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1. MAINTAINING CLIENTS 

This chapter describes how to maintain your client information in Alpha Tracker by adding 
new client records and by finding and updating existing client details. 

1.1 Adding a new client 

This section contains a summary of the steps necessary to create a new client in Alpha 
Tracker. Optional steps to enter details of additional contacts and sites are also included. 

! There is a setting that allows you to control who can add new clients in Alpha Tracker 
όά¦ǎŜǊ[ƛǎǘbŜǿ/ƭƛŜƴǘǎέύΦ LŦ ǘƘƛǎ ǎŜǘǘƛƴƎ ƛǎ ƭŜŦǘ ōƭŀƴƪ ǘƘŜƴ ŀƭƭ ǳǎŜǊǎ Ŏŀƴ ŎǊŜŀǘŜ ƴŜǿ Ŏlients. To 
restrict client creation to specific users then list their user IDs. 

1.1.1 Entering client details 

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

To add a new client: 

1. /ƭƛŎƪ ǘƘŜ άbŜǿ /ƭƛŜƴǘέ ƳŜƴǳ ƻǇǘƛƻƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ New Client screen. 

 

2. Type the ID which you want to apply to this client in the Client ID field or use the Get 
Next Number button to generate the next available client number. 

Typically the ID is a short alphabetic code that helps you identify the client, ŜƎ ά{¢!w¢έ 
for Start Software.  

3. TyǇŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ Name field. 



ALPHA TRACKER USER GUIDE MAINTAINING CLIENTS 

Version 1.25  Page 10 

To help prevent the duplication of clients in the database a warning message will pop up 
if you attempt to create a client that already exists. 

4. Use the five Address fields to enter tƘŜ ŎƭƛŜƴǘΩǎ Ŧǳƭƭ Ǉƻǎǘŀl address. 

5. Use the Contact Details fields to enter name, role, telephone, fax and email details for 
your main contact at the client.  

There are also additional fields which may be present and that you can complete if they 
are appropriate: eg Account Manager, Account Support and Sales Support fields in 
which you can select the appropriate member of staff; Client Contact to identify a 
contact person; a Client Type field in which you can type in or select an entry to 
categorise the client. 

6. Click on the Credit Details section heading to expand it and show fields relating to 
invoicing and credit checking. 

 

7. Complete as many of the Credit Details fields as required. 

8. Click the Notes section and record any notes in the Notes field.  

You can also use the Allowed Office Letter field to restrict who can see the client details 
by specifying the Office letter to which this client belongs. Each logged in user has 
allowed office letters set in their User record. If a user has the matching office letter set 
in their allowed office letters, 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. Click Save to save the new client. 

! You can find more fields to define the client and how the system behaves when the client is 
selected by opening the client details from the Client List. 

 

F Refer to 1.2, Editing client details, for instructions on how to use the Client List and edit client 
details. When editing a client record there are more fields that you can complete. 
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1.1.2 Adding additional contact details 

If you have multiple contacts at a client you can record their details in Alpha Tracker as part of 
an address book. This is an optional step. 

To record details of further contacts at the same client address: 

1. /ƭƛŎƪ ǘƘŜ ά/ƻƴǘŀŎǘǎκ!ŘŘǊŜǎǎ .ƻƻƪέ ƳŜƴǳ ƻǇǘƛƻƴ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ /ƻƴǘŀŎǘǎκ!ŘŘǊŜǎǎ .ƻƻƪ 
tab. 

 

2. The filter at the top lets you display all contacts relating to a selected client. Begin typing 
the first few letters of the client name in the Search for field. You can then select the 
client name from the drop-down list. 

Any additional contacts already defined for the selected client are displayed. 

3. In the blank row marked with an asterisk, type the first few letters of the client name 
and use the drop-down list to select the client name. 

4. Type the name of the additional contact in the Contact field. 

5. Complete the Telephone, Mobile, Job Title, Role, Email and Notes fields for the 
additional contact. 

6. Click the Save button on the record or the Submit button at the bottom of the list to 
save the details. 

! Contacts can be deleted by ticking the Delete tickbox at the end of the row and then clicking 
Submit. 

1.1.3 Recording sites for a client 

A client may have a number of different sites at which you are to carry out project work. You 
can set up these sites for your clients in Alpha Tracker so that they are available for selection 
from a drop-down list when creating a project. This is an optional step as you can create new 
sites at the same time as you create a new project. 

! LŦ ȅƻǳ Řƻ ƴƻǘ ǳǎŜ ǘƘŜ ǘŜǊƳ άǎƛǘŜέ ƛǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǘŜǊƳ ǘƻ ƻƴŜ ƻŦ ȅƻǳǊ ŎƘƻƛŎŜ 
throughout Alpha Tracker by using a setting in the system (Name: Site). 

To record site details: 

1. /ƭƛŎƪ ƻƴ ǘƘŜ άbŜǿ {ƛǘŜέ ƻǇtion from the Sites menu to display the fields in which you can 
record site details. 
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2. Leave the Site ID field blank as this is automatically generated by the system. 

3. LŦ ȅƻǳ ƪƴƻǿ ǘƘŜ ŎƭƛŜƴǘΩǎ L5Σ ǘȅǇŜ ǘƘƛǎ ƛƴǘƻ ǘƘŜ ŦƛǊǎǘ Client field. If not, click the magnifying 
glass in the second Client field and search for and select the client for whom you are 
creating the site. 

4. Complete the following details for the site: 

¶ Site Name 

¶ Address 

¶ Postcode 

¶ Country (if not pre-populated). 

5. Type the reference for the site, if you have one, in the Site Reference field. This might, 
for example, be a UPRN number. 

6. Complete any contact details you may have for the site: 

¶ Contact Name 

¶ Contact Telephone 

¶ Contact Email. 

7. Complete any other details if required: 

¶ Account Manager (one of your staff) 

¶ Landlord (if applicable) 
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¶ Notes. 

8. Click the Save button to save the new site details. 

You can also search for sites and display their details by using thŜ ά{ƛǘŜ [ƛǎǘέ ƳŜƴǳ ƻǇǘƛƻƴΣ 
completing the search criteria fields as required and clicking the underlined Site Name. From 
the Site screen on which the details are displayed, you can: 

¶ define the buildings for the selected site by using the Buildings tab. Then when you 
come to set up the project, you can select the site and also select the buildings from a 
list that shows only those buildings defined for the site. (Buildings can also be defined 
when setting up the project and, if necessary, when carrying out the survey on Tracker 
Mobile) 

¶ create a new project for the displayed site by clicking the Project button (the site details 
are carried forwards to the project) 

¶ create a new quotation for the displayed site by clicking the Quote button (the site 
details are carried forwards to the quotation) 

¶ enter additional site-related details by clicking the Other Info button 

¶ 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 quotation details 

¶ display a list of contacts linked to the site and add further contacts to the list as required 

¶ see any contracts linked to the site 

¶ see the Asbestos Register for the site, and from there create Re-inspection projects or 
Removal/Remediation projects, and print photos and QR codes 

¶ see the Client View Site Register which is the register as the client sees it from the Client 
Portal 

¶ display the location of the site on a map if the address is geocoded from a postcode 

¶ generate site-specific documents 

¶ display the contents of the site folder 

¶ duplicate a site. 
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1.2 Editing client details 

You can edit existing client details by finding the client on the Client List and then simply 
changing their details. You can also add further details to a client such as their quote 
multiplier, date they became an inactive client and any extra information you want to capture 
relating to clients. 

To display and edit existing client details: 

1. /ƭƛŎƪ ƻƴ ǘƘŜ ά/ƭƛŜƴǘ [ƛǎǘέ ƻǇǘƛƻƴ on the Clients menu to display a list of existing clients 
and some search fields to help you locate the required client. 

 

You can show more clients in the list by paging through the clients or by selecting to 
show more records per page (eg 50, 75 or 100). The controls to do this are at the bottom 
of the client list. 

2. Type any details that may help you locate the required client in the search fields ς for 
example you might enter part of their name or their postcode ς then press Enter or click 
Search. 

The list is filtered to show only those clients matching your search criteria. 

F Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
in Alpha Tracker search fields. 

3. Select the required client from the list by clicking on the underlined client name. 

The Client Details screen is displayed, showing client name and address details on the 
left and separate tabs on the right for site, quote, project, master project and address 
book details related to the client. 
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You can use the Site, Client Address Book and Site Address Book tabs on the right as 
quick ways to add details of extra sites and contacts for a client. There are also buttons 
available below the Client ID and Name fields on the left to add a new site, add a new 
quote and add a new project. Use the links and buttons on the tabs to open the sites, 
quotes or projects. 

The Classification section lets you assign a type and a sector/industry to clients.  

The Finance/Credit Details section groups together the financial details, including 
payment terms which can be inserted when invoices are raised from projects. Fields at 
the bottom of this section help you control the requirement for purchase orders for 
certain clients on projects and on invoices. These are: Requires PO For New Project 
tickbox, Requires PO For Invoice tickbox and Default PO Template field. If you try to 
save a project or raise an invoice on a project for a client where the tickboxes are set and 
nothing is present in the Client Order Number field on the project, then a warning 
message displays and you cannot complete the action. 

The Default PO Template field lets you set a default entry for new projects for the Client 
Order Number ŦƛŜƭŘ ŦƻǊ ǘƘŜ ŎƭƛŜƴǘΣ ŜƎ ά¢./έΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘǿƻ ǘŀƎǎ ƛƴ ǘƘŜ ŘŜŦŀǳƭǘ ǘƻ Ǉǳƭƭ 
through the following: 

¶ ǘƻŘŀȅΩǎ ŘŀǘŜ - {Date} 

¶ ǘƘŜ ƭƻƎƎŜŘ ƛƴ ǳǎŜǊΩǎ ƴŀƳŜ - {LoggedInName} 

For example, ά¢./ - {Date} - ϑ[ƻƎƎŜŘLƴbŀƳŜϒέ mƛƎƘǘ ǇǊƻŘǳŎŜ ŀ ŘŜŦŀǳƭǘ ŜƴǘǊȅ ƻŦ ά¢./ - 
21/12/2018 - !ŘƳƛƴƛǎǘǊŀǘƻǊέΦ 

F See Section 1.3, Maintaining client data protection details, for information on the Data 
Protection Details tab. 

The Notes/Extra Info/Logo section lets you enter free text notes and contains an Extra 
Info button from which you can display any extra fields that have been defined to 
capture additional information relating to clients. It also lets you: 

¶ specify an office letter if the client is to belong to one office only 

¶ upload a logo for your client which will be displayed on list screens in Alpha Tracker 

¶ ǊŜŎƻǊŘ ǘƘŜ ŎƭƛŜƴǘΩǎ vw ŎƻŘŜ ǇŀǎǎǿƻǊŘ ŦƻǊ ǇǊƛǾŀǘŜ vw ŎƻŘŜǎ. 
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F Refer to 2.1.5, Maintaining extra fields, for further information on setting up the extra fields. 

4. Amend the client details as required. 

5. Save any changes you make by clicking the Save buttons. 

! Tip: To display details of all clients in the filtered list one after the other on the Client Details 
screen without returning to the Client List, use the Next Record button below the client name 
and address details. 

1.3 Maintaining client data protection details 

With the introduction of GDPR, there are some important additional features available in 
Alpha Tracker ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǊŜŎƻǊŘ ŀ ŎƭƛŜƴǘΩǎ Řata protection details.  

To maintain the data protection details: 

1. Display the Client Details screen for a client and cliŎƪ ƻƴ ǘƘŜ ά5ŀǘŀ tǊƻǘŜŎǘƛƻƴ 5Ŝǘŀƛƭǎέ 
tab to display the GDPR-related information. 

 

¢Ƙƛǎ ƎƛǾŜǎ ȅƻǳ ŀ ά/ƭƛŜƴǘ 5ŀǘŀ [ƛƴƪέ ǘƘŀǘ ȅƻǳ Ŏŀƴ copy and provide to the client so they 
can see what information you hold in Alpha Tracker about them 

2. Click the ά/ƭƛŜƴǘ 5ŀǘŀ [ƛƴƪέ ƭƛƴƪ to see the information set out like this: 
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The client can edit the details directly by amending the information displayed and 
clicking the Save button, or request the removal of their details by clicking the I want to 
remove my details button. 

¢ƘŜ ά5ŀǘŀ tǊƻǘŜŎǘƛƻƴ 5Ŝǘŀƛƭǎέ ǘŀō ŀƭǎo provides a link to your Data Protection Policy, 
states who your Data Protection Officer is and how the client has confirmed they may be 
contacted. 

! All the settings that control this information are held in one location on your Alpha Tracker, on 
the Setup menu, in the Data Protection section. Here you can specify: 
ω Data Protection Notification Email Address 
ω Data Protection Notification Email Body 
ω Data Protection Notification Email Subject 
ω Data Protection Officer Name 
ω Data Protection Officer Wording (the text displayed at the bottom of the summary of data  
ω you hold on a client) 
ω Data Protection Policy Document URL 
ω Data Protection Policy Wording (the text displayed at the bottom of the summary of data  
ω you hold on a client). 
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1.4 Searching in Alpha Tracker 

There is a menu search that can be displayed at the top of the menu bar in Alpha Tracker. This 
Search Menu is desigƴŜŘ ǘƻ ƘŜƭǇ ȅƻǳ ƴŀǾƛƎŀǘŜ ǘƘŜ ƳŜƴǳ ǎǘǊǳŎǘǳǊŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ƛƴ 
the menu structure to find the option you need, simply start typing in a keyword and 
matching menu options will be displayed: 

 

List screens in Alpha Tracker allow you to search by entering criteria in fields at the top of the 
screen. If the search fields are not displayed, ŎƭƛŎƪ ƻƴ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ǎŜŀǊŎƘΧέ ǘƻ ŘƛǎǇƭay them. 
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You can use Query By Form (QBF) syntax in search fields in Alpha Tracker which means that 
you can search on ranges of values, greater than x, less than y etc, by typing specific 
characters into the search fields. The following table describes how to enter these search 
operators. 
 

Operator Example Meaning 

= =asbestos 9ǉǳŀƭǎ ΨŀǎōŜǎǘƻǎΩ 

> >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 

!= !=asbestos Nƻǘ Ŝǉǳŀƭ ǘƻ ΨŀǎōŜǎǘƻǎΩ 

value1..value2 alpha..delta 
Values that are greater than or equal to 
ΨŀƭǇƘŀΩ ŀƴŘ ƭŜǎǎ ǘƘŀƴ or equal to ΨŘŜƭǘŀΩ 

..value3 ..16/04/2009 
Values that are less than or equal to 
16/04/2009 

value4.. 17.. Values that are greater than or equal to 17 

Is blank Is blank 
Values that are blank or null. To omit null 
values, ǳǎŜ Ґ ΨΩ 

Is not blank Is not blank 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 

value1,value2,value3 alpha,beta,gamma 
±ŀƭǳŜǎ ǘƘŀǘ ŀǊŜ ΨŀƭǇƘŀΩ ƻǊ ΨōŜǘŀΩ ƻǊ 
ΨƎŀƳƳŀΩ 
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1.5 Using keyboard shortcuts 

There is a range of keyboard shortcuts that you can use in Alpha Tracker. You may at times 
prefer to use key presses to perform certain actions rather than using mouse clicks. The 
keyboard shortcuts work in particular areas of the system as described in the 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 all the records (in a Grid that allows multiple records to be 
edited at once) 

Ctrl+F9 In the Detail View, 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 

Page Down Move to the next page of records 

Ctrl+D Delete current record 

F2 Open the lookup window for the current field 

Esc Abandon edits made to the current field 
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2. MAINTAINING SYSTEM DATA 

This section describes how you can maintain the data that provides settings, data and drop-
down lists for Alpha Tracker. The System Data in Alpha Tracker may include the following 
(only some options may be applicable to your installation) or you may see additional options: 

¶ General Setup: 

- project status 

- project types 

- roles 

- staff 

- extra fields 

- extra field dropdowns 

- offices 

- CRM action types, and many more 

¶ Lab and Survey Data: 

- asbestos types 

- lab lookup data 

- materials 

- recommendations 

- standard comments 

- survey types 

- validation for fibre analysis 

¶ Document Production: 

- these options control the production of your reports and are for technical use 
only. They are not documented here 

¶ Import/Export 

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

¶ Dashboard Emails 

- these options control the alerts and dashboard emails sent from Alpha Tracker and 
are for technical use only. They are not documented here 

¶ Help 

- these options control the help text displayed on the Home tab. They are not 
documented here 

¶ System 

- these options control system functions and are for technical use only. They are not 
documented here. 
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2.1 Maintaining General 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 

¶ key milestones 

¶ rates 

¶ CRM action types 

¶ contract lengths 

¶ cost centres 

¶ departments 

¶ payment terms 

¶ report issue reasons 

¶ turnaround times 

¶ VAT codes 

¶ aborted reasons 

¶ equipment types 

¶ teams. 

2.1.1 Maintaining project status 

Alpha Tracker has a list of descriptions that are used to indicate project status. You apply 
these project status descriptions to projects as they progress. 

To maintain the project status descriptions: 

1. Open the General submenu from the Setup menu and select άtǊƻƧŜŎǘ {ǘŀǘǳǎŜǎέ ǘƻ 
display the Project Statuses screen. 
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Any project statuses already defined are displayed. 

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

3. Tick the Show review date on project? tickbox if you want an additional date field to be 
displayed on the Project screen when the status 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 delete a status, click on the red cross on the appropriate row. 

5. Click the Save button on the record or at the bottom of the list to save the status 
changes. 

2.1.2 Maintaining project types 

Each project or job in Alpha Tracker must have a type assigned to it. As part of the project 
type, you can define the significant events that are usually associated with such projects 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 menu and select άtǊƻƧŜŎǘ ¢ȅǇŜǎέ ǘƻ ŘƛǎǇƭŀy 
the Project Types screen. 
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A list of project types is displayed. You can enter search criteria in the top of the screen 
to filter the list as required. 

F Refer to 1.4, Searching in Alpha Tracker, for further details on search criteria that you can use 
in Alpha Tracker search fields. 

2. To add a new project type, in a blank row marked with an asterisk, type the Name to use 
for the project type, the Description to help you identify how this type is used, and 
select the Category to define the additional buttons and screens available to this project 
type. 

You can also define the following for each project type: 

¶ a Nominal, Department and Accounts Ref Code that you want to link to the project 
type for exporting to Sage 

¶ a Sales Category to link project types to sales categories for reporting purposes 

¶ Quotation Template Text to specify text to be inserted into quotations for projects 
of this type ς your quotation templates will need to be set to pull in this text 

¶ the Wallboard Colour in which projects of this type are to be displayed on the 
Wallboard. 

3. Use the plus button on a project type record to set up the milestone template, cost 
breakdown template, associated cost items template and subtypes for projects of this 
type. 

Milestones: 
The milestone template defines the milestones that are to be displayed under the More 
Milestones button on projects which have the current Project Type. 

¶ Type a number to indicate the position of the milestone in the sequence in the 
Position field. It is often useful to number the milestones 10, 20, 30 etc so that you 
can easily insert additional milestones in the sequence if you need to do so later. 

¶ Type a description of the event in the Milestone field. 

¶ Specify how to calculate the target date for this milestone by entering a number of 
days in the Target field. The target date may calculated as the specified number of 
weekdays after the Project Opened date or the number of days from the last 
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completed milestone (depending on your system settings). If you do not want a 
target date to be calculated, click the Disable Target Date Calculation tickbox. 

¶ If the milestone is linked to a key milestone then its name is displayed in the Key 
Milestone field. Key milestones are used to auto-complete milestone dates or 
display data elsewhere in the system. 

F For the key milestone selections to take effect certain system settings need to be switched 
on. These ŀǊŜ ǘƘŜ ά!ǳǘƻƳŀǘŜΧέ ǎŜǘǘƛƴƎǎΦ Refer to Start Software if you would like key 
milestones to be set up. See also Section 2.1.8, Maintaining key milestones, for further 
details. 

¶ Save the milestone template changes and click the minus button to close the 
templates. 

Cost breakdowns: 
The cost breakdown template is displayed for projects of the selected Project Type when 
ǘƘŜ Χ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ǾŀƭǳŜ ƛǎ ŎƭƛŎƪŜŘ ƻƴ vǳƻǘŀǘƛƻƴǎ ŀƴŘ tǊƻƧŜŎǘǎΦ Lǘ ƭŜts you pre-set 
descriptions and rates for the breakdown. 

¶ Specify the item to include in the cost breakdown in Field, eƎ ά5ŀƛƭȅ ǊŀǘŜέ ƻǊ 
άbǳƳōŜǊ ƻŦ ǎŀƳǇƭŜǎέΦ 

¶ Enter the unit price for the item in Default Unit Price, eg άмнрέ ŦƻǊ ϻмнрΦлл ƻǊ 
άлΦолέ ŦƻǊ олǇΦ ¢Ƙƛǎ ǇǊƛŎŜ Ŏŀƴ ōŜ amended when the cost breakdown for a project is 
entered, as can all the other details. 

¶ SŜƭŜŎǘ ǘƘŜ ǘȅǇŜ ƻŦ ǊŜŎƻǊŘΣ ŜƎ ά/ŀƭŎǳƭŀǘƛƻƴǎέ ƻǊ ά5ŀǘŀ 9ƴǘǊȅέΦ 

¶ Save the cost breakdown template changes and click the minus button to close the 
templates. 

Associated cost items: 
The associated cost items template is displayed for projects of the selected Project Type 
ǿƘŜƴ ǘƘŜ Χ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ Total Current Costs field is clicked on Projects 
(Financials/Planning tab). It lets you pre-set categories, descriptions, quantities and rates 
for project costs. 

¶ Select the Cost Category and Item Description from the dropdowns. 

¶ Set the Item Code, Quantity and Cost. 

¶ Save the associated cost items template changes and click the minus button to 
close the templates. 

Sub Types: 
Sub types are used in Quotations so that ƛŦ ȅƻǳ ǎŜƭŜŎǘ ŀ tǊƻƧŜŎǘ ¢ȅǇŜ ƻŦΣ ǎŀȅΣ ά{ǳǊǾŜȅέΣ 
you can ōŜ ƳƻǊŜ ǎǇŜŎƛŦƛŎ ŀƴŘ ǎŜƭŜŎǘ ŀ ǎǳō ǘȅǇŜ ǎǳŎƘ ŀǎ άaŀƴŀƎŜƳŜƴǘέΦ 

¶ Type in the name of the sub type in the Sub Type field. The system automatically 
enters the ID. 

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

Alpha Tracker checks to see if there are any projects of the selected type and only allows 
you to delete a project type if none exist. 

5. Click the Save button on the record or at the bottom of the list to save the details. 
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2.1.3 Maintaining roles 

When you record projects in Alpha Tracker you can build up a list of the members of staff 
involved in the project. To each member of staff you assign a role. You can specify the list of 
roles that are available. 

To maintain roles: 

1. Open ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άwƻƭŜǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ wƻƭŜǎ 
screen. 

 

2. To add a new role, in a blank row marked with an asterisk, type the Role and any Notes 
that help you to define the role. 

3. To delete a role, click on the red cross on the appropriate row. 

4. Click the Save button on the record or at the bottom of the list to save the details. 

2.1.4 Maintaining staff 

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

! Tip: When a member of staff leaves, keep their details recorded on the system as this enables 
the regeneration of reports in which they appear. Simply mark them as inactive (Not Current) 
on the Staff screen and remove or change their log in details by using the Users menu option. 

Editing of the Staff screen is limited to users in the Superuser and Administration groups. 
Other users can only view the Staff list. 

To maintain staff details: 

1. Open the General submenu from the Setup menu and select ά{ǘŀŦŦέ to display the Staff 
screen. 
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Scroll to the right to see all the fields on this screen. You can enter search criteria against 
the name of the member of staff in the top of the screen to filter the list as required. 
There are also ready-made filter buttons to display current or former members of staff 
only. 

2. To add a new member of staff, in a blank row marked with an asterisk, enter the full 
name and contact details of the member of staff in the Name, Email Address and 
Mobile Number fields. The Staff ID is automatically generated. 

3. Make the member of staff active on Alpha Tracker by clicking the No button for Not 
Current. If you ever want to disable the memōŜǊ ƻŦ ǎǘŀŦŦΩǎ ŀŎŎŜǎǎ ȅƻǳ Ŏŀƴ ŎƭƛŎk the Yes 
button to mark them as not current ς you should also amend their User record to 
prevent them from being able to log in. 

4. If required, upload a photo for each member of staff by using the Upload button next to 
the Photo field. You can display these photos on the calendar and also on generated 
documents. 

5. In the Group field set the group to which the member of staff belongs. If appropriate, 
you can also set a Sub Group and a Team. 

The Group field determines which Calendar Group the person appears in. 

! bƻǘŜ ǘƘŀǘ ƛŦ ȅƻǳ ƳŀǊƪ ŀ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ ŀǎ άbƻǘ /ǳǊǊŜƴǘέΣ ǘƘŜƴ ȅƻǳ Ƴǳǎǘ ŀƭǎƻ ǊŜƳƻǾŜ ǘƘŜƛǊ 
Group entry so that they no longer appear on the Calendar when that group is selected. 

6. Select the office to which the member of staff belongs in the Office field and their title 
for reports in the Title field. 

7. Specify whether the member of staff is to appear in the drop down list of Project 
Managers by clicking on the appropriate Can Project Manage radio button. 

8. ¢ȅǇŜ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ name as it is to appear on reports in the Name For Reports 
field. 

9. If required, upload a signature for each member of staff by using the Upload button next 
to the Signature field. You can display these signatures in reports and on generated 
documents. 

10. Enter postcode and contact details in the Home Postcode, Office Postcode, Notes and 
fields. 
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There is a tickbox that determines whether or not the Home Postcode is visible. When it 
is not visible it is hidden from the Staff screen and from the Edit Event dialog (on the 
Calendar). 

11. If you are using the Calendar Sync tool, enter ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ Calendar ID in the 
Google Calendar ID field to link their Google Calendarϰ and Alpha Tracker. Alternatively, 
if you are linking your Microsoft Outlookϰ /ŀƭŜƴŘŀǊ and Alpha Tracker, complete the 
Exchange Email field. 

! If you are using the Calendar Sync tool, refer to Section 4, SYNCHRONISING CALENDARS, in the 
Technical Guide ǘƻ ǎŜǘ ǳǇ ǘƘŜ ǳǎŜǊΩǎ DƻƻƎƭŜ /ŀƭŜƴŘŀǊϰ. Contact Start Software if you want to 
synchronise with MicroǎƻŦǘ hǳǘƭƻƻƪϰ /ŀƭŜƴŘŀǊǎΦ 

12. Use the Dept Code and Cost Centre Code fields to allocate each member 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 mobile device for capturing survey details, enter the ID of 
their handheld device in the Unit ID field. ¢Ƙƛǎ ŜƴŀōƭŜǎ Řŀǘŀ ǘƻ ōŜ ǎŜƴǘ ōŀŎƪ ǘƻ ǘƘŜ ǳǎŜǊΩǎ 
handheld device. The Unit ID must be an exact match to that recorded in the Settings in 
MDS on the device. 

14. If the member of staff is a Lab analyst, you can use the Default Microscope, Default RI 
Liquid and Default Lab fields to set default values to be displayed on the Fibre Analysis 
screen when they record analysis. 

15. Use the Payroll Number field to record a staff ƳŜƳōŜǊΩǎ ǇŀȅǊƻƭƭ ƴǳƳōŜǊΦ 

16. Save any changes you have made and close the screen. 

2.1.5 Maintaining extra fields 

Extra fields are used in Alpha Tracker where additional information needs to be captured 
(under the Other Info button). This additional information can be used in reports or 
generated documents. The extra fields are first defined and assigned to particular screens. 
They are then available as a list from a button on the assigned screen. Categories and Sub 
Categories can be used to separate the list into sections ς Categories create headings in the 
list of Extra Fields and Sub Categories create the radio buttons which enable you to filter the 
list of Extra Fields. 

To define the extra fields: 

1. Open the General submenu from the Setup menu and select ά9ȄǘǊŀ CƛŜƭŘǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 
Extra Fields screen. 
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Any existing extra fields are listed. 

2. To add a new extra field, in a blank row marked with an asterisk, type the name of the 
extra field in the Field Name field. 

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

3. To group the extra fields into sections specify the Category, and optionally the Sub 
Category, to which the field is to belong. 

Categories create headings in the list of Extra Fields and Sub Categories create the radio 
buttons which enable you to filter the list of Extra Fields. Each item must have a 
Category or it will not be displayed. 

! !ƴȅ ŜȄǘǊŀ ŦƛŜƭŘǎ ǘƻ ǿƘƛŎƘ ȅƻǳ ŀǎǎƛƎƴ ǘƘŜ ŎŀǘŜƎƻǊȅ ά{ŎƻǇƛƴƎέ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ŀ ǎŜǇŀǊŀǘŜ ƭƛǎǘ 
which is available from the Scoping button on the Projects screen. These do not require a Sub 
Category. 

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 drop-down list on the Field Type field. 

LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǘȅǇŜ ά5ǊƻǇŘƻǿƴέΣ ȅƻǳ Ŏŀƴ specify the values for the dropdown list by 
clicking on the Edit Values button that appears next to the Field Type. 

5. Tick the appropriate tickbox(es) to indicate on which screen(s) this question should be 
available. 

If the extra field is to be on the Projects screen, then you must also specify which project 
types it is to be linked to. Click the Linked Types button and specify the project types for 
which this field is to be created. 

6. If required, specify a position in the list of extra fields for this field in the Position 
(optional) field. It ƛǎ ǳǎŜŦǳƭ ǘƻ ƴǳƳōŜǊ ǘƘŜ ƛǘŜƳǎ млΣ нлΣ олΧ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ Ŝŀǎƛƭȅ ƛƴǎŜǊǘ 
additional items. 

7. If you want a default to be displayed in the field, type it into the Default Value field. 

If a default is only to be displayed for certain sub types (sub types of project types ς as 
selected on quotations), use the aƻǊŜΧ button to specify the required sub types and set 
the individual defaults. 
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8. If you want the user to be prompted to complete an extra field when a milestone is 
updated, select the milestone in the Linked Milestone field. 

9. Save your changes and close the Extra Fields window. 

2.1.6 Maintaining extra fields dropdowns 

The Extra Field Dropdowns screen lets you search for and maintain the values that you have 
set for any Extra Fields ƻŦ ǘƘŜ ǘȅǇŜ ά5ǊƻǇŘƻǿƴέ. These are user-defined fields that you have 
created by using the Extra Fields screen. 

F Refer to 2.1.5, Maintaining extra fields, for further details on how to set up these user-defined 
fields. 

To maintain extra field dropdowns: 

1. hǇŜƴ ǘƘŜ DŜƴŜǊŀƭ ǎǳōƳŜƴǳ ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ ά9ȄǘǊŀ CƛŜƭŘ 5ǊƻǇŘƻǿƴǎέ ǘƻ 
display the Extra Field Dropdowns screen. 

 

2. Select the Extra Info Field for which you want to display dropdown values from the list 
on Extra Info Field, then click Search. 

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, 
select the field to which the value belongs in the Extra Info Field field, then type the new 
value in the Choice field. 

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

5. Click the Save button on the record or at the bottom of the list to save the details. 
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2.1.7 Maintaining offices 

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

Alpha Tracker lets you define offices and assign an office letter to each one set up, for 
ŜȄŀƳǇƭŜ ǘƘŜ ƭŜǘǘŜǊ ά.έ ƳƛƎƘǘ be assigned to the Bridgnorth officeΣ ά!έ ǘƻ ǘƘŜ !ŘŜƭŀƛŘŜ ƻŦŦƛŎŜ. 
The office letter is used at the beginning of project numbers, for example B-00123. Office 
letters can also be linked 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 three types: 

¶ single-site ς if you use only one office then you need not set up offices and there is a 
default office letter set for all users which displays when projects or quotations are 
created. 

¶ multi-site ς if you have more than one office then set up an office letter for each office. 
Each individual is assigned a default office letter to display when projects or quotations 
are created but this can be overwritten to create projects for other offices. 

¶ multi-site, restricted view ς if individuals are only to see and create project data for their 
own office(s) then set an office letter for each office and assign a default office to each 
individual. If you also define a list of office letters that the user is permitted to use, they 
will not be able to see or create projects for any offices not in the list.  

To define offices: 

1. Open the General submenu ŦǊƻƳ ǘƘŜ {ŜǘǳǇ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άhŦŦƛŎŜǎέ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ 
Offices screen. 

 

2. To add a new office, in a blank row marked with an asterisk, enter the identifying letter 
and name of the office in the ID and Office fields. 

3. If you want to use different logos for each office in your reports, you can upload them 
here by clicking the Upload Logo button next to the Office field. Your templates will 
need to be set to pull the logos from here. 

4. If appropriate, select the member of staff who acts in the specified role in the Regional 
Manager, Area Manager and Office Manager fields. 

5. Type the contact details for the office in the Address, Email, Phone and Fax fields. 

There is also an Issuing Office field that lets you record an additional address. So, for 
example, if you have a number of small satellite offices that raise projects but use a 
































































































































































































































































































































































