This chapter describes how you can maintain the et provides settings, templates
and pick lists for the system. This includes thiofging:

project types, including project milestones
members of staff

staff groups

staff roles on a project

currency exchange rates

cost breakdowns

users who can delete survey items
material codes

survey templates, including standard items
office codes

document templates

database housekeeping

principal service types

standard wording for areas of limited access
standard wording for method sets
confirmation of product types.

The system can track any type of project or jolmhEaroject or job that you want to
track must have a type assigned to it. As pathefaroject type, you can define the
significant events that are usually associated sttth projects or jobs. These
significant events form a milestone template f@r phoject type.

When you create projects or jobs, the milestonglata appropriate to the project
type is displayed. You can accept the milestonesiged in the template or, if
required, you can amend the milestones individuallyeach project.

To maintain project types:

Select option 7Maintain/View Basic Datarom the Main menu.
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Select option 1Project Types/MilestoneBpom the Maintain/View Basic Data
menu.

The Project Types window is displayed.

B3 Project Types i =l0ix]
i |—1 I_ |

Mame: Surveps
Description: Surveys
Resource Tracker Style 1821 = l_-

Milestone Templates

Puosition  Milestane Target

1 |Enquuy Received

IInspection Done

IAct\un summary Received

|Draft Documents Received

|Drawmgs Praduced

REEECN

@ | =] w] o

» | IHepUrl Checked

Record: 14 4 6 _k |>I k4| of 7
Buotation Template Text:

\work will be undertaken by our experienced and -
suitably qualified asbestos survevars, Blah blsh blah
Blahlblah blah blsh blah blsh blah blah blsh blsh blah

blah,

Fl

Record; 14 4 1 b | bi]e#] of a3

Select the project type that you want to amendeate a new project type by

clicking on the New Record butt{®*] at the bottom of the Project Types
window.

The ID for the project type is automatically gertedaso you do not need to
enter anything in thiD field.

Type a name for the project type, eg Air MonitoriimgtheNamefield.
If appropriate, type a description of the projegtet in theDescription field.

! If you use Resource Tracker to schedule projeckws#lect the colour scheme
in which to display projects of this type from ttie@p-down list on th&®esource
Tracker Style field.

You can now define the milestone template for prigj®f this type. The
milestone template comprises a list of significawents in the lifetime of the
project.

If you do not wish to define a milestone templategrojects of this type, move
on to step 11.

Type a number to indicate the position of the niiles in the sequence in the
Positionfield.

#  Type a description of the event in thidestone field.

$ Repeat steps 7 and 8 to define all the requiredstahes.

If you make any errors in listing the milestonesj gan simply overtype the positi0|I|
number or description to correct the error.
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%

If required, in theTarget field for each milestone, specify the number ofday
from the previous milestone to be used in calcotathe target date for this
milestone.

These target figures can be used to reflect yoyrRaformance Indicators
(KPIs).

Save your changes and close the Project Types wihgcalicking o in its
top right-hand corner.

&& '

You must set up staff details before you can retimednvolvement of members of
staff in projects.

When a member of staff leaves, keep their detadlsrded on the system as this
enables the regeneration of reports in which theyear.

To maintain staff details:

Select option 7Maintain/View Basic Datadrom the Main menu.

Select option 2Staff Maintenancdrom the Maintain/View Basic Data menu.
Select option 1Staff,from the Staff Maintenance menu.

The Staff window is displayed.

Saf D Name Name for Fieports  Emalddress Stalf Merber Can
PITE  [andySimon [ [D727473888 [ ProjectManage [ Teamlead [ AssistSurveyors [~ LeadSurveys I~ Sign Reports
[ 40 [Clafie Diver [ [07274735888 [ ProjctManage [ Teamlead [ AssistSurveyors [~ LeadSurveys [~ Sign Reports
[ 41 [Claire Procter [ [01274735648 [ ProjestManage [~ TeamLead [ Assist Surveyors [ Lead Suwveys [ Sian Feporis
[ 42 [DavidBroadhurst | o161 227 5757 I Projest Manags ™ Team Lead I~ Assist Surveyors I Lead Surveys I Sign Ficpatts
[ 45 [GlnJonss [ o161 227 8757 I Projest Manags [~ Team Lead I~ Assist Surveyors I Lead Surveys I Sign Ficpatts
[ 44 [iohnFint [ [012747356848 @ ProjectManage ¥ TeamLead [ assist Suveyors [ Lead Suiveys [ Sign Fepots
[ 45 [oPnHorstal [ [01Z74735648 W ProjectManage WV Team Lesd [ Assist Surveyors [ LssdSuiveys [ Sign Fepots
[ 465 [lonahanFrancs | [02075373000 [ PiojectManage [~ Team Lead I Assist Suiveyors [ Lead Suiveps I Sign Fepotts
[ 47 [RisHolmes [ [01Z78735848 [ PiojectManage [ TeamLead I Assist Suiveyors [ Lead Suiveys I Sign Fiepotts
[ 95 [Lesdvai [ [01278735848 [ ProjectManage [ TeamLead [ Assist Surveyors [ Lead Suweps I Sian Repotts
[ 45 [LesSterhowse | [D1ST4876688 [ ProjestManage [ Team Lead [ Assist Surveyors [ Lead Suweps I Sian Repotts
[ 50 [LouiseStevens | [DIZT&723800 [ ProjectManage [~ Team Lead [ Assist Surveyors [ Lead Suwveys I Sign Repotis
[ 5T [MelBower [ [DTE122797%7 [ Projectanage [ Teamlead [ As ors [ LeadSuveps [ Sign Repotts
[ 52 [Nel"wilamson [ [DT5T4878882 [ ProjectManage [ Teamlead [ As ors [ LeadSurveps [ Sign Repotts
[ 55 [NkPorer [ [07274735888 [ ProjctManage [ Teamlead [ AssistSurveyors [ LeadSurveys [ Sign Reports
[ 54 [PMcGregarCheers [ o161 227 9757 F Project Manage W Team Lead [~ Assist Surveyars [ Lead Surveys [ Sign Fieparts
[ 5% [RayPame [ [Di514876684 T ProjsstManags [~ TeamLead [ Assist Surveyors [ LeadSuives I Sian Repots
[ 5  [Smon Cohen [ [012747356848 T ProjsstManage [ TeamLead [ Assist Surveyors [ LeadSuiveys I Sign Repotts
[ 5  [omonfitgerald | [01214723800 T ProjectManage [ TeamLead [ assist Surveyors [ Lead Suiveys [ Sign Repots
[ 5 [Thomas Nyabako | [(2075373000 T ProjectManage [ TeamLesd [ Ascist Suveyors [ LeadSuiveys [ Sian Fepots
R;mvd‘ RN N | N

Select the record of the member of staff that yantwo amend or add a new

member of staff by clicking on the New Record bol**| at the bottom of the
Staff window.
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S Staff EEX
SafiD  Name Mame for Fleparts  Email Address Stalf Member Can

T I [ I~ ProjectManage [ TeamLead [ Assist Surveyors [ Lead Surveys [ Sign Feparts

Record: 14| € 51 | »1]) 5] of 81

The staff ID is automatically generated so you dbneed to enter anything in
the Staff ID field.

Type the name of the person as it is to appedrarsystem, for example Jane
Smith, in theNamefield.

I Type the formal name of the person as it is to appa reports, for example
Miss J Smith, in thé&lame for Reportsfield.

Enter the person’s email address in Emeail Addressfield.

#  Click on the appropriate tick boxes to indicate ¢hpacities in which the person
is authorised to act. These include the capacity to

project manage
team lead
assist surveys
lead surveys
sign reports.

$ Save your changes and close the Staff window lokioly onkdin its top right-
hand corner.

&&

Staff groups are the role types or the employeagpgthat take part in projects. You
assign staff to particular groups via the Staffdalihe Projects window. This
information is then used in the reports.
To maintain staff groups:

Select option 7Maintain/View Basic Datadrom the Main menu.

Select option 3Staff Groupsfrom the Maintain/View Basic Data menu.

The Staff Groups window is displayed.
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B Staff Groups Elil@

Group
Y [dmirisration
fryste
[Fosistant Surveyors
[Coodinaters
[Prectors
[Lead Survepors
[Froject Manager:
[RegionalManager
[Seriordnalysts
[Traivers
* l—

-

Record: Hl | 1 b ]

Select the staff group that you want to amend draadew group by clicking in
the blank field marked with an asterisk.

Type the name of the staff group in tBeoup field.

Save your changes and close the Staff Groups wirgoslicking onled in its
top right-hand corner.

&&

Staff roles are used when you specify the memifestaéf working on a project. You
can define the list of staff roles as required.

To maintain staff roles:

Select option 7Maintain/View Basic Datarom the Main menu.
Select option 4Staff/Project Roledrom the Maintain/View Basic Data menu.

The Roles window is displayed.

|Lead Surveyor

|Survey0|

|

record: 4] < | AN

Select the role that you want to amend or add aroénby clicking on the New
Record buttol®*] at the bottom of the Roles window.
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Type the title of the role in thHeole field.
If required, type any notes relevant to the roléhimNotesfield.

! Save your changes and close the Roles window bkiagj onkd in its top right-
hand corner.

! ()

If your system uses multiple currencies, you neeghaintain the exchange rates
between the different currencies and pounds ste¢@BP). The current exchange
rate is used whenever a currency conversion tdkes n Tracker. Past conversions
retain the exchange rate that applied when thearsion occurred.

It is important to keep exchange rates up-to-datéhat your system uses the currept
rates. This means maintaining exchange rates eyalar—perhaps daily—basis.

To maintain exchange rates:
SelectMaintain/View Basic Datérom the Main menu.
SelectCurrenciesfrom the Maintain/View Basic Data menu.

The Currencies window is displayed.

B Currencies E]'E' gf

Spmbal  Mame Conversion Factor
M 05 Dol
|EUH |Euro

0.503033

0E73183

|GBF‘ |F'nund
il |

1
0

hittp: /e we comduces provides live currency rates

Record: 14 ] 4 | T b [P [rk|cf 3

Select the currency that you want to amend or aalelacurrency by clicking in
the Symbolfield in the blank row marked with an asterisk

Type the symbol or abbreviation for the currencthi@Symbol field.
In theNamefield, type the currency’s name.

! Indicate the multiplier to apply when convertingstbhurrency to pounds sterling
(GBP) in theConversion Factorfield.

The link at the bottom of the window takes you weebsite where you can obtain
current exchange rates.
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Save your changes and close the Currencies wingadking onld in its top
right-hand corner.

* o+

Tracker contains a cost-breakdown feature thatigesva quick and easy method to
calculate the total value of a quotation, ordepraject. The breakdown is primarily
based on people’s time, but it can also includerslandry costs.

Cost breakdowns define the charge-out rates fdr ede required on a project. You
may have different cost breakdowns depending omwltaet, for example one may
represent a 40% contribution to profits, anothB0% contribution. You must
manually set up each of these cost breakdown tygpascommodate the various
charging strategies.
To maintain cost breakdowns:

SelectMaintain/View Basic Datdrom the Main menu.

SelectSet up Cost Breakdowii®m the Maintain/View Basic Data menu.

The Cost Breakdown Types window is displayed.

- —
B Cost Breakdown Types E“El@

4 Cost Breakdown Type: V

Diescription |552 GP

Notes Costs plus b5%

Cost Breakdown Template Rows
Categary Tupe/Role Base Salary  ‘Weekly with Ml Carwith Ml Tatal with GF Dap Rate  Hourly Rate  *

¥ | [ Monitoring - ] [HHIS Feed [ €000 [ enoo | Eoon | oo | Eoo0 | E7s00
[irtonitoring - [ [Froject Manager [ £40.00000 | £1.00267 [ £13333 | £2F2444 [ £60483 [ #6311
[&ir Monitaring —_~ ] [Guality Cantrol [£1900000 [ E47627 [ EDO0D [E10B6S7 [ E21167 | £26.46
[fir Monitaring = ] [Genior Analyst [£1900000 [ £47627 [ £G667 [E1.20652 [ £241.30 [ 23016
|AirMUmluling j ‘Sile Supervision ‘ £23,000.00 | £A7ELE | [EEEE] | £1.478.72 ‘ £295.74 | £36.97
[firtonioing — ~[[Traines Analyst [ £16.00000 [ g40107 [ e86E7 [ 103941 [£20798 [ £3589
[Dther [ [dmiristrator [erroooon [ e4z673 [ €000 | 94896 [ £18933 [ £2367
[Dther [ [Bulk Analysis [e21.00000 [ g5ze40 [ €000 [ g11es7e [£23396 [ £33
[Dther [ [Bulk Sampler [er7.oo000 [ e42673 [ ee6s7 [ en0semt [exsoz [ gavae
[Dther [ [Fonsuancy [eano0o0 [ 100267 [ 213333 | g252444 [ £50493 [ €63 11
| [pTme— | [ e—— O~ [ coonnnnn [ crrt 47 Mcooon Terasam [ooonen [ ocorro j

Records M| 4 [T 1 b [1[es|of 2t

Rrecord: 14| 4 | T b [ H[p]of 1

Select the cost breakdown that you want to amerdidra new cost breakdown
by clicking on the New Record buttl*l at the very bottom of the screen to
create a new, blank record.
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'EI Cost Breakdown Types E‘El@

» Cost Breakdown Type

Description |

Hotes

Cost Breakdown Template Rows
Categom Type/Role Base Salary  “Weekly with Ml Carwith NI Total with GF DayRate  Houwily Rate

» “ | | £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

Record: 14 1 ] of 1
Record: 14 4 | B LN

Enter a name for the cost breakdown, perhaps @iedfiects its usage such as
‘40% GP’, in theCost Breakdown Typefield.

Enter a brief description of the cost breakdowretiyptheDescription field. For
example, you might enter ‘40% contribution to GrBssfit'.

Type any notes that you will find useful in tNetesfield.

You can now begin to define the individual rowstod cost breakdown
template. Each row specifies the costs and ratelarge for a particular job
role.

Begin by specifying the category to which the jokerbelongs in th€ategory
field.

The category relates to the type of project forohjou are producing a
guotation or order. For example, the job role migdlong to the category
‘Survey’ or ‘Air Monitoring'.

Once you have specified a category it is availédeelection from the drop-
down list in subsequent rows.

In theType/Rolefield enter the job role for which you are definiting costs and
rates to charge.

To define one-off costs that are not related toptee time, such as costs per sampje,

you need only enter tlgategoryand Type/Rolefields and then specify the unit cos
in theHourly Ratefield.

$
%

Type the base salary for the role in Beese Salaryfield.

Calculate the weekly cost of employing a persothérole, including National
Insurance contributions, and enter the figure @wtteekly with NI field.

If there is also the cost of a car with this jokere@nter the weekly cost of the car
including National Insurance in ttgar with NI field.
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Calculate the weekly charge-out rate required teecthe costs of employment
and a car for this job role and the required paag contribution, and enter this
amount in thé otal with GF field.

Divide the weekly charge-out rate by five to arratea daily rate and enter this
in theDay Ratefield.

Divide the daily rate by the number of working h®ur a day and enter this in
theHourly Rate field.

Click the New Record buttd»#] at the bottom of the Cost Breakdown Template
rows to create a new row in which you can spetiéydosts and rates associated
with another role.

Repeat steps 7-16 to specify all the job rolesybatwant to include in this Cost
Breakdown Template.

Save your changes and close the Cost Breakdowrswipelow by clicking on
Einits top right-hand corner.

Refer to Section 3.6, Working with cost breakdowos details on how to apply the cost
breakdowns to quotations, orders and projects.

*! 1

On the Survey ltems screen, it is not possiblestetd records unless your user name
is specifically included in the list of users atidedelete survey items.

The menu option which enables you to maintainighef users permitted to delete
survey items is only available to the principal adistrator of your system and,
initially, the only member of staff on the listhe principal administrator. This
measure serves to protect survey data.

To enable a user to delete survey items:

Select option 7Maintain/View Basic Datadrom the Main menu.
Select option 2Staff Maintenancdrom the Maintain/View Basic Data menu.
Select option 4Staff Delete Survey Iteprfsom the Staff Maintenance menu.

The Users Authorised to Delete Survey Iltems windodisplayed.
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B Users Authorised to Delete Survey ltems @‘E‘E

Users Authorised to Delete Survey ltems

[Andy Brown -]
|Shans Brennan -]

3l 5|

Record: 14| 4 | E N

Add a user to the list by selecting their name ftbedrop-down list in the
blank field.

While a user’s name is on the list they are ablgelete records from the Survey
Items screen. If you remove them from the listytaee no longer able to use the
delete function. You can, therefore, allow a usengorarily to delete survey
items.

Delete a user from the list by highlighting theaetshowing their name,
pressing th®eletekey and confirming the deletion.

! Save your changes and close the window by cIick'an in its top right-hand
corner.

Material codes in Tracker are used to identify mate surveyed or recorded, and to
generate the material items for the Pocket PC. fen@ code consists of a three-
letter code and a description. Materials are divitko two categories: suspect items
and non-suspect items. Suspect items should bespedted at specified regular
intervals.
To maintain material codes:

SelectMaintain/View Basic Datfrom the Main menu.

SelectMaterialsfrom the Maintain/View Basic Data menu.

The Materials window is displayed.
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%

B Materials

| Code Maleral desciplion Asbestos Material - HSE Notf. Reinspection Period [months) =
[ AE  [Asbestos Insulating Board [Susect -] T [ =T

[ |[ BT [Eitumen Products [Both =] w | I

[ [ 50X [Eosng [Both K& [ I

[ |[ RE [Eroecebiock [NorSuspect =] I~ |z

S EES [MonSuspest ] I ||

| T2 [Caper [HonSuspect <] ul | |

| [ CEM  [Cement Froducts [Both B2 u -

| [CER [Coramc [MenSuspect =] I ||

BN [NonSuspect <] ul FE <]

| (00K [Con [NorSuspect «] I ||

|| COM [Composies [Both EH [ =

| [CON [Concrete [MorSuspect =] I ||

[ ([ FLA  [Fiosiing Products [Both EH | B

[ Fo& [Foam [MonSuspect ] I ||

| ([ FAI [Fricton Froducts [Bath B [ 1

[ 6 [Glass [NorSuspect =] I~ |z

| |[FEs  [Fessan [MonSuspest ] I ||

( |[TAG  [Ciaed Access Gained [Bothn K |

| |[T00 [Cose insuaton [Botn B2 u | ]

| |[HDF _ [Medium Densty Fhreboard [NorSuspect ~] u FE <1

| [ MET [Metal [MenSuspest =] I |7 |

[ [ ML [Milboard [Buspect <] T [ =1

| ([ MMF  [Man / Machine Made Mineral Fore | [NorSuspedt <] [ s =1

| | NAD  [No Asbestos Detected [uspect =] I || B

Record: 14| 4 |[ 2z o [mi[p#]of 43

Select the material code that you want to ameratidra new code by clicking
on the New Record buttd** at the bottom of the Materials window.

Type the three-letter code in th®defield.
Type the description of the material in taterial description field.

Select a description in thesbestos Materialfield to specify whether the
material contains asbestos.

The value in thésbestos Materialfield determines which category the material
is in:

Suspect items: includes ‘Suspect’ and ‘Both’

Non-suspect items: includes ‘Non-suspect’ and ‘Both

Tick theHSE Notif. field if the Health and Safety Executive must béfieal if
this material is found on site.

If the material is a suspect item, then it showdddygularly inspected. Select a
value in theReinspection Period (monthsfield to indicate the recommended
frequency of inspection.

Save your changes and close the Materials windowelibking onkd in its top
right-hand corner.

Survey templates allow you to specify the standtams which a Surveyor should
look at when surveying properties of a particujguet The standard items become the
column headings on the Surveyor sheets and acpasmt to the Surveyor when
surveying a property of that type. You can speaifpaximum of ten standard items
on each survey template.

To maintain survey templates:

SelectMaintain/View Basic Datérom the Main menu.
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$

SelectSurvey Templates/Standard Itefiean the Maintain/View Basic Data
menu.

The Templates window is displayed.

Select the template that you want to amend or agghatemplate by clicking on
the New Record buttd®*| at the bottom of the Templates window.

Type the name of the template in themefield. The name is often used to
describe the type of property to which this surteyplate relates, eg School.

If required, type any notes relevant to the suteeyplate in théNotesfield.

You can now define the standard items for this eytemplate. This comprises
a list of up to ten items.

Type a number to indicate the position of the iterthe sequence in the
Positionfield.

Type a description of the item in thlem field.
This description appears as the column heading@Strveyor sheets.

If required, type an expanded description to b&l useeports in th®escription
for reports field.

The description in this field, if present, appeamsprinted reports instead of the
description in thétem field. You might, for example, want to use ‘SuspglCas
the column heading on the Surveyor sheets to saaeesbut ‘Suspended
Ceiling’ on reports.

Repeat steps 6 — 8 to specify all the standardsitem

If you make any errors in listing the standard isgiyou can simply overtype the
position number, item or description to correct #reor.
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% If required, use the buttons at the bottom of teenplates window to print out
the following:

prints blank Surveyor sheets with headings ashmetemplate type for the
Surveyor to take on site

prints the screen, listing the template’s standtards.

Save your changes and close the Templates windawidiyng onlinits top
right-hand corner.

&&

Office codes are one-letter codes that allow yodeatify the office that owns a
project. The office code is the letter at the beiig of the project number.
To maintain office codes:

Select option 7Maintain/View Basic Datadrom the Main menu.

Select option 7Qffice Setupfrom the Maintain/View Basic Data menu.

The Office Setup window is displayed.

Select the office code that you want to amend dradew office code by
clicking in thelD field in the blank row marked with an asterisk.

Type the one-letter code for the office in tBefield.
In theOffice field, type the name or location of the office.

! Save your changes and close the Office Setup wirmoglicking orl_Jinits
top right-hand corner.
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The document templates allow you to produce stahdacuments from Tracker.
These include the following:

guotations
pro-forma purchase orders
order confirmation documents.

Document templates are all stored in the Word Tateplfolder and you can edit the
templates as required to tailor the documents tw gan specific needs.

See your System Administrator for help locatingwreed Templates folder.

To locate and maintain document templates fromKenac
Select option 7Maintain/View Basic Datadrom the Main menu.

Select option 8Word/Other Document Templatésgm the Maintain/View
Basic Data menu.

The System Templates window is displayed, listhytemplates available.

Click on the required template to open it in Word.
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The document template is displayed. The automagdikfare enclosed in angled
brackets (< and >). The content of the templateesdor each client.

Edit the text of the document template as required.

Save your changes.

* )+

If you are using the camera attached to the Pde&ethen the photographs you take
are embedded in the database. Over time, thereferelatabase file can get very
large and unmanageable. As the photographs arstalsm as *.jpg files, it is not
necessary to keep the embedded versions afteathecdpture stage. You can carry
out database housekeeping to remove the embeddéapdphs and help keep the
database at a reasonable size. You should perfaspriocedure approximately
monthly, or if data.mdb becomes larger than 100MB.
To perform the database housekeeping:

From the Main Menu in Tracker, select optiorP8pjects

The Projects menu is displayed.

Select option 5Surveys Menurom the Projects menu.

The Surveys menu is displayed.

Select option 6Database Housekeepingom the Surveys menu.

The Compact Database dialog box is displayed, gston to enter a date.
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Tracker will remove the embedded photographs télefore the date that you
specify here. As the *.jpg files are only creatduew you click on the Process
Pocket PC Data button on the Survey Details scyggnmust ensure that you
are only deleting photographs where this has beer.dA date 3-6 months in
the past might therefore be appropriate.

Enter the required date in the dialog box.
Click onOK remove the embedded photographs before the spa:cifite.

The principal service types allow you to specify éach type of service offered, for
example Air Monitoring or Type 2 Surveys, the doemmts that are to be produced at
key stages of the quotation and order processké&hastages are:

producing a quotation
winning a quotation
losing a quotation
confirming an order.

You can select to produce documents at any off flese stages. The documents are
produced by merging the client/quotation/order itietato template documents. The
template documents must be set up in advance.

Refer to Section 2.12, Maintaining document tengdafor further information on how to
access the templates.

To locate and maintain document templates fromKenac
Select option 7Maintain/View Basic Datadrom the Main menu.

Select option 3Principal Service Typef$rom the Maintain/View Basic Data
menu.

The Services/Project Types for Quotes window ipldiged.

Page 2-16

Version 2.12



Tracker User Guide Maintaining System Data

In theType of Servicefield, enter the type of service for which you aetting
the documents to be produced.

Type a description of the service type in Tyge of Service Texffield.

In the case of multiple jobs, select the principal from thePrime Project/Job
field.

! Specify the text to appear on the Re line of quatatin theQuote Re Line
field.

You can use field codes within the text. Field ®dee contained within angled
brackets (< and >) and indicate where text is tsliestituted. You can leave this
field blank if you do not want any text to appear.

Specify the text to appear on the Re line of omdbefirmation letters in the
Confirm Order Re Line field.

You can use field codes within the text, or you leave this field blank if you
do not want any text to appear.

#  Specify the required documents for quotations anérs as follows:
TheType of Serviceis automatically displayed.

Use the drop-down list on théey Point field to select the stage at which
the documents are to be produced.

Select the template to be used for the documethieimemplate Name
field.

Specify the name to be given to the newly createdichent in th&Save as
field. The document will be saved in your quotasi@md orders folder.

If you just want a copy of the document to be sawathout a merge taking
place, for example as you might for a terms andlittoms document, tick
theJust Copy~?tickbox.

Select the details to be used for the merge iiery Used for Merge
field. For example, ‘gQuotations and Clients’ igddor stages relating to
guotations and ‘gOrders and Clients’ is used foeoconfirmations.

$ Repeat step 8 to as necessary to specify the datsiteebe produced for this
service/project type at key stages of the quotadimhorder process.
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% Save your changes and close the Service/ProjeasTigr Quotes window by

clicking onlJin its top right-hand corner.

: & &'

Tracker enables you to maintain standard wordingifeas of limited access. This
wording is inserted into the appropriate placegdnerated reports.

Select option 7Maintain/View Basic Datarom the Main menu.

Select option 4Miscellaneous SettingBom the Maintain/View Basic Data
menu.

Select option 1Areas of Limited Accesfom the Miscellaneous Settings menu.

The Areas of Limited Access window is displayed.

Select the wording that you want to amend or adevarecord by clicking on
the New Record buttdn_| at the bottom of the Areas of Limited Access
window.

Type the name of the area of limited access iditbefield.

Type the standard wording that you want to appeaeports for this area of
limited access in the second field.

Save your changes and close the Areas of Limitezk#cwindow by clicking on
[Jinits top right-hand corner.
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You can also maintain standard wording describurgesy methodology — the way in
which the survey will be conducted. This wordingniserted into the appropriate
places in generated reports.

Select option 7Maintain/View Basic Datarom the Main menu.

Select option 4Miscellaneous SettingBom the Maintain/View Basic Data
menu.

Select option 2Method Setsfrom the Miscellaneous Settings menu.

The Method Sets window is displayed.

Select the wording that you want to amend or adevarecord by clicking on
the New Record buttdn_| at the bottom of the Method Sets window.

Type the description of the survey methodologyhim $pace provided.

Save your changes and close the Method Sets wibglasicking onl_lin its
top right-hand corner.

) & . &

The confirmation of product type is used in Labckex, where analysts provide this
information, and on the View Survey Data screenraliiecan be entered direct. You
can maintain the list of valid confirmation of prad types.

Select option 7Maintain/View Basic Datadrom the Main menu.

Select option 4Miscellaneous Settinggom the Maintain/View Basic Data
menu.

Select option 3Confim. of Product Typefrom the Miscellaneous Settings
menu.
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The Confirmation of Product Type window is displdye

Select the confirmation of product type that yontv® amend or add a new one
by clicking in the field in the blank row markedttvian asterisk.

Type the name of the confirmation of product type.

! Save your changes and close the Confirmation allitoType window by
clicking onlJin its top right-hand corner.
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