicate Project screen is displayed.
Project Number 400002 a
Mumber of copies to be made 1
Please Mote: - This will oreate 1 Project|s) based on the
selected Froject Number
Ve
Create Cancel
4. Specify the number of copies of the project you require and click the Create button.
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The duplicate projects are created, using the office letter of the original project and
generating the next numbers as appropriate. Refresh the list of projects displayed on the
Project List screen to see the newly created projects.

5. Amend the details of the projects as necessary.

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

To create duplicate copies of multiple projects:
1. Display the projects that you want to duplicate on the Project List.

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

s . The
;
.
Company
i
=
+ 100237 L vd Survey GLIENT Glisnt

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

w 2 ] The Msin
[ @ nooss ] Suney CLENT Client | Wviesss  uap Tesmose
Company "
T
g
W 2 o TheMsin
[# O noozr = Sumey CLENT Clent oM™ vissss  wap resesse
w 2 o The Main
[ O nooms ) Sumey CLENT Client | Weis s uap resaese
Gompany "%
W 2 e The Mizin
(&) © noozss = Survey CLIENT Clien: gl WV164B8  Map 1458/966
Company
W ) iz TheMsin
[#] O nooze = Sumey CLENT Client oM™ yvissms  wp resmsse
w 2 e The Msin
[ O nooess = Sumey CLENT Clint | wie 88 lap 1esness
Company OU%%
W + e The Main
() © noozs2 = Survey CLIENT Client g W\164B8  Map 1458/988
Company au=
FistPrev123450789100f27 Nexilast 10 ¥ Records per page Duplicate Multiple Projects | [3]
/ Note that if you use the tickboxes to select projects then the duplicate button changes its

name and works slightly differently.

A confirmation screen is displayed.

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

Project{s) to be duplicated: N-00240,M-00229

oK Cancel

A message informs you when the projects have been duplicated and a new tab opens
listing the newly-created projects. Each new project is assigned the next available
project number.
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Home

% Search

Project
Number

Clesr Search Criteria

Grid View | Map

Refresh | Records: 2

Quick Sesrch

Project Number

i+

10 ¥ | Records per page

Project List 9§

Client

N-00242

Duplicated Project(s) ¥

Site Name

Search | All

The
Survey CLIENT Client
Company

ﬂa.

Company

B

Duplicste Project

Project Type

Type  Client Site Name

The
l%] y Survey CLIENT Client The Nisin
iy House

Site Postcode

W18 4BB

WV18 4BB

Order Number

Client Project Ref

Mop 1458/556

Msp 1458/556

Client Project
Ref

Status

5.

normal.

Open the projects and amend them as necessary by using the project number link as

When duplicating a project, it is possible to include the Project Staff list and the Diary
appointments in the duplication. Two settings control whether this data is included in the
project duplication, both default to “no”.

4.3

Displaying and editing an existing project

As a project progresses, you can keep the details up-to-date by editing the project in Alpha
Tracker.

1.  Search for the required project.

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

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

selecting the “Project List” menu option and:

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

link

entering a key word or project number in the Quick Search field at the top of

the Project List

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

Project List

Home | [ Project List )
Click here to search...
Grid View | Map

Refresh | Records: 735

|Quu:k Search: Search | Al l
Open Projects | Closed Projects | All

Project Number

== N-00494 % =
== T-00310 % =
== T-00309 % =

Type
Asbestos

Consuttancy

Legionela

Re-
inspection

Client

00004 Tuesday

Adamski

S5 Housing

The
HOTELGROUP Hotel
roup

Site Name:

ELAINETH

122
Grenfell
Street

Site Postcode

ELAINETH Map

5000 Map
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e  selecting one of the “Open Projects” menu options which let you list projects in a
number of ways.

All the methods of searching for a project produce a list of projects matching your search
criteria.

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

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

o 4
e _
Project Number | T.56043 Project Opened 10042018 [ Dan Darkin v

Client START Start Software Q New Client | Send Mail Quote Produced || .

Quotation Ref
Order Received [0

Client Order
tumber Tumaround
Client Project Ref
More Milestones ~ Done:[[2] Due: [@]  Overdus: I

Project Manager | Jack Byme ¥ || Project Staff

Report Produced [i: A v
Site Name/Ref Vivien Court a Site Defails
Project Type Asbestos Survey * | Survey Details Buildings Project Invoiced BB | ] DanDankn v
Estimated Total .
Project Value 10000 .. FixedPrice Project Closed [ v
Change Leg
Return Date v
Status New v
Status Notes 4 Contacts & Addresses.
% 7 | Duplicate Project Financials/Planning

Notes/Other Info

3. Update the project details as required.

This might include:
. updating the status of the project

. using the Project Staff button to list members of staff and their roles on the project
(this list is also updated automatically if you create an appointment in the Calendar
for a project)

e  adding to the contact details
. updating project milestones
° recording project notes

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

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

e accessing the survey data items.

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

Any documents linked to the project can also be viewed by using the Open Document
Folder icon at the bottom of the screen.
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There is a section on the Milestones tab where logs are stored to show when reports
have been issued and the reasons for the issuing them. Click the “Issue Reason/Log” link
under the Report Produced milestone to display the log screen. Note that the link is only
visible if the milestone has been completed.

Report Issue Reason/Log A I
Report |ssue Reason -

Final Report button pressed by Robin Bennett @ Sep 20 2014 10:46PM

Report Issue Log

Generating a Final Report logs this event in the Report Issue Log. You can also record
reasons for re-issue here by simply selecting an entry from the Report Issue Reason field,
another report issue event is then logged in the Report Issue Log. The Report Issue
Reasons can be set up by using the “Report Issue Reasons” option under Setup, General.

If Risk Assessment details have been captured on-site by using the On-Site Risk
Assessment Mobile Data Studio app, and sent in, then the details can be viewed by
clicking the “Risk Assessment” button on the Notes/Other Info tab of the Project screen.
The details may be displayed on a screen similar to this:

Risk Assessment Type A - N-00367 4
|
Severity (S}
Likelihood (L) v

Score

Action Completed

Severity (S}

Likelinoad (L} v

Scare

Hazard

Chemicals

Confined/Restricted spaces

Driving

Electrical Equipment

Excessive Noisa

Fire
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4.4

Grouping projects together

Alpha Tracker lets you group projects together under Master projects to show connections
between projects and make their administration easier. For example, if you have a major
project which involves the surveying of 100 domestic properties for a client, you may want to
give the client one project number for the entire project, while also defining each property to
be surveyed as a separate project on your system. Alternatively, if you have a lengthy project
you may choose to divide it into a number of phases, assighing a sub-project to each phase.

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

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

To link Master and sub-projects:

1. Create the Master project as a standard project in the normal way, completing all the
usual details.

It is important to note that the financial figures must only be put into Tracker once — either
enter the total project value into the Master project or enter the value of each sub-project into
the sub-projects, not both. To allow the individual invoicing of sub-projects, it is recommended
that you enter financial figures in the sub-projects only.

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

3. Create or open the first sub-project as a standard project in the normal way but also
specify the project number of the Master project on the Notes/Other Info tab in the
Master Project Number field.

4. Save and close the sub-project.

5. Repeatsteps 3 -4 as many times as necessary to define all the sub-projects.

To display details of the sub-projects linked together in a Master project you can use the
“Master Project List” option:

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

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

2. Display the list of sub-projects linked to a Master project by clicking on the plus button
on the required Master project. Amongst other information, you can see the last
completed milestone for sub-projects displayed in the “Latest Milestone” column. The
date on which it was completed is also displayed, in the “Milestone Date” column.
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3. You can work with the individual sub-projects or the Master project from this list:
e click an underlined link to open the required project
e  generate documents for a project by clicking a Word/Excel icon

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

/ If you duplicate a sub-project, the new project created retains the master project number and
so is also linked to the same master project.

4.5 Monitoring projects on the Projects Dashboard

The Projects Dashboard gives a general overview of your projects as well as custom colour-
coding for turnaround times and calculations to indicate whether a project is overdue. It
provides an at-a-glance view of the status of your projects.

The information for updating the Projects Dashboard comes largely from key milestones. This
means that you can only get a full picture on the Projects Dashboard if you are using
milestones linked to the system’s key milestones. If you are not using the key milestones then
some fields will not be updated on the Projects Dashboard.

& Refer to Section 2.1.2, Maintaining project types, and Section 2.1.8, Maintaining key
milestones, for details on setting up milestones and using key milestones.

To display the Projects Dashboard:

1. Select the “Projects Dashboard” option from the Projects menu.
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Search or filter to show the projects that you want to see by using the Search for field or
the full range of search fields at the very top of the screen. You could also sort the data
by clicking on a column heading, eg put the projects in due date order to help prioritise
your work.

The standard information displayed on the Projects Dashboard is:

project number

client

project and survey type
client order number
site name

postcode

It can also display further status information as follows:

Site Completion Date — The Completion Date from the milestone which is linked to the
key milestone “Surveyor Last Day On-Site”.
Turnaround — The colour-coded value from the Turnaround field on the project.

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

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

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

Reporting Days to Deadline — A calculated value of the number of week days from today
to the Due Date.

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

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

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

Plan Produced — The Completion Date from the milestone which is linked to the key
milestone “Plan Complete”.
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4.6

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

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

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

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

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

. Report Complete — The date from the Report Produced milestone.

° Invoice Date — The date from the Project Invoiced milestone.

° Project Status — The Status from the project.

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

Displaying progress in the project pipeline

Get an alternative view of the progress of your projects through their milestones by using the
Project Pipeline. The Project Pipeline is available from the Projects menu for staff and a more
limited version can also be displayed on the Client Portal by using the setting “Show Project
Pipeline on Client Portal”.

& See Section 15.3, What can be seen on the Client Portal?, for details on the Client Portal
version of the Project Pipeline.
On the Project Pipeline each project’s milestones are displayed as a dot.
. If the dot is green, then the milestone has been completed - hover over the dot to see
the completed date.
. If the dot is grey, then it has not been completed.
. If the dot is red, then it is overdue (passed its target date) - hover over the dot to see
when it was due.
It provides an at-a-glance view of the status of your projects.
The information for the Project Pipeline comes from the project milestones, both the
standard milestones and the project type-specific “More” milestones.
To display the Project Pipeline:
1. Select the “Project Pipeline” option from the Projects menu.
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Open projects only are displayed initially, but you can choose to display closed or all
projects.

2. Search to find the projects to view.
3.  Hover over a dot to see details of the due or completed date.
4. Open project details, if required, by clicking an underlined project number, or site details
by clicking an underlined site name.
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5.

5.1

WORKING WITH SURVEYS

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

Setting up a survey

If the project type of the project that you are creating has a category of Asbestos Survey (eg
project type “Survey”), then a Buildings and a Survey Details button are available for you on
the New Project tab to specify details specific to the survey.

LLUTW Project - T-56043 7

FosE s
Project Number | T-56043 Project Opened 10412018 A Dan Darkin v
Client START | Start Software a New Client | Send Mail Quote Produced m -
Quolation Ref

Order Recsived = M
Client Order
Humber Tumaround v
Client Project Ref

More Miestones | Done: [l Due: [0]  overave: I

Project Manager | Jack Byme v || Project Start

Report Produced B v
Site Name/Ref  Vivien Court Q Site Details
Project Type Asbestos Survey ~ | survey Details | Buildings Project Inveiced B8 [ DanDarkin v
Estimated Total " .
Prolo valun 100.00 Fixed Price Project Closed B L v

Change Log

Return Date v
Status New
Status Notes P Contacts & Addresses

% ", | Duplicate Project Financials/Planning
Notes/Other Info

To set up the additional details for a survey:

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

10

Records:

o E Y zo0a nooan 1

Grid View | Map

1

ID  Froject Numbsr Building Number/RefiUPRI

Building Hame.

Included - Address Notes

| B

o N3t

o N3t

o N3t

¥ Recors per page.

Fioar Descitons ff
y y
®

The Buildings button is not available on a project until a Project Type is specified.

2. Enter the details of the buildings included in the survey into the blank rows marked with
an asterisk.

d

Your system may be set to add the Building record automatically when a new project is
created. A setting controls this functionality.

You can also list buildings that are specifically excluded from the survey — making sure
that you untick the Included tickbox.
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Use the Floor Descriptions button if you want to assign particular names to floor

numbers in your reports, eg you might want to call the floor below the Basement the
“Sub Basement”. You would then need to specify the floor number that equates to the

new floor name.

Grid View | Map.
Records: 1

I Project Humber Building Number/RefUPRH

Building Hame Included - Address

Notes

Sl 4 2983 No0311 1

| B

pr— |

0 M00311

0 N00211

0 N00211

10 ¥  Recors perpage

s Search for

@ Floor

’ 2 -

Comtrt | 1om v

Site Name.

Account Munaqal Kim Evison

25 Iver Read - Site Re
— E

A.

Hotes Delete.

v| | Prai

T
|

Click the Submit button to save any new floor descriptions.

e

descriptions in your reports.

Note that special template/document production coding may be required to use these

4.
5.

screen.

Survey Details

T 2 - Survey Complete

Survey ID 78737
Survey Type Example Management

Lab

Issuing Office

Special
Requirements

Motes to Surveyor

Included / Excluded Areas ——————————————————

Read from Buildings

v!| | Included

Excluded
P

Read from

Other Project
Info Tracker Mobile

Import Cther
Infa

Demolition.

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

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

Select the Survey Type that you are adding, for example Management, Refurbishment or

If the office issuing a report is different to the office that created the project, then you
can record details of the issuing office on the Survey Details screen in the Issuing Office
field. A setting (“Show Survey Issuing Office”) controls whether you can see this field or
not. The field defaults to the project’s office address but can be changed.

Select the lab that will be analysing the samples from this survey in the Lab field. By

selecting the lab here you are allowing that lab access via their login (if set up) to the
fibre analysis screens for this survey’s samples. Leave the field blank if you use an

internal lab.

Enter any special requirements for the survey in the Special Requirements field.
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10.

11.

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

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

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

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

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

. schedule a new project
° edit and move a project

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

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

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

6.1

There are also sections to explain how:

. to display staff photos on appointments

. the system can suggest suitable diary gaps

. to check the audit log of calendar changes

. to display financial or time details on the Wallboard
. to display appointments on a map

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

Scheduling a new project

The “Staff Calendar” option lets you select individual members of staff, groups, teams or
whole offices and display those people on the Calendar. You can select any combination of
these, for example, you might select a group called “Surveyors” plus two other individuals —
simply click on those required so that they are highlighted in blue and their names appear in
the Selected Staff list.

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

To schedule a project:
1. Click the “Staff Calendar” menu option on the Resources menu and select the people,
groups etc whose diaries you wish to display by clicking on them.

. Select a range by holding down the Shift key and clicking on the first and last staff
member in the range

. Select multiple people by clicking on the required members of staff.
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2. Click either the Calendar or the Wallboard button.

The Wallboard shows appointments with either summary time or financial information,
depending on system settings (some users can see both). The Wallboard opens as a
separate tab in your browser. The Calendar opens as a screen within Alpha Tracker —
appointments are normally made by using the Calendar.

/ Some users may not see the Wallboard at all as it is possible to restrict who can see the

Wallboard by using the “UserListSeeWallboard” setting.

+ —— 4 ant ' wask

3. Adjust the view on the Calendar by:

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

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

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

. moving forwards or backwards in time by using the arrows around the date range.

4. Click on the Calendar on the intersection of the day and time when you want to make a

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

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

e  Select the resource (person) and their usual role (as defined by the Title field on
the Staff screen) is displayed. If you select a different role for the person then a
warning is displayed. So, for example, if a member of staff is defined as a “Trainee”
on the Staff screen, a warning will be displayed if you set their role as “Assistant
Surveyor” on an appointment.

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

e  Select a project and the client and the estimated duration of the project are
displayed.

If the site on the project has a postcode entered then the map shows this location.
Event details are also populated and may include a photo of the member of staff (if
one is uploaded to the Staff screen) and project/site details as defined by a system
setting). The photo will also display on the Calendar.

Make the appointment for more than one person by clicking the “Add other resource”

link below the Resource. Alternatively, you can create duplicates of the booking once it

is saved by using the “Repeat Appointment” link.

Tick boxes at the bottom of the Add/Edit Event window let you indicate how fixed the

appointment is, eg tentative, fixed or not movable. Tick a box to attach an icon to the

appointment which lets you see at a glance the status of the appointment.

An Appointment Status field is also available if required.
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6.

9 AM

10 &AM 10:00 AM - 11:30 AM

11 2M

The map on the right of the Add/Edit Event window can show you the locations relevant
to the appointment if you have postcodes recorded in your data. The Home Postcode
and Office Postcode fields are drawn from the Staff record for the selected member of
staff. The Site Postcode comes from the Site on the Project.

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

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

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

For example:

Add/Edit Event t)
e
i om 25 Ivor Road, Corfe Mullen, Wimbourne, Dorset, BH21 2QF -
Maks 2 suggestion
Snowdonia 4
o National Park o Notinghom
Tday
Leicester N
Q*m o e Peterborough 1
™\ ENGLAND
- 25 Ivor Road - N-00163 - Asbestos Survey \ Cambridge
hétps:istart 3.co. atack , document_ist. 1 IBew
- 25 WALES 4
Coletieste
am 2
Oxford om
Swansea
St Tme End Time o Cardff g ondon
ristol Reading S °
26112020 13:00 0ew K Weekend Availbilty 3 o8 oo bt ]
Bath tm e
- = @ 2
On ©1 S pton L
[m] Brighton
s Exeter Bouleef
ol +
Plymouth 3
>
“ | |’Gougl
= (] e
VO coimed B0 conotiion @0 Temie B0 Wi g
Creste write-up tme appointment?

Home Postcode Office Postoode Previous Appt

TF1360W Route | | TF2oNT Roue Route | | Who's Nearest?

Click the Save button to save the appointment details and show the appointment on the
Calendar.
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Adding an appointment for a member of staff in the Calendar adds them to the Staff List
for the project if they are not already present on the list.

You can also create and edit appointments for projects by using the Diary Appointments
button on the Financials/Planning tab on the Projects screen. The screen that opens displays
the diary appointments that have been entered for the current project only. Similarly, any new
appointments you book from here are for the current project only.

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

If the system prevents you from saving an appointment with a message such as “Sorry, Adam
Dangerfield does not have the relevant qualifications on this date”, then the optional Staff
Training Matrix is in use and is restricting who can be scheduled to specific types of projects.
See Chapter 16, STAFF TRAINING, for further details.

6.2

Editing and moving a project

If you wish to make changes to an existing booking, then this is quickly achieved by either
dragging and dropping or redisplaying the Add/Edit Event window to specify the required
changes. You can also mark a booking as being aborted.

To drag and drop:

1.  Move the whole booking by clicking and holding down the mouse button on the
coloured block that represents the booking.

2. Dragthe coloured block to its new position on the Calendar, either to a different time on
the same day or to a different day completely, then release the mouse button to drop
the booking in place.

You can make further adjustments to the booking by using the Add/Edit Event window.

Version 1.29 sforf Page 88

software




ALPHA TRACKER USER GUIDE

SCHEDULING PROJECTS

To use the Add/Edit Event window to edit a project:

1. Click on the coloured block that represents the booking. The Add/Edit Event window is

AddiEdit Event x
=
Resource Rele Team 25 Ivor Road, Corfe Mullen, Wimbourns., Dorset. BH21 308 -
Judy Key | | LeadSuveyor v | | Ble v | | Make a suggestion
. Broadstone Golf Course w
othes )
£dd other resource Corfe Mullen -
Project Number Client Duration
N-00163 Q | | Dane Enviranmental +
‘View Project Datsils View Previous Aggointments
Event NameDescription ’
Dane Enviranmental - 25 Iver Read - N-00133 - Asbasios Survey Google Map data £2020°1 500w | Terms of Use
https-i/start-3. . document _list. oroj Routing
oo Tty _key=peTd107RE55-4 Home Postrode Office Postcode Frevious Aopt
TF1z60W Route | | TF2 oNT Roue Route | | Who's Nearest?
Start Time End Time
L e T
Other agpointments atthis site 23 Repest Appointment npLOET  Km Calendar Edit - Add
Override Appointment Vslue:
[m}
Notes.
'Appointment Aborted?
e
¥ O conrmed @ 0 cannotiove @ O Tertasve JO witewp © Appoinment Aboned  Date Rezzon

2. Amend any of the displayed details as required.

If you need to check the project details or to see a list of previous appointments made
for the project on this appointment then click the links displayed below the Project

Number, these are:

e  View Project Details

° View Previous Appointments.

There is also an “Other appointments at this site” link. This opens as a separate tab in
your browser and lists all appointments made for the site, for any project.

If you are looking at an appointment that has been made for more than one person,
such as for a meeting, you can see who else has the "same" appointment. The
appointments must have the same Project Number, Start Time and End Time.

Resource

Rale

Kim Ewison ~ Bulk &nalyst s

with Judy, Dan Add other resource

Project Number
M-00162 Q

Client

View Project Details  Wiew Previcus Appointments

Dane Environmentsl

w Make 2 suggestion

Duration

3. Click the Save button to save your changes and close the window.

If you have Tracker Dashboard running and email addresses set up for staff, then if you make
a late change to an appointment, ie within 24 hours of the appointment’s start time, then an
email is sent to the member of staff alerting them to a late change to an appointment for a

specified project number.
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To abort a project, where the appointment details remain in the diary but it is marked as
“ABORTED”, for example if surveyors cannot gain access to a property:

1. Click on the coloured block that represents the booking. The Add/Edit Event window is
displayed.

2. Tick the Appointment Aborted tickbox, enter the date it was aborted and a reason and
then click Save.

Add/Edit Event X
==
Rasource Folz Tesm 35 lvor Road, Corfe Mullen, Wimbourns, Dorsat, BH21 30F -
JugKey v | | LeadSuneyor w| | Bue ~ | | Make 2 suggestion
Broadstone Golf Course w
Add other B ra
£dd olfer resouree Corfe Mullen L
Project Number Client Duration 3
N-00183 Q| | Dane Environmental -+
View Project Details View Previous Aggointments
Event NameDescription i
- Google Map data £2020 1 500m i | Terms of Use
ABORTED - Dane Environmental - 25 vor Road - N-00163 - Asbestos Survey -
hitps/istart-3. = :_document_istaGw?project=N- Home Postoade Office Postoode Previous Appt
(_ey=bRTd107R-0cE5-4 -400201170ad4 TF13 6OW Route | | TF2 ONT Route Route | | Who's Nearest?
Start Time End Time R R—
e B|[mmmes B[ e | | [
Other sggointments atthis ste 2 Repeat Appointment P o Coercen Exlit - Adkd
Overrige Agpointment Vaiue
Notes

i
W [ Corfrmes &0 comrottiowe @ [ Temave DO watiee-up @ Appoimment Aboned Date Rezson
241172020 16:37 | | cancetad by ciem ~

The Event Name/Description of the appointment then has a prefix of “ABORTED” and
the appointment is displayed with a “No Entry” sign on the calendar so that the

appointment is clearly marked as aborted. This is also visible on the appointments on
mobile devices.

0700 AM - 10:15 AM

7

6.3 Showing photos on the calendar

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

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

To upload a photo:

1. Open the General submenu from the Setup menu and select “Staff” to display the Staff
screen.
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6.4

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

3.  Click the Upload button on the member of staff’s record, browse to and select the
required photo.

‘

smrx|

Grid View | Map

Records: 1

o e e

| Current staff only | Ex-staff only | All staff |

Staff ID Mot Current Photo Name

Email Address

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

Suggesting available appointment times

The Diary includes a feature to help you book appointments. The Make a suggestion button
on the Add/Edit Event screen can suggest who has the appropriate space available in their
Diary. This button is also displayed on the Diary Appointments screen from the Project.

To get the Diary to make suggestions:

1. Click and drag on the Calendar to define an appointment and display the Add/Edit Event
screen.

2. Select the Project Number for which you want to make an appointment then click the

Make a suggestion button.

Accounts

Admnistrator m |
Asbestos Suneyor

Fire Risk Assessor

Heakh & Safety Consultant | i) |

Managing Director

Operations Director Number of hours required
Regional Manager |
Sales Director - | |
IECT

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

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

e Ifyou select Role, the Resource list is greyed out and you can click to select the
roles you need.

4. Specify the date range you want to search for an appropriate gap, eg if the appointment
needs to be booked for tomorrow, select tomorrow’s date in both the Date from and
Date to fields.

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

6. Click Suggest. A list of suggested appointment start times is displayed, grouped by
person. Each of the displayed people has a gap in their Diary that can accommodate a
booking of the specified number of hours.

21/M12/2013 08:00

[ 21M12/2018 09:00

[211’12."2013 10:00

[211’12."2013 11:00

211272018 12:00

211272018 08:00

[ 211272018 09:00

[211’12."2013 10:00

[21“2."20]3 11:00

[21“2."20]3 12:00

7. Select from the list by clicking on one of the start times. The Add/Edit Event screen is
populated with the selected person, date and time details and you can continue to
define the appointment by, for example, adding any notes.

Appointment suggestions exclude weekends unless the staff member has had working
weekends added on the Staff List. Non-working weekdays are also excluded from the
suggestions.
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6.5

Checking the calendar change log

An audit trail has been added to the calendar allowing you to check the history of an
appointment — eg who created the appointment, whether it has been edited or moved.

1. Click on the required appointment on the Calendar to open its Add/Edit Event screen.
The list of sessions during which changes were made to the appointment is displayed in
the Change Log section, below the map.

Location / Map

‘ 25 lver Road, Corfe Mullen, Wimboumne, Dorset, BH21 3QF - |

3 Broadstone Golf Course

Cor 'i Mullen -
+

L

HL |

o

[ Pustig L
M -—

o £

Mapdmm E2020  S00mL_a | Temscilse

Google

Routi
g

Home Postoode

Office Postcode
(wisz | [ron] [wrso | [ |

Previous Apy

Pt
| [ st

Change Log

24M1/2020 16:47

24/11/2020 16:48 Kim Calendar Edit - Add

]x[o]

This includes the date, time, user and a description of the change.

2. Click the underlined date and time of the session you want to check. The details of the

changes made are displayed, showing previous and new values.

Start Tame 261172020 0800 261172020 1300

[End Time 2681172020 1230 28/11/2020 18:30

| 10« |Records per page
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6.6

Using the wallboard

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

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

The Wallboard opens in a new tab.

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

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

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

You can set different project types to display in different colours so that you can see at a
glance what type of project a booking is for. To define the colours set the Wallboard
Colour field on the Project Types screen.

If you hover over an appointment on the Wallboard you can see the Project Type, Site
and Postcode to help you identify it.

Add new appointments directly from the Wallboard by clicking on a cell and completing
the appointment details.

Nov, 2014 resource wesk | Fesource naxt wesks. @

Mow| ZNov | 3How ANov 5Nov Now THov BNow §MNov 10Now 11 Nov 12 Nov| 15 Nov 14 Now 16 Now| 16 Now 17 Now 18 Nov 16 Naw 70 Nov 71 Nov 72 Nov 23 Nov 24 Now 25 Now 2 Nov| 2 Nav| 28 Now 29 Nav 30 Now
Rokin Bennet 1 1
9 it g L
] s

Kim Evison
. - o
- I Diary_Appointments_wallboard - Gaogle Chrome n_
t-3co0 :
st . - EventName S DT EndCusTine wares Oeite
kel B
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6.7

You can choose to display appointments on a map when you click the Map button after

Mapping projects

selecting to display Resources, Groups or Teams.

1.  Select the members of staff whose appointments you want to map by using the “Staff
Calendar” menu option, then click the Map button.

Appointment Map

Date From
01/11/2020

it

Date To

24/11/2020

Select a date range and search

X

ﬁ Search

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

Appointment Map

Date From

01/11/2020

Galway

“Ireland

Limerick
o

Google

i

Dublin
®

Daie To
241172020 s
I151¢ O man
- e r"m
3t Britain g
inchester
\ o
Liverp(ﬂ
LANI Amst
Cambridge (
o

The Ha¢ T

Oxford )

Bristo London i
[} O & [ ] ot
Cardiff Antwer

' o
& Brighton | 3l

Shuthampton. -~ ©
aLiill -
Plymouth = ji
2
—

Map data ©2020 GeoBasis-DE/BKG (82009). Google, Inst. Geogr. Nacional Terms of Use

Version 1.29

start
soffware

Page 95



ALPHA TRACKER USER GUIDE SCHEDULING PROJECTS

6.8 Job allocation and scheduling

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

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

6.8.1 Allocating jobs

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

/ To allocate jobs you must be in the Resource User Group which gives you an additional menu
option allowing a special view of open projects — the Allocation Dashboard.

To allocate and monitor the allocation of jobs:
1. Create projects as normal in Alpha Tracker.

Your system may be set so that an email is sent on creation of new projects. This might,
for example, be sent to the resourcing manager(s) and/or to the logged in user.

When projects are created they are automatically given an allocation status of “Not
Allocated” if no Project Manager or Consultant is assigned, or “Allocated Not Accepted”
if a Project Manager or Consultant is assigned.

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

Home | Allocation Dashboard X

Clisnt I Client Name i Projact Type Project Cat

Order Humber <" Consuitant Dus Date
c From

Quiek Searcn Search | a1l
Allocsted Not Acoepied | Not Allocsied | Allocsiion Rejecied | Resllossied Not Acsepisd | Accssied | All Unsllossied | A1l

Allocation Status Project Humber Type Cliant Site Name  Site Postoode. Client ProjectRef  Status Consultant Projast Opan,

) Posepied Ao GTRODEN Troden Lid

* w0314 \% ) Tesing 000D Tuesdey TheSte | TUSEDA  Mas DenDesin | 21072018

# ansiz ) = s mmweT S WRDME M Do | HmEien v zuomars
located Not W . oane 25 ver o o in R T

o) Lo oot wh ey TomE DTS BN ol e | B 2ot

3. Enter any search criteria at the top of the screen and click Search to filter the list of open
projects. You can also use the status buttons to filter the list quickly by allocation status,
as well as sorting the list by clicking on column headings. Enter search criteria in the
Quick Search box to perform a quick search across multiple fields.
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& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.

In addition to the usual features, this screen allows you to:
. search by Location — searching all parts of the Site name, Address and Postcode
. search by Project Category as well as Project Type
. search by Project Manager or Consultant
. search by Due Date From and To
. search by Allocation Status
. see the Allocation Status of each project at a glance:
- Not Allocated (red)
- Allocated Not Accepted OR Reallocated Not Accepted (amber)
—  Allocation Rejected (yellow)
—  Accepted (green).
This means that you can sort and filter the list in a number of ways to monitor the
allocation status of projects.
4. To allocate projects individually:
. Locate the row showing the project you want to allocate.

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

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

e  Thered “Not Allocated” status changes to amber “Allocated Not Accepted”.

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

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

The first is the Allocation Dashboard, see above, that allows you to allocate projects and sort
and filter the list in a number of ways to monitor the allocation status of projects.

The second is the Accepted Allocations screen. This screen lets you monitor the status of jobs
that you have allocated and that have been accepted. It gives you a view of the Schedule
Status of a project, for example whether it has been booked into the diary yet.

/ To work with these allocation screens you must be in the Resource User Group.

To monitor accepted projects:

1.  Open the Diary submenu from the Resources menu and select “Accepted Allocations”.
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Home | Accepted Allocations X

S search

Froject

Cliznt Name
Numeer

Client 1D

Clesr Semen Citeris

Geid View | Nap
Refrash | Records: 2
Quick Searcn Searcn | Al

Project Humber Type  Client

ma.

Swit
Survey SSWIFT
Y Surveying

bh

19 v Recorsperpage [

g DS
| noose Survey TOANE g onmantal

Projeat Type Foie | Osertumer

Siellame  SitaFosiode  Client Froject Ref

2 n
e wancs | WRIOTBP  Map Progress 2VOTZ014 040812014 Accepted

25 vor - in I o1 Aceent
Sl BH2130F  map Brogress ZVOTEO14 04082014 Accmpies

Clisnt Froject
o Due Dste

From Te:

Status  Froject Opened Due Date Allscation Status Consulant St

2207726

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

. Unscheduled
e Provisionally Scheduled
. Scheduled.

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

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

You can also see the detail of a project’s allocation history by opening the project and looking
in the Notes field. Each time a project is accepted, rejected or reallocated an entry is written
into the Notes field as in the following example screen:

Home | Wy Open Projects X | Project-N-00311 X

—Project

Froject Number  14.00311

Project Type Survey w | Survey Details
Estimated Total

Project Value -

Status In Progress v

WE ', Duplicats Froject

Client Dane Envirsnmental - | S=ndlel

Quatstion ID

Sales Contact Judy Key v

Client Order

Humber

Client Project Ref

Consultant Dan Dariin v Froject Staff
Account Manager | Kim Evison v

Site Name 25 Ivor Rasd ~  Site Refersnce | 25123

Milestones

Contacts & Addresses

Financials/Planning

This project was rejected by Kim
Ewiscn on 21/07/2014. Reason:
Distance from site

Project Notes

Specisl Instructions

Master Froject
Number

Buildings
Crher Info

6.8.3

Viewing and scheduling jobs allocated to you

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

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

Select “My Allocated Projects” from the Projects menu. All open projects that have been
allocated to you are listed.

Prject e Prisat

Oner Nomber | ClSEPTRIERE oo
Catsgery Srdertumeer oot DueBete

From: T

Sesrch | Al

Project llumber Type  Client SiteMame  Site Postoode  Client ProjectRef  Status Project Opened Dus Date Allocation Status =

B | 7 rceet || ® R 2 e B Sy 7oANE D8

Environmentsl  Rosa

BH2130F  Map 210712015 04082014 Allocated

In
Frogress

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

e

Please note that some users do not have the permissions necessary to reallocate projects.

If you click:

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

° Reject — You must specify a reason for rejecting the project. An email notification is
automatically sent to certain members of the Resource Group advising them of
rejected project(s). The project will be removed from this list and be available for
re-allocation by the Resource Group.

. Reallocate — You must specify a reason for rejecting the project and select the
name of the Project Manager or Consultant to whom you are reallocating the
project. The project will be removed from your list and appear in the same list for
the selected Project Manager or Consultant.

6.8.4 Accepting projects on another’s behalf

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

To accept projects on another’s behalf:

Select “All Allocated Projects” from the Projects menu.
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2. Accept, reject or reallocate projects by clicking the appropriate button on a row.

6.8.5 Viewing your unscheduled projects

Any projects that you have accepted but not yet booked into your diary are displayed in a
separate grid on your My Projects Not In Diary screen. These projects are all waiting to be
scheduled in your diary. By clicking a button you can access the calendar and book the
projects in. Projects booked into your diary will no longer appear in this list.

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

To schedule an accepted project.

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

Home | My Projects lot In Diary X
S Search

PrejectNumber  Cliznt 1D Client Name Loestion Froject Type Project Categery  OréerMumber  Clisnt PrejectRef  Due Dt
Erom: e

Clesr Searon Citeria Search

Quick Search e

, Tooos ol o ik 5 o 210772014

0 v Recisperssse ]

2. Review the list and book appointments as required.

3. To book an appointment:
e  (Click the Book Appointment button on the appropriate row to open your Calendar.

. Review your existing appointments and then create an appointment for this project
by clicking and dragging on the required day and time.
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e Complete the details on the Add/Edit Event window to define the project — for
example you may need to:

- refine the appointment times
- add any Notes
- tick the Visit Confirmed, Cannot Move or Tentative tickboxes.

e  Click Update to save the appointment.

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

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

6.8.6 Checking the scheduled status of your accepted jobs

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

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

To check the scheduled status:

1. Select “My Open Projects” from the Projects menu.

Home | Wy Open Projects X

S search

Projecthumbsr  Clisnt D Client Name Lozation Project Type ProjectCatesery OrerNumbsr  Clisnt FPrejectRef  Due Date
From e

Project Nlumber Type  Client Sitellame  Site Fostcode  Client ProjectRef  Status Project Opened Due Date  Allocation Status Schedule Status First Diary Date  +

wouzs ma [ 2 Testing 00004  Tussdsy TheSie  TU3SDA  Map 2M072014 040812014 Accepted

. BH2130F  Map 210772014 0410812014 Acoepted 220772014

In
Progress

o =

]
| roose: ) e g el R [ —

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

. Unscheduled
. Provisionally Scheduled
. Scheduled.

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

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

You can access the project details by clicking the underlined links.
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6.9 Scheduling weekend teams

Alpha Tracker facilitates the organization of staff into teams and the scheduling of weekend
rotas for these teams. You need to:

e  create the teams
e  define their working weekends

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

1. Open the General submenu from the Setup menu and select “Teams” to display the
Teams screen and create the individual teams.

2. Define the working weekends and non-working weekdays for each team by clicking on
the row expander (+) button next to a team.

Home || Teams X

=] Team Name Notes Delete

m : . Green - /,-

Working Weekends || Non Working Weekdays

Records: 3

1] Date From Date To Notes Delete
= 1 l 08/12/2014 iz} l 07/12/2014 ) l ‘n
H % 2 03/01/2015 B8 | | os012015 i P
3 07/02/2015 ER | ommam01s B® P
. H % | <aues iz ) P
<Auto> iz it p
H 9 < B i

10 ¥ Recordsperpsge

H 9 | <o
<Auta>
H 9 |<au-

10 v Records perpage

The two tabs let you define the weekends on which the team is scheduled to work and
any individual weekdays when the team is not scheduled to work.

3. Open the General submenu from the Setup menu and select “Staff” and assign members
of staff to each team by using the Team field on the Staff screen.

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

|'
\ZJ This taam is not scheduled for weekend work for the dates selected. Are you sure you would like to continua?

Yes Mo
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6.10

You are not prevented from making the appointment.

5. To help you view appointments for a Team, you can use the “Staff Calendar” menu
option from the Diary submenu of the Resources menu and select the team. Click the
Calendar or Wallboard button to display the appointments for the team.

LLLC| Staff Calendar - <

Clear All

Adam Dangerfield -

Dan parkin

Demo User

Elzine Porter
Director
Jack (Surveyor)
Environmental Test
Jess Humphries

Judy key

Lab -
i _

Kirsten Thomas

Australia
Leanne Helle-Broe
B
RobIN BENNETT

- c -

[i%] Calendar -] wallboard

*

Map scheduling

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

. create sub-projects for the sites to be included in the batch to be scheduled
. see the sub-projectsin a list and on a map

. schedule appointments

. route the appointments and optimise the route.

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

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

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

6.10.1

Creating the sub-projects

The Map Scheduler includes a Site Importer button that lets you specify the site visits you
want to schedule. Each of the sites must already exist in Alpha Tracker. It is also helpful to
create the master project in advance.
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You could, for example, import the full list of sites that will be included in the programme of
work (by using the Site Import menu option, from the Import/Export section of the Setup
menu) so that they exist as sites in Alpha Tracker, and then use the Site Importer button to
create sub-projects for those sites you are ready to schedule. The sub-projects will be linked
to a master project that defines the programme of work.

& Refer to Section 4.4, Grouping projects together, for further information on master projects.

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

1. Select “Map Scheduling” from the Diary section on the Resources menu.
2. Click the Site Importer button in the top left-hand corner.

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

Home x

Site Importer

IMmport Sites xX

choose Client e -
Im Eve

Choose Master S
Project Number

or create one New Project

& i
&Ll__-‘ | 1. Template L:_J Al. Import

Site Reference Delate

No records In guery

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

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

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

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

A message informs you when the processing is complete.
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6.10.2 Displaying the sub-projects in a list and on a map

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

1.

Select your master project(s) from the dropdown of open master projects. The list of
sub-projects is displayed (red ones are unscheduled) and the site locations are plotted

on the map.

Birmingham o
o

2 ©2021 Googe  Teems of Use

0.00% Scheduled (0/3 properties)

Fox's Earth
4 The Row Easthope
Shropshire
TF13 6DW

Lasyard House

Underhili Street Bridgnorth
Shropshire

WVi6 488

42 Emerson Road
Poole Dorset
BH151QT

Asbestos Survey
Kim Evison

Asbestos Survey
Kim Evison

Asbestos Survey
Kim Evison

Obtain details on projects or sites as follows:

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

screen

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

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

the list

Refer to the map to assess locations and distances and work out how you want to

schedule appointments for the sub-projects.

6.10.3 Schedule appointments

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

1.  On the left-hand side of the screen, click in the Search box and select one or two
members of staff, or a small team, to load their diaries.
2. Set the date for which you want to make appointments. You can use the Previous, Next
and Today buttons, or you can click on the displayed date to pop up a date picker.
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Site Importer

Adam Dangerfield, Dan Darkin

Prev | Mext | Today

Q

Wednesday, December 22, 2021

4 December Today > ar | | Refresh
L 2021
Time Range: 08:00 am - 17:00
° Sun Mon Tue Wed Thu Fri Sat
2 2 3 2 3 4
s
6 7 8 el 1§
o
o 12 13 14 |15 16 17 18
19 20 21 E 23 24 25
gam
26 27 28 29 30 A
9am
2 3 4 7 B
10am
11am
12pm

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

e  the length of the working day

e the length of each appointment.

Site Importer

Adam Dangerfield, Dan Darkin

Prev | Next | Today

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

Q

Wednesday, December 22, 2027

Clear | | Refresh

LI . & . .
A
03&0 b°%¢,(<'\e'
030 #&0

Barm

Sam
10am
11am
12pm

4. If you have multiple members of staff’s diaries displayed, select who you want to

schedule appointments for by clicking on their name to highlight it.

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

selected diary.

Scheduled sub-projects turn green and move to the bottom of the list. Their map pin

also turns green. The diary section fills with appointments.
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6. Continue booking appointments by clicking the plus buttons on the sub-projects in the
order that you want to schedule them.

Friday, December 17, 2021

7

&

Q

, , Bimingham m
50N @’ oy o
=2

vvvvv

66.67% Scheduled (273 properties)

Foxs Barth
Issa  AToeRowtamhope

Asbestos survey +
Shropshire 1om Evscn
THI 600
42 Emerson Rosd
Asbestos Survey
T566)  Foole Doret oo +

W15 1QT

6.10.4 Routing the appointments

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

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

displayed in place of the diary

00 To

Manchestec @ m

Liverpoolo mogton_ &
Sheffield

Asbestas Survey F
Wim Evison
TR 6OW
42 Emerson Road
Asbestan Survey
56633 Poole Dorset.
s QT o) &
Do UndehdSecoaporn  AmeosSuvy i

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

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

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

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

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

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

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

Choose Clients Se Clie or Postcode | Enter
Projects

VIgW SMS

Master Project T.58835 -
=Bl ' Confirmations

100.00% Scheduled (3/3 properties)

Clear | Refresh

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

BH151QT

2. Click the View SMS Confirmations button.

5end 5MS Confirmasions for T-56631 X

9 Send SMS Confirmations | | Cancel

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

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

| Yes | will be in

No - | do not want this work

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

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

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

7.1 Recording survey results

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

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

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

. synchronise.

To use Tracker Mobile to record survey results:

1.  Start Mobile Data Studio on your phone.

2. Tap on the Tracker Mobile icon:

Tracker Mobile

You are now ready to start the survey.

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

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

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

. from the “list” screen

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

i Adam - Perlscope

Send Now

Export HTML...
Mark for Send
Unmark
Synchronize

Lock Columns

e tap Menu again and select Synchronise.

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

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

From: Alpha Tracker

Sent: 24 June 2014 15:27

To: Kim Evison

Subject: Tracker Mobile data received for A-00002

Project Number A-00002
Surveyor Dan Darkin
Sessions 27

Site Name Lasyard House
Unit ID Judy

Cover Sheet(s) 4

Samples [5] &

Presumed [P] 3

Strongly Presumed [SP] 4

Cross-Referenced [X] 1

No Access Areas 6

Photos 23

Close-up Photos 13

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

Duplicated Samples

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

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

alphatracker@start-software.com Kim Evison 10/05/2018
AT .
AlphaValidator report for T-00004 v
Test Result
[B] Front Page Photo taken? Yes - location 000 record found
[C] all items have buildings? Yes - all items have associated buildings
[E] Mo duplicate samples? No - 1 sample(s) duplicated - 51(x4)
[F] All no access rooms have reasons? Yes - notes recorded in all no access rooms
[G] &ll items have surveyor and date? Yes - all items have surveyor and date
[H] All suspect items have photos? Yes - all suspect items have associated photos
[J] All suspect items have close-up Mo - 6 suspect item(s) with no close-up photo - P2, P1, 51, X1, X1,
photos? X1
[M] All suspect items have sample B . .
tes? No - 3 suspect item(s) without specific notes - X1, X1, X1
notes?

Reviewing survey data

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

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

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

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

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

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

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

Note that you can jump straight to the Survey Data screen by clicking the mobile phone icon
on the Project List.
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3.

4,

LU Project-T-56043

Project Number | T-56043

Status Notes

% B Duplicate Project

Client START Start Software
Quotation Ref
Client Order
umber
Client Project Ref
Project Manager | Jack Byme
Site Name/Ref  Vivien Courl
Project Type ‘Asbestos Survey -
Estimated Total . =]
Project Value 100,00 Fixed Price ||
Change Log
Status Hew

Q| | 4 New Ciient | Send Mail

Project Staff

Survey Details | Buildings

Soeeiea _

Project Opened 110412018

Quote Produced

Crder Received

Tumaround

Report Produced
Site Details

Project Invoiced

Project Glosed

Return Date

BB ||[£]|| an Darkin v
BB i v
B M

More Milestones  Done:[[Z] Due [@] Overdue: I

B .
BB ;| DanDarkin v
B .

Contacts & Addresses.

Financials/Planning

Notes/Other Info

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

Survey Delails

m 2 Survey Complete

Survey ID 78737
Survey Type Example Management

Lab

Issuing Office

Special
Requirements

Motes to Surveyor

Included [ Excluded Areas

Read from Buildings

Included

Excluded

Read from

Other Project Import Other
Info Info Tracker Mobile

You will now be working with the second tab on the Survey Details screen, “2 — Survey
Complete”, so click this tab at the top of the screen.
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5.

Survey Details x

TR TSIl 2 - Survey Complete
Summary & Cover Sheet

&3 Choose Task

for other options

s[5
N0

Asbestos Summary [ View Asbestos Data

Photo File

Photos\66363.jpg =

Approved By v |Date 20/04/2018 ﬁ

Lab Details

Quality Control (QC)

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

Validate Draft Final | Version By =
Bulk Certificate Version By =
H

A summary of the data is displayed and also the front page photo if one was taken under
Location 000.

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

‘Survey Data for T-50043 (78737) x

Click here to search...
‘Show Drllsun | Befresn Recorss: 11

‘Suspect iems | Non-Suspect tems | A1

Cranga Proto || View OR Cadss

I . . Budi or Location L0638 n roson  Sample  Material popy g,
E) Dats  Bukding  Foor Locaton LOCHN tam  approson SAmle Ml po g
11042018 Vivien Gourt 00
[ Bmes TUOARDIEVeeaCor 0 001 O el s 1 FTS _
D Daie Sumveyur
O 8385 1U0420%E VvenCowt O o0 Offies  Cailng s 2 e 23383 1042018 [EB|| DanDarkin -
Suiding Fisor Losston Losaton Desc: o=
O s TosEVwesCom 0 001 Ofie  Fiung = e ot «1lo o 1 ©
O 8837 11042018 UwenCout O 001 Ofice  Caling ™ em Jiatastal Cock =1
— P -
() 8538 1WA VvenCowr O 001 Ofie  Doon FaT Approach Sampls b Sampls fiotes
4 /,
0 580 1WA VwenCor O 001 Ofe  Dum X 2 N5 Exent ot etz
E Vv
[ BT 1WOMZIEVienCour © 003 Comdor  Door S 3 PTS e T
[ 88371 TNDARDIS VivenCout O [ Hall il s 4 P M 4
e e 0 “ - o N : "
FirstPraui2cf2Neelan | 10 v | Raords perpage dentfication
Lot Fiors || Auto || Casee | [ casatn | [ o || Fcenomo | [ vioer | [ Do | [oRcoce - Frodus Condon Surtace Trestrs pebusics. Matecal Pty Tal
X |ven | GRS | e Locations | | Replace | | Flenames | | Unhide | | Selected || Labels | | SUldines e " et Type  Scre  Score Seare
v v+ .- - ArRmE

Cond Descrpion _ Surf Treat Desorpson

LabRef Accessibility HSE Notifiable ()
leensed
Orawing Ret StemaiRer
e 5}
AcionDate BB | Acon Requies
EOTEDE Reinspection Notes
4
Froperty Type.
- Reason For Change
Age ]
Caveats Agreed. Remediation
iy Danis

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

° The location is indicated by a floor number, followed by the location number
(room) and then a brief description of the location. The floor number should be 1,
2, 3 etc, for the floors above ground, 0 for the ground floor, -1 for the basement
and so on.

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

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

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

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

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

e The sampling status of an item is indicated as follows:

- S —sampled

- SP —strongly presumed to be asbestos

- P — presumed to be asbestos

- PS — previously sampled (used in re-inspections)

- R — removed (used in re-inspections)

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

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

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

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

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

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

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

Suvy Oata o T58043 74T X |

Search
o Buiding  Fow  Localin Mo dccess  Men Maseria Cade Approach Sanci Nuner

Search

Version 1.29

. Sforf Page 115
software




ALPHA TRACKER USER GUIDE CARRYING OUT THE SURVEY

You can also click Show Drilldown to help you filter by building, floor and location

name/number:
Survey Data for T-56043 (78737)
Search
I Building Floor Location No Access
v v
Clear Search Criteria
Hide Drildown Refresh Records: 11
4 Vivien Court Suspect ltems = Non-Suspectitems = All
re ID a Date Building
4 1 =
| 1i04n01s el
003 -
- vien
86384 11/04/2013 Court
nar Vivien
86365 11/04/2015 Court
p Vivien
86366 11/04/2015 Court
nar Vivien
86367 11/04/2015 Court
86368 11042018  Lvien
— Co

Show All Refresh

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

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

You can also run the Data Validator to check survey data automatically. Refer to 10.1,
Checking the survey is complete, for details on automatic data validation.

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

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

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

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

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

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

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

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

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

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

7.3

Re-using survey data

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

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

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

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

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

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

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

& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.
2. Click on the required project number to open the survey project.
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3.

4,

LU Project-T-56043

Project Number | T-56043

Status Notes

% B Duplicate Project

Client START Start Software
Quotation Ref
Client Order
umber
Client Project Ref
Project Manager | Jack Byme
Site Name/Ref  Vivien Courl
Project Type ‘Asbestos Survey -
Estimated Total . =]
Project Value 100,00 Fixed Price ||
Change Log
Status Hew

Q| | 4 New Ciient | Send Mail

Project Staff

Survey Details | Buildings

Soeeiea _

Project Opened 110412018

Quote Produced

Crder Received

Tumaround

Report Produced
Site Details

Project Invoiced

Project Glosed

Return Date

BB ||[£]|| an Darkin v
BB i v
B M

More Milestones  Done:[[Z] Due [@] Overdue: I

B .
BB ;| DanDarkin v
B .

Contacts & Addresses.

Financials/Planning

Notes/Other Info

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

Survey Delails

m 2 Survey Complete

Survey ID 78737
Survey Type Example Management

Lab

Issuing Office

Special
Requirements

Motes to Surveyor

Included [ Excluded Areas

Read from Buildings

Included

Excluded

Read from

Other Project Import Other
Info Info Tracker Mobile

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

[Tl 2 - Suivey Complete

¥ Choose Task  for other options

Ernn

Summary & Cover Sheet

[ view Asbestos Data

Asbestos Summary —ﬂ

Photo File

Photos'\86363.jpg g

Approved By v |Date| 20042018 R

Lab Details

Quality Control (QC)

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

Validate Draft Final Version By =

Bulk Ceriificate Version By =

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

Send handset data back to the original handset(s)

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

If you select this option, there is no other information required.

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

If you select this option, then you must also specify the Unit ID of the handset to

[ ]

° Send handset data back to a different handset
can audit or check the entries of another.
which you are sending the data.

[ ]

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

Use this option if you wish to copy the survey data from one project into another
project. You might, for example, want to copy data from one project to another if
the projects are expected to be almost identical, such as for flats in the same
building.

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

LIS TUVEVE T 2 - Suivey Complete

‘Summary & Cover Sheet

WH Choose Task | for other optiens

[~ Select

I

Copy Data to New Project

Create Initial Findings Email

Create Re-Inspection Project

Delivery View

Edit/View Photos

Edit/View Samples

Edil’View Suspect ltems

Enter Fibre Analysis

Export Dala

Move Data to another Project

Plan Holspois

Receive Data from another Alpha Tracker
Receive Re-inspection from another Alpha Tr:
Re-use Survey Data

Send Re-inspection to another Alpha Tracker
La Send Re-Inspection XMLs to Handset

Send Survey to another Alpha Tracker

ol View Sample Overview

View/Tidy Duplicate Non-Suspecis

Is the client doing the re-inspection?

—Re-Use | R Details
Type Send handset data back o a new handset and project number ¥
Unit ID Dan Darkin (StartLenovo) v
Project Number A-00169 -

acker

oK Cancel
Validate Draift Final Version
Bulk Cerfificate Version

By

By

(You will only see the Is the client doing the re-inspection? question if your system
is set up for client-specific Tracker Mobile apps and this enables the data to be sent

to the client-specific app.)

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

down.

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

data to remove any possible duplicates.
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7.4

Moving data from one project to another

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

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

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

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

Move Data to another Project x

Project Number/Survey ID:  T-56583/80258

Bullding

surveyor/Date (opticnal)
v

Project Mumber

Bullding

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

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

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

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

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

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

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

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

2. Click the Choose Task button, select “Copy Data to New Project” and click OK.

The copying begins immediately, and a message is displayed when the new project has
been created and the data copied. For example:

start-3.co.uk says

Mew Project has been created and Survey data has been successfully

3. Click OK to acknowledge and remove the message. The new project is displayed on the
Project screen.
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8.1

ENTERING LAB RESULTS

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

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

Entering external lab results manually

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

1. Search for and display the survey project in Alpha Tracker.

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

3. Click the Choose Task button, select “Edit/View Samples” and click OK to display the
samples in the survey data captured for the project.

Note that you can also use the “Enter Lab Results” option from the Survey Quick Start menu to
display the survey samples quickly.

4. Filter the survey data as required, eg to show only specific sample numbers, by using the
search criteria at the top of the screen, or simply ensure the samples are displayed in
Sample Number order (click on the Sample Number column heading if necessary).

5. Select from the dropdown or type into the yellow Identification field to enter the
analysis results as received from the laboratory.

The Asbestos Type and Material Score are automatically completed according to the
asbestos identification selected. If multiple asbestos types are identified in the analysis,
type these in separated by a comma (eg “Crocidolite, Amosite”) — the details from the
highest scoring type are used.

d

Ensure that you tab out of the last Identification field before saving so that all the scores,
including those for the last sample, are set.
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6. Save any changes you have made to the survey data by clicking the Save button and
then close the Sample Survey Data screen.

7. Complete the Date of Analysis field in the Lab Details section of the Survey Details
screen with the date on which the lab analysis was received. If appropriate you can also
complete who performed the analysis in the Analysed By field and the certificate
number in the Certificate Ref field.

8. Click the save record icon at the bottom of the screen to save the changes you have
made to the survey and then close the Survey Details screen:

8.2 Entering fibre analysis

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

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

’ start )

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

A fibre analysis record is created for each sample in the project if they do not already
exist. The Fibre Analysis screen then opens with a list of the fibre analysis records
displayed on the left, for example:
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/ If your permissions allow, you can also access the fibre analysis records by selecting the “Enter

Fibre Analysis” option from the Choose Task list on the survey. A message informs and stops
you if you do not have the necessary permissions. Alternatively, you could work from the Lab
Project List.

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

Fibre Analysis Record ID

Sample No.

Site Name

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

Sample Description.

There may also be other location or reference details displayed.

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

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

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

type your own reference in the Other Ref field if needed

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

record your start and end times for both stereo binocular and PLM microscopes in
the four date/time fields.

There may be other fields present too, depending on how your system is configured, for
example you may have a field for Physical Appearance. The only mandatory field in this
section of the screen is the Analyst’s Assessment.
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/ Many of the fields on the Fibre Analysis screen can be renamed to suit how your lab works;
some can also be hidden.

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

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

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

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

You can enter your analysis results in the following ways:

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

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

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

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

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

€& 2 points sofar today...

Owerview | Analysis

Keyboard Mode

Analysis: Not Complete
1 Blus-grey

2 Green

Sample Prep 1  Acetone BOOO0O0 b 4
Initial Appearance 2 MMMF OmOOd X
RI Liquid 3 164 OOomOod X
Birefringence 2 Medium OO x
Morphology D D

Appearance 45 Polariser DDDD

Angle of Extinction (]|

The cross allows you to clear the selected values.

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

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

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

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

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

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

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

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

&

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

Save the fibre analysis record by clicking the Save icon.

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

. If the same analysis is recorded more than once, then the duplicate is not
displayed.

. Similarly, a ‘No asbestos detected’ or ‘Inconclusive’ analysis result is not displayed
if there is also a positive asbestos identification made —in this case, only the
positive identification is displayed in the Full Analysis field.

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

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

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

You can also use the Sub Contracted tickbox in combination with the validation so that if
it is ticked the validation is switched off. This allows users to save just the analysis as
everything else is greyed out. If it is not ticked then entries must follow the validation.
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If there are any errors in the data, for example, if two NAD analyses are required and
only one recorded, or the data fails validation, then the record is not saved and a
message is displayed at the top of the screen or by the relevant field.
8. Click the next record in the list on the left to move on to the next sample.
You can see your progress through the samples in the project by reviewing the list on
the left. The identification of each analysis is displayed where one is recorded.
9. Repeat steps 3 — 8 to record the analysis results of the next sample and continue until all
sample analysis results for the project are recorded.
If there is a discrepancy between the Surveyor’s Assessment of the material and the Analyst’s
Assessment then the system can act in different ways, depending on your procedures and
how Alpha Tracker is set up. It may, for example, simply send an email notification or it may
substitute the Analyst’s Assessment for the Surveyor’s in the survey data.
8.3 Setting default fibre analysis settings
There is an optional facility within Alpha Tracker that allows you to back fill fibre analysis
results so that you need only enter the Analysis, eg Chrysotile, and other fields are
automatically completed. If the setting has been activated for you, you can set the default
backfill values for each Analysis and use them to enter results quickly.
To set the default backfill values:
1. Complete the fibre analysis fields as normal, selecting the appropriate values for the
“ideal” or “normal” settings for your chosen identification.
You might, for example, set the following values for an analysis identification of
“Crocidolite”:
. Morphology — Straight
o RI Liquid —1.70
. First Order Red Tint — Length fast
. Birefringence — Low
. Pleochroism — Blue-grey
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e  Colour Perpendicular Polariser — Blue
e Angle of Extinction — Straight
e  Colour Parallel Polariser — Blue.

2. Select the appropriate analysis, eg “Crocidolite”.

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

Analysis: Crocidolite Default

u

X X X X X

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

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

To use the default backfill:

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

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

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

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

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

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

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

8.4 Updating the survey with results

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

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

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

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

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

° Identification
e Asbestos Type
° Material Score.

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

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

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

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

/ Note that your report templates may be set up to include the generation of the bulk certificate
so that you do not need to generate it separately.
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1 - Survey Setup | 2 - Survey Complete

Summary & Cover Sheet

Bl Choose Task | for other options

{non-suspact) P s sP
b. 5 - - 0 View Asbestos Data
a 1 (1 positive) | 2 (2 positive) | 1
Photo File
Photos'34030 jog =
Approvad By Judy Key v| Date| 2000201 BB

Lab Details

Date of Analysis| 10/08/2018 BE | Analysed By| Kim Evison

Certificate Ref

Quality Control (@C)

|

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

§

Walidate Draft Final Version |3 By | Dan Darkin

Bulk Certificate Version By 5]

8.5 Entering analysis results by a remote lab

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

The external lab will require their own login details. They will then be able to see a list of
projects that you assign to them by using the Lab field on the Survey Details screen.
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www start-software co uk
Logged in as Lab 3. Welcome!

& | Home TG

e Records: 65
Search Menu Search for: Search || All
. Project Number Lab a

#  N-30037 Lab3 v I Enter Lab Results I
A Remote Lab

T-00215 Lab3 v | EnterLab Results
Project List
T-00243 Lab3 v | EnterLab Results
T-54280 Lab3 v | EnterLab Results
T-55985 Lab3 v | EnterLab Results

FirstPrev1234587 of THextLast 10 v |Records per page

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

R TP B Enter Lab Resums for 20037 <

Search

Sample Humber

Ciear Search Cateria Searsh

Focords 1

I PhotoFile Closewp  Approach  Matesial Codo Deseription Sample No. Product Type Condiion Surtace Treatment Descaiption Idendificaion  Asbesios Type Maiarial Score Priority Seors & Total Risk Seore

B 1 17T T WY ¥ 1 T

10 v Reeomds perpage

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

8.6 Checking analysis results

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

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

2. Enter the date for which you want to check analysis and click Search to display a
summary of analysis records for that date.
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Y| Lab Check Resukt
Search
Date ez BB

Clear search Criteria search

Records |
Refresh

| Overiimit Samples I I Underlimit Samples. |
Analyst Summary ETotal Points + QC Points ¥ Samples Over Limit
GChecked  HRequired | Marked JChecked  KRequired  LMarked

Key:

Iy ted
ples analysed by this person on the date selected
person on the date selected

d by
B Points total from the
 samples checked by
ve samples checked by this person on the date selected

s =D
F samples analysed after dally Imic reached
G This analyst's Samples already checked by another analyst (= 40 points)

t checked (> 40 points)

JThis analysts samples alreaty checked by another analyst (< 40 points)
K 5amples needing to be checked {< 40 points)

L samples marked for checking but not yet checked (< 40 poinis)

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

To the left of the Select Samples button, columns G, H and | show details for overlimit
samples, ie samples analysed over 40 points — how many checks are required (G), how
many samples have been selected for checking (H), and how many checks have been
completed (1). If the number checked is less than the number required, it is highlighted
in yellow.

| Owerlimit Samples |

G Checked H Required | Marked

To the right of the Select Samples button, columns J, K and L show the same details for
underlimit samples, ie samples analysed under 40 points.

To manually select the samples to be checked:

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

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

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

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

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

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

G Checked H Required I Marked

select
samples

Click Enter Check Results to open the screen listing the samples to check.

Enter Check Results x

Refresh | Records: 1

I Project Number Sample Number Analysed Date
LA MN-30147 5 18/11/2020 Enter Check

10w  Records per page

Work through each sample in turn.

Click the Enter Check button. The Fibre Analysis screen opens with the original analysis
and some other fields blacked out.

Record your check analysis in exactly the same way as you would for a normal sample
analysis, recording full analysis details using as many Analysis tabs as you need. All
details from the original analysis are hidden.

When you are doing check analyses, the tab numbers follow on from those of the
original analysis and the names display “(Re-check)” after the number.

Save your analysis when it is complete.

The Re-check Analysis field is completed with your analysis results. If this is the same as
the original analysis then the Correct Analysis - Original radio button is selected.

If the result is different to the original analysis then the Re-check Analysis is displayed
with a line through it and the Correct Analysis - Dispute radio button is automatically
selected. An email is sent out to the Lab Notifications email address if the analysis is
disputed.

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

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

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

LU Lab Check Result
Search

Date nozon BB

Clzar searcn criteniz search
Records: |

Refresh

| Overlimit Samples | I Underlimit Samples |
Analyst Summary E Total Paints + QC Paints  F Samples Over Limit
GChecked  HRequired | Marked JChecked  KRequired L Marked

A samples Analysed - QC Samples
B Points - QC Points

C samples checked
D Points Checked

8.7 Resolving disputed analysis

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

1.

3.

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

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

Home | Resolve Disputes 9§

Records: 1

Search for: Search | All

ID Project Number Sample ID Analysed By Analysed Date Original Analysis Checked By Checked Date Re Check Analysis

/107 D-00024 002 241092015 Actinolie 24/09/2015  Amosie, Actinoile [T RUSTRREETH

10 v Records per page = Resolve Dispute - Fibre Analysis

Project Number: D-00024
sample Number: 002

Analysed By: Dan Darkin
Analysed Date: 24/082015 4
Griginal Analysis: Actinolile

Checked By: Dan Darkin
Checked Date: 24/09/2015
Re-Check Analysis: Amosite, Actinolite

Resolution
® original ' Re-Check  Dispute

X H

Alternatively, click View Details to display the full Fibre Analysis details and resolve the
dispute there by selecting the Correct Analysis — Original or Correct Analysis — Re-Check
radio button. Save your changes.
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8.8

Searching for lab analysis records

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

To display the Lab Project List:

1.

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

e m
=
i Gl Clanitame St Open P
e
o
™
o

arisky Anistysed | Mot Analysed | Samples Only | A1

Froject Humber Clent 1D Hams 3its Hame Tree

e _
Law Prisrity 0 2 2 2 0
Mediuen Priocity o . . i o

High Praray 1 [ 1 1 [l

ToANE : Survey 180372020 Mition Prioity 0 0 0 0 0

ToANE Miction Bricity o s s s o

ToANE 0 2 2 2 o

ToANE Mition Prioity 0 7 7 : 0

ToANE o 1 1 o 1
Tatal 1 s 7 )

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

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

To display the Fibre Analysis Records screen:

1.

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

o

Search
D Frecttumber  Ssmplshumbs  SunsytemlD  Ansysis fnsiysedBy Analysed Date
From: &
v| (o BB i)
Clesr Ssarch Craris Search

Refiesh | Records: 55

EistPrev123458cfGNeskast | 10 ¥ |Recordsperpage [

1D Project Number SampleNo. Survey Item ID Surveyors Assessment Analyst Assessment Analysed By AnalysedDate Checked By CheckedDate CorrectAnslysis Analysis  Overlimit
’ 5247 T56324. 2 Plasterboand DanDarkin 280172020 onginal Chysole

View Fibre Analysis | 5251 T-58325 1 Stuminous Product  Dan Darkin 301012020 Griginal NAD

View Fibre Analysis | 5252 T-60325 2 Cement Froduct DanDarkin ~ 30:01/2020 Griginal Amosite

ViewFibve Analysis | 5253 T-66327 1 Stuminous Froduct  Dan Darkin 3010172020 Griginal NAD

ViewFibre Analysis | 5254 T-58327 2 Tedtursd Cosing  DanDarkin  3001/2020 Orginal Chryscsie

View Fibre Analysis | 5253 68328 LT} Insulsting Board Insuisting Beard DanDarkin 101022020 Onginal Amesie

View Fitre Analysis | 5258 T-58328 2 aaus Insulaticn Insulstion DanDarkin 100272020 Griginal NAD

View Fibes Analysis | 5257 T-58330 1 Friction Material DanDarkin 200212020 Griginal Amesite 4

View Fibre Analysis | 5258 T-60330 2 Friction Material DanDarkin 2010272020 Griginal Amosite

View Fibre Analysis | 5250 T-66330 Friction Material DanDarkin ~ 20:02/2020 Griginal Amosite

2. Enter your search criteria in the top part of the screen to filter the list. This screen allows
searching by, for example, sample number, analysis and analyst name.
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8.10

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

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

Displaying a summary of the lab analysis

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

Searen | a1

ID FrojectNo. LabRef Client/D SitzName Sample No. BatchNumber  Lab  Booked InDate BookedInBy Analysed Date Analysed By Foints Full Analysis Material Description Reported Comment Non Reported Comment

+ 2514 NOOS28 00005 44 Well Street 501 TESTKO! 2110112015 DanDarin 2 Amosite Brick / Block
2515 N00528 00005 44 Well Street 502 TESTKO1 2110172015 DanDarkin 2 Chiysofie  Demountable parttions,
2516 N00528 00005 44 Well Strest 503 TESTKO! 2110112015 DanDamin 2 NaD Briek

10 v |Recordsperpage ]

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

Displaying Lab warnings

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

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

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

To display the Lab warnings:

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

Home || LabWarnings X
Search
Date Analyst Warming Paints
From: To:
B ® v
Clesr Search Criteria Search
Records: 307
D Date Analyst Warning Points
. 301 01/06/2015 [eEERaEtEn) bl User updated record after the analysis has being recorded
302 01/08/2015 Dan Darkin ¥ | 7 points so far todsy. 7
303 01/06/2015 | Dan Darkin v | Userupdated record after the analysis has being recorded
304 01/06/2015 | Dan Darkin v | 7 points so far todsy.. 7
305 01/06/2015 | Dan Darkin ¥ | 7 points so far today.. 7
306 01/06/2015 | Dan Darkin v | 7 points so fartodsy.. 7
307 01/08/2015 | Dan Darkin ¥ | 9 points so far today. a
First Prev 22 23 24 25 26 27 28 2030 31 0f 31 MextLast | 19 ¥ Records perpage
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2. Scroll through the list or use the Search fields at the top of the screen to see the
warnings that have been issued.

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

8.11 Checking the audit log

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

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

8.11.1 Inspecting the audit log for individual records

To display changes made to a selected record:
1. Display the required fibre analysis record on the Fibre Analysis screen.

2. Click the Audit button in the bottom right corner. A list is displayed.

Audit x
Click here to search...
Date Modified w User Record Action Notes
211052020 09:07 Dan Fibre Analysis Edit
21052020 08:00 Dan Other Test Edit
10w FRecords perpage

This list shows the sessions during which changes were made, who by, when and a
summary of the action.

3. Click on an underlined Date Modified entry to display full details of all changes made
during that session on the Audit Details screen.
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Audit Details x
Records: 1
What changed From To

10 W | Records per page

8.11.2 Querying the full audit log

To query the full audit log:

1. Select “Fibre Analysis Audit” from the Lab menu. The Fibre Analysis Audit screen is

displayed.
Search
Date Modified Praoject Numbar Sampla No. User ID
From Tar
i &
Clear Search Criteria Search
Date Modified w User Fibre Analysis ID Project Number Sample No. Record Action
< 24M12020 12:45 Dan 7315 T-00723 [ 11 Fibre Analysis Edit
281072020 11:10 Judy 8561 T-80310 004 Fiore Analysis Edit
28M0/2020 03:25 Leaanne 3556 T-20808 003 Fibre Analysis Edit
28/10/2020 03:24 Leanne 8558 T-80808 002 Fibre Analysis Edit
2811072020 03:24 Laanne 8557 T-80208 004 Fiore Analysis Edit
Z28M0/2020 03:24 Laanna 3657 T-20808 004 Fibre Analysis Edit
28/M10/2020 03:24 Leanne 8557 T-80808 004 Fibre Analysis Edit
28/10/2020 03:23 Leanne 2558 T-00806 002 Fibre Analysis Edit
281072020 03:22 Laanne 8555 T-20808 00z Fiore Analysis Edit
28/10/2020 03:21 Leanne 8555 T-80806 00z Fibre Analysis Edit

FirstPrev 1224567 29 10 of 24 MNext Last 10

v Racords par page

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

username (this is the login username).

3. Click on an underlined Date Modified entry to display full details of all changes made

during that session on the Audit Details screen
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Full Analysis

Analysed By

Analysed Date

Lab Used

Analysis 1 Sample Frep

Analysis 1 Analysis Crocidolite

Analysis 1 Infial Appearance Inrganic

o e
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9. USING BULK SAMPLE PROJECTS

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

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

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

9.1 Creating a Bulk Sample project

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

& Refer to 4.1, Creating a new project, for details on how to create a new project.
If the project type of the new project is “Bulk Sample”, then a Buildings and a Samples button
are available for you on the New Project tab to specify details specific to the Bulk Sample
project.
. start
-2 [ ——
= Project Ooene: 2 1 ::'
) & e m
=8 —
=
” X
To set up the additional details for a Bulk Sample project:
1. Ifrequired, click the Buildings button to display the Buildings screen for the current
project.
Eabie W e | || | |
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2.  Enter the details of the buildings included in the Bulk Sample project into the blank rows
marked with an asterisk. One building is automatically set up for you from the site
information. Click the Save button to save the building details and then close the
Buildings screen.

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

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

Date Samples Received v | | 13082014 B
2. Project Complete

Date Analysed B ansiysed By v
B8

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

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

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

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

9. On the Sample Setup tab, for each sample supplied, record the sample number, location
and material of the sample in the Number, Location, Iltem and Material fields to build a
list of the samples included in the Bulk Sample project.
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10.
1.

12.

1. Overview 2. Sampie Sews | 3. Enter Fibro Analysis| & Lab Analysis Check 5 Results
N,
o Sampie  Addisonal —
Humber  Cliens et
o o e
B9 e sz || | o
H 49 o | e
H 49 - - M
H 49 - - -
H 49 - . M
H 49 - » -
H 49 . . .
HY . - .
H4Y - - -
H 9 - - -
H 9 - - -
H 9 - - -
* H 9 - P -
H 9 - - -
C) - . .
H 9 - - -
H 9 - - -
H 9 - - -
H 9 - - -
H 9 . . .
H 9 - - -
H 9 - - -
¢ B9 | - . .
hatracker/TabbedUl_MainMenu.asws

Save the sample details that you have set up.

Click on the Enter Fibre Analysis tab if you intend to record analysis results straight

away.

—
| Bulk Sampie A

1. ODwerview | 2. Sample Setup || 3. Enter Fibre Analysis | 4. Lab Analysis Check | 5. Results

Click here to enter fibre analysis: | Enter Fibre Analysis

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

the analysis results.

Fibre Analysis - 4

Records: 3

ID Project Humber Sample ID

Analysed By  Analysed Date

+ 1335 T.00057 s01
1228 T-00057 502
1337 T-00057 s02

10 v Records parpage

IHOSETE

Kim Evison ¥ | 19/05/2014

Kim Evison ¥ | 18/05/2014

Analysis

Cligk to record fibre snalysiz

Click to record fibre analysis
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9.2

Recording Bulk Sample analysis results

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

results for Survey projects.

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

9.3

Loading the Bulk Sample analysis results

When you receive notification that the Bulk Sample analysis results have been recorded, you
can load the results into the project record so that they are available for inclusion in reports.

This task is often an administrative task, not one done in the laboratory.

To load the Bulk Sample analysis results:
1.  Search for the required project and display its project details.

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

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

Home || Project-T-56582 3¢ | RS TR T8 -

1.Overview | 2. Sample Setup || 3. Enter Fibre Analysis |[ENECY SRS 0| 5. Results || 6. Register

Records: 3

10w |Records per page

D Sample No. Full Analysis Analysed By Analysed Date Checked By Checked Date

f;\:’ l 1 Ia::ncl te, Chrysotile l Dan Darkin vl 08/09/2C m l vl ml
5016 2 Actinalite, Chrysotlle Dan Darkin v | | osroorzc ~ i
MIRECEN | v B

4. Click on the Results tab to display the lab results with the appropriate boxes ticked for

each sample. If they are not displayed, click the Load Results button.

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

Load Results version

Issue Reason/Log

Gener produced By ~
Records: 3
Sample No. NAD Crocidolite  Amosite Actinolite

Chrysotile Anthophylite  Tremolite

s 1 L] L} L] a L} L} -

2

El

10w |Records per page

5. On the Results tab, click the Generate Certificate button to produce the Bulk Certificate

report for the Bulk Sample project.

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

amend certain fields and when.
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The Issue/Reason Log link opens a dialog in which you can record details of reasons for

reissuing certificates.

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

9.4

Receiving bulk samples via the Client Portal

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

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

1.

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

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

a0 w1202

am 1wz

am 2uma0ts

am 20t

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

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

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

Analyse the samples and record the results as usual.

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

10.1

PRODUCING THE SURVEY REPORT

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

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

Checking the survey is complete

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

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

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

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

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

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

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

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

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

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

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

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

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

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

[N] All samples and x-refs are numbered? — Ensures a sample number is present for all
items with an S or X approach.

[O] Asbestos types are consistent for all materials? — Reports if a material is present in
the survey data with more than one asbestos result, for example if Textured Coating
items are present with both Chrysotile and NAD results.

[P] Single location name per location number? — Checks that a location number hasn’t
been given more than one name.

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

[R] Drawing files exist — Checks whether drawings have been uploaded for insertion into
the report.

[S] Certificate files exist — Checks whether plans have been uploaded for insertion into
the report.

You can run these checks either from the Survey Details screen or in a more interactive
fashion from the Survey Data screen using the hi-tech Alpha Validator.

All validator checks are advisory only, so you can decide to accept or ignore “failures” and still
continue to produce a report.

10.1.1 Validating from Survey Details

To validate survey data from Survey Details:

1. Search for and display the survey project.

2. Click the Survey Details button to open the Survey Details screen — or click the
underlined Project Type for the project on the Project list screen. The Survey Details
screen is displayed, for example:

1 - Survey Setup 2 - Survey Complete
Survey ID 75405 Included / Excluded Areas
Read from Buildings

Survey Type Example Management A
Lab v Included

)
Specia
Requirements y Excluded

s
Hole s oSunrsvad Other Project Import Other Read from

. Info Info Tracker Mobile

3. Click on the “2 — Survey Complete” tab to display it.
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Asbestos Summary

Photo File

Approved By Judy Key

1- Survey Setup | 2 - Survey Complete

8 Choose Task | forother options

e

Photos\81180.jpg

O view Asbestos Data

=

v |ate| 050812010 BB

Lab Details

Quality Control (C)

Validste | Draft Final

Bulk Cartificate

{cick Validate to check your data before producing the repart)

Versian

Version

1 By | Dan Darkin =

By, [_J

4. Click Validate to run the validation checks. These checks can also be set to run
automatically when you request a report.

A message informs you when the checks have completed. Click OK to close the message.
The validation results are displayed.

recommendations?

material scores?

pricrity scores?

materials?

Test Result
[A] Data Present? Yes - 13 item(s) in total
[B] Front Page Photo taken? Yes - location 000 record found
[C] All items have buildings? Yes - all items have associated buildings
[D] All samples analysed? Yes - all 5 and X records have been analysed
[E] No duplicate samples? Yes - no samples duplicated
[F] All no access rooms have reasons? Yes - notes recorded in all no access rooms
[G] All itemns have surveyor and date? Yes - all items have surveyor and date
[H] All suspect items have photos? Yes - all suspect items have associated photos
L A 1y ST S i ST 2 Yes - all asbestos samples and presumed items have recommendations

[J] All suspect items have close-up photos? | Ye:

[¥] All presumed or confirmed items have
[L] All presumed or confirmed items have Mo - 5 ashestos item{s) with no priority score - X2 NAD [80783], $1 Chrysotile [80784], 52 NAD

[M] All suspect items have sample notes? Yes - all suspect items have sample-specific notes
[M] All samples and x-refs are numbered? Yes - all §, P & PS5 items have sample numbers

[O] Asbestos types are consistent for all

[P] Single location name per location

number?
Lﬂg}:;::;::s oonstae Yes - all no-access rooms have notes/reasons
Validate Draft Final | Wersion 21 By | Dan Darkin =

Bulk Cerificate ersion 2 By | Dan Darkin =

- all suspect items have close-up photos

w

Mo - 1 ashestos item(s) with no material score - SP [80796]

[80787], P Amosite [80793], SP Cracidolite [80794]

Mo - 1 material(s) with inconsistent results - SPC {2 asbestos Type scores)

Yes - locations are correctly named

The tests applied are listed in the left-hand column and the results in the right-hand
column. All “passes” are displayed in green and “failures” in red.
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A data_check.htm file is created and stored in the project folder each time you run the
validation checks. This is backed up and renamed _1, _2 etc like other generated files to
provide a history of data validation checks run.

If there are any red results from the validation check, display the survey data and correct
as necessary. The text of the results should indicate the problem record(s).

Re-run the data validation checks until you are happy the survey data is complete and
the report is ready to be run. The validator checks are advisory only, so you can decide
to accept or ignore “failures” and still continue to produce a report.

10.1.2 Validating from Survey Data

The new hi-tech Alpha Validator feature works from the Survey Data screen to help you
ensure that survey data is properly complete as you are checking/editing the data. It also
saves you from having to return to the Survey Details to re-run validation after making
changes.

If you want this validation to run automatically whenever survey item changes are saved, then
the setting “Should Alpha Validator automatically run after each Survey Item is saved?” needs
to be set to yes. Alternatively, you can run the validation on saving data for a particular
project, or completely manually, by clicking the new buttons in the bottom right of the Survey
Data screen.

To validate survey data from Survey Data:

1.

Search for and display the survey project data. For example, search on the Projects List
then click the mobile icon to jump directly to the survey data for this project.

Click the Validate button at the bottom of the screen to run the validation manually.

Any fields with an issue are outlined in red, as well as the green and red validation
results being displayed. In this example, the selected record has no close-up photo, no
sample notes and no priority score:
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In addition, you can see that other records require your attention as they are marked
with a red validation icon as having failed this validation in the list so that you can easily
identify the records that need fixing.

For example:

Cliok hare fo ssarch_

Show Drliown | Balresh Reconds: 7

Suspect lams | Mon-Suspoct toms | A0

Datn

2412020

Euliding Floor Looation Looation Dwes e

4020

Tast St 1 indemal wall

§= [0 9076 24102020 TestSie1 O oo Raception Wl
D E90TT  24M12020 TestSia 1 o oo Racaption Cailng
[ 209078 2412020 TestSia1 0 o1 Feacaption Floar
O 2073 2412020 TestSita1 0 oo Extarmal
10 Wt | Recorss per page
W[ i Laad Fibre Auln Casafn | | Came-i Find & Fix Fhaln
Araiysis | | Mumbar hems Locatoes | | Repiace | | Flenames

Jrr— sampis

3 1 ME T A
com
com
[
Wide) || Dakle || QR Coda X
Uniida | | Sukctod | | Lanas | | Buldings =

Material Todel Boome
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3.
4,

Tick the Validate on save? button.

validation will now re-run.

Make changes to the data to correct the issues. Whenever you save the data the
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10.2 Generating the survey report

To generate the survey report:

1.  Search for and display the survey project.

2. Click the Survey Details button to open the Survey Details screen — or click the
underlined Project Type for the project on the Project list screen. The Survey Details
screen is displayed, for example:

1 - Survey Setup | 2 - Survey Complete
Survey ID 75480 ’ s
Read from Buidings

Survey Type Example Managemant v
Lab v Included

s
Special
Requirements Excluded

A
SRS Other Project |  Import Other Resd from

A Info Info Tracker Mobile
1
3. Click on the “2 — Survey Complete” tab to display it.
|
1 - Survey Setup | 2 - Survey Complete
B Choose Task | for other options
Asbastos Summary “[nansusuem —NQ feoes E 0 view Asbestos Data
Photo File
Photosi81180.jpg =
Approved By Judy Key v |Date| os0m201 BB
Lab Details
Quality Control (QC)
(click Validate to check your dats before producing the report)
Validate Draft Final Version 1 By | Dan Darkin =
Bulk Certificate Wersion By =
4. Ensure all required details are present for the project. For example:
. Summary & Cover Sheet
- ensure summary details are present showing that results have been entered
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- Front Page Photo and Photo Filename should show the filename of the
photo you want to appear on the front page of the report

—  Approved By and Approved By Date should show the name of the member
of staff who is authorising the report and the sign-off date (depending on
your procedures you may not complete this until a draft report has been
authorised). If the “Sign Off Report” button is present you can use this to
complete both fields. Security settings restrict the use of these fields and
button to users in the Superuser and Quality groups. Furthermore, only the
names of users who are in the Quality group will appear on the dropdown list
on the Approved By field.

It is possible to configure your Alpha Tracker so that entering a date in the
Approved By Date field prevents the production of any further reports for the
project. A system setting controls whether document production is stopped. If it is
switched on, the Produce Report buttons are greyed out when a date is entered.

. Lab Details

- Date of Analysis — the date on which lab analysis was received

- Analysed By — who performed the lab analysis

- Certificate Ref — the reference number of the certificate if appropriate
e Quality Control

- Quality Control Date, Name and Notes if appropriate

You can also check the survey data is tidy, accurate and complete by using the options
available from the Choose Task button. These options give you different ways of looking
at the survey data so that you can filter out the data you do not want to work with, for
example you can:

e show only samples (approach S)

. show all survey items

e show only suspect items (approach S, SP, P and X)
. display only photos

. display a list of duplicate non-suspect items which you can amend or delete from.
Click the Draft or Final button to begin document generation.

The difference between the Draft and Final buttons is in the naming of the filename. The
draft report has “DRAFT” at the front of the filename so that it is clear that this file is a
draft report and this also prevents the file from appearing on Tracker Web Server by
mistake.

Draft status can easily be removed from a file by clicking the “Remove Draft Status”
button on the Documents list.

The naming of the filename can be controlled by system settings to include the project’s
site name and/or the survey type.

Note that validation may be set to run automatically when you request a report. Also, if
the Draft and Final buttons are greyed out, you should check that you have selected a
Survey Type for this project on the “1 — Survey Setup” tab. The Survey Type is needed to
determine which template to use when generating the report.

When the report has been generated you will receive an email notification with the
report attached. The report document and PDF will also appear in the Documents list
which you can view by clicking on the Open Document Folder icon.
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/ You can produce the report any number of times. All previous versions are saved as numbered
backups.

10.3 Viewing and editing the report

When a report has generated, you receive an email notification which has the report as an
attachment. The report is then also available for download to your PC from the Documents
folder. You can edit the downloaded report and, when it is complete, upload the report again.

You can also upload other documents to the project folder such as certificates and drawings,
automatically storing them in the correct subfolder. And a Delete button lets you delete files
that are no longer required from the project folder.

To view and edit the report:
1.  Search for the survey project.

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

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

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

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

2. If you wish, click on the required project number to open the survey project.

Home | Project-N-00022 2

[~ Preject

Project Number | N-00022

Client The Client Company -

v | | Project Staff

Account Manager | Dan Darkin v

Site Name The Msin House ~ | Site Reference | 0847

Project Type Survey ¥ | | SurveyDetails | Buildings Contacts & Addresses

Estimated Total |, ..
Project Value o

Status In Frogress v NotesiOther Info

Ld Duplicate Project
L[g] = o i

3. Display the Documents by clicking the Open Document Folder icon at the bottom of the
Projects screen or on the appropriate row of one of the list screens.
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—_— .~
I I T KT
Filename Size Created Last Modified
5 20141112 20141112 Delete
[ 3391809 B2 1016 10:16

1% 33018 2jpg

[ 33919 pg

[ 33920 jpg

[ 33920 2jpg

= 33021jpg

27603

25626

34087

62153

16016

2014-11-12 2014-11-12
10:16 10:16
2014-11-12 2014-11-12
10:16 10:16
2014-11-12 20141112
10:16 10:16
2014-11-12 2014-11-12
10:16 10:16

2014-11-12 2014-11-12
10:16 10:16

Delete

Delete

Delete

Delete

Delete

4.  Find and click on the underlined project report that you want to review. The document
is downloaded to your PC.

A search field at the top of the Documents screen helps you quickly find the required

files. Simply type part of the filename in the Search field to filter the list.

You can also sort the displayed files by using the blue sort buttons at the top — clicking
twice on the Modified button, for example, puts the latest document at the top of the

list.

Files that can be previewed display a small magnifying glass next to the filetype icon —
click on this to preview the file without downloading it.

T

Filename

5 46353p0

B data_checkntm

data_checkhtm.backup 1

+ [ N-00532 e-nnovation Centre Example
Management Survey Report.doc

<[l N-00532 e-Innovation Centre Example
Management Survey Report pdf

Size

13396

3334

3334

180736

367788

Created Last Modified

2015-02-04
10:07
2015-02-04
09:56

2015-02-04
09:56

2015-02-04
11:36

2015-02-04
11:36

2015-02-04
10:07
2015-02-04
10:08
2015-02-04
09:56
2015-02-04
11:36

2015-02-04
11:36

Le]

Delete

Delete

Delete

Delete

Delete

You can also download all files in a folder in one go as a ZIP. Click the red button in the
top right-hand corner of the document folder to start the all-files.zip download to your

PC. There is a setting that lets you choose whether subfolders are included in or

excluded from the downloaded zip file.

5. Open the report in Microsoft® Word on your PC and edit the content as required.

6. Save the amended report and PDF it if required.

7. Upload the amended report.

In the Document folder:

. Ensure Upload files to is set to the correct destination. By default, it is set to the
main folder, but if you want to upload files to a subfolder you must select the

subfolder here.
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e Scroll down to the bottom of the files listed in the Document folder until you reach
the Drop zone.

. Either click in the Drop zone and browse to the files to upload, or drag and drop the
files onto the drop zone.

Don’t forget to update the status and milestones on the project to keep the project details up-
to-date. In particular, it is important to enter a date in the Report Produced milestone when
the final version of the report has been produced. A Show On Web tickbox is then available.
When ticked, the project and its reports become available on the Client Portal.

10.4

Uploading reports and other files

Uploading documents to the project folders is straight forward. You need only select the
destination (main folder or a specific subfolder) and then browse to or drag and drop the files
to upload.

If you save certificates and drawings as *.jpg files and store them in the automatically created
subfolders (eg Certificates and Drawings) it is possible for these files to be inserted
automatically into your reports. Single-page drawings and certificates can also be uploaded in
PDF format without needing to convert them to JPG first. If you do not use the named
subfolders, make sure that the filename contains the word “drawing” or “certificate” for them
to be recognised. It isn’t possible to mix and match file-types and the system will look for
PDFs before JPGs. So, if there is one PDF drawing the system will not look for any JPG
drawings. You could use JPG certificates however in the same document (as long as there was
not a PDF certificate).

To upload files:

1. Open the project for which you want to upload a file.

2. Click the Open Document Folder icon at the bottom of the Project screen to display the
files linked to this project. (This folder is also accessible from the Project List and the
Survey Details screen.)

-y

3. Ensure Upload files to is set to the correct destination. By default, it is set to the main
folder, but if you want to upload files to a subfolder you must select the subfolder here.
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/ 7-56063 - Documents &
Uploadfilesto  (main folder) A

Search

Filename Size Created Last Modified !)

[E greode private png 179 KB 2018-07-11 10:47 2018-07-11 10:47 Delete

B grcods_public png 241 KB 2018-07-11 10:47 2018-07-11 10:47 Delete

[ greode_site_private.png 159 KB 2018-07-11 10:47 2018-07-11 10:47 Delete

B grcods,_site_public png 221 KB 2018-07-11 10:47 2018-07-11 10:47 Delete

4. Scroll down to the bottom of the files listed in the Document folder until you reach the
Drop zone.

/ 756063 - Documents x

) greode site_public.png 221 KB 201807-1110:47  2018-07-11 10:47 Tk

'Drop frles to upload

(or click)

5. Inthe Drop zone, use either of these methods:

. click in the Drop zone, which opens a file selection window, and browse to and
select the files to upload

. open File Explorer, browse to the files you want to upload then drag and drop the
files onto the drop zone.

You can make use of subfolders in the project files if you wish. For example, photos can be
made to drop automatically into a separate subfolder. To do this you need the “Photo
Subfolder Name” setting to specify the name of the subfolder and for this also to be specified

in settings.xml in Tracker Upload Manager. The photos are dropped into the subfolder when
new data is processed from Tracker Mobile.

You can also specify a list of project subfolders to be automatically created by using the
“ProjectSubfolders” setting.
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10.5 Emailing files from the Document folder

You can email files from the Documents folder directly to your clients or to yourself by using
the envelope icons. You can do this from the Document folders on quotations and on

projects.

—/ Documents - T-56393 X
Upload filesto  (main folder) v

"R - | - | - ]

Filename Size Created Lh:csutjiﬁed @

DRAFT T-56393 - ek
C;pem-gen frin Eemph - A 424 64 2020-11-  2020-11-
Fﬂnagememt (Issue 3).pdf - & Ees Tl Remove Draft Status

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

-

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

~

—/ Documents - T-90911 X
Uploadfilesto  (main folder)
& - = N =
Filename Size Created Last Modified @
B T-90910 - 141 High
- = 2021-03-10 2021-03-10 Deleta
i:rﬁsrt— Management (lssue &y ~ 47421 KB 1015 1915

A window is displayed allowing you to choose who the email is to go to and to type a
message.
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—/ T-00911 - Documents x

Send to client
E£mall To
[<d

subject

Project Number: T-90911, Ref:, Site: 141 High Street

sody

The Email To and CC fields let you select from the Report Recipients or to type in an email
address. Tick the CC me box to automatically send a copy to yourself too. If you are using
Tracker Filer, simply enter your Tracker Filer email address in the setting “Tracker Filer Email
Address”, so that a CC Tracker Filer tickbox also appears.

You can also set the Subject and Body to prefill with standard text by using settings. You
might, for example, have “Project Number: {PN}, Ref: {Client_Project_Ref}, Site: {Site Name}”
to prefill the Subject line with the project number, reference and site name.

If the name of the selected PDF includes “DRAFT”, then you will see a warning. All emails sent
to clients are logged in the Access Log.

10.6 Hotspotting drawings

The Hotspot Editor is a feature that lets you annotate a plan or drawing with the survey items
from the project. It only works with “survey” type projects.

To access the Hotspot Editor:

1. Upload the required plans (as .jpg files) to the “Drawings” subfolder for the project.

You can open the project’s document folder, select the subfolder in Upload files to and
use the drop zone to drag and drop, or click and select, to upload the .jpg file(s).

2. Open the project and click the Hotspots button which is displayed in the row of buttons:

% i ﬁ %HG‘SPOE Duplicate

Alternatively, click Survey Details to display the Survey Details screen, click on the
second tab “2 — Survey Complete”, then click Choose Task and select “Plan Hotspots”.

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

— Plans Preview
i I ]
Plan/Drawing:

Plan2.jpg

Hotspots! | | Cancel

3. Select the required plan to preview it.

I Plan Hotspots X I
—Plans — P
Choose -
Plan/Drawing:

Plan2.jpg

Hotspots!  Cancel

4. Click Hotspots! to open the Hotspot Editor

Hotspes Ecitar

N-13132/Plan2.jpg

@ 2somin | @ 2Zoom out | ) Reser

Search
Select an Item then Shift + click to place iton the plan | | gene

hpproath

sar Search Criveria

Recoros; 2
MAG | Mosspots | Natsposs | a1

D e

[
Squire Trees 52
W e TTIT e e
v T

5 ¥ View Desais

x 4
pagy  SauelTress - s1

FirstPray 1 of | Nextlast | Al w Recordsperpsgs  Aumm colourcose

&) s &) roe B sargy P y—
) remoms B tosees ) Hegoe
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The list on the right displays the survey items for the project that you can place on the
plan. This consists of all survey items with an approach (eg S, P, SP, X, PS) and also No
Access items (NAG).

To place an item on the plan:

1.  Use the filters at the top of the list to reduce the size of the list as necessary.

For example, show only Sampled items by setting the Approach filter to “S” and clicking
Search, or show only items not yet placed on a plan by clicking the Notspots pre-set
filter button. (Notspots are not yet on the drawing, as opposed to Hotspots which have
already been placed on a plan.)

2.  Onthe list on the right, click on the survey item that you want to place on the plan.

A row of information is displayed below the item. For an item that has not already been
placed this is blank.

3. Hold down the Shift key and click where you want to drop the hotspot on the plan.

4. Click on another record of your choice, and place that on the plan by holding down the
Shift key and clicking where you want to drop the hotspot.

To move an item on the plan:

1. Click on the item on the list, or click on the tag on the plan so that the item is
automatically selected on the list.

2. Hold down the Shift key and click where you want to move the hotspot on the plan.

To remove a tag from the current plan so that the item can be placed on a different plan:

1. Click on the item on the list, or click on the tag on the plan so that the item is
automatically selected on the list.

2. Click the Remove from Plan button.
All tags when first placed on a plan are grey unless you specifically select a colour, meaning

that the item has no identification associated with it. Once identifications are known, you can
automatically apply colour-coding to the tags:

1. Click the Auto colour-code button at the bottom of the list to apply the tag colours
according to identification.

The screen refreshes and displays the coloured tags according to the key displayed on
screen:

Uncoloured Positive Stongly Presumed % Presumed

% Removed ® Mo Access Negative

To navigate the display:
1. Zoom the plan in and out with the controls above the plan.
2. Pan by holding down your mouse button.

3. Theitem details on the list on the right are clear and concise and include the item
photos. See scoring details and larger photos by clicking the View Details button.
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Hover on a hotspot to display brief details. Click on it to select the item on the right so
that you can move it, change its tag or access more item information. Or select an item
from the list and see the hotspot flash to show you where it has been placed on the
plan.

10.7 Sharing survey data

Survey data can be shared between linked Alpha Tracker systems enabling you to send
completed surveys to another Alpha Tracker where the data can be stored and reported as if
it had been created on the system.

You can:

send a report and its survey data to a linked system
receive a report and its survey data from a linked system
display which systems your Alpha Tracker is linked to
display details of transfers from or to your system.

10.7.1 Sending a report and its survey data to a linked system

When you have completed a survey and produced and finalised the report, you can choose to
send both the report and all the supporting survey data to a linked Alpha Tracker system. All
the data is sent to a holding server, from where it can be requested by the receiving party.

To send a survey:

1. Open the required project on the Projects screen and click Survey Details to display the
Survey Details screen. Click on the second tab, “2 — Survey Complete”.
2. From the Choose Task menu, at the top on the right-hand side of the screen, select
“Send Survey to another Alpha Tracker” and click OK. A screen is displayed for you to
enter details of the data transfer.
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Setup Transfer

D

Created

Sending Alpha Tracker

Receiving Alpha Tracker

Sending Project Mumber

Sending Site Mame

Re-inspection?

— Process Transfer

305
081042017 B
Demo

T-54213

123 Manor House

Motes/Mezzags

Delete

3. Select the Alpha Tracker system to which you want to send the survey from the drop-
down list on the Receiving Alpha Tracker field.

The project number and the site name of the project you are sending are displayed for
reference.

4. Click each of the Process Transfer buttons in turn to send the data. A progress bar
indicates the progress of the transfer and a message is displayed when the transfer is
complete. When the transfer is complete, you can then click the next button in the
sequence. The buttons are:

. Send Records — to send the actual survey data

. Send Photos — to send the photos in the survey

. Send PDFs — to send the PDF files in the project

. Send Drawings — to send the contents of the Drawing subfolder.

The data is copied to a holding server, where it waits to be requested by the recipient.
/ If there are PDFs in your Project folder that you do not want to be included in the transfer, put

them into a sub folder of the main Project folder. It is only PDFs in the main Project folder that
are included in the data transfer.

5. Write a message, if required, to the recipient of the survey in the Notes/Message box.
6. Click Save to save the transfer details and close the screen.
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10.7.2 Receiving a report and survey data from a linked system

If you are receiving survey data from a linked Alpha Tracker system, then you need first to set
up a project and survey in your Alpha Tracker, into which to transfer the data.

You can then select the project that you want to receive.

To receive a project:

1.  Use the “New Project” from the Projects menu (or an alternative method) and create a
new project.
Get the next number for the project and select the client — this may be your Housing
Department or similar. Enter the site name where the survey was carried out and select
the Asbestos Survey project type.
2. Click the Survey Details button to display the Survey Details screen and select the type
of survey that has been carried out on the property.
3. Save the Survey Details.
4. Return to the Survey Details screen, click on the second tab “2 — Survey Complete” and
from the Choose Task menu select “Receive Data from another Alpha Tracker” and click
OK. A screen is displayed for you to select the data to receive.
Search
Sending Alpha Tracker T
Sending Project Mumber ¥
Clear Search Criteria Search
5. Inthe Sending Alpha Tracker field, select the system from which you want to receive
data.
6. In the Sending Project Number field, select the project that you want to receive into
your project.
The list contains the projects that have been sent to you by the system specified in the
Sending Alpha Tracker field and are waiting to be received by you.
7. Click Search. Details of the project are displayed, including any message attached to the
project.
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I Select Survey fo Receive 4 I

Search
Sending Alpha Tracker Cemo v
Sending Project Number v
Clear Search Criteria Search
I Created Sending Alpha Tracker Sending Project Number = Sending Details
58 22/12/2015 Demo T-00205
The Vivien Court data Sending Alpha Tracker Cemo

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

Created 221122015 BB
The Wivien Court data

Confirm

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

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

Select Survey to Receive x

Search

Sending Alpha Tracker | Dan-PC v
Sending Project Number | D-00014 Lasyard House v

Clear Search Criteria Search

158 05/10/2016 DanPC D00014
Sending Alphs Tracker | Dan-PC Records Receved 1 Receive Records V2
Sending Project Number| D-00014 CITTTTTT171]
0/o
Reoeiving Alpha Tracker | Damo
Photos Received 2 Receive Photos v
D 168 V
Created osioots CITTTTTT171]
0/0
Confirm
PDFs Received 3 Receive PDFs v
0/0
Drawings Recaved 4 Receive Drawings I
0/0
Transfer Camplete Ficd
x *# d

9. Click each of the Process Transfer buttons in turn to receive the data. A progress bar
indicates the progress of the transfer and a message is displayed when the transfer is
complete. When the transfer is complete, you can then click the next button in the
sequence. The buttons are:

. Receive Records — to receive the actual survey data
. Receive Photos — to receive the photos in the survey
. Receive PDFs — to receive the PDF files in the project

. Receive Drawings — to receive the contents of the Drawings subfolder.
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10.
1.

There are numbers displayed next to the buttons to indicate the number of records that
should expect to receive. If the data is retrieved correctly, then the number of records
actually received is also displayed as well as a tick to indicate that the data has been
pulled down.

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

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

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

10.7.3 Linking Alpha Tracker systems

The linked systems must be specified in both Alpha Trackers.

/ Please contact Start Software on 0333 301 1010 to set up the linking of systems.

Users with advanced permissions are able to display which systems they are linked to as
follows:

1.

Select “Linked Systems” from the System menu, under Setup.

The systems to which you are linked, as both a sender and a receiver are displayed, for
example:

Home Linked Systems x

Records: &
Sending Receiving
Dan-PC = Demo
Demo -» Dan-PC
Demo -» Demo
Demo = ROBIN-THINKPAD

ROBIN-THINKPAD -» Demo

ROBIN-THINKPAD -» Demo

10 ¥ Records perpage

You cannot amend these details.
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10.7.4 Displaying transfer details
Users with advanced permissions are able to display details of transfers that have taken place
to and from their system as follows:
1. Select “Transfers” from the Lab and Surveys menu, under Setup.

The details include the sending and receiving project numbers, dates and numbers of
records transferred, for example:

Home || Project Transfers X
o

ID Creaied Sending Project Number Site Name Receiving @ ProjectNumber Records Sent Received Photos Sent Recsived PDFs Sent Received Transfer Complete Delete

e - - D -
-

P

43 151212015 Demo N00222  The Main House Demo N13183 13 13 22 22 25 25 | | 151272015 i

You cannot amend these details.

10.8 Using QR codes

QR codes can now be used within surveys. Initially, the idea of using QR codes is that if
someone scans the QR code at a future date using their smartphone or tablet, the service can
allow them access to the relevant Client Portal for more information about that report.

Alpha Tracker generates public and private QR codes — for projects, sites and survey items
(room-based or individual items):

. Public QR codes are likely to be used most often and they have a passcode built in which
enables the user to see the data as per the report without the need to enter a login.
That is, they see the same information as the report.

. Private codes are generated without the passcode and so require a login to work.

With private QR codes, your client is taken to a “landing page” to enter their name, company,
password and to agree to a statement before viewing data. You can specify the text of the
statement in the setting “QR Code Agreement Text” and you can enter the QR Code
Password for a client on the Client Details screen, Notes/Extra Info/Logo tab:
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Client Details
Client ID 00038 b
Mame Test client

L Site: +* @ Quote + Project

General Details
Contacts/Emails
Classification
Finance/Credit Details

Data Protection Details

Motes/Exira Info/Logo

Client Logo

Upload Lego
Allowed Office Lefter

External Client Ref

QR Code Password
Notes

Exfra Info

Keystone Exfract

x qad4ar»

New tags can be added to your report templates to show the appropriate Project QR code.
You might, for example, want to include them on the front cover.

Site QR codes might be used within a physical site — for example on Visitor Books at reception,
or on labels on the walls. These Site QR codes would be available for the emergency services
or a contractor to scan to get more info about asbestos at the site. Again, there are public and
private versions. Room-based QR codes could be used in a similar way, listing surveyed items
in the room.

The QR codes are generated and saved within the project document folder and the site
document folder as PNG images. They are generated when the project document folder or
the site document folder is opened, or when a report is produced if they have not already
been generated. This screen shows an example of the files generated in the project document
folder.
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B pocuments - N-00222 ~

-

Upload file: Choose File | Mo file chosen to 5ub-fo|der| (main folder) r|

Upload Plans and Drawings file: Choose File |Mo file chosen

Upload certificate file: Choose File | Mo file chosen

E - T T T

Filename Size Created Last Modified @
arcode private.png 1497 2015-12-29 14:05  2015-12-29 14:05 Delete
Il grcode_public.png 2089 2015-12-29 14:05  2015-12-29 14:05 Delete
grcode site private.png 1509 2015-12-29 1405 2015-12-29 14:05 Delete
arcode site_public.png 1850 2015-12-29 14:05  2015-12-29 14:05 DEEE

Records are kept, and stored independently, of all requests for register or report data, making
it possible to determine whether a site register was accessed.

Survey item QR codes are generated when survey items are present in the project. They can
be displayed on the Survey Data screen by highlighting an item and then clicking the View QR
Codes button (next to the photos). The codes can be printed.

You can also print labels of survey item QR codes by clicking the QR Code Labels button at the
bottom of the Survey Data screen. You are asked to specify which type of QR Code you want
to produce.
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Office Dug® n 1min a
Select QR Code Type x
Corridor Do
Select the type of QR Code you want to produce

Hall " Private

Hall Do Print QR Codes
Find & Fix Photo Hide/ Delete QR Code . —
Replace | Filenames | | Unhide | Seleclsd | Labels | Duildings

Also on QR codes, there is functionality to download reports from project QR codes, and Site
QR codes can display the PDFs available in the Client Uploads subfolder of the site.

When QR Codes are downloaded, an Excel file is included in the download and contains the
URLSs for the QR codes. QR codes may be downloaded from the site asbestos register or from
a project. The URLs for the QR code may be used to access the Alpha Tracker register data
from external systems.

Please contact Support if you are interested in using the QR code service.
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1.

11.1

REGISTERS AND RE-INSPECTIONS

This section describes how you can:

. display the Asbestos Register for a site

. update items on the Asbestos Register for a site

° create Re-inspection projects from the Asbestos Register for a site

. create Re-inspection projects from a survey project.

Displaying the Asbestos Register

The Asbestos Register shows you the current position regarding asbestos items at a site.
Regardless of the number of projects that you may have carried out at the site, the latest
position is displayed. So, if for example a site first had a management survey carried out and
then a refurbishment to the kitchen, and subsequently had an asbestos item removed, the
Asbestos Register can give you the latest position taking into account all asbestos items
recorded and changed, including the removal.

For a survey to be reflected in the Asbestos Register there are two conditions:
. there must be a date in the Report Produced milestone for the project
. the Show On Web tickbox on the project must be ticked.

The Asbestos Register is displayed from the site:

1. Select “Site List” from the Sites menu and use the search fields at the top of the screen
to find the required site. Click on the underlined Site Name to display the details.

2. Click on the Asbestos Register tab to show the Asbestos Register for the current site.
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You can:

° update the survey item if, for example, the item has been removed or its details
have changed by clicking the Update button. If you make changes to any fields that
relate to the material score, then the Material Score and the Total Score are
recalculated to reflect the changes

e view the details of the survey item by clicking the View Details button

e  view the previous details recorded for an item (if previous details exist) by clicking
the View History button

. create a Re-inspection project from the site survey items
e  create a Removal or Remediation project from the site survey items

e  display, download or print a register including photos and/or QR codes.

& Refer to Section 11.3, Re-inspecting a site, for details on creating Re-inspection or
Removal/Remediation projects from the Site Asbestos Register.

If you want a preview of what your client can see on the Registers from the Client Portal, then
click on the Client View Site Register tab. The screen has filter buttons to show only the
Asbestos Register, Sampled Items, No Access Areas etc for the Site. You also have the Print
PDF button available so that you can print the register for the site too.

11.2 Updating the Ashestos Register

If you need to manage your site information, keeping the Asbestos Register up to date with
changed or removed items, then you can manually update the Asbestos Register. To do this:

1. Search for and display the details of the required site and then click on the Asbestos
Register tab.

2. Use the search fields at the top of the screen and/or the filter buttons immediately
above the item list to display the item(s) to update.

3. Click the Update button. An editable screen is displayed, showing the details of the
survey item.
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Surveyor Judy Key v

Date 12/02/2014 i)

Upload Photo

Building Hibbs House v Photo Filename | 28202 jpg

Floor 1 -
Location 004 -
Maotes

Location Desaiption Gents WC, -

Item Windew Sills -

Material

Samgle Notes

S/ P/ SP 5 -
Sample Number
Extemal Ref
Extent 2
Material Assessment
Product Type 0 NiA v
Extent of Damags ® 0 Good 1Low O 2 Medium O3 High

0 Composite, plastics, resin

S 1 Sealed AIB, spray, textile & T.| or AIC

2 Unsealed AIB, encaps, spray
3 Unsealed spray, textile & T1

Recommended Action Wansge -
Recommendation Comment

Acticn Date 12/08/2014 i)

HSEMNctifiscle

Licensed

Ease Of Access Msintznance Only v

Ressen For Chenge

Remove

X

“W 4 Fr MK

4. Amend the details as necessary.

5. Tomark an item as removed, either:

e change the Identification to “Removed”, or

. if available, click the Remediation Details button, and set the Remediation Type to
“Removal” and either the Remediation Status to “Complete” or set a Remediation

Complete date.

You might also upload a new photo of the item by clicking the Upload Photo button and

selecting a new photo.

/ There is a Show On Web field at the bottom of the Update Register screen, with Yes and No
options. You can use this field to prevent individual records from displaying on the client portal

if you wish.

6. Save the changes and close the screen. You return to the Asbestos Register with the

item updated.

You can see that the item has been updated as the View History button is no longer
greyed out, ie the item now has a history that you can view. Also, the notes are

displayed below the buttons on the item.
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7. Click the View History button on the item to check the previous entries and the View
Details button to check the current entry.

11.3 Re-inspecting a site

This section describes how to create re-inspection projects from the Asbestos Register. The
main steps in performing the re-inspection are:

. locate the site that you want to re-inspect
. select the records from the Asbestos Register for the site
° create the re-inspection project

. send the records for the re-inspection project to a specific mobile device or hold in a
pending subfolder until you choose to send them

e carry out the re-inspection, capturing new data as necessary
. synchronise to send in the re-inspection data

. check the data and create the report.

11.3.1 Performing a site re-inspection

When creating a Re-inspection project from the Asbestos Register you are able to select from
the most up-to-date survey items across the whole site. So, if for example a site first had a
management survey carried out and then a refurbishment to the kitchen, and subsequently
had an asbestos item removed, the Re-inspection project can include all (or a selected few) of
the asbestos items on the Asbestos Register, taking into account all asbestos items recorded
and changed, including the removal.

The new Re-inspection project that is created is given the default office letter of the logged in
user. If a site has moved between clients, then the latest client associated with the site record

is used in the project creation.

Re-inspections have a Project Type of “Re-inspection” and a Survey Type of “Re-inspection”.
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/ A repository setting lets you change the default project type of “Re-inspection” projects when
they are created by Alpha Tracker, either from the Site Register or from a Survey. The setting is
“Default Re-Inspection Project Type”. So if you call your re-inspection projects by a different
name you can continue to do so when creating them automatically.

It is also important to note that Alpha Tracker looks for projects with the project type category
of “Asbestos Re-Inspection” not the project type description of “Re-Inspection”.

Also, re-inspection projects must be sent to a specific handset — they are not automatically
sent out to all surveyors. The specific handset must be uniquely identified by its Unit ID. When
creating a Re-inspection project from the Asbestos Register it is possible to delay the sending
of the records to the handset.

To create a re-inspection:

1. Display the details of the site that you want to re-inspect.
You might do this by:
e selecting “Site List” from the Sites menu and searching for the required site by
using the search fields at the top of the screen
e typing part of the site name in the quick search box on the Sites menu and then
selecting from the matching entries.
2. Click the Asbestos Register tab to display the asbestos items at the site.
3. Use the search fields at the top of the Asbestos Register and/or the filter buttons to
display the records that you want to include in the Re-inspection project.
If you want to re-inspect the whole site you do not need to filter the list at all. However,
if for example you want to re-inspect only the first floor then you could use the Floor
search field to select only those items.
Similarly, if you want to re-inspect only the sampled items on the first floor you can use
a combination of the Floor search field and the Sampled Items button to display only
these selected records.
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/ Where it is not possible to use the search fields and filter buttons to show the exact set of
records you require (eg all first floor items plus all NAG areas across all floors), then the
process is to send sets of records to the same project number. First send one set of records to
the new Re-inspection project (eg all first floor items), then re-set your selection criteria and
append another set of records to the same Re-inspection project (eg all NAG areas), and
another etc.

/ Note that any items marked as pending in the Asbestos Register (with a question mark
symbol) will not be included in re-inspections. Pending items come from projects that have had
the Show On Web tickbox ticked but do not have a date in the Document Produced milestone.
Their pending status is removed once their project has a Document Produced date.

4. Click the Create Re-Inspection Project button at the bottom of the list. A Create Re-
Inspection Project screen is displayed.

Please select the Unit ID the re-inspection project should be ocreated for:

Unit 1D A

Pending?

Reference (sub-

folder name) Enter a reference or leave for default "Pending - {Project Numbes} - date
Create Mew Project & Send Add to Project: MO DATA Q Cancel

5. Select the Unit ID of the handset to which you want to send the Re-inspection project in
the Unit ID field.

6. If you do not want the project to be immediately available on the specified handset, tick
the Pending? tickbox and type a name into the Reference field for the subfolder that will
hold the records until you are ready to make them available. Otherwise, leave the
tickbox and field blank.

/ Re-inspection projects must be sent to a specific handset — they are not automatically sent out
to all surveyors.

If Pending? is ticked, then a subfolder is created in the “Incoming XML” folder and the
re-inspection records held in there so that Mobile Data Studio (MDS) cannot see the files
immediately. When you want them to become ‘live’, all you need to do is to drag the
files from the subfolder into the main “Incoming XML"” folder.

7. Click Create New Project & Send to create a new re-inspection project and send the
displayed items.
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A message informs you of the new project number and then the new project is opened

and displayed. For example:

Home | [EZProjectList ) | Project-H-00087 X 4 Site Search - hobbs X

— Project Detai

Site - Habbs House

New Re-Inspection Project 9§

Project Humber  14-00245 Job Summary Sheet

Client The Client Company - | ZSendMsil

Quotstion ID

Sales Contact v

Clignt Ordar
Number

Client Froject Ref

Consultant Judy Key v | Project Steff

Account Manager v

Site Name Hobbs House ¥ | Site Reference

Project Type Re-Inspection | | SurveyDetails  Buildings

Estimated Total
Project Value

Status v

WE ', | Duplicate Froject

By
Froject Opened | 12/08/2014 B v
Quote Producsd = v
Order Received E v
Mare Milestanes Done: [[Bl] Due: [8] overdue: [0
Report Froduced [ v
Project Invoicad i} v
Froject Closed i v

Contacts & Addresses

Financials/Planning

Motes/Other Info

The new project has a Project Type of “Re-inspection” (unless the default setting is
changed on your system) and a Survey Type of “Re-inspection”.

8. Complete the project details as necessary to set up the new project, save your changes
and close the New Re-Inspection Project screen. You return to the Site Details screen.
9. If you want to append another set of records to the re-inspection project:

° re-set the search fields and filter buttons to show the required records

e click Create Re-Inspection Project again

e  select the same or a different handset in the Unit ID field (if you select a different
handset you are sharing the records in the re-inspection project between different
surveyors)

e check that the project number displayed (last project created) is the re-inspection
project to which you want to append records, change it if not by either typing or
using the magnifying glass button to search and select

e  click the Add to Project: button.

Please select the Unit ID the re-inspection project should be created for:

Unit ID Dan Darkin {Dan IPhone) v

Pending?

Reference (sub-

folder name) Enter a reference or leave for default "Pending - {Project Number} - date

Create Mew Project & Send Add to Project: N-003245 Q Cancel
A message informs you that the XML files have been sent to the specified re-
inspection project and the project opens for you to make any required changes.
Close the New Re-Inspection Project screen to return to the Site Details screen.
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10.

Repeat step 9 as many times as necessary to add all the required items to the re-
inspection project.

The re-inspection survey data will arrive at the specified mobile device once your
Tracker Mobile has synchronised survey and project information. This may take 5
minutes or so, depending on your system settings. If your device is always connected
then the data arrives automatically, if not then it arrives after you have connected and
synchronised.

/ Note that if you ticked the Pending? tickbox you will need to drag the files from the subfolder
into the main “Incoming XML” folder for them to show on the handset(s).

11.

12.

13.

When the records have arrived on the handset, synchronise and download the new
project.

The new sessions are displayed in pink.

Go into each session, checking and entering survey data wherever necessary. The data
from the previous survey can be seen on Tracker Mobile for reference. Previously
sampled items are marked with an approach of “PS” (Previously Sampled). Photographs
are also included.

Amongst other things, you might need to record a change in Condition or Surface
Treatment of a survey item and the Reason for Change. You might also need to take a
new photograph or record a new Recommendation or Reinspection Notes.

If an item has been removed, change the identification from, for example, Chrysotile, to
Removed. This then automatically sets the scores to 0. It also lets you search for
Removed items easily on the Survey Items screen later.

As each new session is done it changes colour to white.

Mark and send the completed sessions as usual to send the re-inspection data to Alpha
Tracker.

You can now enter lab results for any new samples taken, check the data and produce the
report in exactly the same way as you would for a normal survey.

& Refer to Section 8, ENTERING LAB RESULTS, and Section 10, PRODUCING THE SURVEY
REPORT, for details on performing these tasks.

A History button on Survey Items (and also on the Asbestos Register) lets you see which
values have changed in this re-inspection.
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11.4

11.4.1

Re-inspecting a project

This section describes how to perform re-inspections of previous surveys. The main steps in
performing a re-inspection are:

. locate the survey project that you are re-inspecting

. create the re-inspection project from the original survey (or from a re-inspection of the
survey)

° send the records for the re-inspection project to a specific mobile device
. carry out the re-inspection, capturing new data as necessary

° synchronise to send in the re-inspection data

° check the data and create the report.

Performing a project re-inspection

Re-inspection projects can be created from existing projects — where a site has previously
been surveyed.

The project from which you create a re-inspection must have a Project Type of “Survey” or
“Re-inspection”. It must also be an open project — at least it must be open while you create
the re-inspection. If there is a date in the project’s Project Closed field you can temporarily
delete the date to re-open the project and type it back in again once you have finished.

In Alpha Tracker, re-inspections are classed as a special type of Asbestos Survey. They have a
Project Type of “Re-inspection”, which is set up in the Project Types screen with a Category of
“Asbestos Survey”, and they have a Survey Type of “Re-inspection”.

A repository setting lets you change the default project type of “Re-inspection” projects when
they are created by Alpha Tracker, either from the Site Register or from a Survey. The setting is
“Default Re-Inspection Project Type”. So if you call your re-inspection projects by a different
name you can continue to do so when creating them automatically.

Also, re-inspection projects must be sent to a specific handset — they are not automatically
sent out to all surveyors. The specific handset must be uniquely identified by its Unit ID.
To create a re-inspection:

1. Open the survey project that you want to re-inspect. It can be either a survey or a re-
inspection project and it must be an open project, ie with no closed date.

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

3. Click the Choose Task button, select “Create Re-inspection Project” and click OK.

You are asked to specify the Unit ID of the handset to which the re-inspection records
are to be sent. Unit IDs are recorded on the Staff screen.

4. Select the required unit from the drop-down list and click OK.

A message informs you that a project has been created for the re-inspection and gives
its project number.
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5. Close the message and the Survey Details screen to display the newly created Re-
inspection project on a new screen.

Relevant details are copied to the new Re-inspection project, including Client, Site Name
and contact names and addresses. The project has a Project Type of “Re-inspection”
(unless the default setting is changed on your system) and if you view the Survey Details
you can see it has a Survey Type of “Re-inspection”.

6. Complete other project fields as necessary.

The re-inspection survey data will arrive at the specified mobile device once your
Tracker Mobile has synchronised survey and project information. This may take 5
minutes or so, depending on your system settings. If your device is always connected
then the data arrives automatically, if not then it arrives after you have connected and
synchronised.

7.  When the records have arrived on the handset, synchronise and download the new
project.

The new sessions are displayed in pink.

8. Gointo each session, checking and entering survey data wherever necessary. The data
from the previous survey can be seen on Tracker Mobile for reference. Previously
sampled items are marked with an approach of “PS” (Previously Sampled). Photographs
are also included.

Amongst other things, you might need to record a change in Condition or Surface
Treatment of a survey item and the Reason for Change. You might also need to take a
new photograph or record a new Recommendation or Reinspection Notes.

If an item has been removed, change the identification from, for example, Chrysotile, to
Removed. This then automatically sets the scores to 0. It also lets you search for
Removed items easily on the Survey Items screen later.

As each new session is done it changes colour to white.
9. Mark and send the completed sessions as usual to send the re-inspection data to Alpha

Tracker.

You can now enter lab results for any new samples taken, check the data and produce the
report in exactly the same way as you would for a normal survey.

& Refer to Section 8, ENTERING LAB RESULTS, and Section 10, PRODUCING THE SURVEY
REPORT, for details on performing these tasks.

A History button on Survey Items lets you see which values have changed in this re-
inspection.
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11.5 Creating Refurb projects from a register

Just like creating re-inspections from the Site Asbestos Register, you can easily create
Refurbishment projects from the register, so that you are updating items in the register rather
than adding to them.

Instead of using the Site Asbestos Register, for Refurbishment projects you use the Client
View Site Register. A button on the Client View Site Register lets you select the items to
include, specify the handset to send the records to and create the project/add the records to
a project.

Two settings control this feature: “Default Refurbishment Project Type” and “Refurbishments
from Client View Register” - yes/no. Contact Support at Start Software if you need help to set
up this way of working.
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12. TIMESHEETS, INVOICING &
CONTRACTS

Alpha Tracker has a time recording facility to enable you to keep track of time spent on
projects. You can use it to record time spent by whom, when, on which tasks/roles, on which
projects.

The timesheets on a project can be used in conjunction with associated costs to build up a
total costs figure, giving you full visibility of the costs on a project at invoicing time.

Invoices can be generated externally and simply recorded in Alpha Tracker (external invoices),
generated as ad hoc invoices or generated direct from projects.

Alpha Tracker also lets you record details of contracts, their invoicing schedules and review
notes to help track the progress of contracts.

12.1 Recording time and costs

Costs on a project can be recorded in Alpha Tracker by noting details of:
° time spent on projects

. costs associated with a project.

The total of both costs can be displayed as one figure on the Projects screen, in the Total
Current Costs field on the Financials/Planning tab.

12.1.1 Recording time spent on projects

To record time spent on projects:

1. Click on the “New Timesheet” menu option to display the New Timesheet screen.

Home | MNew Timesheet X
o <Auto=
Project Number Q
Staff v
Date/time )
Hous
Role v
Rate (Fer Hour)
Total Cost 0.00
Mot

P
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2. Select the project number against which you want to record time from the dropdown list
on the Project Number field and your name from the staff list on the Staff field.

3. Use the date picker on the Date/time field to select the day for which you are recording
time and the number of hours spent in the Hours field.

4. Select the role which reflects the work done on the project from the dropdown list on
the Role field. The charge rate applicable to the selected role and the total cost (hours x
rate) are displayed.

& Refer to 2.1.9, Maintaining rates, for instructions on how to set up the roles and rates.
5. Type any notes regarding the time being recorded in the Notes field.
6. Save the timesheet by clicking the Submit button.

12.1.2 Enquiring on time spent on projects

You can query the timesheet data in your Alpha Tracker by using the search facility to filter
the data displayed. The search facility gives you the ability to enquire by:

project number

staff member

date range.

It also displays a total of the costs displayed on screen.

To enquire on timesheets:

1. Click on the “Timesheet List” menu option to display the Timesheet List screen.
& Home | TimeshestList %
@ ites Search
li/ : Cate
Froject Mumber  Staff ID Erom
‘i‘ a Lab v ﬁ ﬁ
Clear Search Criteria Search
i/mFiuam:e _—
=] Project Number Staff Date/time Hours Role Rate (Per Hour} Total Cost Notes
\i‘EqumEM 2 N-00004 ¥ | 2208-2013208:00 0.00 0.00
H-00077 Dan Darkin v | 2402-2014 12:42 0.00 100.00
N-00018 Dan Darkin ¥ | 2702-2014 12:43 0.00 0.00
H-00077 E v | 10-02-2014 18:17 £50.00 75.00 Report prep
| Reports I
l_/R ’ Total £50.00
it Setip 10 v |Records perpage Mew Timeshest
2. Filter the Timesheet List as required to see time recorded. For example:
. select the member of staff and a from and to date to see timesheet records for a
person over a specific period
e  enter a project number and select a member of staff to see how much time they
have logged on the project
. enter just the project number to see how much time all staff have logged on the
project.
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Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.

The total cost of the time displayed is calculated and displayed at the bottom of the list.

The total cost of time recorded for a project is added to any associated costs for the project
and displayed in the Total Current Costs field on the Financials/Planning tab for the project.
This figure is then available for you to use in your invoicing as required.

Refer to 12.1.3, Recording associated costs, for details on how to add costs to a project.

12.1.3 Recording associated costs

Any costs associated with a project, such as the cost of equipment hire or administration, can
be recorded on the project by using the Associated Costs button. The costs entered are added
to any time-related costs that may have been recorded for the project by using the
Timesheets menu option and displayed as the Total Current Costs on the project.

To record associated costs on a project:
1.  Search for the project.

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

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

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

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

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

Home | [ Project List 3 | Project - T-00302 X

—Project D
Milestones
Project Number | T-00302 Project Summary Sheet

Send Mail Contacts & Addresses

Client The Hotel Group - Add New Client

Quotation ID

Sales Contact A

Client Order
Number

Gharge Gode

Ciient Project Ref

Project Manager | 0 v | Project Staft
AccountManager | 0 v

Site Name/Ref 122 Grenfell Street - Site Details Run Data Vaidator Raise Invoice

Enter Invoice Cost Payments
Project Type Asbestos Survey v | SurveyDetails  Buildings

Estimated Total | Fixed Price o
Project Value Costs
Change Leg

Status In Progress v Total Current Costs | 0.00

.| Duplicate Project
Mo &

Estimated Man
Days

1 Diary Appointments

Add Timesheet Timesheets

Notes/Other Info
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3. Display the Financials/Planning tab and click the Associated Costs button (labelled “...” in
the Costs section) to display the Associated Costs screen.

Supplier Cost Category ttem Date Reference Number/PO Cost Delete

NE) BC Ltd l Equipment Hire: - lLaddermre l 04/11i2014 i) l l 100.00 n

10 v Records per page

You can set values for the Supplier and Cost Category fields to make selection easier by using
the Suppliers menu options “Supplier List” and “Cost Categories”.

Note also that only users in the “Superuser” group can use the delete function on Associated
Costs.

12.2

12.2.1

4. Typein the details for the project cost, for example enter the service or item, the
supplier, date, any reference such as an order number and the total cost of the service
or item.

5. Submit the details, close the screen and return to the Projects screen. The Total Current

Costs field is updated with the new total of all costs (Associated and Timesheets).

The costs are now available for you to use in your invoicing if required.

Recording and raising invoices

Invoices can be generated:
. externally and simply recorded in Alpha Tracker (external invoices)
. direct from projects

. as ad hoc invoices.

There is also a screen that identifies the projects that are waiting to be invoiced and options
to export invoices to Sage or Xero.

Recording an external invoice

Recording external invoice details helps you to keep track of the financial aspects of your
projects. The invoices themselves are raised in a system external to Alpha Tracker.

To enter external invoice details:

1. Select the “Invoices (External)” option from the Finance menu to display the Invoices
(External) screen.

2. Enter some search criteria in the top part of the screen to display some invoices. You
might, for example, select a project number in the Project Number field and then click
Search to display all invoices for a particular project.

Version 1.29 sforf Page 184

software




ALPHA TRACKER USER GUIDE TIMESHEETS, INVOICING & CONTRACTS

’ start
L ot

ogged in 43 Dan Daskin

Iveice Humber Date Project Humber Value Comenents Detate

L

Any matching invoices recorded on your system are listed.

& Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use
in Alpha Tracker search fields.
3. Toadd anew invoice, in a blank row marked with an asterisk, enter values for the
Invoice Number, Date, Project Number, Value and Comments fields.
4. To delete an invoice entry, click on the Delete tickbox on the appropriate row.
5. Save your changes and close the Invoices window.
/ Don’t forget to update the status and milestones on the project to keep the project details up-

to-date.

12.2.2 Raising an invoice

You can raise an invoice directly from a project to invoice for the full or part of the project.

Before raising an invoice you can use AlphaValidator to run pre-invoicing checks. Click the Run
Data Validator button on the Financials/Planning tab on the Project screen to run the checks
and display the results. The Data Validator checks that a PO number, Invoice Address and
Invoice Recipient are present and also checks that the Client is not marked as being on stop
and that the Project has a valid estimated total value.

Test Result
il PO present yes
(i) Invoice address present yes
(iii) Invoice recipient present no
(iv) Client on stop? no
(v) Project value OK yes
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To raise an invoice:
1.  Search for the project.

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

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

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

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

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

3. Click on the Financials/Planning tab.

Home || [ Project List 3 | Project - 00311 X

[~ Project

Milestones
Client Order
Number

Charge Code

Client Project Ref
Invoiced Amount | 0.00

Project Manager | Kim Evison v | | Project Staft
Finance Notes
Account Manager | Kim Evison v y
Site Name/Ref | 25 Ivor Road v | | 2s123 Site Details Rl Fane uokcs
Enter Invaice Cost Payments
Project Type Survey ~ | suveyDetails  Buildings

Estimated Total 5o Fixed Price [
Project Value
Change Log
Status In Progress v Total Current Costs | 0.00

- Duplicate Project
My =

Estimated Man p
Days

Diary Appointments

Add Timesheet Timeshests

Notes/Other Info

4. Click the Raise Invoice button. An Invoices screen lists the generated invoice and any
previously generated invoices — the most recent is at the top of the list.

Records: 2

Invoice Ho w  Project Humber Type Issuing Ofice Total

View Invoice Detsils | PDF 55 N-00211 I N 250.00

19 v Records perpage
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5. Click the View Invoice Details button to see the content of the invoice, for example:

Alpha Tracker

Invoice Date
Clent

Your Ref
Account No

Payment Terms

17112014

The Next Client - 2CLIENT

126351253
2CLIENT

26Days v

=

Office N
Type Invoice
Date Printed

Date Locked

Payment Due 1501212014 i

Payments

Audit Trail

120

9 Woods Street, Norwood, Adelaide, , VW16 486

Inv. FOA

Del FOA

NO DATA

Lne  item oy Prce

Report -00055/Robin Bennett 1 5000.00

2 To carry out a 2013 Management survey of
100 High Street Work completed: . As per

our quote and agreed ferms and condilions.

s v 5000.00

Tax Total

Project Number

1000.00 6000.00 | | N-00055

0.00 0.00 | | H-00055

+X

Add More Projects

Net 5000.00

Tax 1000.00

6000.00

You can also click the PDF button to see the generated invoice as a PDF file. Click in the
bottom right corner of the PDF to display controls that let you save another copy of the

invoice or print it direct.

It is also possible to customize invoice templates in Alpha Tracker, either by embedding

multiple PDF invoice formats or by using Word to generate invoices and saving them in an
Invoices subfolder of the normal Tracker documents folder. Contact Start Software if you

would like to generate invoices in this

way.

6. Check the details of the invoice and amend as necessary (if your permissions allow). You
can, for example, add further lines to an invoice by clicking the small plus button above
the totals. You can also amend the amounts as required.

Dates can also be changed, but a setting may restrict the number of days by which an
invoice may be backdated by anyone other than a Superuser. Settings may also
determine which addresses are used on invoices, eg whether the site address is used as

the delivery address.

The Date Printed can be manually set when you have printed the invoice to prevent
subsequent changes to the invoice details (except by Superusers). The Date Locked field
is automatically populated during the export to Sage process and also prevents further

changes.

d

list.

An audit trail is kept on invoices to track the generation, editing, printing, exporting etc of
invoices. Click the Audit Trail button on an invoice to see the changes - you can also search the
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7. Save any changes by clicking the Submit button.

You can search for and view any invoices raised this way either from the project (by clicking
the “...” button next to the Invoiced Amount field) or by using the “Invoice List” menu option.

On the Invoice List screen there is a document folder displayed where copies of invoices and
related documents can be stored. There is also an Email PDF button that will email a copy of
the PDF invoice to the logged in user; it will also save the new PDF file to the Invoices folder

on the server.

Home Invoice List X

Search

Invoice Date
From: To:

Invoice Mo Issuing Office Client

Clear Search Criteria
Records: 187

Locked | Unlocked | All

Invoice Mo Issuing Office Type Invoice Daty

10/02/2014

Micw Email PDF PDF Ward 25/02/2014
Details

i 2 N |

Miew Email PDF PDF Waord 27/02/2014
Cetails

A Download to Excel button on the Invoice List screen lets you download invoice details. Use
the search boxes at the top of the screen to filter the Invoice List so that it shows only the set
of invoices you are interested in, then simply click the Download to Excel button. This button
is also available on the Invoices (External) screen.

12.2.3 Raising an ad hoc invoice
Ad hoc invoices can be raised to record general invoices, not linked to projects. When raising
an ad hoc invoice you must enter all the details, including the client address and invoice line
details, yourself. You can specify whether you are raising an invoice or a credit note by
selecting from the drop-down list on the Type field. Alternatively you can use the separate
“Raise Credit Note” menu option.
To raise an ad hoc invoice:
1. Select the “Raise Invoice” option from the Finance menu.
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12.2.4

. start
=

oged in a3 Dan Darkin

2. Complete all the invoice details.

If this is an invoice, select “Invoice” in the Type field. If this is a credit note, select “Credit
Note” in the Type field.

If you need to enter more than one line on the invoice, use the small plus button above
the invoice totals.

If you want to add additional lines for more projects, use the Add More Projects button
to help you select the required project. When raising a credit note, the Add More
Projects button only displays for selection projects which have been invoiced.

3. Save the ad hoc invoice by clicking the Submit button.

You can search for and view any invoices raised this way by using the “Invoices” menu option.
Any credit notes can be viewed by using the “Credit Notes” menu option.

Identifying projects ready to invoice

You can use the “Projects Ready To Invoice” menu option to list all projects that have had a
report produced but not had an invoice raised. This is done by looking for:

. the presence of a date in the Report Produced milestone

. the absence of a date in the Project Invoiced milestone.

You can also choose to allow a project status to add projects to the Projects Ready To Invoice
screen. For example, you might want all projects that have a particular status, eg “Complete”,
to also be displayed on the Projects Ready To Invoice screen. To do this, simply tick the
Project ready to invoice box against the status of “Complete” in Project Statuses. If you use
this feature, once you have invoiced the project, you will need to change its status to remove
it from the list.
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You can control which projects appear on the Projects Ready to Invoice list by using the
following features:

. the Projects Ready to Invoice screen does not show closed projects

. it continues to show projects until they are fully invoiced

. projects with no value are not displayed

. projects with a status that is flagged to appear on the list are displayed

° projects with a Report Produced Date are displayed (if they have not been fully invoiced
and the project is still open).

To list the projects ready to invoice:

1. Select “Projects Ready To Invoice” from the Projects menu to display the Projects Ready
To Invoice screen listing all projects with a report produced but no invoices raised.

2.  Work your way through the list by:

e clicking the Raise Invoice button to create an invoice record immediately for the
total value of the project, then amending it as necessary, and closing the
Invoices/Credit Notes screen

e or byclicking on the underlined Project Number to open a project, raising an
invoice against it and then closing the Project screen.

3. Refresh the Projects Ready To Invoice screen by clicking the Refresh button at the top so
that the newly invoiced projects disappear from the list.
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12.2.5 Exporting invoices to Sage

There are three export options in Alpha Tracker that let you export your invoicing data to
either Sage 50 (standard or detailed) or to Sage 200 depending on which system you use.
Selecting one of these options displays the list of invoices (and credit notes) that are ready to
export. From the list you can first review the data that will be exported and when you are
satisfied that the data is full and correct you can export the data.

/ Note that you can only export the data once so it is important that you carefully check it
before exporting. Once exported the invoices disappear from the export list.

There is also an option available to export invoicing data to Xero. System setup is required for
this export to work. Please contact Start Software for details.

The process for exporting your invoicing data is as follows:

. raise invoices (either directly from projects or on an ad hoc basis)
. review the list of invoices ready to export

e download the data to Excel and check it

. make amendments to the invoices as necessary (you may wish to repeat the download
to Excel after you have made changes to invoices)

. export the invoices.
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To check and export invoices:

1. Open the “Export” section on the Finance menu and select the appropriate Sage Export

option, eg “Sage Line 50 Export”.

All invoices and credit notes that have not yet been exported are listed.

Home Sage Line 50 Export X
Records: 3
Transaction Type Ref  Nominal DeptMumber Transaction Date Inwvoice Reference Transaction Details MNet Amount Tax Code Tax Amount
51 BSWIFT 11/08/2014 TOOD54 Site: Mewlands 200,00 T1 40.00
=1} SSWIFT 11/08/2014 TO0D55 Site: Mewlands 200.00 T1 40.00
=] TDANE 11/08/2014 TO005S Site: 25 lvor Road 25000 T1 50.00
Al ¥ |Records per page Export and Lok Invoices | [3]

2. Review the list of invoices and credit notes displayed on the screen.

3. Download the list to Excel to review the data that will be exported by clicking the green
Excel icon at the bottom of the list.

Once downloaded you can open the file in Excel and work with it as you wish.

4. If there are any changes that need to be made to the invoices, make these changes in
Alpha Tracker. Refresh the Sage Export screen (by closing and re-opening it), then
download the list and recheck it.

5. When you are happy with the list click the Export and Lock Invoices button to export the
details to an Excel file.

The file is downloaded to your PC. The invoices in the export are marked as having been
exported and do not appear on the list again — the Date Locked field on the invoices is
populated with today’s date.

6. In Excel, prepare the export data as necessary for import into Sage.
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12.2.6 Receiving payments

You can record the receipt of payments from clients against invoices in Alpha Tracker to keep
track of the financial position of clients.

To record payments:
1.  Search for the project.

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

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

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

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

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

3. Click on the Financials/Planning tab and click the Payments button.

Project Humber Invoice No Date Value How Received Comment

T-00056 . 54 l 11/08/2014 ﬁ l 0.00 l Chegue hd l Test1 /l

H Y T-00058 11082016 BB 0.00 v

10 ¥ | Records per page

Any payments already received for the project are listed.

4. Record details of new payments received in the blank row, including details of the
invoice number, date received, value, form of payment and any notes.

5. Save the changes and close the window.

/ You can also view payments relating to individual invoice numbers when creating or editing
invoices by clicking on the Payments button displayed above the Invoice To address.

Version 1.29 sfqr'l' Page 193
software




ALPHA TRACKER USER GUIDE

TIMESHEETS, INVOICING & CONTRACTS

12.3 Closing projects

There is no need to archive projects in Alpha Tracker but you can reduce your list of active
projects by closing projects. Closing projects makes lists of projects easier to manage. For
example, you can:

Filter many list screens, such as the Project List, to show only Open or only Closed

projects:

Home | | Project List 4

% Click here to search...

Grid View || Map

Refresh | Records: 2,533

M.

|iJ T-55634

T-55635

Open Projects | Closed Projects | All

Project Number

Type

O.w & Sumey

M = 5

Re-
inspection

Perform a Quick-search for Open projects (untick the “Open Projects only” box to

include all projects):

] Projecis

T-55686 -

¢ Open Projects only

== New Project
Project List

Master Project List

List Open Projects:

™ B Projects

%

#| Open Projects only

== Mew Project
Project List

Master Project List

| Open Projects

.. by Client ID

... by Client Name
... by Month
... by Status
... by Project Manager

All Open Projects
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Most importantly, closing projects reduces the number of projects on the Project dropdown
list on Tracker Mobile for your surveyors. By reducing the number of projects on this list, you
make it easier for surveyors to find the project they need.

You can close projects at almost any stage, for example after you have invoiced or after you
have received payment. If you attempt to close a project before you have invoiced the
project, a message asks you to confirm the action, pointing out that there is no invoice date
on the project — you can still close the project.

To close projects one by one:

1. Display the required project on the Project screen.

2. Enter a date into the Project Closed milestone. Double-clicking in the field enters today’s
date and your name against the milestone.

More Milestones Done: - Due: II' Overdue: n

Report Produced | 21/12/2018 = ; Kim Evisan v |ShowOnwer @ @

Issue Reasonilog
Project Invoiced 22/M12/2018 ﬁ i Elaine Porter L4

Project Closed 22/12/2018 ﬂ i Dan Darkin L

Frojectis closed - delete the date to re-open

Return Date r

Messages are displayed if the total invoiced amount is less that the estimated project
value and if the Invoiced milestone is not complete. In both cases, you have the option
to continue and close the project if you wish.

You can re-open a project at any time simply by deleting the date out of the Project Closed
milestone field.

To close a batch of projects:

1. Select “Easy-Close” from the Projects menu.

LLU N Projects Easy-Close ,*
Records: §

Search for:| T-5657 Search | Al

Fully Invoiced | FoC | Al

H ® rses77 12/08/2021 PORTER 15 Hollywood Drive Re-inspection  New 500.00 12/08/2021

Project Number Opened a  ClientID Site Job Type Status Estimated Invoiced Complete  Invoiced Closed Project Closed By
+ =l ) T-56570 07/07/2021  START K& Stores Teiford Legionella Audit New 22500 0.00 07/07/2021 -
H % rsesn 12/07/2021  2CLIENT Level 3, 169 Fullarton Road Survey New Ezu,nam i
H * rses72 21/07/2021  START 7 Minster View Bulk Sample New 120.00 [F420.00| 10/08/2021 0B/09/2021 EE
= %) T-56573 23/07/2021  START 37 Orchard Drive Survey New 100.00 m ﬁ
H % rsesis 11/08/2021  7DANE  Copenhagen House Bulk Sample New 20.00 (SR80 11/08/2021 11/08/2021 =
H * rsesis 12/08/2021  PORTER 15 Hollywood Drive Asbestos Survey New 340.00 (£ 340.00) 12/08/2021 08/09/2021 i
i
B

H % rsess 02/09/2021  7DANE 25 Leigh Road Consukancy New  1000.00

10~ Records per page E]
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12.4

All open projects are listed, with an indicator to show whether they are fully invoiced or
not. The total of invoices for a project is displayed in the Invoiced column. This is
compared to the Estimated Project Value in the Estimated column, and if the Invoiced
figure is equal to or greater than the Estimated figure then it is displayed in green.

Therefore, fully invoiced projects are marked in green and can be closed.

2.  Onagreen project, double click in the Closed date field to insert today’s date and your
name. This completes the Project Closed milestone on the project for you.

Messages are displayed if the total invoiced amount is less that the estimated project
value and if the Invoiced milestone is not complete. In both cases, you have the option
to continue and close the project if you wish.

3. Repeat step 2 as required, then click Save to update and close the projects.

The "Invoiced" column on the Projects Easy-Close screen reads from the "Invoiced Amount"
on the project rather than directly from invoice records so that it also works for external
invoicing. The Excel download button lets you download the contents to a spreadsheet. Also,
if you make use of the Status field on projects, you can now search on project status on the
Project Easy-Close screen to help you find exactly the projects you want to close.

Managing contracts

Alpha Tracker lets you manage and track contracts by providing a facility to record contract
details and link these to invoicing schedules, contract reviews and a schedule of rates. These
details are grouped together in one place under the “Contracts” menu option.

12.4.1 Recording contract details
To add details of new contracts:
1. Select “Contracts” from the Contracts menu to display the screen listing all or any
existing contracts.
Home | Contracts X
Search
D Client Contract Name Contract Manager Key Service
Client ID Contract Name  Contract Manager Key Service Contract Ref StartDate End Date Contract Value
A Testng Dan Dark 'I I S R Bl 2213132312 31032014 150
¥ | FGH Buildings im Evisol v v | 678 13/08/2014 12/08/2015 5000
¥ Sept2014 m Evisol v v | BSO122 03/11/2014 03/11/2016 1200
v | Test a75 v Air Monitoring v 13/10/2014  13110/2016 1000
¥ | Reinspect: v ¥ | TNC1 07/10/2014 07/10/2015 500000
v v tency ¥ ©
Hew Record 10 v Records per page
There is a Document folder for each Contract on the system, enabling you to upload and
store contract-related documents. Click a folder icon to access a Document folder.
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2.

Use the search fields at the top of the screen to search for an existing contract and then
click on its row to display its details or click the New Record link at the bottom of the list
to open the blank Contract Detail window.

Invoics Schedules | Reviews || Sites | Job Types
Records: 2

D GontractID  Invoice Schedule Date Invaie Value Contract Schedule Notes Delete

2 I TN I a
,,

3 7| | osoazors 10000

Start Date o7oz014 ®

nd Date oro015 =

]
* B ko 7 E]
ths) ® 12 18 D20 D24 D3s U4as Voo Urz2 Vs 4
2]
&8

Gontract Vaiue 500000

10 v | Resords perpage

W > M X

x

Tabs on the right of the screen show invoice schedule, review details, sites, job types
and a schedule of rates if these are recorded for the contract.

You can link contracts and projects by selecting the contract in the Contract field on a
project. Once linked you can use the schedule of rates defined for the contract to set the
breakdown for the project value.

Record the details of the contract including:

e  Client and Client Contact — client and the contact at the client

e  Contract Name and Contract Ref — an identifying name for the contract and
reference number

e Contract Manager and Key Service — the person managing the contract and its
principal service

e  Contract Length, Start Date and End Date — the end date is calculated if you enter
a length and start date

. Contract Value — the value of the contract

. Contract Notes — any notes relevant to the contract.

Add any additional details to the tabs on the right to define the contract, including
invoice schedule, review details, sites, project types and schedule of rates.

Save the contract details by clicking the Save icon.

12.4.2 Adding an invoice schedule to a contract

If a contract has a specific invoicing schedule you may find it useful to record the dates and
amounts alongside the contract. Once you have recorded invoice schedule details these can
be viewed from the Contract Details on the Invoice Schedules tab — it is also possible to add
new records from this tab by typing into the rows provided.

To record an invoicing schedule:

1.

Select “Invoice Schedules” from the Contracts menu to display a list of all existing invoice
schedules.
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D Contract ID Invoice Schedule Date Invoice Value Contract Schedule Notes Delete

1 l Testing v l31 oazots R 321321 l
Z
H & 2 s B <

1000

1000 | | 212201418

1000 | | 312201418

b

10 v Records per page

2.  Enter new schedule details by using the blank rows at the bottom of the list and then:
e selecting the name of the contract in the Contract ID field
e selecting the date of the scheduled invoice in the Invoice Schedule Date field
e specifying the value of the scheduled invoice on that date in the Value field

e  typing any notes in the Contract Schedule Notes field.

3. Click the Submit button to save the invoice schedule details.

The Delete tickbox at the end of a row enables you to delete individual invoice schedule
records if required — simply click the box and click Submit.

12.4.3 Adding review notes to a contract

Notes on any review of contracts can be stored alongside your contracts. Once you have
recorded review notes these can be viewed from the Contract Details on the Reviews tab — it
is also possible to add new records from this tab by typing into the rows provided.

To record an invoicing schedule:

1. Select “Reviews” from the Contracts menu to display a list of all existing review notes.

e 02022018 ] sis | | L
Test 0 B ks | | L
=T | [ ==
]
2. Inablank row enter details of the review including:

e the name of the contract in the Contract ID field

. the date the review was/is to be held in the Review Date field

. names of people attending the review in the Review Attendees field
e notes of what was discussed in the Review Notes field

. actions resulting from the review in the Review Actions field.
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You can also view and log tasks directly from Contracts Review by using the buttons on
the right of the rows. Simply click the Log Tasks button and enter details of the task to
log; it is automatically linked to the Contract ID. The tasks can be logged for both clients
and staff and you can use the options under the Calls/Tasks menu to track them.

3. Click the Submit button to save the review details.

The Delete tickbox at the end of a row enables you to delete individual review entries if
required — simply click the box and click Submit.
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13. LOGGING CALLS AND TASKS

Alpha Tracker contains Customer Relationship Management (CRM) functionality to help you
manage contact with clients and log tasks due and done. You can use these features to:

. record all contact to/from clients, such as:
—  inbound phone calls
- outbound phone calls
- emails

° build up a client history

. log follow-up tasks

° maintain a “To Do” list

. check actions due

. record actions done

. track contact with clients.

13.1 Logging a call or task

Both calls and tasks are recorded in the same way in Alpha Tracker; they are classed as
different types of action. You can define other action types too.

& Refer to 2.1.10, Maintaining CRM action types, for details on how to define you own action
types.

If you are recording a task then you will also need to record a target date for completion so
that the task can be tracked. Any tasks that you create are added to the To Do List of the
person to whom you have assigned the task. To complete a task, a completion date must be
entered against the task.

To log a call/task:

1. Select “New Call/Task” from the Calls/Tasks menu to display the screen on which you
can enter the call/task details.
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Home

Action Type O cal © Email O Fax O Proplem O Task
Priarity O High © Medium O Low
Log Date 04/04:2018 BB | Dan Darkin

.

Cliant ‘Contact Nam=

Quotation Contact Phone

Project Contact Email

L L|L|P

Confract ID

S
P

) |

Action Taken

§ |

Date Dus ﬁ Date Done ﬁ
Assigned Type Individual ¥ Completed By - v
Assigned To - v

2. Select the appropriate Action Type and Priority. Today’s date and your logged in user ID
are displayed by default. You can change the log date if the call or task should be
recorded for a different day.

3. In the Linked To section, in the Client field, enter or search for and select the client to
whom the call or task is linked.

Once you have selected the client you can also select a quotation, project or contract to
which the call/task is linked — the lists displayed when you search are automatically
filtered according to the selected client. If you do not specify a client first then the lists
are not filtered.

4. Inthe Contact Details section, record details of the person to contact.

The details of the main contact recorded for the selected client are displayed by default.
You can change these if required. The Contact Name field prompts from the list of
contacts recorded in the Address Book for the selected client. You can also record
telephone number and email address details.

5. In the Call/Task Details box, record a brief description of the content of the call or
details of the task.

6. If thisis a task that requires action, specify the date that action is due and who by in the
Target fields.
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Tasks can be assigned to individuals, groups, subgroups, offices and teams. Simply make
your selection from the Assigned Type dropdown and the field below it changes
accordingly.

The Comments, Action Taken and Completed fields will be filled in later when the task is
completed.

A task is not marked as complete until the Date Done field is filled in — even if the Completed
By field is showing a name.

13.1.1

7. Click Submit to save the call/task.

Any tasks that you create are added to the To Do list of the person to whom you have
assigned the task.

It is possible to configure the system so that notification emails are sent to the individual to
whom the call/task is allocated. This is designed to make the person aware that they have a
task logged, without them having to check the My Tasks section. There are a number of
settings that control how this works.

Using quick links to log a call or task

Besides using the option from the menu, you can also log a call or task from other areas of the
system. Some lists, such as the Quotation List or Enquiry List for example, have a Log
Call/Task button to enable you to access the New Call/Task screen quickly and easily.

Reference Cient D Cient Nams. Ststus Date Preciuces Produced By Site Name Tyee
From k2

Clesr Search Criteri § Search

Refrash | Records: 514

Sesren for Searcn || a1

PRI e | roer o [

[ Reference Type Client Value  Produced By Status Likelihood Follow Ups Last Date Contact

n ronwn O B conuaney acuent 230000 251z KmEvsen tokt @
oo smer _ —
+ [ Tozoon 12 The Green ST g 50000 25020 Mim Biison Open 30 No FollowUps. New CallTask | 1234587200
W Asbestos survey START e an Dariin Ui T
+ O samom (B [ mvemoz sy smer 50 cuinzezs () omnoaren en 0 Q NoFalowps | NewCalTesk| |

Wherever you see this button, you can click it to open the New Call/Task screen as a window
with appropriate details pre-filled.
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~
Action Details

Action Type O cal O email ©Fax O Protiem © Task

Priority O High O Medivm ) Low

Log Date ‘ommm B H Dan Darkin v |

Ciient ‘ABCD Q| GContact Name | |
Quatation | Tat-003 Q| || cartact Phone | |
Project ‘ Ql Cantact Email | |
Contract 1D ‘ a

S

\ ) 4

Action Taken

Date Dus ‘ = | Date Done | B |
Assigned Typs ‘ Indnidual ¥ | Completed By | - v
azsigned To ‘ - v

Complete the remaining fields as necessary and save the call or task.
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13.2 Checking your To Do list

Any tasks that have been assigned to you will appear on a To Do list. To view your To Do list:

1. Select “My To Do List” from the Calls/Tasks menu. The list of tasks assigned to you is
displayed in due date order.

Search
acton Type  Prionty Date Due Contact Name. Cheet 1D oot Hame Promct Humber  Guctalion Ref
From ™
] =
Clear Search Grera Searcn
Recorss 10
Action Typs Priority crisat Quotation Ret Project Nusmber Contract Contsct Mama Contact Phons Contsct Email Date Logaed Date Dus = Dataits

deBlggs 0414700485 oo boogu@onedtientcom sy MA22013  A2M22013  John was st waning us 0.8 someining e him

P na1ea003 S gas 0ONZTIHSS 4TGT014  DGOSZ0NE  GenerI Preng e
e e St e RobiBeonen 00456122002 (BELLAMOGxln AT NATANM  Check cres e

e e Trecimt naes903 Demee  oserrrass B BTENS  HAS o peses

oy | ook Tussday Ta14058 Tussday Week B1Z3HSE6TTES lueadaGluesdsy.co vk ez isenaos e =
e | Email D o083 dasonDane 01202776883 jdane@daneenironmenialcauk  1WAT2014  24A72014  Check address detads for report recipients.
oo, | o— Tusadey Wenk TZEMSSTTH adavBiuesdnconk e B

| e Tussany Tubsony ek OTZSASGETTER MsSHCLASN ook o w2z

e ca ko Howse ) 2 a0

o, | ca e S0 B0tz aonDme  CEETIONS  aeGdnessimneGlons  MAZHY  0SEAZ0T  Maeac

10 v Recods per page

2. View the details of a task by clicking its View Call/Task button.

[TRCL =S @l CRM - NQ14-0003 The Client Company

Action Details

Action Type Oeall ©Eemsil O Fax O Problem ® Task

Friority O High © Medium O Low =z

Log Date |04roa.'zo14 it H '|

Linked To Contact Details

Client | The ciient company Q||| contact Name ‘ Denise Janikins |
Quatation | NQ14-0002 q_| Contact Phons ‘ 00893577888 |
Froject | a | Contzet Email ‘ |
Coniract ID | Q |

‘ HES updais plesse ‘ ‘ ‘

Action Taken

Completed
Diate Dus | 1510772014 i | Dtz Done ‘ il |
Assigned Typa | v ‘ Completad Sy ‘ Usar v
Assigned To | Dan Darkin v ‘
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13.3 Completing a call or task

Tasks fall of your To Do list by being either completed or assigned to someone else.
1. Display tasks assigned to you on your My To Do List.
2. Find the required tasks and display its details.

[PRCL YIRS Al CRM - NQ14-0002 The Client Company , *

Action Type O cal ©Email © Fax © Problem ® Task

Priority O High O Madium ) Low __‘/

Log Date 0410812014 ] v

Client The Client Company ‘Contact Name Denise Janking
Quatstion NQ14-0003 Contact Phans 00283577855

Project Contact Email

2| e|e| e

Confract ID

S
¥

H&S updats please

Action Taken

% |
i3

Diste Dus 15107/2014 i3] Datz Done i
Assigned Type v Comgleted By User v
Assigned To Dan Darkin v

3. Update the Call/Task Details if appropriate and record the date you completed the task
in the Date Done field. If the task was completed by someone else, select their name
from the drop-down list on the Completed By field.

Alternatively, you could reassign the task to someone else by selecting their name in the
Assigned To field.

4. Click Submit to save the updated task.

5. Refresh your My To Do List screen.

The completed (or reassigned) task no longer appears on your To Do list as an open action.
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13.4 Checking all calls/tasks logged

The “All Call/Task(s)” option gives you a view of all the tasks that have been logged in Alpha
Tracker, not just those that have been assigned to you. You can search and filter the list as
you wish.

1. Click the “All Call/Task(s)” option on the Calls/Tasks menu. All calls/tasks logged in Alpha
Tracker are displayed.

2. Use the buttons to show all tasks, open tasks or completed tasks only. You can also use
the search fields at the top of the screen to filter the list.

3. Display details of selected calls/tasks by clicking the appropriate View Call/Task button.

13.5 Tracking client contact

The Account Management option on the CRM menu is designed to help you keep track of
your key clients and the contact you have with them. Although Alpha Tracker is typically used
by environmental consultancies and organisations with an asbestos problem to solve, it is also
used by other types of company to manage day-to-day operations. The Account Management
features and screens help all users of Alpha Tracker manage their key accounts.

13.5.1 Identifying key contacts
You can mark important contacts at a client as key contacts. You can also mark important
clients as key clients. Both are indicated by a yellow star icon.

1.  First, decide who your key clients are and mark their Client records by opening their
Client Details and ticking the Key Account box on the Classification tab.
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client Detalls

Client 1D oooig % 7

Hame Eennett Enterprises

-4 Site ~[Eg quote || - project + & User
General Details

Contacts/Emails

Prospect a

Key Account

Client Type -

Industry Type b

Finance/Credit Details

2. Mark the key contacts at all your clients by opening the Client Details, going to the Client
Address Book tab and ticking the Key Contact tickbox against only the most important
contacts.

ite nquiries/Quotes | [E3] Projects | [E5] Master Projects | 8 ite Address Book || o Calls/Tas)
sit Enquiries/ Proj Master Proj Client Address Book Site Address Book CallsiTasks

Records: 3

Search for. Search || All

Key | Al

Contact Key Contact Address Telephone Mobile Direct Dial
A CETTE CITT G
+ HS Liz jones [m] P
+ Hb Sue Smith [}
Y
H [m] A
H [m] A
H®S O 2

10 | Records per page

13.5.2 Recording contact with clients

Log contacts made with your clients either manually by using the Log Call/Task button on the
Account Management or Key Accounts screen, or automatically by using Tracker Filer:

1. Manually record contact with a client by using the Log Call/Task button on the Account
Management or Key Accounts screen. On the displayed Log Call/Task screen:

Select the type of contact by selecting an Action Type radio button.

Link it to a specific quotation, project or contract, if required, by making a selection
in the Linked To section.

Specify or select who the contact was with and their details in the Contact Details
section.

Type the details of the call, email etc in the Call/Task Details section and save.
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Log CallTask for ABCD x

Setup
Date Logged Logged By
15/08/2021 B wmevson ~

Action Type
© call O email O unkedin O proslem O review (face-to-face) O Review puirtual) O skype O Task O whatsapp

S

Contact Name

Client ABCD -

Quotation Contact Phone

projEct Contact Emaill

Pl L L P

Contract ID

CalliTask Details Completed

B I U A Date Done
15/08/2021 =

Done By

KIm Evison -

2. Automatically log contact with a client whenever you email them by using Tracker Filer:
° “CC” Tracker Filer at your organisation when you email a client (you don't need to
specifically mention a quote or project number)
e Tracker Filer will look at the email address(es) you have sent or cc'd the email to,
and then save the emails as records in the Alpha Tracker CRM module.
/ If you don’t currently use Tracker Filer, contact Support to arrange to have it installed.

13.5.3 Displaying and monitoring client contact

Make sure you are keeping in touch with your clients by monitoring the figures on the
Account Management screen. You can also focus on key clients only by using the Key
Accounts screen.

To display your contact with clients:

1. Select “Account Management” from the CRM menu. The Account Management screen is
displayed.
2. Ifrequired, search for specific account(s) by filtering on Project Types or Account
Manager, or by using the quick search field.
I ukﬂ 0 3::“0 3:-":3 21K [wmee Lo o ———
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The Account Management screen lists your clients, showing details of year to date and
total invoice values, your Account Manager and the email address(es) of the key
contacts at the client. Most importantly it also displays the number of contacts you have

made generally in the last 30 days with the client and the number made with key
contacts at the client.

3. Click on an underlined entry to drill down to the details, eg to see a list of invoices
making up the total invoiced figure, or a list of recent contacts with the client.

If you are displaying details of recent contacts, the icons next to the contact figures show
you the forms of contact made, eg phone call, Teams call, email etc.

You can change these icons by using the “CRM Action Types” option under “General” on the
Setup menu.

4. Use the preset filter buttons for “Key”, “No Contact” and “All” to quickly see only those

clients you have marked as key accounts or only those with whom you have had no
recent communication.

/ There is also a “Key Accounts” menu option if you want to concentrate on key accounts only -
it automatically has the “Key” filter applied. You can identify key accounts by the star.

5. See alist of all your contacts in the Address Book for a client, by clicking on the + button
on the far left of the row on the Account Management or Key Accounts screen.

13.5.4 Sending and recording bulk emails

The Key Accounts and the Account Management screens provide an easy method for sending
and recording bulk emails. It is particularly useful if you are sending something like a
newsletter to your key accounts. This feature gathers the email addresses of the key contacts
at the clients, making it easy to prepare the email which you actually send from your normal
email client (eg Outlook or Gmail). Once you have sent the email, complete the final step to
log this communication with all the recipients in the CRM module.

1.  Select “Key Accounts” or “Account Management” from the CRM menu.

2. Filter the display to show the accounts to whom you are sending the bulk email, eg all
your key accounts, or key accounts with whom you have had no recent contact.

Contacts Mack Ky Paopie Contacted

<30 days) (<30 days)

Version 1.29 . sfort Page 209
software




ALPHA TRACKER USER GUIDE LOGGING CALLS AND TASKS

Click the Send Bulk Email button at the bottom of the screen to display the screen that
guides you through the process of preparing, sending and recording a bulk email.

The email addresses of all the contacts who have been marked as key contacts at the
clients on the list are displayed at step 1.

Send Bulk Email X

This dialog helps you to prepare, send and record a bulk email.

You will actually send the email from your normal email client (Outlook, Gmail etc). Follow each step in turn.

— 1 Collect Email Addresses

james.bennett@abcd.com; robin@bennett.com; dan@client.com; elaine@client.com

Copy ta Clipboard

[~ 2 - Prepare Email
Prepare your email and paste the email addresses into the "bcc” box.
Copy the email subject and paste it here

Email Subject

3 - 5end & Record Emai
MNow send your email from your email client. Once done, press this button to record the action against each contact

Click Copy to Clipboard to copy the list of email addresses to your clipboard.

Prepare the email using your usual email client, eg Outlook or Gmail, and paste the list
of email addresses into the “Bcc” box.

Copy the subject line from the email into the Email Subject field in step 2 on the Send
Bulk Email screen.

Send your email.

Click the Record Emails Sent button at step 3 on the Send Bulk Email screen to log the
email communication with each contact in the CRM module.
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14.

14.1

REPORTING ON YOUR DATA

The Reports section of Alpha Tracker provides a number of standard reports that enable you
to extract and report on your data. They may also include some customised reports.

The reports available to you are determined by the user group to which you belong.
Therefore, the reports available to a Surveyor will be different to those available to an
Administrator or a Lab Analyst for example.

Reporting on your data is easy — simply select the report you want and the data is displayed
on screen. You can sort the data as you like, by clicking on the column headings, a search
facility helps you find items quickly and at the click of a button you can export the data to a
spreadsheet.

If you have any pre-defined exports set up, you can access these from the Exports option on
the “Projects” menu or from the “Reports” menu.

Running a report

To run areport:

1. Expand the Reports menu and click on the report group for which you want to see the
available reports, eg Project Admin, Finance or Management. These report groups
correspond to the user groups in Alpha Tracker. Most people will see just one group
listed in the Reports menu and this is the group to which they belong.

A list of the available reports is displayed as in the following example:

Home | Reports - Administrators
Search for: Search | All

Active Client List
Lists all clients active within Alpha Tracker

,  Asbestos Materials
Lists all survey flems where asbestos identified, using wildcard parameter for dient name ()

Project Status
Lists all open projects with thair curent status, use wildcard search ()

Run

Reports Produced (Filter by Date)

Lists all projects produced within specified dates (yyyy-mm-dd format)
Reports Produced In Last 7 Days

Lists all projects produced within the previous week

Reports Produced Last Month
Lists all projects produced within the previcus month

Reports Produced This Month

Lists all projects produced this month
Sales Within Last 30 Days

Lists all projects opened in lsst 30 days

Surveys By Surveyor
Lists all surveys by Surveyor (use wildoard search )

2. If you have a long list of reports you can enter search text in the Search for: field to help

you find the report you need. Type in the text and click Search. The list is filtered to
show only reports matching your search text. Return to the full list of all reports by
clicking All.

3. If areport requires parameters to filter the data, you will see a ... button. Click the ...

button and specify the required parameters, then click OK.
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You can use the asterisk (*) as a wildcard when specifying the parameters. For example,
entering “*environ*” as the Client Name parameter will find data for all clients with
“Environmental” appearing anywhere in their name.

Home | Reports - Administrators 9§
Sesrch for Search || an

Active Client List
Lists all clients active within Alphs Tracker

Asbestos Materials
“ Lists all survey items where asbestos identified, using wildcard parameter for client name (%)

Project Status
Lists all open projects with their current status, use wildcard search %)

Run

Enter Report Parameters

Reports Produced (Filter by Date) Enter Client Name ~enviren
Lists sll projects produced within specified dstes {yyyy-mm-dd format) T
Reports Produced In Last 7 Days
Lists all projects preduced within the previous week

oK
Reports Produced Last Menth
Lists sll projects preduced within the previous menth
Reports Produced This Month
Lists sll projects produced this menth
Sales Within Last 30 Days
Lists sll projects opened in last 20 days
Surveys By Surveyor
Lists all surveys by Surveyor {use wildcard search =)

Where dates are required, use the calendar on the date parameter field to select the
required date and enter it in the appropriate format.

4. Run areport by clicking its Run button.
A Running... screen is displayed whilst the report generates.
The results are displayed below the list of available reports. (If your report list is long you
may need to scroll down to see the data returned.) Any parameters you specified are
displayed between the list of available reports and the results.

5.  You can work with the data on screen by:
e sorting the returned data as required by clicking on a column heading — once to

sort A-Z, again to sort Z-A

e searching for particular entries by typing into the Search box on the far right.

6. Exportthe datain the report to a .csv file for further manipulation in a spreadsheet by
clicking the link “Please click here to download your report file”.
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15.

15.1

SHARING DATA ON THE CLIENT
PORTAL

Introduction to the Client Portal

The Alpha Tracker Client Portal provides your clients with direct access to the Alpha Tracker
reports, documents, and project data that you have created for them, live over the Internet.
You don’t have to print and post (or PDF and email) an asbestos report to your client, but can
give your client access to it directly over the web.

The Client Portal is an integrated part of Alpha Tracker. Your clients log into your Alpha
Tracker and get a special view giving them direct access to their asbestos reports, photos and
registers.

The Client Portal is also a compliance management tool with features to track remedial
actions, approved contractors and store vital policy and procedure documents.

This section includes information on the following:

. making projects visible to the Client Portal

e what can be seen on the Client Portal

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

. viewing hotspot drawings on the Portal

. viewing CAD drawings on the Portal

. recording removal or remediation details between surveys

° logging enquiries and accepting/rejecting quotations.

& Refer to the Client Portal User Guide for further details on how to use the options in the
Client Portal.
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15.2 Making projects visible on the Portal

Only the projects that you want to make available on the Client Portal will be visible to your
Portal users. To make a project visible you must mark it as “Show On Web”.

To do this:

1. Open the project on the Projects screen.

2. If not already present, enter a date in the Doc Produced milestone so that the Show On
Web tickbox is displayed. This milestone is usually completed when the report is
produced for a project.

Project Openad | 23/12/2015 = Debbie v

Quote Produced m v

Order Received ﬁ r

Tumaround v

More Milestones |Done: - Due: Owerdue: E
Doc Producad osiosi201e B b Dan Darkin v | ShowCnies
Issue Reason/Log

Project Invoiced E T

Project Closed = M

Return Date v

3. Tick the Show On Web tickbox.
The project will now display a small symbol next to it on lists in Alpha Tracker, eg:
L Covents 42 New
If the Document Produced date is present and the Show On Web tickbox is ticked, then
the report is fully available on the Client Portal.
If, however, the Document Produced date is removed and the Show On Web tickbox is
left ticked, then the project is marked as “pending” on the Client Portal. This shows your
client that the project is underway but that the report is not yet available and the data
has not been released.
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15.3 What can be seen on the Client Portal?

The main sections of the Client Portal display information on sites, compliance and reports.
For example, on the Home Page a client may see some or all of the following:

e  “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” lists the client’s sites and also shows summary
compliance data:

vome || site List & Complance summary X
Racn 8
—— Sewen | A1
| Acity Due | Ovanive | Some Actty | Mo Actty | a1
— LsstRofivity Lastinspeotion St Raferenos (UPRN)  Sie Addhess  Posioode
. . 150182 Tha Quays. . -
The Victora aerzs [ 15018 woase R ABRPRP=
02 2002 ] e W
Caiey Bank r2ezzors R Daiy Ban, Sdsnon s 408 i
it 22 =
100 Dusim st _ souzrs Eambugh s R el
it 2 =
o 4T
" —
smay sveer TR oozzors RO Haye on e rasan & ==
) A 2 =
Core uten —
25 lvor Road Jaormots et st aar & =l Y=
Dorset o e
12 e Breen suis st — PR B =
A 2=
Innovstion Canke * aozns  zanozons % B =
! A 12 =
Scuirel Tiees ssnzanis R % EE P =~
i - o lL{
" Undeshil Straet . .
mesrense gy rooceos IR smoie wits 485 Q ARPE
FistPrey 1011 NextLast | 100 |Recorss perpage
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“Site Grid” shows site information in a grid pattern:

Lasya

Undernt Streat
Briggnom
V16 488

63 Hay Street [4163] B Daisy Bank [3132) ‘} i
Dalsy Bank. Brdgnonn
s see W15 4GF

rd House [4145]

“Da

shboards” show the following information in graphical format:

risk of asbestos (all sites) — the number of items at high, medium and low risk
across all the client’s sites

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

items by recommendation — the proportion of items with each different
recommendation.

P st ‘ OLPHATRACKER

63 by sver je163)

vA s
T

The viesses (18]

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

client’s sites:
Home ReportGrid % | ReportList X

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

o W S == ) e 100 ubin St gy 30 R
== POFs (1) f§ Summary ) Documents Plans (0) ETIoEh B

Daisy Bank g Register y T00284 DeEsiEang W18 4aF Asbestos  1p02015
FOFs(0) || Summary I Dosuments Srdgnortn
e
gl | oren | summen I Socuments Haye-on-iye Suney
sasrare 4] g | [ & ngamas e s anL1zs
House PDFs (1) || Summary 0 Documents Bridgnorth Survey
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e “Site Map” displays the client’s sites on a map:

Home | site Map X

Sites

om

(Aol
Wolverhampton  wienha:

ey
= am

Tipton

y
Swindon Dudley

i} i

Clients may also be able to:

. display Registers

. display Photo Registers

. run data extracts

. maintain a library of other documents
. update contact details

. upload bulk sample details

. record removal or remediation details.

You can control which menu options are available to your clients so some of these options may

not be available to your clients.

Refer to the Client Portal User Guide for further details on how to use the options in the

Client Portal.
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15.4 Customising the Portal view

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

/ Please contact support@start-software.com if you would like features to be switched on or

off.

This list summarises some of the controls on the Client Portal:

e  The filename pattern of pdf to be visible on the portal can be specified.
e Any of the charts on the dashboard can be switched off.

° Individual elements on the Home page can be switched off.

e Which milestones are displayed on the Project Pipeline can be controlled via a tickbox
on the Milestone Templates.

. All the buttons and frames within the Main Menu on the Client Portal can be switched
on or off. This means that you can control which menu items are displayed via a Client
Portal login.

. A new data flag can be displayed on the Site List & Compliance Summary and the
registers to draw users attention to new data.

. You can prevent “dangerous” file types from being uploaded by clients through the
Client Portal by specifying a comma-separated list of banned file extensions eg

”

“.exe,.com”. The default list is “.exe., .com”.

. Blacklisted terms can be listed to specify pdf filename patterns not to display on the
portal. Blacklisted terms can be specified for each client.

. You can hide the Register feature on the Report List on the Client Portal. This is set to
“yes” by default and is client-specific. This prevents the register for the project being
displayed, which is useful if you tend to revisit sites and want your clients to look at the
site registers.

. Recommended Actions for NAD items can be hidden from the Client Portal registers
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. You can tag individual projects for display on the client portal to any number of client IDs
in addition to the “owning” client’s ID. You specify the additional client IDs in a new field
on the Project, Linked Client IDs. These linked projects appear on the client portal in
their own section - to make it clear that they are special projects made available to the
client logging in.

e  You can allow/disallow clients to record remediation and removal details and thereby
update the register between surveys.

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

Refer to the Alpha Tracker Technical Guide for instructions on how to set up Client Portal
users and how to monitor client access.

15.5

Uploading files to the Portal

Users of the Client Portal can upload documents to folders on the Client Portal in two places:
. on each Site — this folder is for documents that relate to the whole site

. on each Project — this folder is for documents that are specific to individual
projects/surveys.

To upload documents within the Client Portal:

1. Click on the folder icon on a site or a project as appropriate:

-

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

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

4. Click the Delete button if you want to remove a document from the document folder.

Filename Size Created Last Modified

Entry Procedures docx 11434 22-Apr-15 13:1822 22-Apr-1513:18:22 Delete
Office Occupants docx 11434 22-Apr-15 1311844 22-Apr-1513:18:44 Delete

Upload file:| Choose File | No file chosen

"Drop ﬁles to upload

(or click)
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/ Note that only users in the permission group “Client Admin” have the ability to delete
documents. Users in the “Clients” group can upload and download but cannot delete
documents.

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

Itis also possible to upload files from a standard Alpha Tracker login so that the files are
visible and available for download in the document folders on the Client Portal. You can do
this for both Project-related and Site-related documents, simply go to the project or site and
use the Document Folder to upload your file to the Client Uploads subfolder.

For example, to upload to the document folder on the Project:

1.  Locate the project on the Project List.

2. Click on the Document Folder icon.

3. Use the top Upload file option to select and upload the file to the “Client Uploads” sub-

folder.
Upload file: Choose File |Mo file chosen to sub-folder| imain folder) A

(main folder)
Additional Info

=TT =1 =1 S—
c Client Uploads :)
PTATE ST DTS

thumbs

D T T

Upload Drawings file: Choose File |Mo file chosen

Upload certificate file: Choose File | Nofile chosen

15.6 Viewing hotspot drawings on the Portal

Drawings that you have added hotspots to can be displayed on the Client Portal and all tags
viewed. These drawings are linked to individual projects and are usually in the project’s
Drawings subfolder.

To display the hotspot drawings on the Client Portal:

1.  Find the required project on the Report List and click the Plans button. The hotspot JPG
file is displayed, for example:
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Plans for Squinel Trees (N-13133)

PLAN_HOTSPOT.PG

If there is more than one drawing available, then the different drawings are displayed at
the bottom of the screen and you can click on the one you want to view or use the
left/right arrow buttons to move between them.

2. Click on the “i” button and then on the “Click to view live plan...” link to access the live
drawing.

Plans for Squirrel Trees (N-13133)

Click to view live plan...

PLAN_HOTSPCT.PG o
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The live plan is displayed:

OT Live Plan Viewer - Google Chrome - o >
© start-3.co.uk/alphatracker/Hotspot_\ ?planFilename=Plan,jpg&isurvey Q
N-13133/Plan.jpg PLAN VIEWER: ARL
Recods: 2
) () (ESC Search || Al
s|p|sp|x|Ps|naG | A
) - ttem
] Squinel Trees 51
+ 78183 Door
©0-001 Entrance foyer Chrysotiie
78465 I
Building Name Squirel Trees,
® Floor 0
Location 0ot
Location Description Entrance fayer
ltem Door
1“\53 Material PG/ Reinforeed Plastics
S - Squinel Trees 52
A — rosss @ B e e 32
First Prav 1 of 1 Next Last
Recoras: 2

On the hotspot drawing you can:

° Use the wheel on your mouse or the + and — buttons above the drawing to zoom in
and out.

e  (Click and hold on the drawing and move the mouse to move the image in any
direction.

° Use the Reset button to return to the default zoom and view of the drawing.
° Filter the list of tags by using the buttons above the tag list.

e  (Click on atag on the drawing to view summary details of the item on the tag list on
the right-hand side:

OT Live Plan Viewer - Google Chrome - [m} x
@ start-3.co.uk/alphatracker/Hotspot_Viewer.a5w?planFilename=Plan.jpg&survey|D=743138projectNumber=N-13133 (S}
IN-13133/Plan.jpg PLAN VIEWER: AR
Records: 1
*+ [ = J[ Reset 7a485 Search | Al

s|p|sP|x|Ps|nac |an

] . 7B48s O s Intemal wall 02
78465
@ Euildingtame SaumeiTrees
79463 EE:: o IEZEEZL‘;“LM
\‘\/ F\vji Prev 1 of 1 Next Last
. Print the hotspot drawing by using Ctrl+P.
/ The hotspots cannot be amended from the Client Portal.
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15.7

15.8

Viewing CAD drawings on the Portal

It is possible to view CAD drawings (DWG files) on the Client Portal, in the same way as you
view hotspot drawings (see above). These drawings are linked to individual projects and are
usually in the project’s Drawings subfolder.

Find the required project on the Report List and click the Plans button to display project
plans/drawings.

In order to view the DWG files stored with a project, you need to:
° have a DWG viewer installed
. save a JPG version with the same name and in the same location as the DWG file.

The system displays only JPGs in the Plan viewer. If however the name of the DWG file is the
same as the JPG, eg “Plan1.JPG” and “Plan1.DWG”, then clicking the “i” icon displays the DWG
file.

If the user does not have a DWG viewer, then they can see the JPG. Any user who does have
a DWG viewer has the ability to click through to the DWG version.

Recording removal and remediation details

It is possible to update survey items between surveys to reflect remediation or removal work.
This can be done from the Asbestos Register in Alpha Tracker but may also be switched on in
the Client Portal.

& Refer to Section 11.2, Updating the Asbestos Register, for details on how to record these
updates from a standard Alpha Tracker login.
If it is available within the Client Portal, your client can click the Remediation Details button
on an item on the Asbestos Register. For example:
Mome | Asbestos Register X
R = = = s e
‘Ciwer Sopegh Crigns Search
e T
e ———
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This screen allows your client to record remediation or removal details. The item will only be
marked as “Removed” if it has a Remediation Type of “Removal” AND either a Remediation
Status of “Complete” or a Remediation Complete date. The following screen shows an

example:
l Remediafion Details - 4 I

s} 33865 -
Survey ID 71302 Remediation Type Removal ¥
Floor 1
Location 008 Remeadiation Status Complete v
Location Description Bathroom 2 )
ltem Floor Estimated Cost
Material Code VNP Actual Cost
Material Vinyl Products crual oS
:j(::rr:P )5( Cost Band v
Sample Number 1 Corirach
Identification Chrysotile entEstar

Remediation Spec
Remediation Complete @

Remediation Notes

Positive items are marked as “Removed” on the Client Portal if any of the following are true:
e they have an Approach of “R”
e they have an Identification of “Removed”

e they have a Remediation Type of “Removal” AND either a Remediation Status of
“Complete” or a Remediation Complete date.

These removed items are easily identified on the Client Portal by a green “Removed” stamp
and can be viewed on the Removed Register:

Photo Site Name Building Name Floor Location Location Description No Access Item Material Project Number Approach

Daisy Bank Daisy Bank Ceiling Void Insulating Board T-00284

~ W
ﬂ 3 ™ Dsisy Bank Daisy Bank 1 008 Bathroom 2 Floor Vinyl Products ~ T-00284 X
5
Z mya
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They are also visible on the Asbestos Summary graph:

Here is the Asbestos Summary for Site: 3132

% Removed items: 2

® Mo Access ltems: 1

12
o Presumed Items: 5
e Sampled ltems: 7

2

Key:
Very Low Risk - Black
Low Risk -

Medium Risk - . .
High Risk - Red 0 —

Material Score

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

15.9 Logging enquiries, accepting/rejecting
quotations

An optional feature on the Client Portal allows your clients to log new enquiries themselves
and also to view the status of their enquiries and quotes. You can find these options on the

Client Portal, on the Enquiries/Quotes menu if the setting “Show the Enquiry Section on the
Client Portal?” is set to yes.
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o ™ sites
4 L
+ |_| Photo Registers

& - ReportsiJobs

= Enquiries/Quotes

Mew Enquiry
My Enguiries
My Quoles

All My Enguiries

+ # contractors

Your clients can log an enquiry by using the New Enquiry menu option:

Home

Reference Your reference number will be automatically generated
Confact Kim Evison

Email kim.evison@start-software.com

Telephone 0333 301 1010

Mobile

What would you like us to do?

Enquiry Details

When an enquiry is raised, an email is sent to the email address specified in the “Client Portal
Enquiry Notification Email Address” setting. In addition, the enquiry appears on the Enquiry
List with “Client Portal” set as the Source so that you can easily identify it.

Version 1.29 sfort Page 226
software



ALPHA TRACKER USER GUIDE SHARING DATA ON THE CLIENT PORTAL

Date Produced Produced By Status Value Likelihood{%) Notes Contact Tel # Email Source

Management survey of a Kim 0333 301 kim evizoni@starl- Client

07/06/2018 Enquiry domesfic property. Evison 1010 software.com Portal

You can set up messages for a client to inform them that you have received their enquiry. This
is controlled by the setting "[client name] new enquiry message". For example:

Information ) 4
@ Thank you, your enguiry has been received and a member of staff will be in touch shorily

“Your Enquiry Reference is AQ18-0005

0K

The office letter used for the enquiry is from the default office letter setting if the client does
not have their own default office letter set up.

The client can view a list of their enquiries by using the My Enquiries option:

Refresh = Records: 1

Search for: Search || All

Reference Date Produced Contact Email Telephone  Mebile Enquiry Details

AQ18-0005 0770672018 Kim Evizon kim.evizon{@start-software.com 0333 301 1010 Management survey of a domestic property.

10 v  Records per page

If you create quotations for the client, then any open quotations for the client are listed on
the My Quotes screen. From here your client can accept or reject a quotation at the click of a
button:

Refresh Records: 1

Search for. Search | All

Date By Type Site Name  Status Value Contact Telephone Email

- TQ18-0014 07/0672018 Dan Darkin ~ Asbestos Survey 63 Hay Street Open £250.00 Kim Evison 0333 301 1010 kim.evison@starl-software.com I:' | Reject ‘

10 v Records per page

If a quotation is rejected, your client is prompted to enter some reject notes. The quotation is
marked as “Lost” and the client’s reject notes are displayed in the Reason field.
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There is both a My Quotes option and an All Quotes, the latter allows your client to see all
their processed quotations - accepted and rejected - and lets them accept a quote that has
previously been rejected.

Quotes that are accepted from the portal are assigned a new status of “Accepted”. You can
search the Quotation List by this status to find them. In addition, the system emails the
address specified in the setting “Client Portal Enquiry Notification Email Address” when
guotations are accepted or rejected.

The plus button next to a quotation on the All Quotes screen lets your client view details of
projects created from a quotation. For example:

SHARING DATA ON THE CLIENT PORTAL

GLLCM All Quotes +. <

Refresh | Records: 2

Search for: Search || Al

Refe Date By Type Site Name  Status  Valus Contact Telephone Email Reject Notes

+ TQ15-0014 0762018 Dan Darkin  Asbestos Survey 63 Hay Street Accepted £250.00 Kim Evison 0333 3011010 kim.evisen@stari-software com

TQ15-0012 24/05/2018 Dan Darkin Asbestos Survey Daisy Bank  Won £30000 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

It is also possible to control some of the information shown here by using two new settings:
“ShowProjectStatusOnClientPortalQuotes” and “ShowDiaryDatesOnClientPortalQuotes”. Click
on the underlined project number to see this additional information.
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16. STAFF TRAINING

Staff Training is an optional feature in Alpha Tracker that allows you to keep track of any
training courses that your staff have attended, the outcome, renewal dates etc and also to
upload the relevant certificates. You can view details of staff training in a number of ways,
both on screen and in reports. The new Staff Training module appears under the Resources
menu on Alpha Tracker, subject to a licence.

16.1 Listing training courses

Assuming that all your staff already have Staff records in Alpha Tracker, the first thing to set
up is the training courses. To do this:

1.  Select “Staff Training Courses” from the General section on the Setup menu.

2. Create a record for each training course. You can record a name, description and default
expiry date for each course. You can also indicate whether the training course is an
award, ie it does not have an expiry date.

G Staff Training Courses ,*

Records: 5

Search for: Search | All
Training Name Training Description Default Expiry Month Is Award? Delete
r H -:'r‘J Telephone answering 123213 l l 36 _
+ Asbestos removal 12
+ Asbestos identification 12
&= Internal Audit 12
+ Diary Maintenance o Cd

10 v Records per page

16.2 Recording training courses attended

Once training courses are set up you can record training course attendance against members
of staff.

1. Select “Staff” from the Staff/Training section of the Resources menu.

2. Click on the person on the left side of the screen and record their training courses on the
right.
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Hame

Click hare 10 34arch..
Racar 4 Recoms: 5

Searen or Search| 1 TamegOste  SwnTme  EnaTme Name Locaton Frovider Reaun avara  Expiry Dote
TR oD OO0 X0 Cor i O O R (T
K Lab -
s
H 9 joncer [l jex O |10 @ ssesosrmo " weezos [l
o2 L3 Dourioad | 7]
H % xus B ww @ 700 @ DiaryMaienance - k2
650 Hoel LB Dowsioad | 1]
H® zsaon B w0 O 70 O e v et Fas awsaes @
oy g e = [
- 1o © - . a1s e
B v | Fecerdeper g H % ooee [ ox @ o Telephone answrerng 123213 Tetord P nzorzen [
H4 ] (] @ [::]
+ H ® ] ] (c] . ]
+ H " ] ] (<] ]

10 v | Recordspergage | Send b io Handsel

The default expiry date is automatically entered depending on the course that you select
and whether this was entered on the Staff Training Courses screen.

3. Once you have created the training records, use the buttons at the far right of the
records to upload and download certificates:

Award  Expiry Date Retraining Date Cost Notes Delete

041102013 oeots R Senate I

| osromots  [EE | osiozots BB £0.00 P el (]

@ ER £0.00 y C';'ﬂ:,“"::m @

[ | 24050019 [EH | 24052018 R £0.00 P el (]

O | ozorzozr ER 2] £0.00 | 2nd course Pl =, @

o iz B £0.00 P

o iz BB £0.00 p

(] ] B £0.00

16.3 Who has attended training courses

You can use the Training menu option to display the details the other way round, ie for any
selected training course display the members of staff who have attended. There are buttons
at the top of the screen to filter the list to show Active and Expired entries.

1. Select “Training” from the Staff/Training section of the Resources menu.

W

Click here to search...

Records: 5 Records: 3

Search for. Search | All Active  Expired = All
Name & Description Staff ID Staff Name Title Training Date Location Provider Result Expiry Date Retraining Date Cost Notes
Asbestos identification 185 Kim Evison Bulk Analyst  02/07/2013  Tetiord Pass  02/07/2021 £0.00 2nd course
Ashestos removal 673 Leanne Helle-Broe Consultant 10/07/2018 10/07/2021 £0.00
Diary Maintenance 663 Judy Key Lead Surveyor 09/11/2018 09/11/2021 £0.00
Internal Audit 10 v Records per page

+  Telephone answering 123213

10 v Records per page
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16.4

16.5

2. Click on the required training course on the left-hand side to display a list of staff who
have attended on the right.

3. Use the Active, Expired and All buttons to filter the list.

Displaying the training calendar

Any training courses that you record for members of staff are added to their Calendar. They
are also visible in the Staff/Training Calendar which gives the person in charge of training a
filtered view of the Calendar that just includes training courses.

1. Select “Calendar” from the Staff/Training section of the Resources menu. The training
calendar is displayed.

€ Mar25-Mar3t2019 b wonm [WEBK Day  NeasDays Workwiesk Agensa Worksnim W2C View
Mon, Mar 25 Tue, Mar 25 Wed, Mar 27 Thu, Mar 28 Fri, Mar 20 S8at, Mar 30 Sun, Mar 31

2. View, move or amend the training appointments as necessary.

Scheduling using qualifications as restraints

You can link Staff Training Courses to Project Types and get the Calendar to advise whether a
member of staff has the appropriate qualifications when booking an appointment. For
example:

Project Type “Asbestos Surveying” might be linked to training types “Asbestos P405” and
“Health & Safety Basics”.

Then, when someone is using the Calendar in Alpha Tracker to schedule Adam onto job
N-12345 which is of type “Asbestos Surveying” on 4 September, the system checks to
see whether Adam has an Award or an unexpired training course for both “Asbestos
P405” and “Health & Safety Basics” on that date. If he doesn’t, the system shows the
person scheduling a message, for example:
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STAFF TRAINING

VWWarning

/‘\ Sorry, Adam Dangerfield does not have the relevant qualifications on this date
L. i

X

oK |

To link Staff Training Courses to Project Types:

1.
2.
3.

4,

Select “Staff Training Courses” from the Setup menu.
Click the plus button next to the required course.

Specify the linked Project Types on the Project Types tab.

(LYW Staff Training Courses

Records: &
Search for: Search || All
Training Mame Training Description Default Expiry Month ls Award? Delete

+ E ‘1 Telephone answering 123213 36 (W) (W]
+ H ") Asbestos removal 12 = (]
+ E ‘7 Asbestos identification 12 [} (55}
& 9 internal Audit 2 [0 [m]
+ E ‘7 Diary Maintenance 0 | ()

Asiestos Pa0S I

gl Staff Exceptions

Records: 1
Project Type Delete
Asbestos Survey v
* o9 v
* H 9 v
* o9 v

10 v Records per page

Select related Project Types E .’
This will prevent you from scheduling work for a member
of staff not qualified to do the Project.

+ E ‘7 Health & Safety Basics

List any staff who are to be excluded from these restrictions on the Staff Exceptions tab.

d

Note that if no Project Types are listed then there are no restrictions for that training course, ie
all members of staff will be eligible for scheduling.
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16.6

16.7

Displaying the Training Matrix

You can get an overview of the status of your qualifications/certifications by using the
Training Matrix. All current members of staff are listed down the left-hand side of the Training
Matrix, and training courses are listed across the top. At the intersections you can see the
expiry date if that person has attended the course. The expiry dates are colour coded to
show:

o Red — Expired

° Yellow — Expiring within 3 months

o Green — Current

e  Blue — Award/no expiry date

e  Grey—N/A.

1.  Select “Training Matrix” from the Staff/Training section of the Resources menu to
display the Training Matrix screen.

2. Select a Group and, optionally, a Subgroup from the dropdowns to populate the Training
Matrix screen.

flome

Training Matrix
Training/ Asbestos 0 - Health & Safety Telephone

3. Ifrequired you can download the Training Matrix data to a spreadsheet by clicking the
Download button.

Reports

There are a number of reports you can produce based on the Staff Training data, including:
. Expired Certificates, listed by training course or by member of staff
. Expiring Certificates, listed by training course or by member of staff

. Training Delivered (between specified dates), listed by training course or by member of
staff.
To produce a report:

1. Select the appropriate menu option, eg “Certificate Reports” or “Training Delivered”
from the Staff/Training section of the Resources menu.

2. Select the report and specify how you want the report to run. It is generated as a PDF
and displayed on the screen, for example:
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viome | ranng s X [P € Trngpetverss X |

Choose report to generate Enter Report Parameters

Certificate Awards - By Training Type

Certificates Expired - Kim Evison x
Certificate Awards - By Staff Member

Cerfificales Expired - By Training Type
Certificates Expired - By Staff Member

Certificates Expiring - By Training Type

Certificates Expiring - By Staff Member oama0te

CERTIFICATES EXPIRED BY STAFF REPORT

Hame © mmEvsen
T © Bk Analyst
Group ™

Sub Group. - Besguam

Training Trsining Date  Location Providar Rsuit Expiey Dste

ASEESTOS IDENTIFICATION U Shrewstury e Pass a0t
Nates

ASEESTOS REMOVAL st a0t
Nates

Move your cursor to the top of the screen displaying the PDF to access controls for
downloading, printing etc.

Note that staff marked as “Not Current” in the Staff List are not available for selection in the
Staff Name dropdowns on the “Certificate Reports” screens.

16.8 Managing equipment

An Equipment menu option on the Staff Training menu allows you to manage equipment by
defining the certification details and uploading/downloading the relevant certificates. You can
upload any type of file as a certificate. There is also a colour-coded countdown to the expiry
of the certification:

. the number is green if it is more than 30 days in the future
. orange if it is between 30 and 0 days

. red if it is overdue.
Filters at the top of the screen let you quickly display the Expired, Expiring Soon or Active
pieces of equipment.

1. Select “Equipment” from the Staff/Training section of the Resources menu to display the
Equipment screen.
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fome

Records: 1

Search for Search || Al

Active | Expiring Soon | Expired | All

Countto

Machine Type Model No. Serial No, Certificate No. Equipment Location Valid From Valid To Delete
Due Date

2.  Use the quick search box to find matching entries (the search is across multiple fields) or
the pre-set filter buttons to display the Expired, Expiring Soon or Active pieces of
equipment.

3. Note the colour-coded countdown to the expiry of the certification.

4. Add a new piece of equipment by typing into one of the three blank rows at the bottom
of the screen.

5. Use the buttons on the right of the screen to upload or download certificates.

/ Note that there is a separate group of Equipment menu options on the Resources menu that

let you track your equipment — including by generating and downloading QR codes which can
be attached to equipment.
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