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Lab Tracker is a separate module that allows you to: 

·  record the analysis results from samples taken at a survey 

·  load the analysis results into the project 

·  work with Bulk Sample projects by: 

-  creating a Bulk Sample project 

-  booking in Bulk Samples 

-  recording Bulk Sample analysis results 

-  importing the Bulk Sample analysis results 

·  check Lab results. 
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When you book in a project with samples, a record is created for each sample taken 
on the survey. You can scroll through and record the results of sample analysis on Lab 
Tracker and update the project with the results. The first part of the procedure is to 
record the analysis results. This is usually performed in a laboratory environment. 

To record sample analysis results: 

� �  Select option 3, Projects, from the Main menu to display the Projects menu. 

� �  Select option 5, Laboratory Menu, from the Projects menu. 

� �  Select option 2, Enter/Amend Fibre Analysis, from the Laboratory menu. 

A window is displayed for you to select the project for which you want to record 
analysis results. 

 

 �  Type in the project number or select it from the drop-down list in the Choose 
Project field, then click on OK. 

The Fibre Analysis Records window is displayed. 
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! �  Select the number of the sample for which you are recording results in the 
Sample ID field. 

� �  If the lab uses their own reference system, record their reference in the Lab Ref 
field. 

" �  Select the appropriate material for the sample from the Material field. 

#� Complete the fields on the Analysis 1 tab to record the analysis results. 

Drop-down lists are available on all the fields for you to select the correct entry. 

�  To allow for re-testing of the same sample there are three tabs available for 
recording analysis results. Use the Analysis 2 and 3 tabs as required to record re-test 
results for this sample. 

The following table shows the possible values that you can select for each field. 
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Field Name Possible Values 

Sample Preparation Dry Picking 
Wet Separation 
Grinding 
Other 

Initial Appearance Asbestiform 
MMMF 
Organic 
Inorganic 
Other 

RI Liquid 1.55 
1.605 
1.64 
1.67 
1.70 

Birefringent Yes 
No 

Pleochroism Nil 
Slight 
Blue 
Green/Grey 

Morphology Curly 
Straight 

Appearance 45 Polariser White 
Brown 
Blue 
Green/Grey 

First Order Red Tint Plate Length slow 
Length fast 

Colour Perpendicular Polariser Blue 
Magenta 
Yellow 
Magenta/Blue 

Colour Parallel Polariser Magenta 
Yellow 
Blue 
Blue/Magenta 

Analysis NAD (no asbestos detected) 
Crocidolite (blue) 
Amosite (brown) 
Chrysotile (white) 
Anthophyllite 
Tremolite 
Actinolite 
Other components 

Extent Trace 
Significant 
Substantial 

 

$� Record any other non-asbestos items found in the sample of which you think the 
client should be aware, eg arsenic or lead, in the Other components field. 
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�%� Select a general description of the sample, eg Asbestos Insulating Board (AIB), 
in the Product Typical of field. 

� � �  Provide information relating to who performed the analysis and when in the 
Analysed by and Date fields. 

The Checked by and Date fields, and also the Audit date field, may be 
completed later when these checks are done.  

�  If you are using the automatic checking system, leave the Checked by and Date fields 
blank as the checking process will complete them for you. 

� � �  Use the navigation buttons at the bottom of the window to display other records 
so that you can record all sample analysis results for the project. 

� � �  When you have finished entering the analysis results, close the Fibre Analysis 
Records window by clicking on  in its top right-hand corner. 

A message asks you to confirm that you have finished working with the analysis 
records.  

�  �  Click on Yes to return to the Enter/Amend Fibre Analysis window. 

� ! �  Click on Cancel to return to the Laboratory menu.  

Lab Tracker is able to pre-fill the analysis for you if you enter the asbestos 
identification in the Analysis field and then double-click it. Before using this feature 
for the first time, you need to enter a “perfect” set of analysis for each type of 
asbestos and then save that as a default for that asbestos type. 

Enter the analysis details and double-click. If this is the first time you have saved a 
default analysis for this asbestos type, the system will ask you to check that the 
analysis is correct before saving it. 

�  Note that it is your responsibility to check that the analysis is exactly correct and you 
should amend any aspect before moving on to the next sample. 
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After recording the results of sample analysis on Lab Tracker, you must update the 
project with the sample analysis results. With Lab Tracker, this becomes a task very 
quickly completed. 

This task is usually an administrative task, not one done in the laboratory. 

To update the project: 

� �  Display the required project on the Projects window. 

� �  Click on the Surveys tab which provides additional functionality for recording 
asbestos surveys. 
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� �  Display the drop-down list on the Choose Task field and select the View Survey 
Data option. 

The Survey Detail window is displayed. 

 

The analysis results are shown in the Fibre Analysis section, in the top right-
hand portion of the window. 

 �  Click on the Load Fibre Analysis button to update the survey items. 

The following fields are updated: 

·  Identification 

·  Asbestos Type 

·  Material Score. 

! �  Close the Survey Detail window by clicking on  in its top right-hand corner. 
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There is a type of project in Tracker called Bulk Sample. Bulk Sample projects are 
designed to help you manage large numbers of samples, whether the analysis is 
handled in-house or outsourced. Lab Tracker allows you to work with Bulk Sample 
projects and perform the following tasks: 

·  create a Bulk Sample project (this is an admin task) 

·  book in Bulk Samples (this is a lab task) 

·  record Bulk Sample analysis results (this is a lab task) 

·  import the Bulk Sample analysis results (this is an admin task). 
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You create a Bulk Sample project in the same way as you create any other project, 
ensuring that you select ‘Bulk Sample’ as the project type. You can create a project 
from the Projects menu, direct from the customer order or from the client’s details in 
the client database. If you create the project from the order or the client, then some 
details are automatically copied on to the new project record. 
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To create a Bulk Sample project: 

� �  Select option 3, Projects, from the Main menu to display the Projects menu. 

� �  Select option 2, Create New Project, from the Projects menu to display the 
Projects window. 

 

� �  Type the alphanumeric project number in the Project Number field.  

The number is made up of a single character, identifying the office creating the 
project, followed by a five-digit number, eg B-12345. 
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When you have entered the first character of the project number, a message is 
displayed asking if you would like the system to allocate the next available 
project number. 

Click on Yes if you would like the system to allocate the number, or No if you 
want to type in your own number. 

�  Start Software can alter the format of the project number, if requested. 

 �  Use the drop-down list on the Project Type field to select the type ‘Bulk 
Sample’. 

A message asks if you would like to copy the milestone template for projects of 
this type into the new project record. 

Click on No if you do not want to use the project template. Click on Yes to copy 
the list of milestones from the project template onto the Milestone tab. You can 
amend the template milestones as necessary for the new project.  

 

! �  Type in or use the drop-down list on the Client ID field to select the ID of the 
client for this project. 

�  If you create the project from the Clients window then this field is automatically 
completed for you. 

When you have selected the client a series of three messages is displayed. These 
messages, in turn, ask whether you want to use the client’s name and address 
details, as stored in the client database, for the site address and the report 
recipient’s name and address. 

Click on Yes or No as appropriate to the messages. If you click Yes, then Project 
Tracker copies the client address into the relevant part of the Addresses tab. 

� �  Type the Purchase Order number for the project in the PO field, or if it is 
already recorded on the system use the drop-down list to select the number. 
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"�  Type a one-line description of the site where the work is to take place in the Site 
field. 

#� Type the postcode of the site in the Post Code field. 

$� In the Project Manager field, select the member of staff who is to act as the 
Project Manager. 

The list available is limited to those members of staff with the Project Manage 
authority tick box ticked. 

�  Refer to Section 2.3, Maintaining staff details, for further information on staff authorities. 

�%� Type the name of the person whom the Surveyor should contact at the site in the 
Site Contact Name field. 

� � �  Enter the contact’s telephone number in the Site Contact Tel field. 

� � �  If there is a survey reference number relevant to this project, enter it in the 
Survey Ref. No. field. 

You have now completed the top section of the Projects window and can move 
on to complete the following tabs: 

·  Milestones 

·  Addresses 

·  Staff. 

� � �  If not already displayed, click on the Milestones tab to display the project 
milestones. 

 

�  �  Complete the first two fields: 

·  Quote Produced – enter the date on which the quote for this project was 
produced 

·  Order Received – enter the date on which the order for this project was 
received 
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The third field, Project Opened, is automatically completed with today’s date. 

� ! �  Add or amend the project milestones as required for this project. 

If you used the project template you may not need to change any of the 
milestones. 

� � �  Click on the Addresses tab and type in any missing information for the invoice, 
site and report recipient names and addresses. 

�" �  Click on the Staff tab and build up a full list of staff who will be involved in the 
project by selecting their names and roles. 

You are now ready to record the Bulk Sample details. 

�  Refer to Recording Bulk Sampling tab details in this section for further instructions on how to 
complete the Bulk Sampling tab. 
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Creating a Bulk Sample project direct from the order enables you to carry through all 
the details that you have already entered at the quotation and order stages, thus saving 
you time. 

To create a Bulk Sample project direct from an order: 

� �  Display the order on the Customer Order window. 

�  Refer to Section 3.6.2, Browsing existing orders, for instructions on how to find and display the 
required order. 

� �  Click on the Create Prime Project button. 

The Create Prime project for Customer Order window is displayed. 

� �  Type the alphanumeric project number in the Project Number field.  

The number is made up of a single character, identifying the office creating the 
project, followed by a five-digit number, eg B-12345. 

When you have entered the first character of the project number, a message is 
displayed asking if you would like the system to allocate the next available 
project number. 

 �  Click on Yes if you would like the system to allocate the number, or No to type 
in your own number. 

�  Start Software can alter the format of the project number to suit your business 
requirements, if requested. 

! �  Click on OK to create the project. 

A message asks you to confirm creation of the project. 
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� �  Click on Yes to confirm creation. 

The Projects window is displayed showing the newly created project.  

The project includes all the details available from the order, including the 
milestones for the project type, address details, financials and a tab for the 
project type. 

You will need to complete the Project Manager field with the member of staff 
who is to act as the Project Manager, and the Staff tab with the staff members 
and their roles on the project. 

�  Refer to Recording Bulk Sampling tab details in this section for further instructions on how to 
complete the Bulk Sampling tab. 
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To create a new Bulk Sample project or job from the client’s details: 

� �  Select option 1, Client Management, from the Main menu to display the Client 
Management menu. 

� �  Select option 1, Browse Client Database, from the Client Management menu to 
display the Clients window. 

� �  Search for the client. 

�  Refer to Section 3.3, Working with client details, for further information on how to search for a 
client. 

 �  Click on the Projects tab to display projects undertaken for the client. 

! �  Create a new project by clicking on the New Record button on the Projects tab to 
display the Projects screen.  

Project Tracker automatically includes the client’s details in the new project, and 
immediately asks whether you want to use the client’s details, as stored in the 
client database, for the site address and the report recipient’s name and address. 

� �  Continue to define the project as described above for creating a project from the 
Projects menu. 
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The Bulk Sampling tab requires information relating specifically to the bulk samples. 
For a new project, you must record details of when the samples were taken or 
received, and then build a list of the samples included in the Bulk Sample project. 

To record the Bulk Sample details: 

� �  With the project displayed on the Projects window, click on the Bulk Sampling 
tab. 
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� �  In the first Date Samples field select ‘Taken’ if you know the date on which the 
samples were taken. 

If you do not know the date on which the samples were taken, select ‘Received’. 

� �  In the adjacent field, type the date the samples were taken or received as 
appropriate. 

 �  Specify who took the samples in the Sampled By field. 

If the client did the sampling, simply double click in the Sampled By field to 
insert the client’s name. Otherwise, type in the required name. 

! �  If it is not already displayed, click on the Sample Setup tab. 

� �  For each sample supplied, record the number and the location of the sample in 
the Number and Location fields to build a list of the samples included in the 
Bulk Sample project. 

" �  If required, you can print a booking-in sheet to accompany the samples by 
clicking on the Project Pack button: 

 

#� When you have finished listing the samples, close the Project window by 
clicking on  in its top right-hand corner. 
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When the laboratory receives the Bulk Samples, they must first book them in before 
recording the analysis results. Booking in Bulk Samples is often performed at the 
same time as actually doing the analysis. 

To book in Bulk Samples: 

� �  Select option 3, Projects, from the Main menu to display the Projects menu. 

� �  Select option 5, Laboratory Menu, from the Projects menu. 

� �  Select option 1, Book Samples In, from the Laboratory menu. 

A window is displayed for you to select the project for which you want to book 
in samples. 

 

 �  Type in the project number or select it from the drop-down list in the Choose 
Project field, then click on OK. 

A message is displayed to confirm that the Bulk Sample has been booked in. 

! �  Click on OK to remove the message. 

� �  Click on Cancel to close the Choose Bulk Sample to Book In window. 
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When the samples have been booked in by the laboratory, the analysis results can be 
recorded. 

To record Bulk Sample analysis results: 

� �  Select option 3, Projects, from the Main menu to display the Projects menu. 

� �  Select option 5, Laboratory Menu, from the Projects menu. 

� �  Select option 2, Enter/Amend Fibre Analysis, from the Laboratory menu. 

A window is displayed for you to select the project for which you want to record 
Bulk Sample analysis results. 

 

 �  Type in the project number or select it from the drop-down list in the Choose 
Project field, then click on OK. 

The Fibre Analysis Records window is displayed. 
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! �  Select the number of the sample for which you are recording results in the 
Sample ID field. 

� �  If the lab uses their own reference system, record their reference in the Lab Ref 
field and the analyst’s number in the Analyst’s Id field. 

" �  Complete the fields on the Analysis 1 tab to record the analysis results. 

Drop-down lists are available on all the fields for you to select the correct entry. 

�  There are three tabs available for recording analysis results; use these as required to 
record re-test results for the sample. 

The following table shows the possible values that you can select for each field. 
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Field Name Possible Values 

Sample Preparation Dry Picking 
Wet Separation 
Grinding 
Other 

Initial Appearance Asbestiform 
MMMF 
Organic 
Inorganic 
Other 

RI Liquid 1.55 
1.605 
1.64 
1.67 
1.70 

Birefringent Yes 
No 

Pleochroism Nil 
Slight 
Blue 
Green/Grey 

Morphology Curly 
Straight 

Appearance 45 Polariser White 
Brown 
Blue 
Green/Grey 

First Order Red Tint Plate Length slow 
Length fast 

Colour Perpendicular Polariser Blue 
Magenta 
Yellow 
Magenta/Blue 

Colour Parallel Polariser Magenta 
Yellow 
Blue 
Blue/Magenta 

Analysis NAD (no asbestos detected) 
Crocidolite (blue) 
Amosite (brown) 
Chrysotile (white) 
Anthophyllite 
Tremolite 
Actinolite 
Other components 

Extent Trace 
Significant 
Substantial 

 

#� Record any other non-asbestos items found in the sample of which you think the 
client should be aware, eg arsenic or lead, in the Other components field. 



 

Tracker User Guide Lab Tracker 

Version 2.13a  Page 6-15 

$� Select a general description of the sample, eg Asbestos Insulating Board (AIB), 
in the Confirmation of Product Type field. 

�%� Provide information relating to who performed the analysis and when in the 
following fields: 

·  Analysed by and Date 

·  Checked by and Date 

·  Audit date. 

� � �  Use the navigation buttons at the bottom of the window to display other records 
so that you can record all sample analysis results for the project. 

� � �  When you have finished entering the analysis results, close the Fibre Analysis 
Records window by clicking on  in its top right-hand corner. 

A message asks you to confirm that you have finished working with the analysis 
records.  

� � �  Click on Yes to return to the Enter/Amend Fibre Analysis window. 

�  �  Click on Cancel to return to the Laboratory menu. 

Once the Bulk Sample analysis results have been entered, the Admin team must be 
informed so that they can import the records. 
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When you receive notification that the Bulk Sample analysis results have been 
recorded, you can import the results into the project record so that they are available 
for inclusion in reports. 

This task is usually an administrative task, not one done in the laboratory. 

To import the Bulk Sample analysis results: 

� �  Display the required project on the Projects window. 

� �  Click on the Bulk Sampling tab. 
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� �  Click on the Results tab. 

A message asks you to confirm that you would like to import the lab analysis 
records. 

 �  Click on Yes to import the lab analysis records. 

The Results tab is then displayed, showing a summary of the analysis results. 

 

! �  If required, display the full imported analysis results by clicking on the Lab 
Analysis tab. 
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� �  If required, you can print a report for the client, listing samples and their 
analysis, by clicking on the Produce Report button: 

 

" �  Close the Projects window by clicking on  in its top right-hand corner. 
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Tracker has an automatic Lab checking facility that provides a quick way to identify 
and access samples that require checking and to enter the new analysis results. 

To use the automatic checking facility: 

� �  Select option 3, Projects, from the Main menu to display the Projects menu. 

� �  Select option 5, Laboratory Menu, from the Projects menu. 

� �  Select option 3, Check Results, from the Laboratory menu. 

The Check Lab Results screen is displayed. 

 

 �  Enter the last working day in the Date field. 

The screen shows a summary of the work done in the lab, with the number of 
outstanding points shown in the Outstanding column. When all entries in this 
column show as zero, then all checks have been done. 
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! �  Double-click on any entry in the Outstanding column that is greater than zero. 

The system displays a list of random samples for you to check as in the 
following example screen. The number of random samples generated is 
calculated to ensure that sufficient checks are made. 

 

� �  Repeat the analysis of the first sample listed and enter the results in the Check 
Analysis 1 column. 

"�  Enter your name (or initials) in the Checked by column to indicate that you have 
performed the quality check. 

You must ensure that you record your name in the same way as you use on the 
Fibre Analysis screens. This is to ensure that the system counts checks as well as 
original samples when working out daily points totals. 

 

#� Click out of the Checked by column to display the original analysis result of the 
sample in the Analysis column. The date on which the re-check took place is 
also displayed automatically. 

 

 

 

 

�  Make sure that you enter negative samples, ie NAD (No Asbestos Detected), twice; 
the first time into the Check Analysis 1 column and the second time into the adjacent 
Check Analysis 2 column. 

$� Repeat steps 6-8 for each sample listed. 

Inform the Supervisor or Lab Manager as appropriate of any mismatches 
between original and checked analyses. 

�%� Go back to the Check Lab Results screen and click Generate/Refresh to confirm 
that no outstanding re-checks are required. 
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