2.

2.1

MAINTAINING THE REGISTER

Introduction
This chapter describes the Asbestos Tracker Register and the information that you can
display on it. It explains how you:

2.2

•

display the detail of items from the Register

•

access photographs, plans and PDFs

•

view and update management history information

•

maintain your own and the Surveyor’s notes

•

display the details of the original survey

•

search the Register

•

record changed conditions on the Register

•

change the photos, plans and PDFs held for an item

•

receive updates from the surveying company.

Displaying the Asbestos Register
You can select a surveyed site and display the Asbestos Register for that site, with
details of each item. You can then access the following further details:
•

photographs, plans and PDFs

•

management history information

•

notes

•

original survey.

To display the Asbestos Register:
1.

Select option 1, Maintain Register, from the Asbestos Tracker main menu.

2.

Select the site for which you want to display the Asbestos Register from the
drop-down list on the main menu.
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The Asbestos Register for the selected site is displayed.
Asbestos
Register

Extent of item

History of
changes to item

Risk analysis

Show All Items
tick box

Tabs to access
further information

The register itself is displayed on the left-hand side. By default, the register lists
only asbestos-containing items. If you want the register also to list non-asbestos
items, then click on the Show All Items tick box in the top right-hand corner of
the screen.
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The right-hand side of the screen shows the detail of the item selected from the
register, including:

3.

•

extent of the item

•

risk analysis – the top row shows the material risk analysis, the bottom row
shows the priority risk analysis, the Overall field summarises both

•

history of changes made to the item

•

tabs to access further information.

Click on the item in the Asbestos Register for which you want to display details.

You can now access further information about the item.

2.2.1 Displaying photos, plans and PDFs
To display a photograph of the item, a plan (if one exists) and any other PDF
documents relating to the document, such as an air monitoring certificate, click on the
Photo, Plan & PDF tab.



Refer to Section 2.4.1, Changing the photos, plans and PDFs, for details on how to record new
images.
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2.2.2 Updating management history information
To display notes about the management of the item, click on the Management History
tab.

You can update the management history notes by typing text in the Removal Notes
field. You can also add the date on which the asbestos was removed completely. To
do this, enter a date in the Date Removed field.



Once you have entered a date in the Date Removed field, the item no longer appears
in the register as an asbestos-containing item.

2.2.3 Viewing and updating notes
To display item notes written by the Surveyor or to add your own item notes, click on
the Notes tab.
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You can add your own notes in the Client Notes field.

2.2.4 Displaying original survey details
To display details from the original survey click on the Original Survey Details tab.

2.3

Searching the register
Asbestos Tracker has a unique ‘search anywhere’ function that finds asbestos items
however you search, wherever they are.
To search the register:
1.

Type a building, location, item or material in the Search register for field in the
top left-hand corner of the screen.
You can, for example, enter ‘walls’ to search for all asbestos items located in
walls, or ‘boxing’ to find those located in boxing. Similarly, entering ‘goods lift’
would find only those items in the goods lift.

2.

Press Enter to begin the search and display the items found in the register.
The following screen shows an example of the resulting list when ‘walls’ is
entered in the Search register for field.
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Select the item with which you wish to work by clicking on it in the register.

You can now use the fields and tabs on the right-hand side of the screen to work with
the item as required.

2.4

Recording changed conditions
If the condition of the item changes from that recorded in the original survey, you can
update the change in your Asbestos Tracker register. This facility enables you to keep
your register up-to-date. As an automatic history item is generated whenever you
record changed conditions, you can maintain a comprehensive audit trail of all
changes made to the register.
To record changed conditions:
1.

Search the Asbestos Tracker register to locate the item for which you want to
record changed conditions.
The following screen shows an example, with two history items already
recorded.
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2.

Type, or select from the drop-down lists, the changed conditions in the
appropriate Scores fields on the Item Details & History tab.

3.

Click on the Save & Create History Record button to save the updated conditions
and add a new history record to show how the item has changed.
The following screen updates the previous example, so that it now shows three
history records.
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Changing the photos, plans and PDFs
You may want to change the photograph of an item if you are recording changed
conditions. It may also be necessary on occasion to update the plans or PDFs.
All reports, images and plans for a project are stored in a project folder in the folder:
T:\Asbestos Tracker\085\HTML\Project_Files
For example, all reports, images and plans for Project B-15602 would be stored in the
folder:
T:\Asbestos Tracker\085\HTML\Project_Files\B-15602



Any new photos (or other files) that you want to include in the project must be stored
in this folder.

To change the photograph of an item:
1.

Search the Asbestos Tracker register to locate the item for which you want to
record changed conditions.

2.

Click on the Photo, Plan & PDF tab to display the images related to the item.
The Photo Filename field shows the path and filename of the current
photograph.

3.

Change the filename to display the name of the new photograph that you would
like to link to this item.
The new image is displayed when you leave the Photo Filename field. The
following screen shows an example.
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4.

Repeat step 3, as necessary, for the Plan Filename and PDF Filename fields, to
change the plan and PDF documents.

5.

Click on the Item Details & History tab.

6.

Click on the Save & Create History Record button to save the updated conditions
and add a new history record to show how the item has changed.
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2.6

Adding a new item to the Register



You can only add new items to the Register if the surveying company providing you
with the Asbestos Tracker Register have enabled the facility.

You can add further items to your Asbestos Tracker Register to record details of any
other asbestos items not included in the original Register.
To add a new item to the Register:
1.

Click on the Enter New Item button in the top right-hand corner of the Register.
The Enter New Item screen is displayed.

The Item ID is automatically generated so you do not need to enter anything in
this field.
2.

Type an alphanumeric project number in the Project Number field.

3.

Use the drop-down list on the Project Type field to select the appropriate type
for this project.

4.

Type the date the item was surveyed in the Date field.

5.

Specify the location of the item by using the following fields:
•
•
•
•
•
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Site
Address
Building ID
Floor
Location.

6.

Briefly describe the item in the Item field.

7.

Specify the material from which the item is made by entering the appropriate
three-letter material code and description in the Material fields.
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The tick box next to the Material field is automatically ticked to indicate that
the item is presumed to contain asbestos.
8.

Type the action recommended to manage the asbestos item in the
Recommended Action field.

9.

Indicate the sampling status of the item, where S is sampled, SP is strongly
presumed to be asbestos, and P is presumed to be asbestos in the S/P/SP field.

10. Identify the sample by using the following fields:
•
•

Sample No
Identification.

11. Describe the extent of the suspected item in the most appropriate units, for
example 10sq m, in the Extent field.
12. Select values to arrive at the material score from the following fields:
•
•
•
•

Condition
Surface Treatment
Asb. Type
Product Type.

13. Select a value in the Access field to indicate access to the item and arrive at a
priority score for the item.
14. Click on the Photo, Plan & PDF tab and specify any photographs of the item, a
plan (if one exists) and any other PDF documents relating to the document, such
as an air monitoring certificate.



Refer to Section 2.4.1, Changing the photos, plans and PDFs, for details on how to record new
images.

15. Click on the Management History tab and add any required notes about the
management of the item.
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You can update the management history notes by typing text in the Removal
Notes field. You can also add the date on which the asbestos was removed
completely. To do this, enter a date in the Date Removed field.



Once you have entered a date in the Date Removed field, the item no longer appears
in the register as an asbestos-containing item.
16. Click on the Notes tab to add Surveyor notes and your own item notes.

17. Close the Enter New Item window by clicking on
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in its top right-hand corner.

Version 1.3

Asbestos Tracker User Guide

2.7

Maintaining the Register

Receiving updates from the surveying company
Over time, the surveying company may carry out further surveys or re-inspections that
you require to be added to your Asbestos Tracker Register.



However, if you have modified or added to your Asbestos Tracker Register, the
surveying company cannot simply generate a new register for you. If they did your
amended register would be overwritten and you would lose your amendments.

In order to preserve your updates and amendments to your Asbestos Tracker Register,
you must first provide the surveying company with the updated copy of your Access
database(s) – the *.mdb file(s). They can then add further survey information to the
register and return it to you.
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