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This chapter describes how you can maintain the data that provides settings, templates 
and pick lists for the system. This includes the following: 

·  project types, including project milestones 

·  members of staff 

·  staff groups 

·  staff roles on a project 

·  currency exchange rates 

·  cost breakdowns 

·  users who can delete survey items 

·  material codes 

·  survey templates, including standard items 

·  office codes 

·  document templates 

·  database housekeeping 

·  principal service types 

·  standard wording for areas of limited access 

·  standard wording for method sets 

·  confirmation of product types. 
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The system can track any type of project or job. Each project or job that you want to 
track 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.  

When you create projects or jobs, the milestone template appropriate to the project 
type is displayed. You can accept the milestones provided in the template or, if 
required, you can amend the milestones individually for each project. 

To maintain project types: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 
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� �  Select option 1, Project Types/Milestones, from the Maintain/View Basic Data 
menu. 

The Project Types window is displayed. 

 

� �  Select the project type that you want to amend or create a new project type by 
clicking on the New Record button  at the bottom of the Project Types 
window. 

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

� �  Type a name for the project type, eg Air Monitoring, in the Name field. 

 �  If appropriate, type a description of the project type in the Description field. 

! �  If you use Resource Tracker to schedule project work, select the colour scheme 
in which to display projects of this type from the drop-down list on the Resource 
Tracker Style field. 

You can now define the milestone template for projects of this type. The 
milestone template comprises a list of significant events in the lifetime of the 
project. 

If you do not wish to define a milestone template for projects of this type, move 
on to step 11. 

"�  Type a number to indicate the position of the milestone in the sequence in the 
Position field. 

#� Type a description of the event in the Milestone field. 

$� Repeat steps 7 and 8 to define all the required milestones. 

�  If you make any errors in listing the milestones, you can simply overtype the position 
number or description to correct the error. 
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�%� If required, in the Target field for each milestone, specify the number of days 
from the previous milestone to be used in calculating the target date for this 
milestone. 

These target figures can be used to reflect your Key Performance Indicators 
(KPIs). 

� � �  Save your changes and close the Project Types window by clicking on  in its 
top right-hand corner. 
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You must set up staff details before you can record the involvement of members of 
staff in projects. 

�  When a member of staff leaves, keep their details recorded on the system as this 
enables the regeneration of reports in which they appear. 

To maintain staff details: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 2, Staff Maintenance, from the Maintain/View Basic Data menu. 

� �  Select option 1, Staff, from the Staff Maintenance menu. 

The Staff window is displayed. 

 

� �  Select the record of the member of staff that you want to amend or add a new 
member of staff by clicking on the New Record button  at the bottom of the 
Staff window. 
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The staff ID is automatically generated so you do not need to enter anything in 
the Staff ID field. 

 �  Type the name of the person as it is to appear in the system, for example Jane 
Smith, in the Name field. 

! �  Type the formal name of the person as it is to appear on reports, for example 
Miss J Smith, in the Name for Reports field. 

" �  Enter the person’s email address in the Email Address field. 

#� Click on the appropriate tick boxes to indicate the capacities in which the person 
is authorised to act. These include the capacity to: 

·  project manage 

·  team lead 

·  assist surveys 

·  lead surveys 

·  sign reports. 

$� Save your changes and close the Staff window by clicking on  in its top right-
hand corner. 
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Staff groups are the role types or the employee groups that take part in projects. You 
assign staff to particular groups via the Staff tab on the Projects window. This 
information is then used in the reports. 

To maintain staff groups: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 3, Staff Groups, from the Maintain/View Basic Data menu. 

The Staff Groups window is displayed. 
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� �  Select the staff group that you want to amend or add a new group by clicking in 
the blank field marked with an asterisk. 

� �  Type the name of the staff group in the Group field. 

 �  Save your changes and close the Staff Groups window by clicking on  in its 
top right-hand corner. 
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Staff roles are used when you specify the members of staff working on a project. You 
can define the list of staff roles as required.  

To maintain staff roles: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 4, Staff/Project Roles, from the Maintain/View Basic Data menu. 

The Roles window is displayed. 

 

� �  Select the role that you want to amend or add a new role by clicking on the New 
Record button  at the bottom of the Roles window. 
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� �  Type the title of the role in the Role field. 

 �  If required, type any notes relevant to the role in the Notes field. 

! �  Save your changes and close the Roles window by clicking on  in its top right-
hand corner. 
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If your system uses multiple currencies, you need to maintain the exchange rates 
between the different currencies and pounds sterling (GBP). The current exchange 
rate is used whenever a currency conversion takes place in Tracker. Past conversions 
retain the exchange rate that applied when the conversion occurred. 

�  It is important to keep exchange rates up-to-date so that your system uses the current 
rates. This means maintaining exchange rates on a regular—perhaps daily—basis. 

To maintain exchange rates: 

� �  Select Maintain/View Basic Data from the Main menu. 

� �  Select Currencies from the Maintain/View Basic Data menu. 

The Currencies window is displayed. 

 

� �  Select the currency that you want to amend or add a new currency by clicking in 
the Symbol field in the blank row marked with an asterisk 

� �  Type the symbol or abbreviation for the currency in the Symbol field. 

 �  In the Name field, type the currency’s name. 

! �  Indicate the multiplier to apply when converting this currency to pounds sterling 
(GBP) in the Conversion Factor field. 

�  The link at the bottom of the window takes you to a website where you can obtain 
current exchange rates. 
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"�  Save your changes and close the Currencies window by clicking on  in its top 
right-hand corner. 
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Tracker contains a cost-breakdown feature that provides a quick and easy method to 
calculate the total value of a quotation, order or project. The breakdown is primarily 
based on people’s time, but it can also include other sundry costs. 

Cost breakdowns define the charge-out rates for each role required on a project. You 
may have different cost breakdowns depending on the client, for example one may 
represent a 40% contribution to profits, another a 50% contribution. You must 
manually set up each of these cost breakdown types to accommodate the various 
charging strategies. 

To maintain cost breakdowns: 

� �  Select Maintain/View Basic Data from the Main menu. 

� �  Select Set up Cost Breakdowns from the Maintain/View Basic Data menu. 

The Cost Breakdown Types window is displayed. 

 

� �  Select the cost breakdown that you want to amend or add a new cost breakdown 
by clicking on the New Record button  at the very bottom of the screen to 
create a new, blank record. 
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� �  Enter a name for the cost breakdown, perhaps one that reflects its usage such as 
‘40% GP’, in the Cost Breakdown Type field. 

 �  Enter a brief description of the cost breakdown type in the Description field. For 
example, you might enter ‘40% contribution to Gross Profit’. 

! �  Type any notes that you will find useful in the Notes field. 

You can now begin to define the individual rows of the cost breakdown 
template. Each row specifies the costs and rates to charge for a particular job 
role. 

" �  Begin by specifying the category to which the job role belongs in the Category 
field. 

The category relates to the type of project for which you are producing a 
quotation or order. For example, the job role might belong to the category 
‘Survey’ or ‘Air Monitoring’. 

Once you have specified a category it is available for selection from the drop-
down list in subsequent rows. 

#� In the Type/Role field enter the job role for which you are defining the costs and 
rates to charge. 

�  To define one-off costs that are not related to people’s time, such as costs per sample, 
you need only enter the Category and Type/Role fields and then specify the unit cost 
in the Hourly Rate field. 

$� Type the base salary for the role in the Base Salary field. 

�%� Calculate the weekly cost of employing a person in the role, including National 
Insurance contributions, and enter the figure in the Weekly with NI field. 

� � �  If there is also the cost of a car with this job role, enter the weekly cost of the car 
including National Insurance in the Car with NI field. 
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� � �  Calculate the weekly charge-out rate required to cover the costs of employment 
and a car for this job role and the required percentage contribution, and enter this 
amount in the Total with GF field. 

� � �  Divide the weekly charge-out rate by five to arrive at a daily rate and enter this 
in the Day Rate field. 

� � �  Divide the daily rate by the number of working hours in a day and enter this in 
the Hourly Rate field. 

�  �  Click the New Record button  at the bottom of the Cost Breakdown Template 
rows to create a new row in which you can specify the costs and rates associated 
with another role. 

� ! �  Repeat steps 7-16 to specify all the job roles that you want to include in this Cost 
Breakdown Template. 

�" �  Save your changes and close the Cost Breakdown Types window by clicking on 
 in its top right-hand corner. 

�  Refer to Section 3.6, Working with cost breakdowns, for details on how to apply the cost 
breakdowns to quotations, orders and projects. 
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On the Survey Items screen, it is not possible to delete records unless your user name 
is specifically included in the list of users able to delete survey items.  

�  The menu option which enables you to maintain the list of users permitted to delete 
survey items is only available to the principal administrator of your system and, 
initially, the only member of staff on the list is the principal administrator. This 
measure serves to protect survey data. 

To enable a user to delete survey items: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 2, Staff Maintenance, from the Maintain/View Basic Data menu. 

� �  Select option 4, Staff Delete Survey Items, from the Staff Maintenance menu. 

The Users Authorised to Delete Survey Items window is displayed. 



 

Maintaining System Data Tracker User Guide 

Page 2-10  Version 2.12 

 

� �  Add a user to the list by selecting their name from the drop-down list in the 
blank field. 

While a user’s name is on the list they are able to delete records from the Survey 
Items screen. If you remove them from the list, they are no longer able to use the 
delete function. You can, therefore, allow a user temporarily to delete survey 
items. 

 �  Delete a user from the list by highlighting the record showing their name, 
pressing the Delete key and confirming the deletion. 

! �  Save your changes and close the window by clicking on  in its top right-hand 
corner. 
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Material codes in Tracker are used to identify materials surveyed or recorded, and to 
generate the material items for the Pocket PC. A material code consists of a three-
letter code and a description. Materials are divided into two categories: suspect items 
and non-suspect items. Suspect items should be re-inspected at specified regular 
intervals. 

To maintain material codes: 

� �  Select Maintain/View Basic Data from the Main menu. 

� �  Select Materials from the Maintain/View Basic Data menu. 

The Materials window is displayed. 
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� �  Select the material code that you want to amend or add a new code by clicking 
on the New Record button  at the bottom of the Materials window. 

� �  Type the three-letter code in the Code field. 

 �  Type the description of the material in the Material description field. 

! �  Select a description in the Asbestos Material field to specify whether the 
material contains asbestos. 

The value in the Asbestos Material field determines which category the material 
is in: 

·  Suspect items: includes ‘Suspect’ and ‘Both’ 

·  Non-suspect items: includes ‘Non-suspect’ and ‘Both’.  

" �  Tick the HSE Notif. field if the Health and Safety Executive must be notified if 
this material is found on site. 

#� If the material is a suspect item, then it should be regularly inspected. Select a 
value in the Reinspection Period (months) field to indicate the recommended 
frequency of inspection. 

$� Save your changes and close the Materials window by clicking on  in its top 
right-hand corner. 
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Survey templates allow you to specify the standard items which a Surveyor should 
look at when surveying properties of a particular type. The standard items become the 
column headings on the Surveyor sheets and act as a prompt to the Surveyor when 
surveying a property of that type. You can specify a maximum of ten standard items 
on each survey template. 

To maintain survey templates: 

� �  Select Maintain/View Basic Data from the Main menu. 
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� �  Select Survey Templates/Standard Items from the Maintain/View Basic Data 
menu. 

The Templates window is displayed. 

 

� �  Select the template that you want to amend or add a new template by clicking on 
the New Record button  at the bottom of the Templates window. 

� �  Type the name of the template in the Name field. The name is often used to 
describe the type of property to which this survey template relates, eg School. 

 �  If required, type any notes relevant to the survey template in the Notes field. 

You can now define the standard items for this survey template. This comprises 
a list of up to ten items. 

! �  Type a number to indicate the position of the item in the sequence in the 
Position field. 

" �  Type a description of the item in the Item field. 

This description appears as the column heading on the Surveyor sheets. 

#� If required, type an expanded description to be used in reports in the Description 
for reports field. 

The description in this field, if present, appears on printed reports instead of the 
description in the Item field. You might, for example, want to use ‘Susp.Ceil.’ as 
the column heading on the Surveyor sheets to save space, but ‘Suspended 
Ceiling’ on reports. 

$� Repeat steps 6 – 8 to specify all the standard items. 

�  If you make any errors in listing the standard items, you can simply overtype the 
position number, item or description to correct the error. 
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�%� If required, use the buttons at the bottom of the Templates window to print out 
the following: 

 prints blank Surveyor sheets with headings as per the template type for the 
 Surveyor to take on site 

 prints the screen, listing the template’s standard items. 

� � �  Save your changes and close the Templates window by clicking on  in its top 
right-hand corner. 
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Office codes are one-letter codes that allow you to identify the office that owns a 
project. The office code is the letter at the beginning of the project number. 

To maintain office codes: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 7, Office Setup, from the Maintain/View Basic Data menu. 

The Office Setup window is displayed. 

 

� �  Select the office code that you want to amend or add a new office code by 
clicking in the ID field in the blank row marked with an asterisk. 

� �  Type the one-letter code for the office in the ID field. 

 �  In the Office field, type the name or location of the office. 

! �  Save your changes and close the Office Setup window by clicking on  in its 
top right-hand corner. 



 

Maintaining System Data Tracker User Guide 

Page 2-14  Version 2.12 

����  ����������������.������.�'�����

The document templates allow you to produce standard documents from Tracker. 
These include the following: 

·  quotations 

·  pro-forma purchase orders 

·  order confirmation documents. 

Document templates are all stored in the Word Templates folder and you can edit the 
templates as required to tailor the documents to your own specific needs. 

�  See your System Administrator for help locating the Word Templates folder. 

To locate and maintain document templates from Tracker: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 8, Word/Other Document Templates, from the Maintain/View 
Basic Data menu. 

The System Templates window is displayed, listing the templates available. 

 

� �  Click on the required template to open it in Word. 



 

Tracker User Guide Maintaining System Data 

Version 2.12  Page 2-15 

 

The document template is displayed. The automated fields are enclosed in angled 
brackets (< and >). The content of the template varies for each client.  

� �  Edit the text of the document template as required. 

 �  Save your changes. 
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If you are using the camera attached to the Pocket PC, then the photographs you take 
are embedded in the database. Over time, therefore, the database file can get very 
large and unmanageable. As the photographs are also stored as *.jpg files, it is not 
necessary to keep the embedded versions after the data capture stage. You can carry 
out database housekeeping to remove the embedded photographs and help keep the 
database at a reasonable size. You should perform this procedure approximately 
monthly, or if data.mdb becomes larger than 100MB. 

To perform the database housekeeping: 

� �  From the Main Menu in Tracker, select option 3, Projects. 

The Projects menu is displayed. 

� �  Select option 5, Surveys Menu, from the Projects menu. 

The Surveys menu is displayed. 

� �  Select option 6, Database Housekeeping, from the Surveys menu. 

The Compact Database dialog box is displayed, asking you to enter a date. 
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Tracker will remove the embedded photographs taken before the date that you 
specify here. As the *.jpg files are only created when you click on the Process 
Pocket PC Data button on the Survey Details screen, you must ensure that you 
are only deleting photographs where this has been done. A date 3-6 months in 
the past might therefore be appropriate. 

� �  Enter the required date in the dialog box. 

 �  Click on OK remove the embedded photographs before the specified date. 

����  ��������������������'����-����������

The principal service types allow you to specify for each type of service offered, for 
example Air Monitoring or Type 2 Surveys, the documents that are to be produced at 
key stages of the quotation and order process. The key stages are: 

·  producing a quotation 

·  winning a quotation 

·  losing a quotation 

·  confirming an order. 

You can select to produce documents at any or all of these stages. The documents are 
produced by merging the client/quotation/order details into template documents. The 
template documents must be set up in advance. 

�  Refer to Section 2.12, Maintaining document templates, for further information on how to 
access the templates. 

To locate and maintain document templates from Tracker: 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 3, Principal Service Types, from the Maintain/View Basic Data 
menu. 

The Services/Project Types for Quotes window is displayed. 
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� �  In the Type of Service field, enter the type of service for which you are setting 
the documents to be produced. 

� �  Type a description of the service type in the Type of Service Text field. 

 �  In the case of multiple jobs, select the principal job from the Prime Project/Job 
field. 

! �  Specify the text to appear on the Re line of quotations in the Quote Re Line 
field. 

You can use field codes within the text. Field codes are contained within angled 
brackets (< and >) and indicate where text is to be substituted. You can leave this 
field blank if you do not want any text to appear.  

" �  Specify the text to appear on the Re line of order confirmation letters in the 
Confirm Order Re Line field. 

You can use field codes within the text, or you can leave this field blank if you 
do not want any text to appear. 

#� Specify the required documents for quotations and orders as follows: 

·  The Type of Service is automatically displayed. 

·  Use the drop-down list on the Key Point field to select the stage at which 
the documents are to be produced. 

·  Select the template to be used for the document in the Template Name 
field. 

·  Specify the name to be given to the newly created document in the Save as 
field. The document will be saved in your quotations and orders folder. 

·  If you just want a copy of the document to be saved, without a merge taking 
place, for example as you might for a terms and conditions document, tick 
the Just Copy? tickbox. 

·  Select the details to be used for the merge in the Query Used for Merge 
field. For example, ‘qQuotations and Clients’ is used for stages relating to 
quotations and ‘qOrders and Clients’ is used for order confirmations. 

$� Repeat step 8 to as necessary to specify the documents to be produced for this 
service/project type at key stages of the quotation and order process. 
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�%� Save your changes and close the Service/Project Types for Quotes window by 
clicking on  in its top right-hand corner. 
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Tracker enables you to maintain standard wording for areas of limited access. This 
wording is inserted into the appropriate places in generated reports. 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 4, Miscellaneous Settings, from the Maintain/View Basic Data 
menu. 

� �  Select option 1, Areas of Limited Access, from the Miscellaneous Settings menu. 

The Areas of Limited Access window is displayed. 

 

� �  Select the wording that you want to amend or add a new record by clicking on 
the New Record button  at the bottom of the Areas of Limited Access 
window. 

 �  Type the name of the area of limited access in the first field. 

! �  Type the standard wording that you want to appear in reports for this area of 
limited access in the second field. 

" �  Save your changes and close the Areas of Limited Access window by clicking on 
 in its top right-hand corner. 
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You can also maintain standard wording describing survey methodology – the way in 
which the survey will be conducted. This wording is inserted into the appropriate 
places in generated reports. 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 4, Miscellaneous Settings, from the Maintain/View Basic Data 
menu. 

� �  Select option 2, Method Sets, from the Miscellaneous Settings menu. 

The Method Sets window is displayed. 

 

� �  Select the wording that you want to amend or add a new record by clicking on 
the New Record button  at the bottom of the Method Sets window. 

 �  Type the description of the survey methodology in the space provided. 

! �  Save your changes and close the Method Sets window by clicking on  in its 
top right-hand corner. 
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The confirmation of product type is used in Lab Tracker, where analysts provide this 
information, and on the View Survey Data screen where it can be entered direct. You 
can maintain the list of valid confirmation of product types. 

� �  Select option 7, Maintain/View Basic Data, from the Main menu. 

� �  Select option 4, Miscellaneous Settings, from the Maintain/View Basic Data 
menu. 

� �  Select option 3, Confim. of Product Types, from the Miscellaneous Settings 
menu. 
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The Confirmation of Product Type window is displayed. 

 

� �  Select the confirmation of product type that you want to amend or add a new one 
by clicking in the field in the blank row marked with an asterisk. 

 �  Type the name of the confirmation of product type. 

! �  Save your changes and close the Confirmation of Product Type window by 
clicking on  in its top right-hand corner. 

 

 


