This chapter explores how you can use Tracker iataia and manage information
relating to prospects, including:

clients
guotations
orders.

It also describes how you can produce standardrdents.

Tracker enables you to manage clients by maintgiainlient database. For each
client you can record or access the following detai

client ID number

name and address details

contact details

additional contacts at the client

projects undertaken for the client

a map showing the client’s address

MicrosoftO WordO report formats used in asbestos surveying.

You can add new clients to the database and yoalsaramend the client details
already held in the database. Keep all historeentti on the database to ensure that a
full record is maintained.

Prospect Tracker also enables you to set up arefggenstandard letters to make
communicating with your clients even easier.

Using the client details that you have entered, ganudevelop customer information
further by creating quotations and then ordersiwiliracker. In turn, the orders can
be used to create projects in Project Tracker.
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You record a new client’s details in Prospect Teado that their details are available
to all Tracker modules.

Adding new client details can involve:
entering their basic name, address and contadtgleta
recording additional contact details
recording site details
displaying a map of the client’s location.

To add a new client:

Select option 1Client Managemenfrom the Main menu to display the Client
Management menu.

Select option 2Add New Clientfrom the Client Management menu to display
the Clients window.

Address 3
Addiess 4:

Address & Posteods?

Contact: |

& Clients E‘El@
D: ‘ ‘ J LCreate Asbestos Tracker Register
Name: [ Projects IAdditionaI Contacts} Sites ] Quolations] Qrders} Fieport Format [Templales]]

Addiess 10 ‘

Addiess 2 | & Al C Open O Closed i‘

\
\

Salutation: |
Telephnne:’ig
Mobile: [ ﬂ
Fan: ’7

Email: ‘

record: M4 &+ [M]]ofs

Type the ID number which you want to apply to ttlisnt in thelD field.

You can use any numeric or alphanumeric combindtiotthe client ID. This enable
you to reference client account codes or other sadeise in your other business
systems.

o7

! Type the client’s name in tidamefield.

Use the fiveAddressfields to enter the client’s full postal address.

Ensure that you enter the client’s post code inAtldress Sield so that the
Multimap link can work.

#  Type the name of your main contact at the busimetse Contact field.
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%

Type the form in which you want to address the &otin correspondence, for
example ‘Mr. Brennan’, in th8alutation field.

Type the client’s telephone number in Tfedephonefield.

The Auto Dial®l button next to the telephone number can autoniitidial
the number for you. When you hear the contact ansgiesimply pick up the
receiver on your desk phone to speak.

For the Auto Dialler to work you must have a modsmnected to your PC and
plugged into your telephone line, and this mustheesame line used by your desk
phone.

&

Type the client’s mobile telephone number in khabile field.

Type the client’s fax number in theax field.

Type the client’'s email address in tBmail field.

Double-clicking an email address brings up a preressed blank email.

You can now record details of additional contatttha client.

To record details of further contacts at the client

Click on the Additional Contacts tab to display freds in which you can
record details of other contacts at the client iess.

B Clients

D [Wonzz | =] Lieate Asbestos Tracker Register

Name: [North Shropshire HSC  Projects Additional Cortacts ]§|tes I Quutalmns} Qrdelsl Report Foimat [Templates”
Address 1: |Eslatas Department
Address 2 |NS HEC howse Contact Telephanels] Farles) Email Addrezs

Address 3 |W’atergale Street ’ || ‘ ‘ |

Address 4 |L\verpnn| Salu ‘ Maotes:
Address B W Postcode?
Contact:  [Mr Mike Watkins

Salutation: [Mr Watkins Sl ‘ Notes:
Telephnne:,WE
Mobile:  [07791 453423 g B
Fax: ] Record: M| 4 ([ 1 v [ |ek[of 1 i
Email ke vuathins N5 -HSC. co.uk

*l \

Record: 14| 4 | 7 b | Mk of 7

Complete the following details for the contact:
Contact — name
Telephone(s)- telephone number
Fax(es)— fax number
Email Address— email address
Salu-— salutation.
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Type any notes relating to the contact inNwesfield.

Tracker automatically creates a new blank recordnwou start typing in
details. This allows you to enter details of onateot and quickly move on to
enter the details of the next contact.

! Record details of any further additional contagtsdpeating steps 2 and 3 as
necessary.

You have finished recording additional contact defar a new client. If required,
you can now record site details.

If you record site details for a client, those dstaill then be available for you to
select for future use. Selecting an existing sees you re-typing the site details.

To record site details:

Click on the Sites tab to display the fields in gfhijou can record details of all
sites associated with a client.

£ Clients BEE
D 50060 | Lrnstes Ashestas Tracksr Fegister

Hame: Start Technology Ltd Projects | Additional Contacts  Sites ]_D.untannns} Orders | Report Format (T emplates) |
Address 1 Lasyard
Address 2: |L|ndErh\|| Street Site Name Building TowndCity

Address 3 [Bridgrorth [34 The High Strest [Castie wiew] [Shrewsbuny
Addiess & [Shropshire

Addiess 5 w16 4BE Postcods?

Contact:  [Shane Brennan
Salutation: |Mr Brennan
Telephone:(0845 612 2400 3 |
Mobile:  [07371 534046 ﬂ Ald Mew Site Details E
Fax [osa5ETz2400 Record: 4| [T 1 L] of 1

Email shanet@start-technology. co.uk

Record: 14 P ) S

Click on the Add New Site Details button:

=)

The Maintain Site Details window is displayed, wiitle client’'s ID and name
displayed automatically.

F
ES| Maintain Site Details

Client: m ~ | Start Technology Lid

Site Mame:

Builcing haime:

Town or City,

[
[
Stieet Address: [
[
[

County:

Post Code:

Record: 14] < | T i fek]of 1
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Prospect Tracker

Complete the following details for the site:

Site Name

Building Name
Street Address
Town or City

County
Post Code

! If you have further sites to record, click on thewrecord buttolr#] and repeat

step 3.

" Close the Maintain Site Details window by cIickiog in its top right-hand
corner to return to the Sites tab on the Clientsdew, where the new site details

are displayed.

You can also edit site details by clicking on tHg button[Z] next to the site that yo

want to amend.

=

()~

)

You can display a map of the client’s location bgessing Multimap.com from the

Clients window.

To display the map:

Click on the text in the bottom right-hand cornéthe Clients window ‘Click
here to view this property at Multimap.com’.

Multimap.com opens, using the post code you enteréte Address 5field to

centre the map.
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The red circle indicates where the map is centred.can zoom in or out by
using the + and - scale on the left of the scraad,move the map to view more
by clicking on the compass points.

Manipulate and print the map as required usinguhetionality available within
Multimap.com.

Close Multimap.com and return to the Clients windmoyclicking orled in the
top right-hand corner.

+ -

You can amend client details held on the clienablase to keep them up-to-date and
to ensure that full details are recorded. All dlidatails can be edited, including the
ID. If you change any details, the system autora#ljicipdates the relevant fields on
existing records. You cannot delete former cliéram the database; their details are
retained to ensure a full record is maintained.

You can also work with client details to:
access projects on the system
record additional contacts
list sites associated with a client
access quotations prepared for the client
browse purchase orders from the client
specify Microsoft Word report formats.

To work with client details:

Select option 1Client Managemenfrom the Main menu to display the Client
Management menu.

Select option 1Browse Client Databasérom the Client Management menu to
display the Clients window showing details of thstfclient in your database.

T - —_— 05®
D [#00E0 -] Lreate Ashestos Tracker Register
Name: [Start Technology Ltd Projects ]édd\liuna\ Cuntacls] Sites ] D_uulaliuns] Qrdslsl Beport Format [Templales]]

Address 1: |Lasyard
Address 2 [Underhil Strest & Al C Open © Closed =
Address 3 [Bridgnarth |S'UDUU1 [Surveps _~ | [Edae House Fam [Andy Brown |
Address 4 [Shropshire Project Opered: | 19/12/2005 Project Closed: | 30/01/2006
Addess B [w1E 4BB Posteode? |SVDDDT 0 [Gurveys ] [31 Eccleshaw Street [Andy Brown |
Contact: |Shane Brennan Project Opened: ,m Project Closed: ’7

Salutation: |MI Brennan

Telephone: (0845 612 2400 &
Mobile: 07971 534046 F

Fau e eizoam iz =l
Email |shana@stall-techno\ogﬂ.cu.uk
Record: 14 [ 1 e lrifr#]of 48
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Select or search for the required client.
Select the client whose details you want to display
Click on the_lon the drop-down field next to the field.

Scroll through the list and click on the requirdiémt to display their
details.

Search for the client whose details you want torahe view:

Click on the field you want to use for searching.

Click on the Find buttoE, or pres<trl +F to display the Find and
Replace dialog box.

Type your search text in tend What? field.

Set theMatch field to either ‘Whole Field’ or ‘Any Part of Field
depending on whether you want the search to maighsearch text
precisely or to find the text as a selection anywhe the field.

Click on Find Next (or presanter) to display the first matching client.

Scroll through the returned client records, by gdhe arrow buttons on the
record selector bar, to display the required client

! Amend the client name, address or contact detsiteguired.

Use the Auto Did®] button next to the client's telephone number & thie
telephone number automatically. When you hear liratcanswering, simply
pick up the receiver on your desk phone to speakAito Dial button is also
available for additional contacts.

For the Auto Dialler to work you must have a modsmnected to your PC and
plugged into your telephone line, and this mustheesame telephone line used by
your desk phone.

Click on the appropriate tab to access furthentlielated details:

Display projects undertaken for a client by clickion theProjects tab.
Select the All, Open or Closed radio button tcefilthe projects displayed.
Access an existing project by clicking on thé button next to the project
ID field. You can also create a new project fromehe

If you want to amend the additional contacts, faraple to add a further
name, click on thédditional Contacts tab and complete the details as
required.

If you want to amend the site details, for exampladd a new location,
click on theSitestab and add to or amend the details as required.

Version 2.12 . start Page 3-7
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Display quotations prepared for the client by dlgkon theQuotations
tab. Select the Open, Won, Lost, Amended, Enquiklioradio button and
a year to filter the quotations displayed. Accasgxdsting quotation by
clicking on the_] button or display the quotation in Word by cliogian

thel_] button next to théD field. You can also create a new quotation from
here by using the New Quote button.

To view purchase orders for a client click on @wlers tab. The
information displayed includes the purchase ordenler, quotation
number, date received, total costs and the refatgéct number (or
‘Multiple’ if more than one project is related toet order). You can use the
tickbox to filter the display to show only ordews fwhich no projects have
yet been created. Access the order details byiotiokn the first_| button,
the quotation details by clicking on the sec@button, or the project
details (if it has been set up) by clicking on thied [T button. If the
project has not yet been set up, this button opdsank Project window. If
multiple projects exist, a selection list enables yo select the project for
which you want to display details. You can also dogew order from this
tab by using the New Order button.

Click on theReport Format (Templates)tab to specify the Microsoft
Word report formats to use for this client's asbesurveys.

The following screens show examples of the Cligvitelow, with the
Quotations tab displayed and with the Order tapldiged:
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Refer to Chapter 4, Project Tracker, for furthetade on how to create a new project for a
client; Section 3.5.1, Issuing a new quotation,details on how to create a new quotation; ahd
Section 3.7.1, Receiving an order, for details ow ko log a new order.

# When you have finished working with the client distalose the Clients window
by clicking on_linits top right-hand corner.

Prospect Tracker includes a facility to generatih wisingle click standard letters for
clients. You can maintain a library of template @wents which contain the text of
the letter and include codes for the client’s naadelress, contact, etc.

You can easily generate a standard letter to seaclient by selecting from the list
of available standard letters.
To generate a standard letter:

Select option 1Client Managemenfrom the Main menu to display the Client
Management menu.

Select option 1Browse Client Databasdrom the Client Management menu to
display the Clients window showing details of thstfclient in your database.

Display the details of the client to whom you wislsend a standard letter by
selecting or searching for their details.

Refer to Section 3.3, Working with client detafts; instructions on how to find the required
client details.

! Click on the Word button:

A window is displayed for you to select the standatter and the recipients.
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" Click on the letter that you want to send in Hease choose Letter Template
box.

# In theSelect Clientsbox, select the clients who are to receive theiet

The current client is automatically selected. Yaustrbuild up the list of clients
who are to receive the letter in t8electedoox:

Double click on a client name in tiAevailable box to select them and
display their name in thgelectedbox.

To remove a client from the selected list, doulliekaon their name in the
Selectedbox.

You can also highlight a name and use the SeletRamove buttons to move
clients into and out of thBelectedoox.

$ Click on OK to produce the document(s).

The documents are displayed in Microsoft Word dwdfield codes are
automatically filled in with the client information

% Print the documents as required.

! ) /

You can create additional standard letters for ymum use. To do so, you must create
the template in which you specify the text anddffiebdes to be used.

You create the standard letters as Word documgiaisc.

To create standard letters in advance:
Type the text of the letter in Word.

Type the field codes that you want to include i@ dppropriate places in the
letter.
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The field codes are contained within angled bracketand >) and indicate
where text is to be substituted. The followingdiebdes are available:

<Name> — the client’'s name

<Address 1>...<Address 5> — the client’s address
<Contact> — the contact name at the client
<Telephone> — the client’s telephone number
<Fax> — the client’s fax number

<Email address> — the client’'s email address.

Start Software can add further field codes to tisisif required.

If you want to include further variable text, adhiktto the text in the letter in a
standard, eye-catching format so that when somgenerates one of these they
easily spot where further information is required.

For example, your standard letter might requireitipait of the date of a site
visit. Where this information is required you cauld

type the variable text in upper case and withiresgurackets, for example
[ENTER DATE]

highlight the variable text with colour by usingaE tool, for example
[ENTER DATE]

insert an ‘ASK’ field in the Word document so tlaaprompt is displayed
asking you for the required information when youepate the letter.

To insert an ‘ASK’ field seledinsert, Field, select Ask from the Field
names field and then specify the prompt text (egpEtate of site visit) and
bookmark (eg DateOfSiteVisit) required. You mustdrt a ‘REF’ or
‘BOOKMARK' field after the ‘ASK’ field where you wat Microsoft

Word to print the response in the document. Wosgldiys the prompt each

time you update fields or generate the document.

Save the template letter in the folder ‘Clientsn8tad Letters’.

All files stored in this folder appear in the seien list displayed when you
generate a standard letter.

Contact your System Administrator if you requiréHecating this folder.

Version 2.12
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] + ’ 'O

Tracker enables you to record full details of gtiotes and to follow a quotation
through to an order and a project, without re-tgpaf the details. This section
describes how you can:

create and issue a new quotation to a client
search for existing quotations
update the status of a quotation.

! 0

You create a new quotation in Tracker by bringimgnformation recorded elsewhere
for the client and site, and by entering additiamalv details. Once you have
completed all the quotation details you can prodheerequired quotation documents.
To create a new quotation:

Select option 2Quotations/Ordersfrom the Main menu.

Select option 1Create a New Quotatigrirom the Quotations/Orders menu.

The Quotations window is displayed.

You can also access this window and create a netatjan by using the New Quotg
button from the Quotations tab on the Client wind8ee Section 3.3, Working with
client details, for further information.
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Type the reference number for the quotation inlEh&eld.

Select the ID of the client for whom you are pradga quotation in th€lient
ID field.

The buttons next to this field enable you to:
[ edit the client details
\:' add a new client record.
Enter the date on which the quotation is produocatieDate Producedfield.

Today’s date is displayed; you can change theitlagressary.

#  Enter the date on which the enquiry was receivetiéiate Enquiry Received
field.
Today’s date is displayed; you can change theitlagressary.
$  Select the name of the person producing the qootatitheProduced Byfield.
% Select the contact at the client in tbentact Namefield.
Details of the selected contact are displayederfdfiowing fields from the
information previously recorded in the Client windo
Email Address
Telephone number(s)
Fax.
&  Select the site address appropriate to this quotati theSite Namefield.
The address details of the selected site are gsplzn theLocation andPost
Codefields.
The buttons next to thgite Namefield enable you to:
[ edit the site details
\:' add details of a new site.
If the job is sub-contracted to you, enter the naffribe original client in the
Client’s Client Namefield.
Select the details for the project from the dropwddist on theDetails field.
The details are linked to the product for which ywa quoting. The selection is
determined by the Quotation Template Text on tlogelet Type window.
Tick theAdditional Documents Requiredtickbox if you expect other
documents to be sent out with the quotation, @otoe in after the quotation,
depending upon your procedures.
Version 2.12 Page 3-13
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If you are quoting in a currency other than poustesling, specify the following
in theCurrency Details fields:

Currency — select the currency in which you are quoting

Value (Base Currency)- enter the value of the quotation in the selected
currency

Exchange Rate- the exchange rate current on the system is gisplen
this field when the currency is selected.

If you re-select the currency at any time, the nawent exchange rate is displayed
and used in subsequent currency conversions. Uséeiture if you need to re-quot
for a project so that up-to-date exchange ratesiesed.

D

Type the actual or estimated total value of thetgtimn in theTotal Value field
or click on the Create/Open Cost Breakdowns button:

If you use this button, you can select a Cost Bileak Type to act as a template
cost breakdown for the quotation. Into this cosalidown you feed in the hours
required from each role. Tracker can then calculaeotal value of the
quotation for you.

Refer to Section 3.6, Working with cost breakdowaos further information on cost
breakdowns.

If you are typing in the value and the projectrisafixed price basis, then you
should enter the fixed price in this field. If, hever, the project is priced on a
daily rate, calculate the estimated total projedtig as a multiple of the
appropriate daily rate, using your best guess@hiimber of days. This figure is
used later when a project is created.

If you have entered a value for the quotation aMhlue (Base Currency)
field, then the pounds sterling equivalent is digpH in theTotal Value field
(using the exchange rate displayed inEixehange Ratefield).

Indicate the status of the quotation in @eotation Statusfield.

This is initially set to ‘Open’. If this quotatias being used simply to record the
sending out of literature, then the status ‘Enduirgty be more appropriate. At a
later stage, the status should be amended to bedidzether the quotation was
won or lost.

Refer to Section 3.5.3, Updating the status of@tation, for further details on updating the
status of a quotation.

#

Indicate in theNext Quotation Opportunity field the date when the client can
be chased for further business.

Page 3-14

Version 2.12



Tracker User Guide Prospect Tracker

%

Double clicking in the field displays today’s daBouble clicking again adds 6
months to the date. Each subsequent double-clidk adurther 6 months to the
date.

Record any notes that you wish to make, for exatmpleep a log of contact
with the client, in théNotesfield.

Select the method by which the quotation will bivéeed to the client, for
example by email, fax or post, in thew Delivered?field.

Produce all the quotation documents for the prdjpgatlicking on the Produce
Quotation button:

Close the Quotations window by clicking lod in its top right-hand corner

- 10

The browse facility in Tracker enables you to skdor and display a selection of
quotations and to display their total value. Yon aae this browse facility to perform
a number of queries on your quotations to estabistexample, the number of open
quotations in the system or the amount of busigessrated by each person.

When you have located the quotation(s) you reqyoa,can access the quotation
details, the quotation document and the clientildeta view or amend as required.

To search for quotations:

Select option 2Quotations/Ordersfrom the Main menu.
Select option 2yiew/Amend Quotatigrirom the Quotations/Orders menu.

The Browse Quotations window is displayed, shovahgjuotations recorded on
your system.

Version 2.12
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Filter the display by using any of the fields a thp of the window as follows:

Click on one of the radio buttons (Open, Won, Léshended or All) to
specify the status of the quotations to be dismlaye

Display quotations produced by a selected membstadff only by
choosing their name from the drop-down list onRneduced Byfield.

Select a year in th€éear field to display quotations produced in that year
only.

The total value of the displayed quotations is sihowder thélotal Value
column.

! Use the sorting facility as necessary to help yod the required quotation:
Click in the field which you want to use for sogin

Click on the A-Z_]or z-A[_Ibutton as required to sort the quotations
alphabetically on the selected field.

" Scroll through the list to find the required quaiat

# When you have found the quotation, display furtheails by using the buttons
as follows:

the first_ button displays the full quotation details on @otations
window

thel_| button displays the Word quotation document, & exists

thel_] button next to th€lient ID field displays the client details for you
to amend if required.

" 2) - 10

When a job request is received, you must accessubition and change its status to
‘Won’ so that you can create an order. Similarflyadu lose a quotation, you must
update the status so that any relevant documenteaio be produced.

To amend a quotation:

Browse for the quotation that needs amending.

Refer to Section 3.5.2, Searching for quotationsdetails on how to display and filter the
guotations.

Click on the first_] button next to the required quotation to displasy full
details on the Quotations window.
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Amend theQuotation Statusfield as necessary.

If you change the status on winning or losing atgtion, any documents that need fo
be produced according to the definition for thenpipal service type and key stage
will be merged/copied and stored.

# +, - 3,

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 includersiandry costs.

Cost Breakdown Types define the charge-out ratesdoh role required on a project.
You may have different Cost Breakdown Types dependn the client, for example
one may represent a 40% contribution to profitstlaer a 50% contribution. You
must manually set up each of these Cost Breakdoxpesl.

From the Quotations screen, you can select a GestkBown Type to act as a
template cost breakdown for the quotation. Inte tast breakdown you feed in the
hours required from each role. Tracker can thecutaie the total value of the
quotation.

When you come to create an order from the quotalicacker copies the cost
breakdown information from the quotation to theesrdnd it is available for you to
amend further as necessary. Similarly, when yoatera project from an order,
Tracker creates another copy of the cost breakdofgrmation and this copy can
also be modified to reflect negotiations at thagst
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The following sections describe how you can:
use a cost breakdown on a quotation
amend the cost breakdown on an order
amend the cost breakdown on a project.

Refer to Section 2.7, Maintaining cost breakdovioisdetails on how to create the Cost
Breakdown Types that define the charge-out rates.

# 2 3 , 0

On the Quotations window, there is a button thistyeu select a Cost Breakdown
Type to act as a template for the quotation. Ihis you enter the hours required from
each role, indicating normal, weekend and nightrsi@s appropriate. Tracker can
then calculate the total value of the quotatiomgighe daily and hourly rates
provided by the Cost Breakdown Type. The total @atuthen automatically entered
onto the Quotations window.

To use a cost breakdown on a quotation:

Display your quotation on the Quotations window:

Click on the Create/Open Cost Breakdowns button:

A window opens for you to specify the Cost Breakddwype that you want to
use for this quotation.
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Use the drop-down list to select the Cost Breakddwpe to use and then click
OK.

A blank cost breakdown is displayed, showing adfgbb roles (ordered
alphabetically within category) with their hourlizarge-out rate.

You can now specify the hours for each role thatraguired to complete a job.

Select the row for the required job role and etiternumber of hours needed to
complete the job in the appropriate column(s) thdate normal, weekend or
night hours.

Version 2.12
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The total number of hours and the total chargelferjob role are calculated and
displayed at the end of the row. Weekend hoursailated at time and a half,
night hours at double time.

Repeat step 4 for all the roles required for the jo

You might, as in the example screen above, needter 8 normal hours for a
Lead Surveyor, 8 hours at night for an Assistam/&gor, 2 hours CAD, 2 hours
Quality Control and 20 samples.

The total charge is calculated and displayed abtt®m of the window.

If you are quoting in a currency other than poustkrling and you subsequently
amend the cost breakdown so that the total chahgages, then both the currency
guote value and the pounds sterling quote valueupdated.

#  Close the cost breakdown by clickingE in its top right-hand corner.

The total charge is automatically entered intoTthtal Value field on the
Quotations window.

# - 3 ,

When you create an order from the quotation, Traniekes a copy of the cost
breakdown information from the quotation and iaisilable via a button on the
Customer Orders window for you to amend furthenersessary.

To amend the cost breakdown information on an order

Display your order on the Customer Orders window:
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Click on the Create/Open Cost Breakdown button:

The cost breakdown linked to the order is displayed

If any changes have been negotiated at this stagend the hours on the cost
breakdown to reflect the changes.

The following example shows an increase in the remolb hours the Assistant
Surveyor needed and an increase in the numbengilea.

You can also change the rates if necessary.

! Close the cost breakdown by cIickingE in its top right-hand corner.

The updated total charge is automatically entememltheOrder Value field on
the Customer Orders window.
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# -3, ) 4

When you create a project from an order, Trackeaters another copy of the cost
breakdown information and this copy can also beifigatlto reflect negotiations at
this stage.

To amend the cost breakdown information on a ptojec

Display your project on the Projects window andlcion the
Financials/Planning tab:

Click on the Create/Open Cost Breakdowns button:

The cost breakdown linked to the project is dispthy

If any changes have been negotiated at this séagend the figures on the cost
breakdown to reflect the changes.
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! Close the cost breakdown by cIickingE in its top right-hand corner.

The updated total charge is automatically entememitheTotal Project Value
field on the Financials/Planning tab.

This section describes how you can manage custorders on your Tracker system
by:

logging the receipt of a new order

searching for existing orders.

When receiving and confirming orders it is impottemobtain confirmation of the
acceptance of your terms and conditions, and aushtion to proceed with the
project.

$ /

When a purchase order comes in, you can use thatguodetails to help create the
order on Tracker to save re-typing the detailthdf client has confirmed acceptance
of the terms and conditions and you have receiwtigosisation to proceed with the
order, you can also produce the order confirmadimcuments and create a project.
To create an order:

Select option 2Quotations/Ordersfrom the Main menu.

Select option 4Enter a Client Purchase Ordgirom the Quotations/Orders
menu.

The Customer Orders window is displayed.
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Select the quotation that relates to this ordenftiee drop-down list on the
Quotation ID field.

The drop-down list displays quotations for whickdens have not yet been
created. It displays the ID, Client Name, Date Boadl, Site Name, Total Value
and Job/Project Type to help you chose the cogeatation. When you have
selected one, the details from the quotation asplayed in the relevant fields on
the Customer Orders window.

The buttons next to this field enable you to:
[ edit the guotation details
[ add a new quotation.

If you need to create two or more orders for a quttien you need the drop-down l|st
on theQuotation ID field to display all quotations that have been oot just those
for which orders have not yet been created. Tchik) tick the tickbox to the right of
the field.

%

Check the displayed details and amend them as seayes

In theReceived byfield, select the name of the person who receitied t
customer order.

Indicate how the order was received, eg by poshmil, by selecting a
description in thé&/ia field.

Give the number of the customer order inB@@ Number field.
Enter the details of the person who signed therardéoehalf of the client in the
following fields:

Client Signatory

Position

Signature Date

Email Address.
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& If the order has been accepted and authorisedihtckickbox that askdas
authorisation been received...?

The tickbox must be ticked before you can cregegect from this order.

' Click on the Order Confirmation button:

A message is displayed asking whether the cliemtbafirmed their acceptance
of the terms and conditions. If you select No, th#rthanges to the Customer
Orders window are ignored and no documents areupest

Click on Yes if the client has confirmed their got@ece of the terms and
conditions.

The order confirmation documents for orders of thjge are produced.

Refer to Section 4.2.2, Creating a project fronoeder, for instructions on how you can use
the buttons on this window to create projects ftbenorder details.

Close the Customer Orders window by clickindﬂﬂn its top right-hand
corner.

$ 5 6

The browse facility within Tracker enables you ¢aich for and display a selection
of customer orders and to display orders with nichiag project. This enables you
to locate those projects that are in danger ofgh&irgotten, where work has not yet
started and no project has been set up.

When you have located the order(s) you require,cavuaccess a variety of details to
view or amend as required.
To browse customer orders:

Select option 2Quotations/Ordersfrom the Main menu.

Select option 5Browse Purchase Orderfrom the Quotations/Orders menu.

The Browse Customer Orders window is displayedwatg all customer orders
recorded on your system.
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Filter the display by using any of the fields at tbp of the window as follows:

Display orders from a selected client only by cliogs$heir name from the
drop-down list on th€lient field.

Select a year in théear Recfield to display orders recorded in that year
only.

Show orders for which no projects have been creaydiatking theOnly
show Pos with no matching Projectickbox.

! Use the sorting facility as necessary to help yod the required order:

Click in the field which you want to use for sogin

Click on the A-Z_]or z-A[ I button as required to sort the orders
alphabetically on the selected field.

Scroll through the list to find the required order.

# Display further details of a displayed order byngsihe edit buttons as follows:

the first button displays the full order detailslie Customer orders
window

the button next to th€lient field displays the client details for you to
amend if required.

the button next to th@uotation field displays the full quotation details in
the Quotations window

the button next to thEroject No field displays the project details.

Page 3-26

Version 2.12



