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This chapter explores how you can use Tracker to maintain and manage information 
relating to prospects, including: 

·  clients 

·  quotations 

·  orders. 

It also describes how you can produce standard documents. 

���  �����������������

Tracker enables you to manage clients by maintaining a client database. For each 
client you can record or access the following details: 

·  client ID number 

·  name and address details 

·  contact details 

·  additional contacts at the client 

·  projects undertaken for the client 

·  a map showing the client’s address 

·  MicrosoftÒ WordÒ report formats used in asbestos surveying. 

You can add new clients to the database and you can also amend the client details 
already held in the database. Keep all historic clients on the database to ensure that a 
full record is maintained. 

Prospect Tracker also enables you to set up and generate standard letters to make 
communicating with your clients even easier. 

Using the client details that you have entered, you can develop customer information 
further by creating quotations and then orders within Tracker. In turn, the orders can 
be used to create projects in Project Tracker. 
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You record a new client’s details in Prospect Tracker so that their details are available 
to all Tracker modules. 

Adding new client details can involve: 

·  entering their basic name, address and contact details 

·  recording additional contact details 

·  recording site details 

·  displaying a map of the client’s location. 

� � � � � � � �� �� � �  � � �� � � � � � � �� � � �� �� � � � �� � � � � � �

To add a new client: 


 �  Select option 1, Client Management, from the Main menu to display the Client 
Management menu. 

� �  Select option 2, Add New Client, from the Client Management menu to display 
the Clients window. 

 

� �  Type the ID number which you want to apply to this client in the ID field. 

�  You can use any numeric or alphanumeric combination for the client ID. This enables 
you to reference client account codes or other codes in use in your other business 
systems. 

! �  Type the client’s name in the Name field. 

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

�  Ensure that you enter the client’s post code in the Address 5 field so that the 
Multimap link can work. 

#� Type the name of your main contact at the business in the Contact field. 
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$� Type the form in which you want to address the contact in correspondence, for 
example ‘Mr. Brennan’, in the Salutation field. 

%� Type the client’s telephone number in the Telephone field. 

The Auto Dial  button next to the telephone number can automatically dial 
the number for you. When you hear the contact answering, simply pick up the 
receiver on your desk phone to speak. 

�  For the Auto Dialler to work you must have a modem connected to your PC and 
plugged into your telephone line, and this must be the same line used by your desk 
phone. 

&� Type the client’s mobile telephone number in the Mobile field. 


 ' �  Type the client’s fax number in the Fax field. 


 
 �  Type the client’s email address in the Email field. 

Double-clicking an email address brings up a pre-addressed blank email. 

You can now record details of additional contacts at the client. 

� � � �� �� � � � � � �� � � �� � � � � � � �� � � � �

To record details of further contacts at the client: 


 �  Click on the Additional Contacts tab to display the fields in which you can 
record details of other contacts at the client business. 

 

� �  Complete the following details for the contact: 

·  Contact – name 

·  Telephone(s) – telephone number 

·  Fax(es) – fax number 

·  Email Address – email address 

·  Salu – salutation. 
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� �  Type any notes relating to the contact in the Notes field. 

Tracker automatically creates a new blank record when you start typing in 
details. This allows you to enter details of one contact and quickly move on to 
enter the details of the next contact. 

! �  Record details of any further additional contacts by repeating steps 2 and 3 as 
necessary. 

You have finished recording additional contact details for a new client. If required, 
you can now record site details. 

� � � �� �� � � � � � �� � � � � � � � � �

If you record site details for a client, those details will then be available for you to 
select for future use. Selecting an existing site saves you re-typing the site details. 

To record site details: 


 �  Click on the Sites tab to display the fields in which you can record details of all 
sites associated with a client. 

 

� �  Click on the Add New Site Details button: 

 

The Maintain Site Details window is displayed, with the client’s ID and name 
displayed automatically. 
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� �  Complete the following details for the site: 

·  Site Name 

·  Building Name 

·  Street Address 

·  Town or City 

·  County 

·  Post Code. 

! �  If you have further sites to record, click on the new record button  and repeat 
step 3. 

"�  Close the Maintain Site Details window by clicking on  in its top right-hand 
corner to return to the Sites tab on the Clients window, where the new site details 
are displayed. 

�  You can also edit site details by clicking on the edit button  next to the site that you 
want to amend. 

(��) � �*� � �� � � � �� � � � �� � � � )�

You can display a map of the client’s location by accessing Multimap.com from the 
Clients window. 

To display the map: 


 �  Click on the text in the bottom right-hand corner of the Clients window ‘Click 
here to view this property at Multimap.com’. 

Multimap.com opens, using the post code you entered in the Address 5 field to 
centre the map.  
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The red circle indicates where the map is centred. You can zoom in or out by 
using the + and - scale on the left of the screen, and move the map to view more 
by clicking on the compass points. 

� �  Manipulate and print the map as required using the functionality available within 
Multimap.com. 

� �  Close Multimap.com and return to the Clients window by clicking on  in the 
top right-hand corner. 

���  +��,�������-����������������

You can amend client details held on the client database to keep them up-to-date and 
to ensure that full details are recorded. All client details can be edited, including the 
ID. If you change any details, the system automatically updates the relevant fields on 
existing records. You cannot delete former clients from the database; their details are 
retained to ensure a full record is maintained. 

You can also work with client details to: 

·  access projects on the system 

·  record additional contacts 

·  list sites associated with a client 

·  access quotations prepared for the client 

·  browse purchase orders from the client 

·  specify Microsoft Word report formats. 

To work with client details: 


 �  Select option 1, Client Management, from the Main menu to display the Client 
Management menu. 

� �  Select option 1, Browse Client Database, from the Client Management menu to 
display the Clients window showing details of the first client in your database. 
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� �  Select or search for the required client. 

·  Select the client whose details you want to display: 

Click on the  on the drop-down field next to the ID field. 

Scroll through the list and click on the required client to display their 
details. 

·  Search for the client whose details you want to amend or view: 

Click on the field you want to use for searching. 

Click on the Find button , or press Ctrl +F to display the Find and 
Replace dialog box. 

 

Type your search text in the Find What? field. 

Set the Match field to either ‘Whole Field’ or ‘Any Part of Field’ 
depending on whether you want the search to match your search text 
precisely or to find the text as a selection anywhere in the field. 

Click on Find Next (or press Enter ) to display the first matching client. 

Scroll through the returned client records, by using the arrow buttons on the 
record selector bar, to display the required client. 

! �  Amend the client name, address or contact details as required. 

Use the Auto Dial  button next to the client’s telephone number to dial the 
telephone number automatically. When you hear the client answering, simply 
pick up the receiver on your desk phone to speak. An Auto Dial button is also 
available for additional contacts. 

�  For the Auto Dialler to work you must have a modem connected to your PC and 
plugged into your telephone line, and this must be the same telephone line used by 
your desk phone. 

"�  Click on the appropriate tab to access further client-related details: 

·  Display projects undertaken for a client by clicking on the Projects tab. 
Select the All, Open or Closed radio button to filter the projects displayed. 
Access an existing project by clicking on the  button next to the project 
ID field. You can also create a new project from here. 

·  If you want to amend the additional contacts, for example to add a further 
name, click on the Additional Contacts tab and complete the details as 
required. 

·  If you want to amend the site details, for example to add a new location, 
click on the Sites tab and add to or amend the details as required. 



 

Prospect Tracker Tracker User Guide 

Page 3-8  Version 2.12 

·  Display quotations prepared for the client by clicking on the Quotations 
tab. Select the Open, Won, Lost, Amended, Enquiry or All radio button and 
a year to filter the quotations displayed. Access an existing quotation by 
clicking on the  button or display the quotation in Word by clicking on 
the  button next to the ID field. You can also create a new quotation from 
here by using the New Quote button. 

·  To view purchase orders for a client click on the Orders tab. The 
information displayed includes the purchase order number, quotation 
number, date received, total costs and the related project number (or 
‘Multiple’ if more than one project is related to the order). You can use the 
tickbox to filter the display to show only orders for which no projects have 
yet been created. Access the order details by clicking on the first  button, 
the quotation details by clicking on the second  button, or the project 
details (if it has been set up) by clicking on the third  button. If the 
project has not yet been set up, this button opens a blank Project window. If 
multiple projects exist, a selection list enables you to select the project for 
which you want to display details. You can also log a new order from this 
tab by using the New Order button. 

·  Click on the Report Format (Templates) tab to specify the Microsoft 
Word report formats to use for this client’s asbestos surveys. 

The following screens show examples of the Clients window, with the 
Quotations tab displayed and with the Order tab displayed: 
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�  Refer to Chapter 4, Project Tracker, for further details on how to create a new project for a 
client; Section 3.5.1, Issuing a new quotation, for details on how to create a new quotation; and 
Section 3.7.1, Receiving an order, for details on how to log a new order. 

#� When you have finished working with the client details close the Clients window 
by clicking on  in its top right-hand corner. 

��!  .���������������������������

Prospect Tracker includes a facility to generate with a single click standard letters for 
clients. You can maintain a library of template documents which contain the text of 
the letter and include codes for the client’s name, address, contact, etc. 

��!�
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You can easily generate a standard letter to send to a client by selecting from the list 
of available standard letters. 

To generate a standard letter: 


 �  Select option 1, Client Management, from the Main menu to display the Client 
Management menu. 

� �  Select option 1, Browse Client Database, from the Client Management menu to 
display the Clients window showing details of the first client in your database. 

� �  Display the details of the client to whom you wish to send a standard letter by 
selecting or searching for their details. 

�  Refer to Section 3.3, Working with client details, for instructions on how to find the required 
client details. 

! �  Click on the Word button: 

 

A window is displayed for you to select the standard letter and the recipients. 
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" �  Click on the letter that you want to send in the Please choose Letter Template 
box. 

#� In the Select Clients box, select the clients who are to receive the letter. 

The current client is automatically selected. You must build up the list of clients 
who are to receive the letter in the Selected box: 

·  Double click on a client name in the Available box to select them and 
display their name in the Selected box.  

·  To remove a client from the selected list, double click on their name in the 
Selected box. 

You can also highlight a name and use the Select and Remove buttons to move 
clients into and out of the Selected box. 

$� Click on OK to produce the document(s). 

The documents are displayed in Microsoft Word and the field codes are 
automatically filled in with the client information. 

%� Print the documents as required. 

��!��  ���������)�����������������������/�����

You can create additional standard letters for your own use. To do so, you must create 
the template in which you specify the text and field codes to be used. 

You create the standard letters as Word documents (*.doc). 

To create standard letters in advance: 


 �  Type the text of the letter in Word. 

� �  Type the field codes that you want to include in the appropriate places in the 
letter. 
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The field codes are contained within angled brackets (< and >) and indicate 
where text is to be substituted. The following field codes are available: 

·  <Name> – the client’s name 

·  <Address 1>...<Address 5> – the client’s address 

·  <Contact> – the contact name at the client 

·  <Telephone> – the client’s telephone number 

·  <Fax> – the client’s fax number 

·  <Email address> – the client’s email address. 

�  Start Software can add further field codes to this list if required. 

� �  If you want to include further variable text, add this to the text in the letter in a 
standard, eye-catching format so that when someone generates one of these they 
easily spot where further information is required.  

For example, your standard letter might require the input of the date of a site 
visit. Where this information is required you could: 

·  type the variable text in upper case and within square brackets, for example 
[ENTER DATE] 

·  highlight the variable text with colour by using the  tool, for example 
[ENTER DATE] 

·  insert an ‘ASK’ field in the Word document so that a prompt is displayed 
asking you for the required information when you generate the letter. 

To insert an ‘ASK’ field select Insert, Field, select Ask from the Field 
names field and then specify the prompt text (eg Enter date of site visit) and 
bookmark (eg DateOfSiteVisit) required. You must insert a ‘REF’ or 
‘BOOKMARK’ field after the ‘ASK’ field where you want Microsoft 
Word to print the response in the document. Word displays the prompt each 
time you update fields or generate the document. 

! �  Save the template letter in the folder ‘Clients Standard Letters’. 

 

All files stored in this folder appear in the selection list displayed when you 
generate a standard letter. 

�  Contact your System Administrator if you require help locating this folder. 
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Tracker enables you to record full details of quotations and to follow a quotation 
through to an order and a project, without re-typing all the details. This section 
describes how you can: 

·  create and issue a new quotation to a client 

·  search for existing quotations 

·  update the status of a quotation. 

��"�
  ��������������0���������

You create a new quotation in Tracker by bringing in information recorded elsewhere 
for the client and site, and by entering additional new details. Once you have 
completed all the quotation details you can produce the required quotation documents. 

To create a new quotation: 


 �  Select option 2, Quotations/Orders, from the Main menu. 

� �  Select option 1, Create a New Quotation, from the Quotations/Orders menu. 

The Quotations window is displayed. 

 

�  You can also access this window and create a new quotation by using the New Quote 
button from the Quotations tab on the Client window. See Section 3.3, Working with 
client details, for further information. 
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� �  Type the reference number for the quotation in the ID field. 

! �  Select the ID of the client for whom you are producing a quotation in the Client 
ID field. 

The buttons next to this field enable you to: 

·   edit the client details 

·   add a new client record. 

"�  Enter the date on which the quotation is produced in the Date Produced field. 

Today’s date is displayed; you can change the date if necessary. 

#� Enter the date on which the enquiry was received in the Date Enquiry Received 
field. 

Today’s date is displayed; you can change the date if necessary. 

$� Select the name of the person producing the quotation in the Produced By field. 

%� Select the contact at the client in the Contact Name field. 

Details of the selected contact are displayed in the following fields from the 
information previously recorded in the Client window: 

·  Email Address 

·  Telephone number(s) 

·  Fax. 

&� Select the site address appropriate to this quotation in the Site Name field. 

The address details of the selected site are displayed in the Location and Post 
Code fields. 

The buttons next to the Site Name field enable you to: 

·   edit the site details 

·   add details of a new site. 


 ' �  If the job is sub-contracted to you, enter the name of the original client in the 
Client’s Client Name field. 


 
 �  Select the details for the project from the drop-down list on the Details field. 

The details are linked to the product for which you are quoting. The selection is 
determined by the Quotation Template Text on the Project Type window. 


 � �  Tick the Additional Documents Required tickbox if you expect other 
documents to be sent out with the quotation, or to come in after the quotation, 
depending upon your procedures. 
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 � �  If you are quoting in a currency other than pounds sterling, specify the following 
in the Currency Details fields: 

·  Currency – select the currency in which you are quoting 

·  Value (Base Currency) – enter the value of the quotation in the selected 
currency 

·  Exchange Rate – the exchange rate current on the system is displayed in 
this field when the currency is selected. 

�  If you re-select the currency at any time, the new current exchange rate is displayed 
and used in subsequent currency conversions. Use this feature if you need to re-quote 
for a project so that up-to-date exchange rates are used. 


 ! �  Type the actual or estimated total value of the quotation in the Total Value field 
or click on the Create/Open Cost Breakdowns button: 

 

If you use this button, you can select a Cost Breakdown Type to act as a template 
cost breakdown for the quotation. Into this cost breakdown you feed in the hours 
required from each role. Tracker can then calculate the total value of the 
quotation for you. 

�  Refer to Section 3.6, Working with cost breakdowns, for further information on cost 
breakdowns. 

If you are typing in the value and the project is on a fixed price basis, then you 
should enter the fixed price in this field. If, however, the project is priced on a 
daily rate, calculate the estimated total project value as a multiple of the 
appropriate daily rate, using your best guess of the number of days. This figure is 
used later when a project is created. 

If you have entered a value for the quotation in the Value (Base Currency) 
field, then the pounds sterling equivalent is displayed in the Total Value field 
(using the exchange rate displayed in the Exchange Rate field). 


" �  Indicate the status of the quotation in the Quotation Status field. 

This is initially set to ‘Open’. If this quotation is being used simply to record the 
sending out of literature, then the status ‘Enquiry’ may be more appropriate. At a 
later stage, the status should be amended to indicate whether the quotation was 
won or lost. 

�  Refer to Section 3.5.3, Updating the status of a quotation, for further details on updating the 
status of a quotation. 


#�  Indicate in the Next Quotation Opportunity field the date when the client can 
be chased for further business. 
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Double clicking in the field displays today’s date. Double clicking again adds 6 
months to the date. Each subsequent double-click adds a further 6 months to the 
date. 


$�  Record any notes that you wish to make, for example to keep a log of contact 
with the client, in the Notes field. 


%� Select the method by which the quotation will be delivered to the client, for 
example by email, fax or post, in the How Delivered? field. 


&� Produce all the quotation documents for the project by clicking on the Produce 
Quotation button: 

 

� ' �  Close the Quotations window by clicking on  in its top right-hand corner 

��"��  �����-����1���0����������

The browse facility in Tracker enables you to search for and display a selection of 
quotations and to display their total value. You can use this browse facility to perform 
a number of queries on your quotations to establish, for example, the number of open 
quotations in the system or the amount of business generated by each person.  

When you have located the quotation(s) you require, you can access the quotation 
details, the quotation document and the client details, to view or amend as required. 

To search for quotations: 


 �  Select option 2, Quotations/Orders, from the Main menu. 

� �  Select option 2, View/Amend Quotation, from the Quotations/Orders menu. 

The Browse Quotations window is displayed, showing all quotations recorded on 
your system. 
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� �  Filter the display by using any of the fields at the top of the window as follows: 

·  Click on one of the radio buttons (Open, Won, Lost, Amended or All) to 
specify the status of the quotations to be displayed. 

·  Display quotations produced by a selected member of staff only by 
choosing their name from the drop-down list on the Produced By field. 

·  Select a year in the Year field to display quotations produced in that year 
only. 

The total value of the displayed quotations is shown under the Total Value 
column. 

! �  Use the sorting facility as necessary to help you find the required quotation: 

·  Click in the field which you want to use for sorting. 

·  Click on the A-Z  or Z-A  button as required to sort the quotations 
alphabetically on the selected field. 

" �  Scroll through the list to find the required quotation. 

#� When you have found the quotation, display further details by using the buttons 
as follows: 

·  the first  button displays the full quotation details on the Quotations 
window 

·  the  button displays the Word quotation document, if one exists 

·  the  button next to the Client ID  field displays the client details for you 
to amend if required. 

��"��  2)��������-����������1���0���������

When a job request is received, you must access the quotation and change its status to 
‘Won’ so that you can create an order. Similarly, if you lose a quotation, you must 
update the status so that any relevant documentation can be produced. 

To amend a quotation: 


 �  Browse for the quotation that needs amending. 

�  Refer to Section 3.5.2, Searching for quotations, for details on how to display and filter the 
quotations. 

� �  Click on the first  button next to the required quotation to display the full 
details on the Quotations window. 
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� �  Amend the Quotation Status field as necessary. 

�  If you change the status on winning or losing a quotation, any documents that need to 
be produced according to the definition for the principal service type and key stage 
will be merged/copied and stored. 

��#  +��,�������-������3���,������

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 Breakdown Types define the charge-out rates for each role required on a project. 
You may have different Cost Breakdown Types 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. 

From the Quotations screen, you can select a Cost Breakdown Type to act as a 
template cost breakdown for the quotation. Into this cost breakdown you feed in the 
hours required from each role. Tracker can then calculate the total value of the 
quotation. 

When you come to create an order from the quotation, Tracker copies the cost 
breakdown information from the quotation to the order and it is available for you to 
amend further as necessary. Similarly, when you create a project from an order, 
Tracker creates another copy of the cost breakdown information and this copy can 
also be modified to reflect negotiations at this stage. 
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The following sections describe how you can: 

·  use a cost breakdown on a quotation 

·  amend the cost breakdown on an order 

·  amend the cost breakdown on a project. 

�  Refer to Section 2.7, Maintaining cost breakdowns, for details on how to create the Cost 
Breakdown Types that define the charge-out rates. 

��#�
  2������������3���,����������0���������

On the Quotations window, there is a button that lets you select a Cost Breakdown 
Type to act as a template for the quotation. Into this you enter the hours required from 
each role, indicating normal, weekend and night hours as appropriate. Tracker can 
then calculate the total value of the quotation, using the daily and hourly rates 
provided by the Cost Breakdown Type. The total value is then automatically entered 
onto the Quotations window. 

To use a cost breakdown on a quotation: 


 �  Display your quotation on the Quotations window: 

 

� �  Click on the Create/Open Cost Breakdowns button: 

 

A window opens for you to specify the Cost Breakdown Type that you want to 
use for this quotation. 



 

Tracker User Guide Prospect Tracker 

Version 2.12  Page 3-19 

 

� �  Use the drop-down list to select the Cost Breakdown Type to use and then click 
OK. 

A blank cost breakdown is displayed, showing a list of job roles (ordered 
alphabetically within category) with their hourly charge-out rate. 

 

You can now specify the hours for each role that are required to complete a job. 

! �  Select the row for the required job role and enter the number of hours needed to 
complete the job in the appropriate column(s) to indicate normal, weekend or 
night hours. 
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The total number of hours and the total charge for the job role are calculated and 
displayed at the end of the row. Weekend hours are calculated at time and a half, 
night hours at double time. 

"�  Repeat step 4 for all the roles required for the job. 

You might, as in the example screen above, need to enter 8 normal hours for a 
Lead Surveyor, 8 hours at night for an Assistant Surveyor, 2 hours CAD, 2 hours 
Quality Control and 20 samples. 

The total charge is calculated and displayed at the bottom of the window. 

�  If you are quoting in a currency other than pounds sterling and you subsequently 
amend the cost breakdown so that the total charge changes, then both the currency 
quote value and the pounds sterling quote value are updated. 

#� Close the cost breakdown by clicking on  in its top right-hand corner. 

The total charge is automatically entered into the Total Value field on the 
Quotations window. 

��#��  ����������-�������3���,�����������������

When you create an order from the quotation, Tracker makes a copy of the cost 
breakdown information from the quotation and it is available via a button on the 
Customer Orders window for you to amend further as necessary. 

To amend the cost breakdown information on an order: 


 �  Display your order on the Customer Orders window: 
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� �  Click on the Create/Open Cost Breakdown button: 

 

The cost breakdown linked to the order is displayed. 

 

� �  If any changes have been negotiated at this stage, amend the hours on the cost 
breakdown to reflect the changes. 

The following example shows an increase in the number of hours the Assistant 
Surveyor needed and an increase in the number of samples. 

 

�  You can also change the rates if necessary. 

! �  Close the cost breakdown by clicking on  in its top right-hand corner. 

The updated total charge is automatically entered into the Order Value field on 
the Customer Orders window. 
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When you create a project from an order, Tracker creates another copy of the cost 
breakdown information and this copy can also be modified to reflect negotiations at 
this stage. 

To amend the cost breakdown information on a project: 


 �  Display your project on the Projects window and click on the 
Financials/Planning tab: 

 

� �  Click on the Create/Open Cost Breakdowns button: 

 

The cost breakdown linked to the project is displayed. 

 

� �  If any changes have been negotiated at this stage, amend the figures on the cost 
breakdown to reflect the changes. 
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! �  Close the cost breakdown by clicking on  in its top right-hand corner. 

The updated total charge is automatically entered into the Total Project Value 
field on the Financials/Planning tab. 
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This section describes how you can manage customer orders on your Tracker system 
by: 

·  logging the receipt of a new order 

·  searching for existing orders. 

�  When receiving and confirming orders it is important to obtain confirmation of the 
acceptance of your terms and conditions, and authorisation to proceed with the 
project. 

��$�
  �����/�������������

When a purchase order comes in, you can use the quotation details to help create the 
order on Tracker to save re-typing the details. If the client has confirmed acceptance 
of the terms and conditions and you have received authorisation to proceed with the 
order, you can also produce the order confirmation documents and create a project. 

To create an order: 


 �  Select option 2, Quotations/Orders, from the Main menu. 

� �  Select option 4, Enter a Client Purchase Order, from the Quotations/Orders 
menu. 

The Customer Orders window is displayed. 
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� �  Select the quotation that relates to this order from the drop-down list on the 
Quotation ID field. 

The drop-down list displays quotations for which orders have not yet been 
created. It displays the ID, Client Name, Date Produced, Site Name, Total Value 
and Job/Project Type to help you chose the correct quotation. When you have 
selected one, the details from the quotation are displayed in the relevant fields on 
the Customer Orders window. 

The buttons next to this field enable you to: 

·   edit the quotation details 

·   add a new quotation. 

�  If you need to create two or more orders for a quote, then you need the drop-down list 
on the Quotation ID field to display all quotations that have been won, not just those 
for which orders have not yet been created. To do this, tick the tickbox to the right of 
the field. 

 

! �  Check the displayed details and amend them as necessary. 

"�  In the Received by field, select the name of the person who received the 
customer order. 

#� Indicate how the order was received, eg by post or email, by selecting a 
description in the Via field. 

$� Give the number of the customer order in the PO Number field. 

%� Enter the details of the person who signed the order on behalf of the client in the 
following fields: 

·  Client Signatory 

·  Position 

·  Signature Date 

·  Email Address. 
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&� If the order has been accepted and authorised, tick the tickbox that asks Has 
authorisation been received...? 

�  The tickbox must be ticked before you can create a project from this order. 


 ' �  Click on the Order Confirmation button: 

 

A message is displayed asking whether the client has confirmed their acceptance 
of the terms and conditions. If you select No, then all changes to the Customer 
Orders window are ignored and no documents are produced. 


 
 �  Click on Yes if the client has confirmed their acceptance of the terms and 
conditions. 

The order confirmation documents for orders of this type are produced. 

�  Refer to Section 4.2.2, Creating a project from an order, for instructions on how you can use 
the buttons on this window to create projects from the order details. 


 � �  Close the Customer Orders window by clicking on  in its top right-hand 
corner. 
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The browse facility within Tracker enables you to search for and display a selection 
of customer orders and to display orders with no matching project. This enables you 
to locate those projects that are in danger of being forgotten, where work has not yet 
started and no project has been set up. 

When you have located the order(s) you require, you can access a variety of details to 
view or amend as required. 

To browse customer orders: 


 �  Select option 2, Quotations/Orders, from the Main menu. 

� �  Select option 5, Browse Purchase Orders, from the Quotations/Orders menu. 

The Browse Customer Orders window is displayed, showing all customer orders 
recorded on your system. 
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� �  Filter the display by using any of the fields at the top of the window as follows: 

·  Display orders from a selected client only by choosing their name from the 
drop-down list on the Client field. 

·  Select a year in the Year Rec field to display orders recorded in that year 
only. 

·  Show orders for which no projects have been created by ticking the Only 
show Pos with no matching Project tickbox. 

! �  Use the sorting facility as necessary to help you find the required order: 

·  Click in the field which you want to use for sorting. 

·  Click on the A-Z  or Z-A  button as required to sort the orders 
alphabetically on the selected field. 

" �  Scroll through the list to find the required order. 

#� Display further details of a displayed order by using the edit buttons as follows: 

·  the first button displays the full order details in the Customer orders 
window 

·  the button next to the Client field displays the client details for you to 
amend if required. 

·  the button next to the Quotation field displays the full quotation details in 
the Quotations window 

·  the button next to the Project No field displays the project details. 

 

 


