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1. MAINTAINING CLIENTS

This chapter describd®w to maintain your client information in Alpha Tracker by addi
new client records and by finalyj and updating existing client details.

1.1 Addng a new client

This section contains a summary of the steps necessary to create a new client in Alpha
TrackerOptional steps to enter details of additional contacts and sitiesalso included.

| There is a seittg that allows you to control who can adéw clientsn Alpha Tracker
6a! aSNJ AadGbSg/tASyGacod LT GKAA AlénsiTey 3| A
restrict client creation to specific users then Ireit user IDs.

Qx
~—h
w
|

[N

1.1.1 Entering client dails

Before you can create a project for aw client in Alpha Tracker, you must set up the new
client by entering their details on the New Client tab.

To adl a new client:

1. / tA01 GKS abS¢ /fASyiNewOliéngameer?2 LIGA2Y (2 RAALI I &

Home | Hew Client 3

Enter New Client D
Client ID Enter a unigue Client Code Get Next Mumber

Hame

General Details || Credit Details || Notes

Address — Contact Details

Head Office
Address

Contact

Role b

Telephone

Fax

Post code Email Address

Account Manager v

Account Suppart v

Client Type -

2. Type the IDwWhich you want to apply to this client in ti@&ientIDfield or use theGet
Next Numberbutton to generate the next available client number

Typically theD is a short alphabetic code that helps you identify the cli8rlf, & { ¢! w¢ ¢
for Start $ftware.

3. TWJIS GKS Of A SWanefeld.yl YS Ay (KS
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To help prevent the duplication of clients in the database a warning message will pop up
if you attempt to create al@ent that already exists.

4. Use the fiveAddressfieldsto enter K S Of A Sy fiag@dressF dzf € L2 &G |

5. Use theContact Detaildields to enter nametole, telephone, fax and email details for
your main contact at the client.

Thereare alsoadditional fields with may be present and that you can complete if they
are approprate: eg Account Manage, Account Sipport and Sales Supportields in

which you can select the appropriate member of st@fient Contacto identify a

contact persona Client Typdfield inwhich you can type in or select an entry to
categorise the client

6. Click on theCredit Detailssecion heading to expand it and show fields relating to
invoicing and credit checking.

Home || New Client J§

Enter New Client Details

Client 1D TC

Name emscotta

General Details | Credit Details | Motes

Invoicing - Credit

Invoice Recipient Initial Cradit Chack Campleted ER
Initial Credit Check By v

Invoice Addrass

Initial Credit Check Notes

Credit Limit

Credit History Notes

On Stop

uote Multiplier 1

Save  Cancel

7. Complete as many of th€redit Detaildields as required.
8. Click theNotes section and ecord any notes in thdlotesfield.

You can als use theAllowed Office Letteffield to restrict who can see the client deis

by specifying the Office letter to which this client belongs. Each logged in user has
allowed office letters st in their User record. If a user has the matchinficefletter set

in their allowed office lettes, then they will be able to see the client in lists and
dropdowns. If no letter is specified on the Client record then all users can see the client.

9. ClickSaveto save the new client.

| You can fingnore fieldso define he client and how the system beleswhen the client is
selected by opening the client details from the Client List.

F Refer tol.2, Editing ¢ient details for instructions on how to use the Clienttlasd edit client
details.When edting a client record there are more fields that you can complete.
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(@]}

1.1.2 Addingadditional contact details

If you have multiple contacts at a client you can mectheir details in Alpha Tracker as part of

an address book. This aroptional step.

To record @tails of further contacts at the same client address:

1. /1t A01 U(KSRRNRHH |.02i2ke YSydz 2LI0A2y (2 RAALIX I &
tab.

’ start
— T T T I —1
......... : }

2. The filter & the top lets you display all contacts relating to a selectéshtl Begin typing
the first few ktters of the client name in th8earch foffield. You can then select the
client name from the drogdown list.

Any additional contacts already definéal the selected clienare displayed.

3. Intheblankrow marked with arasterisk, type the first few le¢rs of the client name
and use the drogown list to select the client name.

4. Type the name of the additional contact in t@®ntactfield.

5. Complete theTelephone, Mobile, Job Title Role Emailand Notesfields for the
addtional contact.

6. Click theSavebutton on the record or théSubmitbutton at the bottom of the list to
save tte details.

| Contacts can be deleted by ticking tbeletetickboxat the end of tie row and then clicking
Submit
1.1.3 Recording gesfor a client

A clent may have a number dfifferent sites at which you are to carry out project work. You

can set up these sites for your clients in Alpha Traskehat they are available for selection

from adrop-down listwhen creating a projectThis is aptional step as you can create new

sites atthe same time as you create a hew project

| LT @82dz R2 y2i0( dzAaAS GKS GSNY aariaSé AG Aal Ll2aaa
throughout Alpha Trackeby using a setting in the system (Name: Site).

Torecordsite details:

1. / £ A01 2y I Kibnfiorh tBesSitgs mént dispiy the fields in which you can
recordsite details

Version 1.3 Sforf Pagell
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ome

Site ID =Auto=

Client Q

Name & Address

Site Name
Address

Post code
Country United Kingdom

Lookup Address

Site Reference

Coniact Details

Contact Mame

Contact Telephone

Contact Email

Account Manager A

Landlord

Motes

Leave theSite I1Dfield blank as this is automatically generateylthe system.

LT @2dz 1y2¢ GKS Of A S giéndfield. If 6ok, click &hedBagfiifgA a

glass in the secon@lientfield and search for and select the client for whom you are
creating the site.

Complete the following details for the site

1 Site Name

1 Address

1 Postcode

1 Country(if not prepopulated).

Typethe reference for the sitgf you have onein the Site Referencefield. This might,
for example, be a UPRN number.

Complete any contact details you may have for the site:

1 Contact Name

1  Confact Telephone

1 Contact Emalil

Complete any other detailsiiéquired:
1 Account Manageione of your &aff)
1 Landlord(if applicable)

MAINTAINING CLIENTS
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q Notes

8. Click theSavebutton to save the new site details.

You can also search for sites and display their detailsbyusngth { A S [ A&dd¢é¢ YSydz 2L
completing the searchriteria fieldsas required and clicking the undiered Site Name. From
the Site screen on which the details are displayed, you can:

1 define the buildings fothe selected sitdy usingthe Buildinggab. Then when you
come to set up the project, you canlset the site ad also select the buildings from a
list that shows only those buildings defined for the s{guildings camlsobe defined
when setting up the project andf necessarywhen carrying outtie survey on Tracker
Mobile)

1 create a new projector the displagd site by clicking thBrojectbutton (the site details
are carried forwards to the project)

I create a new quotation for the displayed site by clicking@hete button (the site
details arecarried forwards to the quotation)

enter additioral siterelateddetails by clicking th®ther Infobutton

display a list of projects linked to the site and access the project details

display a list of quotations linked to the site and access the quotaliails

display a list of contacts linked to tlsége and add ftther contacts to the list as redped
see any contracts linked to the site

see the Asbhestos Register for the siadfrom there create Reinspection project®r
Removal/Remediation projestand print photos and QR codes

see the Client View Site Registehich is the register as the elit sees it from the Client
Portal

=A =4 4 =4 -4 A

]

display the location of the site on a méphe address is geocoded from a postcode
generate sitespecific documents

dispay the contents of the site folt

duplicate a site

=A =4 =4 4

=z
I
p—
p—
p—
p—
NN N
IE
-3

+[ Quote +[] Proiest Otrer Info
o
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1.2 Editing ¢ient details

You can edit existinclient details by finding the client on the Client List and then simply
changing their detailsYou can also add further details to a client such as thsite
multiplier, date they becam an inactive client andnyextra information you want to capture
relating to clients

To display and edit existing client details:

1. /£t A01 2y GKS odn/the BlnfsimertordBplay a IBtlofiedistng cliet
and some search fields to hejpu locate the required client.
[ 0 Tt MiHohSvet  Chesir sobin et
+ 7 11606 Amow iniematonal Level 1. DMC House 534 Colombo Sreet Chrsichurch o M
+ 1AM Daniest 3 Claremont Orve  Sridgnortn Shopshire TERANT s
+ & ey —
St 20450288 Do Tl | 0+ e
You can show more clients in thist by paging through the clients or by selecting to
show more records per page (8@, 75 or 100). The controls to do this are at the bottom
of the clientlist.
2. Type any details that may help you locate the requiregintlin the search fields for

example you might enter part of their name or their postcogénen pressEnteror click

Search

The list is filtered to show only those clients matching y@aarsh criteria.

F

in Alpha Tracker search fields.

Refer tol.4, Searching in Alph&@racker for further detils on search criteria that you can us

D

3. Select the required client from the list by clicking on the underlined client name.
The Client Detailscreen is displayed, showing client name addrass details on the
left and seprate tabs on the right for site, quote, projechaster projecand address
book details related to the client.
Version 1.3 31'0” Pagel4
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2l|[2g (% 2| '&[1ed .

ContaztsEmas

Gissatestan

Finaeca'Creol Detady.

Data Frosecson etses

Noles Exira nfolLoga

x “arm

You can use the Sit€lient Address Boaknd SiteAddress Bok tabs on the right as
quick ways to add detls of extra sites and contactsrfa client.There are also buttons
available below th&lient IDand Namefields on the left to add a new site, add a new
quote and add a new projectise tke links and buttos on the tabs to open the sites,

quotes or progcts.

TheClassificatiorsection éts you assign a type ardsector/industryto clients

TheFinance/Credit Detailsection groups together the financial detailscluding
payment terms with can be insertg when invoices are raised from projeckelds at
the bottom of this sectiorhelp you control the requirement for purchase orders for
certain clients on projects and on invoices. These Begjuires PO For New Project
tickbox,RequiresPO For Invoicéickbox andDefault PO Templatdield. If you tryto

save a project or raise anvioice on a project for a client where thiekboxes are set and
nothing is present in th€lient Order Numbefield on the project, then a warning

message didpys and you cannot complete the action.

TheDefault PO Templatéield lets you set a default entfor new projects for theClient

Order NumberF A St R F2NJ §KS OftASyidz S3 a¢./¢d , 2dz Ol y
through the following:
1 (2RI & QPatdkl (S
f GKS f233SR -ALpgoetttndamda y I YS
For exampleg ¢ -{Date}-9 [ 2 IISRLWABEIKYS YINR RdzOS + RSTFlrdz G Sy
21/12/2018-! RYAY A &G NI G2 NE @

F See Section 1.3, Maintaining client data protection details, for information on the Data

Protection Details tab.

TheNotegExtra Info/Logosectionlets yai enter free text notes andontains anExtra

Info button from which you can displagny extra fields that have been
capture additional information relating to clientd.also les you

1  specifyan office letter if the client is to belong to orméfice only

defined to

1 upload a logo forgur client which will be displayed on list screens in Alpha Tracker

f NBO2NR (GKS OtASyidiQa vw O2RS

LI 2ag2NR F2NJ LN
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F Refer t02.1.5 Maintaining extra fieldsfor further information on settingip the extra fields.

4. Amend the client details as required.

5. Save any changes you make by clickingSheebuttons.

| Tip: To display details of all clientstime filtered list one after the other on the Client Details
screen without returning to the Clientist, use the Next Record button below the client nanje
andaddress details.

1.3 Maintaining client data protection details

With the introduction of GDPR, theeze some important additional features available in
Alpha Trackes K SNBE @ 2dz Ol y aNProxéctibRdetails.Of A Sy 1 Qa R
To maintain the data protection details:

1. Display the Client Details screen foraclientan@¢li 2y GKS a5F GF t NB
tab to display the GDPHRIated information.

Client Defails
(8 enquiriesiquotes | EX projects | EX Master Projects
Client ID ooo3a 3
Search for: Search | All
Name Test client
= Site Name Add|
+ 1 site +[E2 quote LB Praject
Mo records in query
General Details
Classification
Finance/Credit Details

Data Protection Details

Client Data Link: stari-3.co uk/alphafracker/GDPR_Client Defails.a5w?
key=5sMSTucFeRs%3d

Data Policy: www mycompany/dataprotect

Data Protection Officer: Daia Proteclion Officer Name

Client has confirmed they are willing to be contacted by
Email Post Telephone Fax Other
td td td

Additional Notes.

Notes/Extra Info/Logo

Keystone Extract

x “a < r»

¢CKAA 3IAASAES YRR d5 I+ G /[ dopyand pratridieltolihe 8liendzo théyy
can see what information you hold in Alpha Tracker about them

2. dicktheda/ t A SY & y 5 ko&de the/ifformation sedut like this:

Version 1.3 31'0” Pagel6
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Test client

Address 1 e-Innovation Centre
Address 2 Friorslee

Address 3 Telford

Address 4

Address 5 TF2 9FT

Contact Elaine Porter
Telephone 0333 301 1010

Fax

Email Address info{@start-software com

Invoice Recipient

Invoice Address

i\

We may contact you by one of the following methods
Email Post Telephone Fax Other
L Ll L

Ta read our Data Protection Policy please click here

Cur Data Protection Officer is Data Protection Officer Name

1 want to remove my details

The clientcanedit the details directly by anmaling the information displayed an
clicking theSavebutton, or request the removal of their details by clicking thveant to
remove my detailsbutton.

¢CKS a5k GF t NPGS @providey a liBk3aiybuk Datarotéctiod Pdlicl, &
states who youData Protection Officer is and Wmthe client has confirmed they may be
contacted.

| All the settings that control this information are held in one logata your Alpha Tracker, of

the Setupmenu, in the Data Protection sectidiiere you can specify:

wData Protection Notification Emailddress

wData Protection Notification Email Body

wData Protection Notification Email Subject

wData Protection Officelame

wData Protection Officer Wordin(the text displayed at the bottom of the summary of data
youhold on a client)

wData Protecthn Policy Document URL

wData Protection Policy Wording (the text displayed at the bottom of the summary of daja
you hold on a client).

Version 1.3 Sert Pagel7
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1.4

Searching in Alph&aracker

There is a menu search that can be displayed at theofdhe menu bar in Alpha Trackdrhis

Search Menu is desigS R

G2

KStL) 82dz yI @Al GS

the menu structure to find the option you need, simply stiyming in a keyword and
matching menu options will be displayed:

Q Search Menu

Search: I:Iil =

< New Ciient
.. by Client
... by Ciient
... by Client

o= New Ciient
[ | client List

KDE.FEﬂeGﬂEnt

| . by Ciient ID

... by Ciient Name

List screens in Alpha Trackdlios you to search by eeting criteria in fields at the top of the

screen. If the search fields are not display®d, A 01 2y &/ f A O] &ySheb.
Home
Click here to search...
Grid View [1.5]
Refresh | Records: 301
Client Mame Site Name Site Address Site Postocode

L Site ID

mﬂ . CLIENT

The Client Company

The Main House Bridgnorth

Underhill Streat W\18 4BB

Site ID Client 1D

Clear Search Criteria

Client Name

Site Name

Site Posteode

Sie Referance

M‘p

Refresh | Recards: 381

L site ID Client

Name Site Name

The Main House g

Site Address

Underhill Street
idgn

Site Posteode

W16 488

Site Contact Name Site Contact Telephone

Msp John Smith 0123 4575 8690
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You can use Query By Form (QBF) syntax in seald$ificAlpha Tracker which mearmst
you can search oranges of values, greater than x, less than y etc, by typing specific
characters into the search fields. The following table desctiloesto enter these search

operators.
Operator Example Meaning
= =asbestos 9ljdzr fa WraoSaiz2aq
> >10 Greater than 10
>= >=12 Greater than or equal to 12
< <10 Less than 10
<= <=02/11/2004 Less than or equal to 02/11/2004
I= I=asbestos N2 G S| dzSta iea QW a6
Values that are greater thaar equal to
valuel..value2 alpha..delta WEf LIKF Q | oy dqual e ¢ i
Values that are less than or equal to
..value3 ..16/04/2009 16/04/2009
value4.. 17.. Values that are greater than or equal to
Values that are blank or null. To omit nul
Is bhink Is blank valuesdza S I wQ
Is not blank Is not blark Values that are not blank or null
Is null Is null Values that are null
Is not null Is not null Values that are not null
I fdzSa GKFG I NB Wi
valuel,value2,value3 alpha,betagamma WIL YYl O
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1.5 Using keybard shortcuts

There is a range dkeyboard shortcutshat you can use in Alpha Tracker. You may at times
prefer to use key presses to perform certain actions rather than using mouse cheks. T
keyboard sbrtcuts work in particular areas of the system a&sdribed in tle table below.

Key Action
Up Move focus to the previous row in the Grid part
Down Move focus to the next row in the Grid part
F9 Save the current record
Shift+F9 Save althe records (in a Grid that allows multiple records to b
editedat once)
Ctrl+F9 In the Detail \@w, save the current record and start entering a
new record
Enter Put the field with focus into edit mode
Page Up Move to the previous page of records
Pag Down Move to the next page of records
Ctrl+D Delete current reord
F2 Open the lookup window fothe current field
Esc Abandon edits made to the current field
Version 1.3 SfGrf Page20
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2. MAINTAINING SYSTEM DATA

This section describes how you can maintain the data that preweétings, data and drep
down lists for Alpha TrackeFhe Systm Data inAlpha Tracker may incledhe following
(only some options may be applicable to your installatimnyou may see additional options

1  General Setup:

- project status

- project types

- roles

- staff

- extra fields

- extra field dropdowns

- offices

- CRM action tges and many more
1 Laband Surveyata

- asbestos types

- lablookup data

- materials

- recommendations

- standard comments

- survey types

- validation for fibre analysis
1  Document Production

- these optiors control the production of your reports and are technical us
only. They are not documented ree

1  Import/Export

- these options enable the import and export of data into and out of Alflaaker
and are for specific users only. They are not documented he

M Dashboard Emails

- these options control the alertand dashboatt emails sent from Alpha Trackeandh
are for technical use only. They are not documented here

1 Help
- these options control the help text displayed on the Home tab. They are not
documented here
1 System
- these options control system functions and doe technial use only. They are not
documened here
Version 1.3 qurf Page21
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2.1 MaintainingGeneral Setup data

This section explains how to maintain the following general setup data items:
project status
project types

roles

staff

extra fields

extra field dropdowns
offices
keymilestones

rates

CRM action types
contract lenghs

cost centres
departments
payment terms
report issue reasons
turnaroundtimes
VAT codes

aborted reasons
equipment types
teams

=A =4 =4 4 =4 -4 -4 -4 -5 -4 -4 -4 -4 -4 -4 -4 -4 -4 -4 -4

2.1.1 Maintainingproject status

Alpha Tracker has a list of descriptions that ased to indicatgroject status. You apply
these poject status descriptions to projects as they progress.

To maintain the project status descriptions:

1. Open the General submenu from the Setup menu agldga t N2 2SO0 { GF (dzaSaé

display the Project States screen.
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(LU Project Statuses 7

Records: 9

Status Show review date on project?
¥ canceled
x Complete
x In Progress
x Invoiced
¥ Job Rejected
x Mo Access To Site
X onHod ’
X ToBe Scheduled

10 v | Records per page

Anyproject statuses already defineate displayed.

2. To add a new status, in a blank row marked with an asterisk, typeetiered new
project status description

3. Tick the Show review date ongect? tickbox if you want an additional datelfido be
displayed on the Project screen when tis¢atus is selected and saved on a project. This
is useful when you place a project on hold and want to specify when the status should
be reviewed.

4. To deletea status, click on the red cross on tagpropriae row.

5. Click the Savebutton on the record or athe bottom of the list to save thetatus
changes

2.1.2 Maintaining project types

Each project or job in Alpha Tracker must have a type assigned to it. As patmbject
type, you can define thsignificant events that arasually associated with such pegis or
jobs. These significant events form a milestone template for the project type.

To maintain project types:

1. Open the General submenu from the Setup memd selecti t N2 2SO0 ¢ LISae¢ (2
the Project Types screen.

Version 1.3 31'0” Page23
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A list of project types is difgyed. You can enter search criteria in the top of the screen
to filter the list as required.

F Refer tol.4, Searching in Alph@racker for further details on search criteria that you can uge
in Alpha Tracker search fields.

2.

To adda new project type, in a blank row marked with an asterisk, typeNameto use
for the projed type, the Descriptionto help you identify how this type issed and
selectthe Categoryto define the additional buttonsrad screens available to this prafe

type.
You can also define the following for each project type:

1 aNominal, Departmentand Accaints RefCodethat you want to link to the project
type for exporting to Sage

I aSales Categorio link project types to salesategories for reporting purposes

I  Quotation Template Texto specify text to be inserted into quotations for projects
of this type¢ your quotation templates will need to be set to pull irighext

1 the Wallboard Colourin which projects of this type ar@te displayed on the
Wallboard.

Use the plus button on a project type record to set up the milesttamaplate, cost
breakdown tenplate, associated cost items template and subtypasprojeds of this

type.

Milestones:
The milestone template defines theil@stones that are to be displayathder theMore
Milestonesbutton on projects which have the current Project Type.

1  Type a numbeto indicate the position of the milestone in the sequencdtia
Positionfield. It is often useful to number the milestoné®, 20, 30 etc so that you
can eatdly insert additional milestones in the sequence if you need to do so later.

1  Type a description of the event in tiMilestone field.

1  Specify how to calculatihe target date for this milestone by entering a number of
daysin the Targetfield. The target dee maycalculated as the specified number of
weekdays after theProject Opend dateor the number of days from the last
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completed milestone (depending on yiosystem settings)f you do not want a
target date to be cdculated, click the Disable Target Date Calculation tickbox.

1 If the milestone is linked to a key milestotien its name is displayed in th&y
Milestone field. Key milestones are used to attomplete milestone dats or
display data elsewhere in the system.

9%
o

F For the key milestone selections to take effect certain system settings need to be switch
on. These NB (1 KS X¢! dziSaARG& iy StartdSoftware if you would like key
milestones tdbe set upSee also&tion2.1.8 Maintaining key rilestones for further
details.

1  Save the niéstonetemplate changes andlick the minus butta to closethe
templates

Cost breakdowns:
The cost brakdown template is displayed for projects of the selected Project Type when
GKS X odzit2y ySEG (G2 GKS @I f dzStsyoudipreet A O1 SR 2y
descriptions and rates for the brdown.
1 Specify the item to include in the cost breakdomField, @ & 5F Af & NI (GSé& 2NJ
GbdzYoSNJ 2F al YLX Sa¢ o
1 Enter the unit price for the item iDefault Unit Priccegd MHp € T2 NJ MmMHp dnn 21
Gnodoné F2NI on ladende& khan theldstGrdakddwnyfa pooféct is
entered, as can all the other detalils.
 SStSO0iG GKS (eSS 2F 2NB GBEMKEIT Y iNBKEPOdzZ | A2y &
1  Save the cost breakdown template changes and thiekminus button to close the
templates.

Associated cdstems:

The associated cost itentamplateis displayed for projects of the selected fea Type
6KSyYy (KS X 0 dAbialTyirent Sostield is lickédkoS Projects
(Financials/Planningab). It lets you preset categories, descriptions, quatigs and rates
for projectcosts

1  Select theCost Categorgand Item Descriptionfrom the dropdowns.
1  Set theltem Code Quantity and Cost

I  Save the associated cost items templatenges and click thainus button to
close the templates

Sub Types:
Sub tyms are used in Quotations sothatf & 2dz aSt SOG | t Nr2SOi ¢eLis
youcand0 S Y2NB aLISOAFAO yR aStSOG | &dz GeéLS &d

1  Type in the name of the sub type in tBeib Typdield. The system automatically
enters the ID.

4. To deleteaproject type click on theDelete tickboxon the appropriaterow(s).

Alpha Tracker chaks to see if there are any projects of the selected type and only allows
you to delete a project type if nonexist.

5. Click theSavebutton on the record or at the badm of the list to save the detasl
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2.1.3 Maintaining roles

When you record projects in Alpfaacker you can build up a list of the members of staff
involved in the project. @each member of staff you assign a rof@u can specify the list of
roles that areavailable.

To maintain roles:
1. Openi KS DSYSNIf adzoYSydz FNRYf 8&8S §SidAR NSy &z & K¢

screen.
. start
Lagsu - Logged n a3 Dan Daskin
K | bome | Ros X

djpomourien e
| & cron X conmina
& Eriose X
+ K [

X s
|

X
G -
+
] rovors
| =

2. Toadd a new role, in a blank row marked withasterisk, type th&oleand anyNotes
that help you to define the role.

To deletea role, click on the red cross time appropriate row.

4. Click theSavebutton on the recod or at the bottom of the list to save the details.

2.1.4 Maintaining staff

You must setip staff details before you can record the involvement of members of staff in
projeds. Staff must also be recorded dhe Staff tab before they can be assigned a user ID
and password to log in

| Tip:When a member of staff leaves, keep their deta&torded on the system as this enabl
the regeneration of reports in which they appeam@y mark them as inactive (Notient)
on the Staff screen and remove or change tlogrin details by using the Users menu optio

Editing of the Staff screenlisnited to users in the Superuser and Administration groups.
Other users can only viewehStaff list.
To maintain staff deils:

1. Open the General submenu from the Setup menu aelécta { (& to @igplay the Staff
screen.
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Scroll to the right to see dlhe fields on this screer¥ou can enter search criterdgainst
the name of the memberfostaffin the top of the screend filter the list as required.
There are also readwyade filter buttons to display current or former members of staff
only.

To add anew member of staff, in a blank row marked with an asterisiteethe full
name andcontact detailsof the member of staffn the Name Email Addressnd
Mobile Numberfields. The Staff IDis automatically generated.

Make the member of staff active on Alpha Tracker by clicking the No buttdvdor

MAINTAINING SYSTEM DATA

Current If you ever want to disablethem@&mS NJ 2 F a il ¥ F Qltheiv&80Saa &2 dz (

button to mark themasnot currentg you shodd also amend their User record to
prevent them from being able to log in

If required, upload a photo for each member of staff by usingUpéadbutton next to
the Photofield. You can display thegpdotos on the calendar and also on generated
documents

In the Groupfield set the group to with the member of staff belongs. If appropriate,
you can also set 8ub Groupand aTeam

The Group field determines which Qadlar Group the person appears in

| b2GS GKIFIG AF @2dz YFEN] ¢ YSYoSWI @FdzaYidzadF
Groupentry so that they no longer appear on the Calendar when that group is selected.

6. Select the office to which the member of dtaklongs in theDfficefield andtheir title
for reports in theTitle field.

7. Specifywhether the member of staffs to appear irthe drop down list of Project
Managerdy clicking on the appropriat€an Project Manageadio button.

8. ¢@LIJS GKS a indame a&s it & ¥p&Ndd eeperin theName For Reports
field.

9. If required, upload aignature for each member of staff by using thploadbutton next
to the Signaturefield. You can display these signatures in reports and on generated
documents.

10. Ente postcode and contact details the Home PostcodegOffice Postcod, Notesand
fields.
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There is a tickbox that determines whether or not tHeme Postcodés visible. When it
is not visible it is hidden from the Staff screen and from the Edit Event dahoidpe
Calendar).

11. If you are usig the Calendar Sync tool, eni@rK S Y S Y 6 S Raleadkr IGiditheT T Q&
Google Calendar Ifeld to linktheir Google Calendar and Alpha TrackeAlternatively,
if you are linking your Microsoft Outlomk / I f &hgAhaNJacker, complete the
Exchangd&mailfield.

| If you are using th Calendar Sync toagfer toSectiord, SYNCHRONISING CALENDARS, jn the
Technical Guidé 2 &S G dzLJ G KS dza SoNtRchStal Sctiiate & you want3of R I NJ
synchronise with Mic@® 2 ¥ hdzif 221 u /I £t SYRI NA®

12. Use theDept Codeand Cost Centre Codfelds to allocate each ember of staff to a
department and cost centre so that invoices exported to Sage (or other accounts
packages) can be tagged with the correct department and cost centre

13. If the staff member uses a mobitlevice for capturing survejetails, enter the ID of
their handheld device in thenit IDfield.¢ KA &4 Syl o6f Sa RFGF G2 oS aSyi
handheld deviceThe Unit ID must be an exact match to that recorded inSk#ings in
MDS on the device.

14. If the member of staff is a Lainalyst, you can use tHeefault Microscope Default RI
Liqguidand Default Labfields to set default values to be displayed on the Fibre Analysis
screen when they record analysis.

15. Use thePaywoll Numberfield to record astaf SY 6 SNR A& LJ @ NBf f ydzYo SN

16. Save any changes you have raahd close the screen.

2.1.5 Maintaining extra fields

Extra fields are used in Alpha Tracker where additional information needs to be captured
(under theOther Infobutton). This additional information came used in reporter

genaated documents The extra &lds are first defined and assigned to particular screens.
They are then available as a list from a button on the assighed sc@adegories and Sub
Categories can besed to separate the list into sgons¢ Categories creatdeadings in the
list of Exta Fields and Sub Categories cretite radio buttonswhich enable you to filter the
list of Extra Fields.

To define the extra fields:

1. Open the General submenu from tiSetup menuandseleét 9 E(i RIE € CXi8f RA & LI | &
Extra Fields screen.
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Sub Category Fietd Type ~ Clents Quotes Projects Sites Rosition (Optionsi) Default Vaiue Linked Mikestane

Any exstingextra fields are listed.

To add a new extra field, in a blank row marked with an asterisk, type the name of the
extra field in theField Namefield.

The ID is automatally generated so you do not neeaenter anythingn the IDfield.

To group the extrdields into sections specify tHeéategory and optionally theSub
Category to which the field is to belong.

Categories create headings in the list of Extra FieldsSatdCategories create the radio
buttons which enableou to filter the list of Extra Higs. Each item must have a
Category or it will not be displayed.

| lyeé SEGNI FAStR&a (2 6KAOK &2dz aardy GK[S
which isavailable from theScopingbutton on the Projects seen. These do not require a Sup
Catgyory.

4.

Select the type of field, for example one that requires a Yes or No answer, an auto
learning field or a data entry field, from the drafown list on theField Tye field.

LT eé2dz aSBENRILIREKY ¢ peéciBithedaldes ffr the dropdowist by
clicking on theEdit Valuedutton that appears next to th&ield Type

Tick the appropriate tickbox(es) to indicate on which sc(gghis question should be
available.

If the extra field ido be on the Projets screen, then you must also spegaifhich project
types it is to be linked to. Click thénked Typedutton and specify the project types for
which this field is to be created.

If required, specify @osition in the list of extra fiels for this fieldn the Position
(optional)field. ItA & dza SF¥dzf G2 ydzYoSNJ 6§KS AGSYa wmnz
additional items.

If you want a default to be displayed in the field, type it into tefault Valuefield.

If a default is onlyo be displayed for certain sub types (sub types ofgebtypesg as
selected on quotations), use the 2 NJBufton to specify the required sub types and set
the individual defaults.
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8.

9.

If you want the user to be prompted womplete anextra field when a nhéstone is

updated, select the milestone in tHankedMilestone field.

Save your changes and close the Extra Fields window.

2.1.6 Maintaining extra fielddropdowns

The Extra Field Dropdowns screen lets you search for and avathe values that you have
i @ LISThedecaneRer-diRfthail fieddsthat you have
created by using the Extra Fields screen.

set for any Extra Field®d T

iKS

F Refer t02.1.5 Maintaining extra fieldsfor further details on how teset up these usedefined

fields

To maintain extra éld dropdowns:

{ SGdzld YSydz

1. hLSy GKS DSYSNIf adzoyYSydz FNRBRY G(GKS
display the Extra Field Dropdowns screen.
Home x
Search
Extra Infe Field v
Clear Search Criteria Search
- Extra Info Field Choice Delete
Period of Construction v After 2000
Period of Construction v 19805 - 2000
Period of Construction v Pre 1960s
Previous Asbestos History / Documentation v Yes
Previous Asbestos History / Documentation ¥ No previous documentation or reports wel
Property Type ¥ | Residential Property
Property Type v Commercial Property
Property Type v | Industrial Property
FirstPrev12of 2 NexiLast = 10 v Records perpage

2. Select the Extra Info Réefor which you want to displayrdpdown values from the list
on Extra Info Field thenclickSearch
The list of fields is filtered to show only the requested field.

3. To add a new dropdown value for the field, in a blank row marked with an asterisk,
seled the field to which the value behgs in theExtra Info Fieldield, then type the new
value in theChoicefield.

4. To delete a project type, click on tlieletetickboxon the appropriate row(s).

5. Click theSavebutton on the record or at the bottom of thkst to save the details.
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2.1.7 Maintaimng offices

You can define the offices in use on yolpha Tracker and assign them an office ID or letter
that identifies them. Youan also set up other information for the offices, such as address
details and VAT and B numbers that may be required fgpour reports.

Alpha Tracker lets you define officesdaassign an office letter to each one set up, for

SEFYLX S (KS beSssigredid the Bidgnonhdfae a! ¢ (2 GKS ! RSt AR
The office letter isised at the beginning of projecumbers, for example-B0123. Office

letters can also béinked to users to provide default office letters and to control which office

letters can be used by which users.

Your office setup may be one of the following thitgpes:

1 singlesite ¢ if you use ofy one office then you need not set up offices and ther a
default office letter set for all users which displays when projecigumtations are
created.

1  multi-site ¢ if you have more than one office then set up ana#fletter for each office.
Eachmdividual is assigned a default office letter to digplehen projects or quotations
are created but this can be overwritten to cregimjects for other offices.

1  multi-site, restricted viewg if individuals are only to seand create project data for thei
own office(s) then set an office letter for each offiand assign a default office to each
individual. If you also define a list office letters that the user is permitted to use, they
will not be able to see or creatprojects for any offices not the list.

To define offices:

1. Openthe General submeiNRB Y (G KS { Siédzd YSydz FyR
Offices screen.

ax
u»
(s
O
[t

ah-

2. To add a new office, in a blank row marked with an asterisk, enter the identifying letter
andname of the office in théD and Officefields.

3. If you want to use different logos folaeh office in your reports, you can upload them
here by clicking thé&Jpload Logabutton next to theOfficefield. Your templates will
need to be set to pull the logdsom here.

4. |If appropriate, selecthe member of staff who acts in the specified role lve Regional
Manager, Area Managerand Office Manageffields.

5. Type the cordct details for the office in thAddress, Email, Phonand Faxfields.

There is also atssuing Officefield that lets you reord an additional addres§o, for
example, if you hava number of small satellite offices that raise projects but use a
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