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1. INTRODUCTION 

The Alpha Tracker Client Portal provides direct access to your Alpha Tracker-produced 
reports, documents, project and other data live over the Internet. It has an easy-to-use 
interface that lets you drill down to the required information quickly and easily. 

The aim of this User Guide is to help you prepare your data in Alpha Tracker and work with it 
as required in the Client Portal. It includes information on the following: 

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

¶ making projects visible to the Client Portal 

¶ how to view site and project data on the Client Portal 

¶ the options available to customise what is displayed on the Client Portal 

¶ how to upload additional files to the Client Portal 

¶ hotspotting drawings and viewing these on the Client Portal 

¶ recording removal or remediation details between surveys 

¶ re-inspecting data by sending survey data to a surveying company for re-inspection. 

 
  



ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT RECEIVING DATA FROM A LINKED SYSTEM 

Version 1.0 Page 5 Page 5 

2. RECEIVING 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. ¦ǎŜ ǘƘŜ άbŜǿ tǊƻƧŜŎǘέ option from the Projects menu (or an alternative method) and 
create a new project. 

Get the next number for the project and select the client ς 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 and from the Choose Task menu, at the top on the 
right-ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ άwŜŎŜƛǾŜ 5ŀǘŀ ŦǊƻƳ ŀƴƻǘƘŜǊ !ƭǇƘŀ ¢ǊŀŎƪŜǊέ ŀƴŘ ŎƭƛŎƪ 
OK. A screen is displayed for you to select the data to receive. 

 

5. In the 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 Save. Details of the project are displayed, including any message attached to the 
project. 
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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. 

 

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 ς to receive the actual survey data 

¶ Receive Photos ς to receive the photos in the survey 

¶ Receive PDFs ς to receive the PDF files in the project. 

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. 
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10. Select the date in the Transfer Complete field when all records 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 survey, as well as the front page photo of the report. 

The survey data is now present on your system as if you carried out the survey yourself. 

 
  



ALPHA TRACKER CLIENT PORTAL/ PROPERTY MANAGEMENT MAKING PROJECTS VISIBLE ON THE PORTAL 

Version 1.0 Page 8 Page 8 

3. MAKING PROJECTS VISIBLE ON 
THE PORTAL 

Only the projects that you want to make available on the Client Portal will be visible to your 
tƻǊǘŀƭ ǳǎŜǊǎΦ ¢ƻ ƳŀƪŜ ŀ ǇǊƻƧŜŎǘ ǾƛǎƛōƭŜ ȅƻǳ Ƴǳǎǘ ƳŀǊƪ ƛǘ ŀǎ ά{Ƙƻǿ hƴ ²ŜōέΦ 

To do this: 

1. Open the project on the Projects screen. 

2. If not already present, enter a date in the Report Produced milestone so that the Show 
On Web tickbox is displayed. This milestone is usually completed when the report is 
produced for a project. 

 

3. Tick the Show On Web tickbox. 

The project will now display a small blue/green world symbol next to it on lists in Alpha 
Tracker, eg: 
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4. VIEWING SITE AND PROJECT DATA 
IN THE PORTAL 

This section describes how you can use the menu options on the Alpha Tracker Client Portal 
to view your data, including: 

¶ site listings and locations 

¶ registers 

¶ photographs 

¶ reports. 

! If you view data by site, then you are looking at the current position for that site, taking into 
account all projects that have been undertaken at that site. This will give you the current view. 
LŦ ȅƻǳ ǾƛŜǿ Řŀǘŀ ŦƻǊ ǊŜǇƻǊǘǎ ǘƘŜƴ ȅƻǳ ŀǊŜ ƭƻƻƪƛƴƎ ŀǘ ŀ άǎƴŀǇǎƘƻǘέΣ ǘƘƛǎ ƛǎ ǘƘŜ ǎƛǘǳŀǘƛƻƴ ŀǘ ǘƘŜ 
site when this report was produced and may not be the current situation. 

4.1 Exploring the Sites section 

Site-related information shows you the current 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 Portal let you view your sites as a list or 
as a grid. You may also have a sites displayed as points on a map on the Home tab. You can 
choose whichever view suits you best. For example: 

¶ ά{ƛǘŜ [ƛǎǘέ ƭƛǎǘǎ ȅƻǳǊ ǎƛǘŜǎ ŀƴŘ ŀƭǎƻ ǎƘƻǿǎ ǎǳƳƳŀǊȅ ŎƻƳǇƭƛŀƴŎŜ ŘŀǘŀΥ 
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¶ ά{ƛǘŜ DǊƛŘέ ǎƘƻǿǎ ǎƛǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ŀ ƎǊƛŘ ǇŀǘǘŜǊƴΥ 

 

¶ ά5ŀǎƘōƻŀǊŘǎέ (which may be displayed on the Home page) show the following 
information in graphical format: 

- risk of asbestos (all sites) ς the number of items at high, medium and low risk 
across all your sites 

- reports issued ς the number of reports issued and the month they were issued 

- top five items by recommendation ς the proportion of items with each different 
recommendation. 

 

¶ TƘŜ ά{ƛǘŜ aŀǇέ (which may be displayed on the Home tab) displays your sites on a map: 
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4.1.1 The Site List and Compliance Summary 

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

1. Display the Site List and Compliance Summary by selecting ǘƘŜ ά{ƛǘŜ [ƛǎǘέ ƻǇǘƛƻƴ ŦǊƻƳ 
the Sites menu, or see it on the Home tab. 

 

The Site List & Compliance Summary includes Sites which have had no activity. The Last 
Activity column shows the date for the last project marked as άShow On Webέ (not 
including pending projects). The Last Inspection column shows the date of the last 
survey or re-inspection. This list is colour-coded to give you an instant impression of 
status: 

¶ Green indicates activity within the last 9 months. 

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

¶ Red indicates overdue activity, ie last activity was more than 12 months ago. 

¶ There is no colour if there are no ACMs at the site. 

Next to the Postcode is a magnifying glass icon from which you can display a map of the 
Site. After the Postcode, the contact details are displayed. The Register, Summary, 
Reports and Documents Folder buttons are also available.  

2. Use the buttons to access the following information: 

 
ς shows the up-to-date Asbestos Register for the site: 
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ς displays an Asbestos Summary for the site, showing the number of items 
present for each material score and an indicator of the risk level. The risk 
results are colour-coded for clarity, with a key in the bottom left corner: 
 

 

 

ς gives access to the reports produced for the site, with a separate row 
displayed for each report: 

 

 

ς allows you to access the Client Upload folder where you can store files that 
are relevant to the site: 
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ς lets you type free-text notes related to a site. 

 

3. Use the filter 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). Sites without ACMs will not show 
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 Site List ςthe layout 
and the buttons however are slightly different. 

The Site Grid displays summary 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 Client Uploads folder for the site 

¶ display the Site Plans for the site. 

1. 5ƛǎǇƭŀȅ ǘƘŜ {ƛǘŜ DǊƛŘ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά{ƛǘŜ DǊƛŘέ ƻǇǘƛƻƴ from the Sites menu. 

 

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 about the site. 
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4.1.3 The Site Map 

The Site Map on the Home tab displays the location of all your sites as points on a map. You 
can manipulate the map in the usual ways: 

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

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

¶ drag the person icon onto the map to use Streetview. 
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4.2 Exploring the Registers section 

The Registers section of the Client Portal lets you explore five registers: 

¶ Asbestos Register ς all positive asbestos items across all your sites 

¶ Non Asbestos Register ς all negative surveyed items across all your sites 

¶ No Access Register ς all areas not accessed across all your sites 

¶ Removed Register ς all items that have been removed across all your sites 

¶ Remediation Register ς all items that have had remedial work undertaken across all 
your sites. 

You can filter any of the registers by site so that you can see the register of your choice for a 
selected site only. 

1. 5ƛǎǇƭŀȅ ǘƘŜ ǊŜǉǳƛǊŜŘ ǊŜƎƛǎǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά!ǎōŜǎǘƻǎ wŜƎƛǎǘŜǊέΣ άbƻƴ !ǎōŜǎǘƻǎ 
wŜƎƛǎǘŜǊέΣ άbƻ !ŎŎŜǎǎ wŜƎƛǎǘŜǊέΣ άwŜƳƻǾŜŘ wŜƎƛǎǘŜǊέ ƻǊ άwŜƳŜŘƛŀǘƛƻƴ wŜƎƛǎǘŜǊέ ƻǇǘƛƻƴ 
from the Registers menu. 

The layout is the same for the first three registers, with the Removed and Remediation 
Registers showing additional removal or remediation details. The differences in the first 
three registers are the items selected to display in the register. 

 

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 list only the Chrysotile asbestos items in a specific 
building.  

There are also filter buttons, such as Sampled Items and Presumed Items, that let you 
apply pre-configured filters. 

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

3. You can also sort the data displayed in a Register by clicking on the column headings. For 
example, clicking once on the Location Description column heading sorts the data A-Z by 
the room description ς clicking a second time reverses the order, Z-A. 
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4. If required, you can export the data displayed on a Register to ExŎŜƭϰ by clicking the 
Export to Excel button 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 the Print/PDF button at the bottom of the screen to display a pre-
formatted pdf of the Site Register Print. Hover on the pdf screen to display controls that 
let you download or directly print the register. 
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4.3 Exploring the Photo Registers section 

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

¶ Asbestos Register ς all positive asbestos items across all your sites 

¶ Non Asbestos Register ς all negative surveyed items across all your sites 

¶ No Access Register ς all areas not accessed across all your sites. 

1. Display the required ǇƘƻǘƻ ǊŜƎƛǎǘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά!ǎōŜǎǘƻǎ wŜƎƛǎǘŜǊέΣ άbƻƴ !ǎōŜǎǘƻǎ 
wŜƎƛǎǘŜǊέ ƻǊ άbƻ !ŎŎŜǎǎ wŜƎƛǎǘŜǊέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ tƘƻǘƻ wŜƎƛǎǘŜǊǎ ƳŜƴǳΦ 

The layout is the same, whichever register you select. The difference is in the items 
selected to display in the register. The photo for the item is displayed on the left-hand 
side and the item details are displayed on the right. 

 

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 only the photos relating to a specific floor of one 
building. 

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

  



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

Version 1.0 Page 18 Page 18 

4.4 Exploring the Reports/Jobs section 

The Reports/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: 

¶ άwŜǇƻǊǘ DǊƛŘέ ς to see all the reports that have been produced across all your sites in a 
grid, with front page photos and location maps prominently displayed.  

F This display is similar to the Site Grid. Refer to Section 4.1.2, The Site Grid, for details on 
accessing information from a grid display. 

¶ άwŜǇƻǊǘ [ƛǎǘέ ς to see a list of all the reports that have been produced across all your 
sites 

¶ ά¢Ƙƛǎ aƻƴǘƘέ ς to view a list of only those reports that have been produced during the 
current month 

¶ άtŜƴŘƛƴƎέ ς to display a list of jobs that are currently in progress, where the report is 
not yet available 

¶ ά!ǊŎƘƛǾŜŘ wŜǇƻǊǘ [ƛǎǘέ ς to display a list of reports 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 can be seen under this 
ά!ǊŎƘƛǾŜŘ wŜǇƻǊǘ [ƛǎǘέ ƳŜƴǳ ƻǇǘƛƻƴΦ 

1. 5ƛǎǇƭŀȅ ǘƘŜ ƭƛǎǘ ƻŦ ǊŜǇƻǊǘǎ ōȅ ǎŜƭŜŎǘƛƴƎ ŜƛǘƘŜǊ ǘƘŜ άwŜǇƻǊǘ [ƛǎǘέΣ ά¢Ƙƛǎ aƻƴǘƘέΣ άtŜƴŘƛƴƎέ 
ƻǊ ά!ǊŎƘƛǾŜŘ wŜǇƻǊǘ [ƛǎǘέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ wŜǇƻǊǘǎκWƻōǎ ƳŜƴǳΦ 

 

The layout of the screen is the same, whether you select thŜ άwŜǇƻǊǘ [ƛǎǘέΣ ά¢Ƙƛǎ aƻƴǘƘέΣ 
άtŜƴŘƛƴƎέ ƻǊ ά!ǊŎƘƛǾŜŘ wŜǇƻǊǘ [ƛǎǘέ ƻǇǘƛƻƴΦ ¢ƘŜ ŘƛŦŦŜǊŜƴŎŜ ƛǎ ƛƴ ǘƘŜ Ƨƻōǎ ǎŜƭŜŎǘŜŘ ǘƻ 
display on the list. It enables you to: 

¶ see the front page photo of the report 

¶ access a PDF of the report, with the number of PDFs available displayed in brackets 

¶ display the asbestos summary for the survey 

¶ display the asbestos register from the survey, with the number of Asbestos 
Containing Materials (ACMs) identified in the survey displayed in brackets 

¶ access any documents you have uploaded related to the site 

¶ 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 (UPRN or equivalent) and project type. For 
ŜȄŀƳǇƭŜΣ ǘȅǇƛƴƎ άǊŜ-ƛƴǎǇέ ƛƴ ǘƘŜ ǎŜŀǊŎƘ ŦƛŜƭŘ ǿƛƭƭ ŦƛƴŘ ŀƭƭ ǘƘƻǎŜ ǇǊƻƧŜŎǘǎ ǘƘŀǘ ƘŀǾŜ ŀ 
ǇǊƻƧŜŎǘ ǘȅǇŜ ƻŦ άwŜ-ƛƴǎǇŜŎǘƛƻƴέΦ 
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3. Click the PDFs, Summary, Register, Documents or Plans button to display the required 
information. 

¶ PDFs ς gives access to the PDF of the report produced. There is a link to download 
the document. Holding down the Ctrl key and clicking on the link opens the 
document in a separate tab. Controls in the top right-hand corner of the screen let 
you zoom in or out, or view the document full-screen in a separate tab from where 
you can also download and print the PDF. 

 

¶ Summary ς displays an Asbestos Summary from the survey data showing the 
number of items present for each material score and an indicator of the risk level 
as identified at that survey. The risk results are colour-coded for clarity, with a key 
in the bottom left corner. 

 

¶ Register ς shows the survey data for the report, with one row for each asbestos 
item identified in the survey. You can search and filter the list by using the search 
fields at the top of the screen. 

 
















































