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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT INTRODUCTION

1. INTRODUCTION

The Alpha Tracker Client Porpabvides direct access to your Alpha Traegmyduced
reports, documents, project and other data live over the Internet. It hasasyto-use
interface that lets you drill down to the required information quickly and easily.

The aim of this User Guidetshelp youprepareyour datain Alpha Trackeand work with it
as requiredn the Client Portallt includes information on theoflowing:

il

=A =4 =4 -4 -4 A A

sharing data between Alpha Tracker systems, explaining how to accept data from a
linked system

makingprojects visible to the&Client Portal

how to view site and project data on the Client Portal

the options available to customise what is displdys the Client Portal

how to upload additional files to the Client Portal

hotspotting drawings and viewing the®n the Client Portal

recording removal or remediation details between surveys

re-inspecting data by sending survey data to a surveying company for re-inspection.
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT RECEIVING DATA FROM A LINKED SYSTEM

2. RECEIVING DATA FROM A LINKED
SYSTEM

If you are receiving suey data from a linked Alpha Tracker system, then you need first to set
up a project and survey in yotdipha Tracker, into which to transfer the data.

You can then select the project that you want to receive.

To receive a project:

1. ''aS GKS & boftign fronNiBe@®jéxis énenu (or an alternative method) and
create a new project.

Get the next number fothe project and select the cliemtthis 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 theSurvey Detaildbutton to display the Survey Details screen aetect the type
of survey that has been carried out on the property.

Save the Survey Details.

4. Return to the Survey Details screen and from the Choosk ifeenu, at the top on the
ghtK I yR aARS 2F (KS AONBSy> &St SNE dwROSKKiADI5 |
OK A screen is displayed for you to select the data to receive.

Search

Sending Alpha Tracker ¥

Sending Project Number T

Clear Search Criteria Search

5. IntheSending Alpha Trackdield, select the system from which you wéb receive
data.

6. IntheSending Project Numbdield, 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 Trackdield and are waiting tde received by you.

7. ClickSave Details of the project are displayed, including any message attachbeé to
project.
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT RECEIVING DATA FROM A LINKED SYSTEM

I Select Survey fo Receive
Search

Sending Alpha Tracker
Sending Project Number

Clear Search Criteria

Demo

v

Search

,
al

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

The Wivien Court data

22/12/2015

Confirm

8. Check the details displayed in the Sending Details area of the screen ar@ocifaknif

this is the project that you are expecting.

The Process Transfer area of the screen is displayed, with buttons to process the data.

I Select Survey fo Receive x ll

Search

Sending Alpha Tracker

Sending Project Number

Clesr Search Criteris

Demo

v

v

Search

ID  Creatsd Sending Alpha Tracker Sending Project Number

56 22/12/2015 Demo

The Vivien Court data

100205

Sending Alpha Tracker

Dema

Records Received | 1 Receive Records

I70

Sending Project Number | T-00205 T 1]

o/

Receiving Alpha Tracker | Demo

D

Created

58

2211212015

Phatos Received

PDFs Recaved

2 Receive Phatos

CITTTTTTITITIT]

ofo

3 Receive PDFs

Tne Vivien Court dsta

Confirm

L4
CITTTTTTTTTTTT]

ofo

Transfer Complats

)
* B

Click each of ta Process Transfer buttons in turn to receive the data. A progress bar
indicates the progress of the transfer and a message is displayed when thestransf

complete. When the transfer is complete, you can then click the next button in the
sequence. Theudtons are:

1
1
1
There are numbers displayed next to the buttons to indicate the number of rectats t

should expect to receive. If the data is retrieved correctly, then the number of records

actually received is also displayed as well as a tickdicate that the data has been
pulled down.

Receive Recordsto receive the actual survey data
Receive Photos to receive the photos in the survey
Receive PDFsto receive the PDHIés in the project.
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT RECEIVING DATA FROM A LINKED SYSTEM

10. Select the date in th@ransfer Completdield when all recals have been received.

11. Save and close the screen.

If you return to a refreshed Survey Details screen you can see the summary data for the
received survg, as well as the front page photo of the report.

The survey data is now present on your system asuifoasried out the survey yourself.

Version 1.0
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENTMAKING PROJECTS VISIBLE ON THE PORTAL

3. MAKING PROJECTS VISIBLE ON
THE PORTAL

Only the projects that you want to make available on the Client Portabeisible to your

t 2NIFE dzaASNBR® ¢2 YIS I LINRP2SO0 @GArAarof$S &2dz Ydz
To dothis:

1. Open the project on the Projects screen.

2. If not already present, enter a date in tiReport Producedmilestone so that the&Show
On Webtickbox is displagd. This milestone is usually completed when the report is
produced for a project.

Project Opened 121272019 ﬁ Dan Darkin A
Quote Produced B v
Crder Received ﬁ v
Tumaround T
More Milestones Done: E Dus E Overdue: n
Report Produced 04/02/2020 ﬁ H Dan Darkin A
Issue Reason/lLog
Show OnWep @ @
Project Invoiced m H v
Project Closed @ H v
Return Date v

3. Tick theShow On Webtickbox.

The project will now display a smhllue/green world symbol next to it on lists in Alpha
Tracker, eg:

r‘ - Test
+ @ 100001 % 2 ﬁ Survey D TEST1 Company 82 Mawlands ‘;'gi,‘:'
1
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DARE RORTAL

4. VIEWING SITE AND PROJECT DATA

IN THE PORTAL

This setion describes how you can use the menu options on the Alpha Tracker Client Portal

to view yourdata, including:

1  site listings and locations
1 registers

1  photographs

il reports.

If you view data by site, then you are looking at the current position for thettaiting into
account all projects that have been undertaken at that site. This will give yocutient view.

LT &2dz OASs RIGF FT2NJ NBLR2NIa GKSy &2dz INB 2214
site when this report wagroduced and may ndie the current situation.
Siterelated information shows you the cuant position for that site, taking into account all
projects that have been undertaken at that site.
Options in the Sites section of the menu on the Client& et you view your sites asliat or
as agrid. You may also have a sites displaye@a@iats on a mamn the Home tabYou can
choose whichever view suits you best. For example:
T G{AGS [AaGé¢ tAada @2dz2NJ aAGSa yR faz2 akKz2ga a

Home | Site List & Compliance Summary X

Site Name Last Activity LastInspection Site Reference (UPRN) Site Address Postcoc de

The Vitoris ﬁ WMM [01EE e Susy  oneo Q EER:

Daisy Bank ' 12322315M (R — saar & Eg E

100 Dublin S\reum 180912015 [ iB/08I2015 Edinburg emiaex R ﬁ iF

63 Hay Street M wazza\sm Haye-ony HRasaa m iE

A wrnazans [ glﬁ" —— EEk:

12 The Green 01/01/1800 01/01/1000 Worcests wRiiEF fendy Hi

\nnwzlimnﬁpmm¥ 28/10/2015 2811012015 { E‘

Squirrel Trees ﬁ sarrarzors |NEUNEEONS Brownses isand q Eg E

onese | gy soonao Mmm Lenes wis 233 & EER:

Version 1.0 ’ SfGrf Paged
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

Bridgnorm
W15 488

63 Hay Street [4163]

Daisy Bank [3132]
Daley Ban: Bregnon
Wi 4GF

= | d $r "
, o
an 3 8 in

G5 &Ko @vhicNidRad e displayed on the Home page) show the following
information in graphical format:

TK S

3 aA0S AYF2NXYIGAZ2Y AY

risk of asbestos (all sitegthe number of items at high, medium atalv risk

across all your sites

reports issued; the number of reports issued and the month they were issued
top five items by recommendatioq the proportion of items with each different

recommendation.

Home | site Map X
Sites

wessage Coalbrookdale ~ Madeley
Ironbridge
< > o m
e Jackfield
Broseley

Much
Wenlock

+| (=30

[Asez]

m
Bmlqn'vlh
[asse]

Highley

m
Albrighton

== [Ases)

Wombourne

Himley

Bobbington Swindon

Kingswinford

Enville om Brierley Hill

Stourbridge

Bilston

Tipton

Dudley

Rowley

Cradiey Heath

Halesov

& { A (Which mdy heélisplayed on the Home tabylisplays your sites on a map:
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4.1.1 The Site List and Compliance Summary

ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

The Site List and Compliance Summary displays all your sites and gives an indication of activity

at the sites.

1. Display the Siteist and Compliance Summaday selectingi K S

the Sites menu, or see it on the Home tab.

a{AdS

[Aad¢

2 LJG A 2

Home || Site List & Compliance Summary X
Records: 9
Search Searen | &1
O | Actwty Dus | Overdua | Some Actwty | o Actvy | At
Site Name Last Activity LastInspection Site Reference (UPRN) Site Address Pastooc de.
N = 150-182 The Quays . H
Daisy Bank I 12022015 M Daiey Beni, Brdgrotn Wi 408 i
100 Dublin Strest ; 1092015 | 1810812045 Comsuan EREEY
4 f
63 Hoy Sheet 102201 [T Hoye-on-ye wRasaa Q i
£
Corte Muten =
25 tvor Rosd 1en0zo1s [aMOIEONE Girmome a1 saF Q i
Dorset S
12 The Green ovavieos  avoieon Worester W 1EP R wendy
! £
Squirrel Trees & 041212015 | 4f2I2018: Brownsea Isiand ] {
Lasyara House ﬂ 100212010 [RTIRTTRN o125 frzns Wi sss & i
Fent Praw 1.1 Wast Last | 100 » |Records parpage

The Site List & Compliance SummiagtudesSites which have haab activity. TheLast
Activity column shows thelate for the last project marked a@Show On Web(not
including pending projects). Thast Inspectiorcolumn shows the date of the last
survey or reinspection.This list is coloucoded to give you an instant impression of
status

1  Green indicates actity within the last 9 months

1  Yellow indicates activity due, where the last activity was between 9 and 12
months

1  Red indicates overdue activity, ie last activity was more than 12 months ago
1  There is no colour if there are no ACMs at $iite.
Next to thePostcodeis a magnifying glass icon from which you can display a map of the

Site. After thePostcode the contact details are displayed. The Register, Summary,
Reports and Documents Folder buttons are also available.

2. Use the buttons to ecess the followig information:

4]

¢ shows the upto-date Asbestos Register for the site:

Version 1.0 Pagell
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

Fmrmoddimaln 0 v Remesense [

¢ displays an Asbestos Summary for the site, showing the number of iten
present for each material score and an indicator of the risk level. The risk
results are coloucoded fa clarity, with a key in the bottom left corner:

Here is the Asbestos Summary for Site: 4148
° NAG Items: 0

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

(]
Key:
Very Low Risk - Black 3
Low Risk - Green
Medium Risk -
High Risk - Red o

1 2 3 4 ] 7 9 10 1 12
Material Score

El?,‘* ¢ gives access to the reports produced for the site, with a separate row
— displayed for each report:

Home | site Gria X | Reports for 100 Dubiin street X
Recoris: 1

Saaren for: Search || A1

ACMs SiteName  Project Numbsr PO Sife Address PostCode ProjectType Report Produced Invoiced

‘ﬂpmlmmml e ] = o | e [T N

25 v |Records perpage

¢ allows you to access the Client Upload folder where you can stesetiiat
/| are relevant to he site:

T
Upload file: No file chosen =
'Drop flles to upload
(or click)
Version 1.0 31'0” Pagel2
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

¢ lets you type fregext notes related to a site.
ZJ

Client Notes for Squirrel Trees x

3. Use thefilter buttons above the list which filter the display with one click to show, for
example, Sites with overdue activity (the red ones), due activity (the yellow ones), some

activity (some projects) and no activity (no projects). Sitesaut ACMs will nbshow

under the Activity Due and Overdue filter buttons.

4.1.2 The Site Grid

From the Site Grid you can see almost the same information as on the Sitthkiyout

and the buttonshoweverare slightly different.

The Site Grid displaysmmary data related to your sites and allows you to:

see the front page photo of the report

see a location map of the site

display the Asbestos Register for the site
display an Asbestos Summary for the site
access the Reports List for the site
access the ignt Uploads folder for the site
display the Site Plans for the site

= =2 =2 =4 4 -4 -4 -4

5AaL)X e GKS {A0S DNRAR ofom theSSiteS @énd.y 3 K
100 Dublin Street T 7R 63Hay Street Bl

Multiple properties are displayed in the Site Grid. The front page photo and location

map are both prominently displayed in the grid layout.

2. Use the Register, Summary, Reports and Documents Folder buttons to display

information aboutthe site.

Version 1.0 31'0”
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

4.1.3 The Site Map

TheSiteMap on the Home taltlisplays the location of all your sites as points on a map. You
can manipulate the map in the usual ways:

1  zoom in and out of the map by using the wheel on your mouse or the plus and minus
buttons on tke map

1  pan left/right/up/down by clicking and dragging the map or using the pan controls in the
circle in the top lefthand corner of the map

1  drag the person iconrgo the map to use Streetview.

Home | siteMap X
si
£m ¢ m R ¥
~ Madeley Albrigh
< > m
¥ d
*
# Weniock zm
rx e i Wolverhampton  wienha
has3 o)
— )
i j.m Womboume
[1002] Tipton
rm Bobbinglon Swindon Dudley
- ]
vvvvv =3
adie
n
x Stourbridge
m Hale
[z 7
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEXMEWTNG SITE AND PROJECT DAHEIRORTAL

4.2 Exploring the Registers section

The Registersection of the Client Portal lets you exploresfregisters:

=A =4 =4 -4 =4

Asbestos Registerall positive asbestos items across all your sites

Non Asbestos Registerall negative survesd items across all your sites

No Access Registerll areas not accessed acradbyour sites

Removed Registerall items that have been removed across all your sites

Remediation Registerallitemsthat have hademedial work undertakeacross all
your sites

You can filter any of the registers by site so that you can see th&tee@f your choice for a
selected site only.

1.

S5AaLX e (GKS NBIdZANBR NBIA&AGSNI o6& asSt SO
WSIAAGSNEZT (b2 ¢ WOSHACRNBAGHESNEA L GA2Y w
from the Registers menu.

The layout is the same for the first three registers, with Removed and Remedian
Registes showing additionafemoval orremediation details. The differences in the first
three registersarethe items selected to display in the register.

Records: &

Sampled liems | Presumed liems | No Access Aress | No Access liems | Al

X00005 o 0 2038

zzzzz

zzzzz

X00011 o 0 20428

X001 o 0 20427

700204 o o 33087

Use the search fields at the top of the register to search and filter the list as required.
You might, for example, want to list only the Chrysotile asbestos items in a specific
building.

There are alg filter buttons, such aSampled Itemsand Presumed Itemsthat let you
apply preconfigured filters.

Use the navigation controls at the bottom of the page to display subsequent pages of
data.

You can also sort the data displayed in a Register by clickitfte column headings. For
example, clicking once on the Location Description column heading sorts the -Jalby A
the room descriptiory, clicking a second time reverses the ordeA.Z

Version 1.0
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEXMEWING SITE AND PROJECT DATA IN THE PORTAL

4. If required, you can export the data displayed on a Register @%Ebylicking the
Export to Excebutton at the bottom of the screen:

The data is downloaded to your PC as an *.xls file for you to use as you wish.

Or you can click thBrint/PDFbutton at the bottom of the screen to display a pre
formatted pdf of he Sie Register Print. Hover on the pdf screen to display controls that
let you download or directly print theegister.

Sifa Registar Print - Daisy Hank

Register Print  Daisy Bank

Version 1.0 & starf Pagel6
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

4.3 Exploring the Photo Registers section

The Photo Registers section of the Client Portal lets you view the photos and related item
detailsin three registers:

1  Asbestos Registerall positive asbestos items across all your sites

1  Non Asbestos Registerll negative surveyed items across all your sites

1  No Access Registemall areas not accessed across all your sites.

1. Display theequiredLIK 2 G2 NX13 )\aus NJoe & St ,SA()G Ay 3 u KS a! ao:
wWSIAAUSNE 2NJ) dab2z ! OO0OSaa wSIAAUSNE 2LIWA2Yy FTNRY
The layout is the same, whichever register you select. The difference is in the items

selected to display ithe regster. The photo for the item is displayed on the leénd
side and the item details are displayed on the right.

Home | Photo - Asbestos Register & | Photo - Non Asbestos Register & | Photo - o Access Register %

Search

Site Name Building Name Floor Location Item Ssmple Number  Identification

Site Name
Building Name

cation Description Plant Room

Item

Material

Approach s

Sample Number

Extent
o

2. Use the search fields at the top of the register to search and filter the list as required.
You might, for example, want to see otiye phaos relating to a specific floor of one
building.

If no photo was taken for an item, as is often the case for-saspect items, the item
details are still displayed but you will see white space in place of a photo.

Version 1.0 STQ” Pagel7
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

4.4 Exploring the Reports/Jobs semnti

The Rports/Jobs section of the Client Portal provides an overview of the reports that have
been produced for you on Alpha Tracker. You can select an option to view:

f & wS L2 Ndito se\al tReéreports that have been produced across all your sits in
grid, with front page photos and location maps prominently displayed.

F This display is similar to the Site Grid. Refer to Seétibg, The Site Grid, for details on
accessing information from a grid display.

& wS L2 Nio s¢e bsfiof all the ports that have been produced across all your
sites

f a¢KAA& @®view &list of only those reports that have been produced during the
current month

1 &t Sy Rioyisbfay a list of jobs that are currently in progress, where the report is
not yet avaidble

T oa!ONNA PSR w&thsNdy a [isholirépérts that have been marked as archived,
for example for properties that are no longer in your portfolio. Any projects marked as
archived no longer show in the Report List or Site List, but they caedrewnde this
G! NOKAGSR wSLIRNI [AadGé YSydz 2LIiA2y @
1. 5AaLXle G4KS tArad 2F NBLR2NIAa o6& asStsSOday3a Sa
2NJ ! NOKAOGSR wWSLENI [Aade 2LIA2y FTNRBY GKS w

Home | Report@rid X | Reportlist X

Search for Search | Al

Site Name ProjectNumber PO Site Address  PostCode Site Reference (UPRN) Project Type Report Produced Invoiced

woowe O B = ez 100 Dubln Siet gy 3o sbestos uors
Street = PDFs (1) Summary Documents. Plans (0 Edinburgh Survey

Daisy Bank o a Register P | 100208 Ok Cant W1 4QF Asoestos  yp03m015
FoFe©) || Summa y @ Documents || Plans (0 Bridgnorth Survey
] P oy Straat sbestos.
63 Hay Sreet a Register *-00008 oMy Smel  pygan o 180212015
POFe(l) || Summary @) Documents Plans (0 Haye-oniye Sunvey
Lasyard [l | P | ao00s UndefhllSeet 15 488 ARLIZS ssbestos g
House POFs(1) | | Summa Documents Plans 0 Bridgnorth Survey

25 v Recordsperpage

¢

The layout of the screen is the same, whether yelestthS awS L2 NI [ Aalé X &
G¢ 2LWGA2Yy D

Gt SYRAY3Ié 2NJ a! NOKAGSR wSLIR2NI [ Aa

display on the list. It enables you to:

1  see the front page photo of the report

1  access a PDF of the report, with the number of PAiMagdabé displayed in brackets
1  displaythe ashestos summary for the survey
1

display the asbestos registenm the aurvey, with the number of Asbestos
Containing Materials (ACMglentified in the survey displayed in brackets

1  access any documents you haygloadedrelated to the site
1  display site plans, with the number of files available displayed in brackets.
2. Use the search field to filter the list by searching across the site name, project number,
site address, postcode, site reference (URRRBquivalent) andproject type. Fo
SEFYLX S -Ay&ULEY A yaNKS aSIFNOK FASER gAatf FAYR
LINE 23800 AyBIBISOTARYWSE
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ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMEWING SITE AND PROJECT DATA IN THE PORTAL

3. Click thePDFsSummary Register Documentsor Plansbutton to display the required
information.

1  PDFg; gives access to the PDF oétieport producedThere is a link to download
the document. Holding down th€trlkey and clicking on the link opens the
document in a separate tab. Caots in the top righthand corner of the screen let
you zoom in oout, or view the document fulscreen in a separate tab from where
you can also download and print the PDF.

Project Documents

GLPHATM .

Ashestos Management Survey Report
160 0t sercer

“taruueodes

1  Summaryq displays an Asbestos Summary from the survey data showing the
number of items present foeachmaterialscore and an indicator of the risk level
as identified at that sumy. The risk results are cologoded for clarity, with a key

in the bottom left corner.

1  Registerg shows the survey data for the report, with one row for each asbestos
item identified in the surveyYou can search and filter the list by using the search

fields at the top of the screen.
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