This chapter explains how you can use Survey Trackescord asbestos survey data
quickly and easily. It describes how to:

set up an asbestos survey

complete the survey sheets

enter the survey data

print the survey reports

generate an electronic asbestos register for t@stcl
update a client’s asbestos register.

If the project that you are undertaking is an agisesurvey, then there are special
preparations that you can make. These include grep8urvey sheets for the
Surveyor to take on-site and complete in ordeetord the survey data.
To set up an ashestos survey and print the blanleg$heets:

Display the required project on the Projects window

Click on the Surveys tab which provides additidin@ictionality for recording
asbestos surveys.

E Projects. g‘ﬁl@
Project Number: |5-10012 - Yy Project Manager. [Andy Brown -
Projeet Type: ~ [Surves -] Site ContactName: [John Simons

Only show
Client |D: 40063 - | PO ’—;[ |7 unallocated POs  Site Contact Tel 01562 12345
Site Name: 54 The Acres - E Survey Ref. No. B/1231234

Post Code: w4 BEB

. Milestones | Addresses | Financisks/Planning | Staff | Documents Surveys ] Resource Tracker | Notes |

1] [Butc Type: [ ] (ChooseTask -
Template: [ -] Datels) of Survey: |
Appioved By: ~1 Datefs) of Analysis: [

Summary | Buidings List | Inclusions | Exchusions | Motes to Surveper | Site Info | Pre-Post Survey |

Dates

Sheets: .
Total number of items:

Mumber of ACMs:
Front Page Photo Filename:

|
Record: 14 T b | [p| of 1 (Fikered)
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The ID for the survey is automatically generateg®o do not need to enter
anything in thdD field.

Select the template to use for this survey fromditogp-down list on the
Template field.

The template determines which column headings appethe Survey sheets,
and therefore which items the Surveyor is promjeslirvey.

If you wish to check which column headings appeahe selected template,
click on the®l button to the right of th&emplate field.

The Templates window is displayed showing the steshtems (column
headings) for the selected template.

| Templates E|§\@
Mame [m Quick. Finet[ -]

Motes General Froperty Survey

Standard Items [maximumn of 10]

Position  Item Description for repart

1 [Floor

hd

[wral

[Ceiing

[ofindow 51

[Suspended celing

[Sufit

[Fipzwoik

[
2 [
3 [
) [
5 [
& |[Heatng [
7 [
8 [
El [
0 [

E

| v

Record: 14 T b | P1rs|of 1

You can change the way that surveys are generatediting the documents in the
Z:\Tracker\Word Templatesolder.

%

Select the survey type, Type 1, Type 2 or Typed@nfthe drop-down list in the
Type field.

Type today’s date, a date range or a descriptiondicate when the survey is to
take place in th®ate(s) of Surveyfield.

Leave theApproved By andDate(s) of Analysisfields blank until the analysis
has been done and the report has been approved.

Click on the Buildings List tab where you can retthe list of buildings at the
site where the Surveyor will be working.
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B Projects.
Project Number: [S-T0012 | ] ﬂ Project Manager:  [BndyBiown -]
Project Type:  [Suveys ] Site ContactMame:  [John Smons
R | ST — e — f=1d Dl b e SiteContactTet  [07552 123455
Site, Marne ’W[E SuveyRef, Moz [BA231234
Past Code: [wvaEse
Milestones | Addesses | Financisls/Planning | Staff | Documents Surveys Iﬁasnuma Tracker | Notes |
D: 521 Tope: [Tpe2 -] [ChosseTask |
Template:  [Gerers] E Datefs) o Survey: [15 August 2006
Approved By:  |David Johnson =1\ Datefs) of Analysis: [20t, 21t and 24t August 2006

Summay Buidings List | Inclusians | Exelusions | Notes to Suveyor | Site Info | Pre Post Survey |

D kMo Building Mame: Included? MNAG? hotes Plan Filename Flog *

n 400 [ 1 [Main Buidind J Yes =] [ EditBuiding Notes ||
. am [ 2 [Garse 2| [Vee <]/ T Edit Buiding Notes ||
oNun J Yes =] I Edit Building Notes |

‘| | e

)
Record: 14 T b | 1] of 1 (Fikered)

& IntheNofield, type the building number.

The building number may simply be a sequential remaln it may be a number
taken from a site plan provided by the client.

Type the name or description of the building, feample Factory Unit 9, in the
Building Name field.

Indicate whether the building is to be includeercluded from the survey by
selecting Yes or No in thacluded? field.

Leave theNAG? tick box blank.
You tick this field later only if no access wasrgal to the site.

! Add any notes that may be useful to the Surveyalioking on the Edit
Building Notes button and typing the text in thelBimg Notes window.

The notes may include such information as the peistelephone on arrival at
the site, or the key holder’s name. Close the windden you have finished
entering the notes.

If a site plan was provided by the client in elenic format, type the filename of
the plan in thélan Filenamefield.

If the survey is restricted to a specific floompéythe floor number in thieloor
field.

# If the address of the building is required, typis th theAddressfield.
$ Repeat steps 9 — 16 to record details of furthédiogs in the list.

% Click on the Inclusions tab to display and confthm list of buildings included
in the survey.
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B Projects.

Project Number. [5-10012 - 2y ProjectManager:  [ArdyBown -]

Project Type:  [Surveys - — Sits ContactMame:  [John Smons
nly show :

ClentID; [ 50083 ~1 Poc | ~1 |7 unallovated P0s  Site Contect Teh  [T1562 123456

Site Name: 54 The Acres ~ E Survey Ref. No.: E1231234

Post Code: w4 EEB

Milestones | Addhesses | Financisks/Planning | Staff | Documents  Surveys ] Resource Tracker | Notes |

D: ] Type: Tope 2 5 ChooseTask - |
Templale:  [General - Ditels) o Survey: [15 August 2005

Appioved By {David Johnson 1" Datefs) of nalysis: [20th, 2Tt and 24th August 2005

Summary | Buidings List Inclusions lEﬁcIusmr\s] Motes to Surveyor | Site Info | Pre-Post Survey

|
Record: 14 T b | P1[pk] of 1 (Fitered)

& Click on the Exclusions tab to display and conftira list of buildings excluded
from the survey.

B Projects glil@

Project Mumber: [S-10012 - L] Project Manager: Andy Brawn -

Project Typs:  [Surveys - Site ContactMame: [Tohn Simons
Only show

Clet ID: ’—4[”‘””55 B | 17 unalocated POs  Site Contact Tek  [01552 123458

Site Name: 54 The Actes - E Survey Ref. No.: E/1231234

Prost Code: w4 EBE

Miestones | Addresses | Financiak/Planning | Staff | Documents  Surveys | Resource Tracker | Notes |

D 821 Type: Type 2 - Choose Task -
Template:  [Geners! S Datefs] of Survey: [15 August 2008

£pproved By [David Johnson ~1 Datels] of Analysis: [20th. 215t and 24th August 2006

Summary | Buidings List | Inclusions  Exclusions | Hotes to Suwepor | Site Info | Pre-Post Survey

L.
Record: 14 T b | M1 [ps| of 1 (Fitersd)

Click on the Notes to Surveyor tab.
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B Projects glil

General = Diatels) of Survey
Approved By [David Johnson 5

Date(s) of Analpsis:

Project Number: |5-10012 - g Project Manager. [ndy Brown
Project Type: Surveys = Site Contact Mame:  |John Simons
Only shaw
Client ID: \AUUBS j PO: | | !7 unallocated POs  Site Contact Tel 01562 123456
Site Mame: 64 The Actes - E Survey Ref. No. B/1231234
Post Code: w4 EEB
Milestores | Addresses | Financials/Flanning | Staff | Documents  Surveys | Besowce Tracker | Mates |
D 521 Type: Type 2 - Chonss Task - |
Template:

Summary | Buidings List | Inclusions | Exclusions Nates ta Surveyor ] Site Info | Pre-Post Survey

18 August 2008

‘ZDth, 213t and 24th August 2006

|
Record: 14 ] < | T b | PPk of 1 (Fitered)

Record any information that the Surveyor may neadh as what equipment to

take.
Click on the Site Info tab.

B Projects, Elil

M\\estones] Addlesses} Emanclalsr‘Plannmg} Stalf ] Daocuments

ProjectNumber [S-10012 [ -] E Project Manager:  [AndyBrown -]
Project Type:  [Suweys ] Site ContactMame:  [Tohn Simons
Client ID: ’m = I | IV Sn?\ﬁ:;v;d pps  SteContactTet  [D1BE27123486
Site Mame: VWIE SuvepRef Mo:  [BA231234
Post Code: [wvaBBE

Surveys lﬂesoul:e Tla:kel} Motes ]

s} 521 Type
Template: General - Tl e

Approved By [David Johnzon -

Datefs] of Analysis:

Summary | Buidings List| Inclusions | Exclusions | Motes to Suweyor Site Info | Pre-Post Survey

Tope 2 -] ChosseTask -]

[15 August 2006

[20th. 27t and 28th August 2006

|
Record: 14 T b | M1 [ps| of 1 (Fitersd)

not entered elsewhere.

Record any further information required by the syor or project manager and

This information does not appear on the reporhdy include times to arrive,
details of how to get there, extra contact numbsrs,

Click on the Pre-Post Survey tab.
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B Projects @|E|®
Project Number: [5-10012 g ) Projsct Manager [Aindy Brown z
Project Type: Surveys hd Site Contact Name:  |John Simons

Only show
Client ID: [Fones ~1 Fo: [ 1 8| unalocated Fos St Contact Tel [ME62 123456

Site: Mame: 54 The Actes - E Survey Ref. No. E/1231234
Post Code: ['"'4 EBE Contract Data Form

. Milestones | Addesses | Finsncisls/Planning | Staff | Documents  Sureeps } Resourcs Tracker | Notes |

D 3 Type Tope 2 -] ChooseTak -]
Template:  [Gerers] = Dates) of Survey: [15 August 2008
Approved By. - [David Johnson B[ s [20th. 215t and 24h August 2006

Summary | Buidings List | nelusians | Exchusions | Hotes to Surveyor | Sitelnfa  PrePost Survey |

The site is currently: ’m Was the Electrical Power aperational. [
Reasonforsurvey. | <] Wias the Switch Gear Operational [
Plans made available: [ Horm. Warking Hours:

The company has keen informed thet ashestos materials were previously | v

to be present on site inthess lncations: @ Initial Obzervation Nmes@

Previnus Ash. surveys made avaisble [~ Linitations of Access | Method Set | Specifed Areas |

#
Record: 14 T b | P1[P#] of 1 (Fiered)

Record any information requested by the Pre-Posieguab.

This is usually related to initial observations analy vary by client. It often
contains tickboxes, the answers to which contrelabntent of the report. Some

information, eg Areas of No Access and Was the @wiear Operational, can
only be filled in after the site visit.

# Display the drop-down list on th@&hoose Taskfield in the top right-hand corner
of the Surveys tab and select #ént Blank Survey Sheetgtion.

You are asked to specify the number of copies gguire and then the blank

Survey sheets are printed, with the project numti#gmn headings and list of
material codes pre-filled.

The Survey sheets are now ready for the Survey@ki®on-site and complete.
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As you undertake the survey, you complete the Sonveheets to record the details
of the items inspected. The Surveyor sheets ardathinto three parts:

top section —Location Inspection Log, each rowhia table details the survey
results of a single location such as a room

middle section — Asbestos Suspected / Sampled |{@megiding further details
of only those items suspected of containing askesto

bottom section — Log Item Key, providing a listtbé three-letter material codes
for reference purposes

The reverse of the Surveyor sheets provides extesiece for the middle section, to
continue recording details of items suspected afaining asbestos.

To complete the Surveyor sheets:

Complete the project information at the top of thoeation Inspection Log as
follows:

BUILDING ID - the name and/or description of the building being
surveyed

PROJ No.- the project number, this should be pre-filledrirthe template

SHEET No. — indicate the sequence number of the sheetwaed
finished indicate the total number of sheets

SURVEYOR INITS. — enter your initials
SURVEY DATE - enter today’s date.

You can now complete a row of the Location Inspectiog for each location in
the building.

In the first column]_ocation No. / Description enter the floor number before
the slash, followed by the room number and thened escription of the
location.

The floor number should be 1, 2, 3 etc, for theffoabove ground, O for the
ground floor, -1 for the basement and so on.

The room number should be a sequential numbetirgidrom 01 within each
floor, or as directed by a floor plan, office nurribg or other such scheme.

The description should be a brief text descriptgugh as Office or Reception.

Tick theNo Accesscolumn only if you could gain no access to the fimeg due
for example to a locked door, physical difficultygaining access or a Health &
Safety issue.

If you tick this column, leave the rest of the rblank and move on to the next
row.

For each of the item column headings, inspecttdra and indicate the material
from which it is made by writing the appropriategé-letter material code in the
correct column.

Version 2.13b
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For example, if the item you are inspecting isfther and it is made of
concrete, write CON in the column headed ‘Flooefd to the Log Item Key at
the bottom of the Surveyor sheet for help withdbdes.

If an item is not applicable at the location, strtkrough the box.
If you suspect that the item contains asbestosewrhash symbol (#) in the box.

For each item that you suspect contains asbegsioglete a row of the Asbestos
Suspected / Sampled Items table in the middleeSiirveyor sheet as follows:

Location —repeat the floor number, room number and brie€deison of
the location

Item Description —briefly describe the item that you suspect contains
asbestos

Material Code / Description— specify the material from which the item is
made by entering the appropriate three-letter rnzdtende

S:As:SP:P-indicate the sampling status of the item as ¥adlo
- S-sampled

- SP - strongly presumed to be asbestos

- P - presumed to be asbestos

- As - same material as another sample already taken
If the sampling status is As, also indicate the benof the sample that it is the
same as. For example As2 would indicate that #ma it the same material as

sample 2; details will be copied from sample 2 ssilgou enter other
information.

If the sampling status is S, continue to provideghmple and material risk
assessment details:
Samp. No.— write down the sample number

Extent — describe the extent of the suspected item in th&t mppropriate
units, for example 10sq m

Product Type — specify a product type, 1 — 3, to indicate wdat of
material was found

Condition — specify a value, 0 — 3, to indicate the exterdarhage to the
item

Surface Treat.— specify a value, 0 — 3, to indicate the surfaeattment
present on the item

Photo No.- if you take a photograph of the item indicasenimber

Priority Score — if required, indicate the priority access score.

If you fill up the Asbestos Suspected / Sampledsitable, turn the sheet over. The
reverse of the Surveyor sheets provides furthetespar recording details of items
suspected of containing asbestos.

Page 5-8
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# If there are items at the location that are nolided in the survey headings but
should be included in the survey, use the threeefismeous item columns to
provide details as follows:

Misc Item Desc — briefly describe the item
Material — specify the material from which the item is mageentering
the appropriate three-letter material code

$ Check that you have recorded details of all iteaspscted of containing
asbestos.

To perform the check, total the number of suspeitéeds in each row of the
Location Inspection Log and enter the number infithed column,*Item Total .
Compare the total of this column with the numbeiters listed in the Asbestos
Suspected / Sampled items table.

1] +

Once the survey has been completed, you can éwteiata from the Surveyor sheets
into Survey Tracker. The screen you use to entestinvey data is identical in layout
to the Surveyor sheets, making data entry swiftaralghtforward.
To enter the survey data:

Display the required project on the Projects window

Click on the Surveys tab which provides additidin@ictionality for recording
asbestos surveys.

! Display the drop-down list on théhoose Taskfield in the top right-hand corner
of the Surveys tab and select thater Survey Sheetption to display the
Survey Data Entry window.

Version 2.13b . sfcrf Page 5-9
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As the layout of the screen and the Surveyor seebhe same, you can easily
copy the information from the sheet onto the screen

Check the Building ID on the Surveyor sheet andaehe building from the
drop-down list in théBuilding ID field.

Type the sheet number of the sheet you are enteriogheSheet Nofield.

#  Select the Surveyor who performed the survey frioendrop-down list in the
Surveyor field.

$ Type the date on which the survey was performetesurvey Datefield.
% Copy the details from each row on the sheet in.turn

Complete the fields as follows:

Type the location of the item in th@cation field, pressrab and type
the location description in the next field.

Only click on the small tick box next to thecation field if the No
Accesshox on the Surveyor sheet is ticked.

If you tick this box then the rest of the row i®ged out so that you do
not enter any details. Move on to the next row.

Type in the three-letter material code for eactdiven

If you key in a correct code, the cursor automdtigamps to the next
field; you do not have to press thab key.

If you enter an incorrect code, the PC beeps. Cothe code and
continue.

If a box has been struck through, type a hyphem e field.
If a box is marked as a suspect item, type a hgsim ¢he field.

If you need to refer to the list of material cogees: can click on the link ‘Click here
to see a reminder of the material codes’ to disglduyll list.
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When you have entered the details of all rows @nttp section of the Surveyor
sheet, click on the Save Iltems and Continue button:

Survey Tracker carries down all suspect items @hoarked with a hash ‘#’) to
the second table, in the bottom half of the window.

Complete the details for each row in the seconkthyp adding the extra
information provided on the Surveyor sheet.

When you completed all the rows in the second fathiek on the Check Suspect
Items and Save button:

Survey Tracker checks the suspect items in thensktzdle to ensure they
contain sufficient information to be valid recordsy valid items disappear
from the table. Invalid items remain on the table.

Check and correct the invalid items as necesdagy, tlick on the Check
Suspect Items and Save button again to clear kie. ta

When the table is clear, a message asks if you wwgbceed to the next sheet.

If you have further sheets to enter for this sunatigk on Yes to display a new
blank Survey Data Entry window and repeat this pdoce from step 4.

If this is the last sheet, click on No and therselthe Survey Data Entry
window.

Version 2.13b
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0 ) )

Any samples that have been taken require laboraiwalysis. When the results are

received you must update the survey with the armsahgsults. This can be quickly
achieved by using Lab Tracker.

Refer to Chapter 6, Lab Tracker, for further instians on how to use Lab Tracker to record
and update analysis results.

If you have not purchased the Lab Tracker modulsrehe analysis results as
follows:

Display the required project on the Projects window
Click on the Surveys tab.

! Display the drop-down list on théhoose Taskfield and select th¥iew Survey
Data option to display the Survey Details window.

Do not use the Enter Survey option for amending or updasurveys.
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" Select the number of the sheet for which you wamnter analysis results from
the drop-down list in th&how Sheet Numbefield or select the required
building from theor Choose Buildingfield.

Copy the information from the laboratory analysisults sheet into the
following fields:

Identification

Asbestos Type

Confirmation of Product Type

Material Score.

Scroll to the right to see these fields.

You can use the Update Risk Score button to enhertotal scores for the
Material Score and Priority Assessment match time giuthe individual scores.

#  Close the Survey Detail window by clicking r in its top right-hand corner.

You can now print the draft report.
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#o,

When you have entered the survey data and samplgsénresults into Survey
Tracker you are ready to print the draft reporte Tnaft report must then be checked
by the Surveyor and any amendments made beforengritme final report.
To produce the report:

Display the required project on the Projects window

Click on the Surveys tab.

Summary survey details are displayed, including:
from and to dates of the survey
number of sheets in the survey

total number of items in the survey with a coddash recorded against
them

number of asbestos containing materials (ACMs)kénadown into:

- S -the number sampled

- SP - the number strongly presumed to be asbestos

- P -the number presumed to be asbestos

- X -the number containing the same material astemstample already
taken.

! Type the filename of the photograph that you wanige on the front cover of
the report in théront Page Photo Filenamdield.

" Display the drop-down list on théhoose TaskKield and select thBroduce
Reportoption.
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The report is printed and saved in the appropfatker.

Each time you print the report a copy is savechm @ppropriate folder as a
Microsoft Word document. If a copy already exigien the original is renamed as 4
backup. Subsequent copies are renamed Backupd, oethat no documents are
overwritten and a full document history is maintdn

Give the draft report to the Surveyor for checking.

$

When you receive the amended draft report, you mysiement any edits requested
by the Surveyor.
To amend the report:

Display the required project on the Projects window

Click on the Surveys tab.

! Display the drop-down list on théhoose Taskield and select th¥iew Survey
Data option to display the Survey Details window.

Do not use the Enter Survey option for amending surveys.
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Select the number of the sheet on which you wantake amendments from the
drop-down list in the&Show Sheet Numbefield or select the required building
from theor Choose Buildingfield.

Locate the data that you want to amend by scrobingsing the find facility,
and then make the required amendments.

# Add any notes for an item by clicking on ‘Add’ afthe Material code &
descriptionfield. If notes are already present, ‘Notes’ ispthyed.

$  Enter further details relating to the floors, metkescores or priority assessment
as necessary:

Enter any notes relating to the floors where itamesrecorded by double
clicking on theFloor column heading to open the Floor Notes window:

Update material score details on ACMs with inforimatfrom the lab by
double clicking on thélat. Score column heading to open the Material
Scores window:
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Update priority assessment details on ACMs witlerimfation from the lab
by double clicking on th@riority/ Access column heading to open the
Priority Assessment Scores window:

You can use the Update Risk Score button to emisarmtal scores for the Material
Score and Priority Assessment match the sum ahtfedual scores.
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% If necessary, select further tasks to perform lgcsimg the task from the
Additional Tasks field.

The following additional tasks are available:

Delete Duplicates

This option displays a screen showing all the aapé items for this
survey. Duplicate items may exist due to loadingrityping in a sheet
twice, or due to mistyping. In thHeletetickbox, tick the duplicate items
that you want to delete, then click on Delete Degikes. If you are sure you
want to delete duplicates automatically, click Yesthe two confirmation
screens.

Copy Location

Where materials are likely to be the same in maogtions, eg in all rooms
in a modern building, you can use this option tpycthe non-suspect items
(non-ACMs) from one location to another. You therd only to record
what is different at each location. First seleet litcation from which to
copy, then specify the location to which to copy tton-ACMs and click

on Copy Location Details. Click Yes to confirm tbhapy and OK to return
to the Copy window to specify further copies.

PDA Copy Location

If you have purchased Tracker Mobile, this optioves you to copy the
non-suspect items (non-ACMs) from one location rded on the PDA to
another, in the same way as epy Locatioroption.

& Close the Survey Details window. You return to Sugveys tab on the Projects
window.

You can now print the final report.

Display the drop-down list on théhoose Taskfield and select thBroduce
Reportoption to print and save the report.

The report prints and is saved in the approprialigef.

Each time you print the report a copy is savecmappropriate folder as a
Microsoft Word document. If a copy already exigisn the original is renamed as 4
backup. Subsequent copies are renamed Backupd, oethat no documents are
overwritten and a full document history is maintan
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Tracker has a facility that enables you to genexatelectronic asbestos register
which you can give or sell to your client. Thisatenic register provides a
standalone MDHS 100-compliant asbestos registethioclient, which they can
interrogate and maintain as required by using AsiseEracker. You can create the
asbestos register in two configurations:

as an Access database — the client receives thbatat files and requires any
version of Access to run them. This configuratigsuitable for smaller
businesses or where asbestos is managed by a gergtan

as a Web-based database — suitable for intranetesnet use. This
configuration is suitable for larger organisationbere several people need
access to the register.

Contact Start Software for advice on setting upweb-based database if this is
required by your client.

To generate the Asbestos Tracker Register:

Display the required client on the Clients window.

Refer to Section 3.3, Working with client detafts; instructions on how to search for and
display the details of the required client.

Click on the Create Asbestos Tracker Register hutidoegin generating the
register for all projects for the client.

I Wait until a dialog box is displayed asking youwgestion about ports. (This
should only take a couple of minutes.)
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The question relates to the intranet or internet go which the web-based
version of the Asbestos Tracker Register will ofera

If you are generating a web-based version ask ipmai IT Administrator for
assistance in selecting the port, then enter thebeuand click oi©OK to
continue. If you are not generating a web-basesioer click onCancelto
continue.

A second dialog box is displayed.

If you want the client to be able to add their cagbestos items to the register,
click onYes To restrict the client to modifying existing iteronly, click onNo.

A further dialog box confirms that Tracker has $iméd generating the register
and informs you where the register is locatedlsib ¢ells you how to access the
readme file containing further instructions for yaaministrator.

# Click onOK to open the readme file.
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$ Read and follow the instructions in the readme fliey are customised by client
and contain information relevant to your distriloatiof Asbestos Tracker
Registers.

& . /

Survey Tracker provides you with a facility to @ddther surveys to an existing
Asbestos Tracker Register. This means that yowpédate a client's Asbestos
Register with new, updated information, perhapkWaihg a re-inspection or
additional survey.

If the client has modified or added to their AsbesIracker Register you cannot
simply generate a new register for the clientddiyid, the client’'s amended registe
would be overwritten and they would lose their admeents.

=

In order to preserve the client’'s updates and aments to their Asbestos Tracker
Register, you must first obtain the client’'s updatepy of their Access database(s).
You can then use this procedure to add furthereguirformation to the register.
To add further surveys to an existing register:

Obtain the updated Access database *.mdb file¢s) the client.

Display the project that you want to add to the éstbs Tracker Register on the
Projects window.

! Click on the Surveys tab.
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" Display the drop-down list on ti@hoose Taskfield in the top right-hand corner
of the Surveys tab and select thed to Asbestos Tracker Regisbgtion.

A message is displayed to confirm that the prdj@stbeen successfully added
to the Asbestos Tracker Register.

Deliver the updated Asbestos Tracker Registeréatient.

o £ 0

It may be necessary to import into a client's AsbeJracker Register data not
surveyed by you or your usual surveying companyef@mple in order to include
data coming from another asbestos consultancyiegsr

To import the data, you must include the third-paidta in the “Register” table in the
Asbestos Tracker database for the client in questio

If the client has modified or added to their AsbesIracker Register you cannot
simply append the new data to the database youfbolthe client. If you did, the
client’s amended register would be overwritten &mely would lose their
amendments.

In order to preserve the client’'s updates and aments to their Asbestos Tracker
Register, you must first obtain the client’'s updatepy of their Access database(s).
You can then use this procedure to add third-partyey information to the register.
To add third-party survey data to an existing regis

Open the Asbestos Tracker database in Access.

Open the list of objects in the database by prg$sii.
! Click onTablesand select the “Register” table by double clickamgit.
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The easiest way to get data into this table iofty@and paste one row of data
from the Register table into Excel, use this rova asmplate, and enter the new
data in the rows beneath it in Excel. The new &athen in the correct format in
Excel and you can insert it back into the Regitble. The remaining steps in
this procedure describe in detail how to perforia task.

Highlight one row of data in the Register table artectCopyfrom the Edit
menu.

Open up Excel and seldeastefrom the Edit menu to paste the copied row of
data into a new spreadsheet.

Note that you automatically have a header row tp eu enter the new data in
the correct format.

# Use the pasted row as a template for the new,-ffdrty data that you want to
insert. Type, or copy and paste, the new datatimaows beneath.
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$  Highlight the rows of new data in Excel and seféopyfrom the Edit menu.

% Switch to the Asbestos Tracker Register table ine&s and seleftaste Append
from the Edit menu.

The new data is appended to the Register table.
& Deliver the updated Asbestos Tracker Registeraatient.
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