5.
5.1

SURVEY TRACKER
Introduction
This chapter explains how you can use Survey Tracker to record asbestos survey data
quickly and easily. It describes how to:
•
set up an asbestos survey
•
enter the survey data
•
amend survey data
•
print the survey reports
•
generate an electronic asbestos register for the client
•
update a client’s asbestos register.

5.2

Setting up an asbestos survey
If the project that you are undertaking is an asbestos survey, then there are special
preparations that you can make. These include preparing the Survey record to
download to Surveyors’ mobile devices.
To set up an asbestos survey and make it available for downloading:
1.

Display the required project on the Projects window.

2.

Click on the Surveys tab which provides additional functionality for recording
asbestos surveys.
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The ID for the survey is automatically generated so you do not need to enter
anything in the ID field.
3.

Select the template to use for this survey from the drop-down list on the
Template field.

4.

Select the survey type, for example Management, Refurb &Demo Domestic or
Void Refurb Domestic, from the drop-down list in the Type field.

5.

Type today’s date to indicate when the survey is to take place in the Date field.

6.

Leave the Approved By and Date of Analysis fields blank until the analysis has
been done and the report has been approved.

7.

Click on the Buildings List tab where you can record the list of buildings at the
site where the Surveyor will be working.

8.

In the No/UPRN field, type the building number.
The building number may simply be a sequential number or it may be a number
taken from a site plan provided by the client.

9.

Type the name or description of the building, for example Factory Unit 9, in the
Building Name field.

10. Indicate whether the building is to be included or excluded from the survey by
selecting Yes or No in the Included? field.
11. Leave the NAG? tick box blank.
You tick this field later only if no access was gained to the site.
12. Add any notes that may be useful to the Surveyor in the Notes field.
The notes may include such information as the person to telephone on arrival at
the site, or the key holder’s name. Close the window when you have finished
entering the notes.
13. If a site plan was provided by the client in electronic format, type the filename of
the plan in the Plan Filename field.
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14. If the survey is restricted to a specific floor, type the floor number in the Floor
field.
15. If the address of the building is required, type this in the Address field.
16. Repeat steps 8 – 15 to record details of further buildings in the list.
17. Click on the Inclusions tab to display and confirm the scope of the survey.

18. Click on the Exclusions tab to display and confirm the list of buildings excluded
from the survey.

19. Click on the Notes to Surveyor tab.
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20. Record any information that the Surveyor may need, such as what equipment to
take.
21. Click on the Site Info tab.

22. Record any further information required by the surveyor or project manager and
not entered elsewhere.
This information does not appear on the report. It may include times to arrive,
details of how to get there, extra contact numbers, etc.
23. Close the Projects window by clicking on

in its top right-hand corner.

The survey record has now been created. Repeat the above procedure to produce
all the required survey records. When you have created all the survey records that
you need to download to Surveyors you need to refresh the PocketPC files to
make them available.
24. Select option 8, Survey & Lab Menu, from the Projects menu.
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25. Select option 7, Refresh Pocket PC Files, from the Survey & Lab menu.

5.3

Completing the survey
The surveys are carried out on mobile devices on site by the Surveyors who record the
details of the items inspected.



Refer to Chapter 7, Tracker Mobile, for details on recording survey results on a mobile device
and sending in the survey data.

5.4

Amending survey data
If you need to amend returned survey data, you can access the data from the Survey
tab and change details.
To view or amend returned survey data:
1.

Display the required project on the Projects window.

2.

Click on the Surveys tab which provides additional functionality for recording
asbestos surveys.

3.

Select View Survey Data from the drop-down list on the right.
The Survey Details screen is displayed, showing the surveyed items.
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There is a row for each item in the survey. The information displayed includes
the following:
•
The location is indicated by a floor number before a slash, followed by the
room number and then a brief description of the location.
The floor number should be 1, 2, 3 etc, for the floors above ground, 0 for the
ground floor, -1 for the basement and so on.
The room number should be a sequential number, starting from 01 within
each floor, or as directed by a floor plan, office numbering or other such
scheme.

•

•

•

•
•
•
•
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The description should be a brief text description, such as Office or
Reception.
The No Access column is only ticked if no access could be gained to the
location, due for example to a locked door, physical difficulty in gaining
access or a Health & Safety issue.
If this column is ticked, the rest of the row should be left blank.
For each of the items inspected, the item and the material from which it is
made are noted, using the appropriate three-letter material code, eg CON for
concrete.
The sampling status of an item is indicated as follows:
−
S - sampled
−
SP - strongly presumed to be asbestos
−
P - presumed to be asbestos
−
X - same material as another sample already taken.
Only items with the sampling status of S are shown as they are real samples.
The sample number is given.
The extent of the suspected item is described in the most appropriate units,
for example 10sq m.
The product type, 1 – 3, indicates what sort of material was found.
The condition –a value 0 – 3, indicates the extent of damage to the item.
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A value, 0 – 3, and a description indicate the surface treatment present on
the item.
How easy it is to disturb the material is indicated with a description.
If a photograph of the item was taken its number is indicated.

4.

Amend the details as required.

5.

Close the Survey Details window by clicking on

in its top right-hand corner.

Entering sample analysis results
Any samples that have been taken require laboratory analysis. When the results are
received you must update the survey with the analysis results. This can be quickly
achieved by using Lab Tracker.



Refer to Chapter 6, Lab Tracker, for further instructions on how to use Lab Tracker to record
and update analysis results.

If you have not purchased the Lab Tracker module, enter the analysis results as
follows:
1.

Display the required project on the Projects window.

2.

Click on the Surveys tab.

3.

Display the drop-down list on the Choose Task field and select the View Survey
Data option to display the Survey Details window.
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4.

If appropriate, select the number of the sheet for which you want to enter analysis
results from the drop-down list in the Show Sheet Number field.

5.

Copy the information from the laboratory analysis results sheet into the following
fields:
•
Identification
•
Asbestos Type
•
Material Score.

Scroll to the right to see these fields.

You can use the Update Risk Score button to ensure the total scores for the
Material Score and Priority Assessment match the sum of the individual scores.
6.

Close the Survey Detail window by clicking on

in its top right-hand corner.

You can now print the draft report.
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Printing survey reports
When you have entered the survey data and sample analysis results into Survey
Tracker you are ready to print the draft report. The draft report must then be checked
by the Surveyor and any amendments made before printing the final report.
To produce the report:
1.

Display the required project on the Projects window.

2.

Click on the Surveys tab.

Summary survey details are displayed, including:
•
from and to dates of the survey
•
number of sheets in the survey
•
total number of items in the survey with a code or hash recorded against
them
•
number of asbestos containing materials (ACMs), broken down into:
−
S - the number sampled
−
SP - the number strongly presumed to be asbestos
−
P - the number presumed to be asbestos
−
X - the number containing the same material as another sample already
taken.
3.

Type the filename of the photograph that you want to use on the front cover of
the report in the Front Page Photo Filename field.

4.

Display the drop-down list on the Choose Task field and select the Produce
Report option.
The report is printed and saved in the appropriate folder.
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Each time you print the report a copy is saved in the appropriate folder as a Microsoft
Word document. If a copy already exists, then the original is renamed as a backup.
Subsequent copies are renamed Backup1, 2 etc, so that no documents are overwritten
and a full document history is maintained.
5.
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Give the draft report to the Surveyor for checking.

Amending survey reports
When you receive the amended draft report, you must implement any edits requested
by the Surveyor.
To amend the report:
1.

Display the required project on the Projects window.

2.

Click on the Surveys tab.

3.

Display the drop-down list on the Choose Task field and select the View Survey
Data option to display the Survey Details window.

4.

Locate the data that you want to amend by scrolling or using the find facility, and
then make the required amendments.

5.

Add any notes for an item by clicking on ‘Add’ after the Material code &
description field. If notes are already present, ‘Notes’ is displayed.

6.

Amend the items as necessary.

7.

Close the Survey Details window. You return to the Surveys tab on the Projects
window.
You can now print the final report.
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Display the drop-down list on the Choose Task field and select the Produce
Report option to print and save the report.
The report prints and is saved in the appropriate folder.



Each time you print the report a copy is saved in the appropriate folder as a Microsoft
Word document. If a copy already exists, then the original is renamed as a backup.
Subsequent copies are renamed Backup1, 2 etc, so that no documents are overwritten
and a full document history is maintained.

5.8

Generating an electronic asbestos register
Tracker has a facility that enables you to generate an electronic asbestos register which
you can give or sell to your client. This electronic register provides a standalone
MDHS 100-compliant asbestos register for the client, which they can interrogate and
maintain as required by using Asbestos Tracker. You can create the asbestos register
in two configurations:
•
as an Access database – the client receives the database files and requires any
version of Access to run them. This configuration is suitable for smaller
businesses or where asbestos is managed by a single person
•
as a Web-based database – suitable for intranet or internet use. This configuration
is suitable for larger organisations, where several people need access to the
register.



Contact Start Software for advice on setting up the web-based database if this is
required by your client.
To generate the Asbestos Tracker Register:
1.
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Display the required client on the Clients window.
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Refer to Section 3.3, Working with client details, for instructions on how to search for and
display the details of the required client.

2.

Click on the Create Asbestos Tracker Register button to begin generating the
register for all projects for the client.

3.

Wait until a dialog box is displayed asking you a question about ports. (This
should only take a couple of minutes.)

The question relates to the intranet or internet port on which the web-based
version of the Asbestos Tracker Register will operate.
4.

If you are generating a web-based version ask your local IT Administrator for
assistance in selecting the port, then enter the number and click on OK to
continue. If you are not generating a web-based version, click on Cancel to
continue.
A second dialog box is displayed.

5.

If you want the client to be able to add their own asbestos items to the register,
click on Yes. To restrict the client to modifying existing items only, click on No.
A further dialog box confirms that Tracker has finished generating the register
and informs you where the register is located. It also tells you how to access the
readme file containing further instructions for your administrator.

6.
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Click on OK to open the readme file.
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Read and follow the instructions in the readme file; they are customised by client
and contain information relevant to your distribution of Asbestos Tracker
Registers.

Adding further surveys to an existing register
Survey Tracker provides you with a facility to add further surveys to an existing
Asbestos Tracker Register. This means that you can update a client’s Asbestos
Register with new, updated information, perhaps following a re-inspection or
additional survey.



If the client has modified or added to their Asbestos Tracker Register you cannot
simply generate a new register for the client. If you did, the client’s amended register
would be overwritten and they would lose their amendments.
In order to preserve the client’s updates and amendments to their Asbestos Tracker
Register, you must first obtain the client’s updated copy of their Access database(s).
You can then use this procedure to add further survey information to the register.
To add further surveys to an existing register:
1.

Obtain the updated Access database *.mdb file(s) from the client.

2.

Display the project that you want to add to the Asbestos Tracker Register on the
Projects window.

3.

Click on the Surveys tab.
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Display the drop-down list on the Choose Task field in the top right-hand corner
of the Surveys tab and select the Add to Asbestos Tracker Register option.
A message is displayed to confirm that the project has been successfully added to
the Asbestos Tracker Register.

5.

Deliver the updated Asbestos Tracker Register to the client.

5.10 Importing third-party survey data
It may be necessary to import into a client’s Asbestos Tracker Register data not
surveyed by you or your usual surveying company, for example in order to include
data coming from another asbestos consultancy’s surveys.
To import the data, you must include the third-party data in the “Register” table in the
Asbestos Tracker database for the client in question.



If the client has modified or added to their Asbestos Tracker Register you cannot
simply append the new data to the database you hold for the client. If you did, the
client’s amended register would be overwritten and they would lose their amendments.
In order to preserve the client’s updates and amendments to their Asbestos Tracker
Register, you must first obtain the client’s updated copy of their Access database(s).
You can then use this procedure to add third-party survey information to the register.
To add third-party survey data to an existing register:
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1.

Open the Asbestos Tracker database in Access.

1.

Open the list of objects in the database by pressing F11.

2.

Click on Tables and select the “Register” table by double clicking on it.
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The easiest way to get data into this table is to copy and paste one row of data
from the Register table into Excel, use this row as a template, and enter the new
data in the rows beneath it in Excel. The new data is then in the correct format in
Excel and you can insert it back into the Register table. The remaining steps in
this procedure describe in detail how to perform this task.
3.

Highlight one row of data in the Register table and select Copy from the Edit
menu.

4.

Open up Excel and select Paste from the Edit menu to paste the copied row of
data into a new spreadsheet.

Note that you automatically have a header row to help you enter the new data in
the correct format.
5.
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Use the pasted row as a template for the new, third-party data that you want to
insert. Type, or copy and paste, the new data into the rows beneath.
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6.

Highlight the rows of new data in Excel and select Copy from the Edit menu.

7.

Switch to the Asbestos Tracker Register table in Access and select Paste Append
from the Edit menu.
The new data is appended to the Register table.

8.
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Deliver the updated Asbestos Tracker Register to the client.
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