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Minimum Specification

To run Trackbase Lite you will need the following minimum specification:

Microsoft Windows 95, Windows 98, Windows ME, Windows 2000, Windows XP or Windows NT
v4.0 or higher

If you are running on a Macintosh then you will need to be running a Windows emulator
At least 64MB of memory (128MB for best performance)

At least 100MB free hard disk space. We recommended you have at least 2MB extra per 1000
projects you put on the system

If you require access to ABI's website service then it is recommended you have Microsoft Internet
Explorer 4.0 or higher or Netscape Composer or Navigator

If you have chosen to receive your weekly data via email then you will need access to an email
management program such as Microsoft Outlook Express, Microsoft Outlook or Lotus Notes

Optional extras you may need if you choose to use the mail merge feature of Trackbase are
Microsoft Word, Microsoft Excel or Lotus WordPro

The above is a recommended minimum specification for standalone Trackbase Lite.
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Installing Trackbase Lite

Installing from CD

To install Trackbase Lite from CD, please follow the steps below:

1. Close any programs you have open on your computer.
2. Insert the install CD.
3. The install wizard will now initialise:

a. |If your computer does not have Autoplay enabled then you will need to start it manually. If it
does then please skip to step 4.

Click on your 'Start' menu.
Click on 'Run'.

Type in d:\setup.exe and press ENTER.

®© 20T

The installation will now begin.

Trackbase Lite Setup is preparning the [nztallS hield(r]
Wwizard which will quide vou through the rest of the
= zetup process. Please wait.

B s

4. Once the install wizard has finished loading you will be taken to the welcome screen.

Welcome §|

YWelcome to the Trackbase Lite Setup program.  This program wil
inztall Trackbaze Lite on your computer,

It iz strongly recommended that you ext all Windows programs
before running this Setup program.

Click Cancel to quit Setup and then cloge any programs you hawve
wnning. Click Mest to continue with the Setup program.

WARMIMG: Thiz program iz protected by copyright law and
international treaties.

Unauthonzed reproduchion or distnbution of thiz program, or any
partion of it, may rezult in severe civil and criminal penalties, and
will be prozecuted to the maximum extent possible under law,

| MHest > | Cancel

5. Press ‘Next’ on this screen.
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6. You will then be shown a screen asking where to install Trackbase Lite.
C:\abitb where a folder will be created.

Choose Destination Location

Setup will install Trackbase Lite in the following directan.
To inztall to thiz directory, chck Mest.

Ta inztall to a different directory, click Brawsze and select another
directory.

Y'ou can choose not to install Trackbase Lite by clicking Cancel
to exit Setup,

Destination Directary

c:habitb Browsze...
< Back | MHext > | Cancel ‘

Note: Trackbase Lite cannot be installed to a location with a name longer than 8 characters.
7. If you want to change this location click on 'Browse' and select a new location to install to.

8. If you want to install to the default location then press 'Next'.

9. The next screen you see will display the settings that the installation has detected.

correct click on 'Next'. If these are incorrect in any way click on 'Back' and change the relevant

settings.

start Copying Files

Setup has enough information to start copying the program files.
If powy want to review or change any settings, click Back. [f you
are gatisfied with the settings, click Mext to begin copying files.

Current Settings:

X

Setup Type:
Complete

Target Folder
c:hahith

Uszer Infarmation
Mame: Elaine Turburville
Company:

< Back | MHext » | Cancel

10. Trackbase Lite will now begin to install.

By default this will be

If these are
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=2 Setug

Trackbase Lite

Decomprassing Flas In cipbih
bb_help chn

11. Once the installation has finished you will see a screen similar to the one below:

Setup Complete

Setup haz finished copuing files bo wour compter,
Setup will how launch the program. Select pour option below.

[ Yes. Launch the program file

Click Finizh to complete Setup.

InstallShield

< Back I Firizh I

Note: Depending on the version of Windows you are using, this screen may vary. On some versions
you may be asked at this point if you want to restart Trackbase Lite. If so, please select to Restart the

computer.

12. Do not click the option to launch Trackbase Lite and click on 'Finish'.
13. The install wizard will close.
14. It is recommended that you restart Windows before using Trackbase Lite for the first time.

15. Once you have rebooted your computer Trackbase Lite can be started by clicking on 'Trackbase Lite'
from 'Programs' within your 'Start' menu.
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Installing from the Internet

Trackbase Lite can be downloaded and installed from the Trackbase website but this is only recommended if
you have a fast internet connection such as broadband, ADSL, ISDN or a leased line. Downloading over a
56k connection is possible but not recommended as the install file is 15MB in size and can take up to 8 hours

to download.
To install Trackbase Lite from the website please follow the steps below:

1. Close any programs that you have open.

2. Log onto the internet and go to www.abibuildingdata.com/trackbase.

3. You will see the page shown below:
B = ]

Ein Edt Yew Favoeter Jook  Heo -
e T R - I B R T S R |
Sdp  Rehesh  Homn | Seach Faeder Meda  Holog Mad Part Edl Diseams
T Pr———— =] @0
Downloads
Trackt
Trackbasel Upgrade (120E) IBES I
BUSINESS BUILDER
Buszess Budder (J0ME) (W3 ME/NEF
==k
=

2] ene

D Irdeat

4. Click on the first link on the page, which is for the Trackbase Lite installation file.

5. Depending on the version of Windows you are using, you will see a screen similar to the one below:

File Download |

2)

Some filez can harm pour computer. |F the file infarmation below
lonks suzpicious, or vou do not fully trust the zource, do not open or
zavwe thiz file.

File name: SETUPEX.EXE
File type:  Application
Fromm; 195.97.231.215

& Thiz type af file could harm wour computer if it containg
rmalicious code.

Ywhould pou like to open the file or save it to your computer?

Open |

¥ flways ask before opening thiz e of file

Cancel Mare [nfa

Note: Screens can vary depending on your version of Windows. Whichever screen you see you should
have an option to 'Save' or 'Save As'.

6. Click on the 'Save' button.

7. You will then see a screen where you can choose where to download the installation file.
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Save As EHE

Save_in:lEl (C:) j ﬂl

LB Migration: 1 dbarchve 1 Macromedia L Puaw
Backup CaDel @ by Documents 1 5undzs
bauwerk (1 Dellutil [ orawinds (1 thii
carsh (1 dhillste (1 Phwind (T thiiz 5
Cdrom Cdgs CIPC Info (T thiiz &
Data Gl Install Files [ Program Files (] thiia

L | 2

File name:  [SETUPEX.EXE Save |
Save as type: I.-’-'-.ppliu:atiu:un j Cancel |

8. Choose a location and click on 'Save'.

4

9. The file will now begin to download.

77% of SETUPEX.EXE Completed |

£
&
Saving:

SETUPEX.EXE from 195.97.231.215

EENEEEENENENENEEEENNEEENNNENENEEER
E ztimated time left: 34 zec [11.3 ME of 14.7 ME copied)
Download to: CASETUPES.EXE

Tranzfer rate: 100 KB/Sec

™ Cloze thiz dialog box when download completes

[Hpet [IEen Ealder | Caricel I

10. Once the download has complete you will be given two options. If you want to continue with the
installation click on 'Open'. If you want to do it at a later date click on 'Close’.

11. To continue with the installation, please refer back to step 3 within “Installing from CD” section
above.
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Running Trackbase Lite for the
First Time

Opening Trackbase Lite

An icon is not automatically placed on your desktop for Trackbase Lite. You can access the program by
going to the 'Start' menu and then 'Programs’.

If you wish to have an icon on your desktop please follow the steps below:

1.

2
3.
4

Single right click in any blank area on your desktop.

On the menu that opens, go to 'New'.
Click on 'Shortcut'.

You will be given a screen asking you to indicate the location of the program you are creating a
shortcut to:

Create Shortcut @

This wizard helps vou to create shorkcuts to local or
network programs, files, Folders, computers, or Internet
addresses,

Type the location of the item:

|

Click Mext to continue,

Cancel

Click on the 'Browse' button.
You will be shown a browse screen. Go to your C: drive and then into the folder called ‘abitb’.
Click on the 'TB32.EXE' icon.
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Browse For Folder

Select the target of the shortcut below:

= S Local Disk ()
= [3) abitb
[C3) sqlamys0

_DEISREG.ISR
[%] _1srEGIz.OL
%] banner1.qif
I:] banner2. gif
' bb_help.chm
DelsL1.isu
é] empty,db
é] emptytb.db
[%] libjec.di
|%] libjsybheap.di
[%] phdwegn.di
|%] phadban, di

[%] phvman,di

W

o,

:
[%] th.db

Make Mew Folder [ (874

] [ Cancel

8. Clickon'OK'.

9. You will be taken back to the ‘Create Shortcut’ screen.

Create Shortcut

This wizard helps vou to create shortcuts o local or

network programs, files, Folders, computers, or Internet
addresses,

Type the location of the item:

| [ Browse. .,

Click Mext to continue.,

Mext = l[ Cancel

10. Click 'Next'.

11. On the next screen give your shortcut a name.
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Select a Title for the Program El

Type a name For this shortout:
Trackbase Lite|

Click Finish ko create the shortout,

[ < Back. ” Finish l[ Cancel ]

12. Click on 'Finish'.
13. Anicon will now appear on the desktop for Trackbase Lite.

14. Double click this icon to start Trackbase Lite.

Registering Trackbase Lite

The first time you run Trackbase Lite you will see a Welcome screen. Once you have read this screen, click
on 'OK'.

Trackbase Lite

Welcome

Trackbaze Lite haz zuccessfully been inztalled and will now run for the firgt time.

'ou will now be prompted to ingert some information to register your gpstem. The person
name and company name should be the name of the persan who uses the system and
the name of the comparny who haz purchazed the licence for this program, respectively.
The usend can be any number between 10 and 939 [inclusive). Note, howewver, that if
thiz iz a network. installation, the uzend should be different to eveny other maching on
the netwark.

Impartant: At the moment the system does nat cantain any information and will therefore
zignal that it haz expired. To enable your system, impart a recent datafile.

Iv Reaqister Default Uzer Fields

You will then be asked for some registration details. These are for the person who will be using Trackbase.
You will be asked for the following details:

e User Name

e Company Name

e UserlID
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Trackbase Lite

Registration

plame: [EEINe Turburyile

Company A8 Building Data

Userid|! Dl I

Important: The userid should be 3 unigue number greater or egual to 10

and should be allocated to each user.

Fill in all of the details. The User ID number can be any number between 10 and 999.

Note: If you have more than one Trackbase licence it is recommended you choose a different User ID for
each user.

Once you have filled in your details click on 'OK'.

You will then see a message saying that ‘Trackbase Lite has expired’. This means that your database is
currently empty and you need to import some recent data into it to activate.

Trackbase Lite P§|

\IJ‘) Trackbase Lite has expired. Import a recent data file to ackivate ik,

Trackbase Lite Expiry

Trackbase Lite has a built in feature where if you don’t import any recent information for more than 5 weeks
then the system will expire and lock itself. You WILL NOT lose any information but you will need to import
some data that is less than 5 weeks old to reactivate the system.

If your subscription to ABI has expired and you wish to continue using Trackbase Lite please contact your
ABI Account Manager on 0151 353 3500 who can discuss this option with you.
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Main Menu

The Trackbase Lite Main Menu is the first screen you see every time you open the program. You can
access the project information screen and Data import options.

¥ Trackbase Lite E |§|@
i

le Action DataManager Database Manager Help

ABI

BUILDING DATA LTD

. ITE

organize your businezs leads

The construction project tracker
Welcome... 0O YOU NEED FULLY TAILORED CONSTRUCTION INTELLIGENCET W || SUPPORT INFORMATION ¥
to Trackbase Lite, the ) ] __ Contact:
construction project tracker Az your Buzinesz Builder 2ubzcription progrezses, vou Swﬁchﬁuard
that allows you to view and may find that you need a more tailerable service, by Telephone:

project value, or build type for example. Our Databuild

0151 353 3500

=service can provide this fully tailered selution, az well
access to our complete construction inteligence
databaze called Trackbaze Pro. For mere information,

| please contact your Account Manager on 0151 353 3500.

wia your PC.

Fax:

0151 353 3501

Email:
info@abibuidingdata.com

ABINEWS ¥

CONSTRUCTIONINTELLIGENCE ONLINE W7

Using our Business Leads service through ABI
Interactive, you would receive information cn
construction developments the same day as cur market
regearchers do - this is thanks to ABFs innovative
approach in uging leading edge technologies to provide
the highest levels of 2ervice to you. Please contact your
Account Manager on 0151 353 3500 if you are interested
in finding out more.

IMPORT »

HELP CENTRE »

hittp: / fwiavn, abibuildingdata. com

The options are as follows:

Projects

This will open the Projects screen where project information can be viewed and manipulated.
Import

This will allow you to import your information from email, disk or the internet.

Exit

This will allow you to shut down Trackbase Lite.
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Importing Data

Importing From Floppy Disk

If you have chosen to receive your data via floppy disk then you will be sent a set of one or two disks each
week. These disks can then be used to import your weekly new and updated information.

To import your data from floppy disk please follow the steps below:

1. Insert the first disk of the set (if you receive two disks then insert disk 1 of 2 or if it is single disk insert
disk 1 of 1).

Open Trackbase Lite if it is not already open.
Click on the Import button.

You will then be shown a 'Select Data File' window:

Select Data File @@
Look in: | S 3% Floppy &) j £k E3-

Ftem.ExE

File: mare: |
File= aof type: |,-’.'.,E| Data Filez ﬂ Cancel

5. It should automatically pick up the floppy disk but if not drop down the 'Look in' box at the top and
click on the '3% Floppy (A:)".

You will see a file called TBII.EXE, click on this file.
Click on 'Open'.

A black MS-DOS screen will now appear and run through extracting the first disk.

© ® N o

If you have a set of two disks, you will see the following message:

e A:\TBILEXE

ARJSFEU 2.68 — ARJ Archive Self-Extractor. TBII.EAE —7 for help
Copyright <c> 1998-927 ARJ Software, Inc. All Rights Re»Berd Nnu 16 1997

Processing archive: A:\TBII.ERE
Archive created: 20@4-11-24 14:25:54, modified: 2084-11-24 14:25:54
Exg;acting TBI1.DB to G:~ABITB:TBII.DE Continued on next wolum|

1 file(s)>
Insert diskette with next volume ¢2>. Enter "Y' when ready: _
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10. Remove the first disk and insert the second.

11. Type "Y' and then press ENTER.

12. Trackbase Lite will now extract the second disk.

13. If you only have one disk then the extraction will just continue.

14. Once the extraction has completed it will show a message saying 'Finished — Thii' in the blue bar at
the top of the screen.

Note: If you are using Windows 2000 or XP this window will close automatically.

*% Finished - Thii

a T with ne
Ting TEII.DB

Xtractor. TBII
., Inc. A1l Ri

16

1997

15. You can now close this screen.

16. You will then be shown an import progress screen where Trackbase Lite will show your information

being imported.

Trackbase Lite

Data Import

Stages inspected:
Stages imported:

Leads Last Session:
Last Importation Time:
Starting Time:

Source File:
Destination Directory:
Perzan:

Company:

Post Date:

Leads thiz session:

Impart Progress:

Last Post Date Imported:

Importing project stages, please walt...

100
100

2411 2004

2755

4 Minuter=) And 2 Second(=)
09:39:28

C:thiizip

ciabith

24.11.2004
140

Note: Depending on the number of projects being imported and the speed of your computer, the data
import can take anywhere between 1 minute and 3 hours.
slowly. It is recommended that you do not try to reboot the computer at any point during an import as

this can cause errors in the database.

During this time your computer may run

If your PC does crash during import, please contact ABI

Technical Support on 0151 353 3500 immediately. The import screen will show as 'Not Responding'

during the import.

Once the import process has completed you will be returned to the Main front screen of Trackbase Lite.

Importing Data
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Importing From Email

You can also receive your data via email. You will receive one email with an attachment called either
TBILLEXE or TBIL.ZIP. You may also see a second attachment which will begin with ATT. You can ignore
this second file as it is an email use statement.

Many anti-virus scanning applications will now block any attached files with the extension .EXE. The reason
for this is that a lot of modern viruses are sent in a .EXE format. If you are having problems receiving your
data as an .EXE file please let us know as we can send the data as a .ZIP format which should pass through
your anti-virus software and allow you to receive your data.

All emails sent by ABI are virus scanned by www.messagelabs.com to eliminate the chance of sending out
viruses. If you are concerned about any aspect of this please contact ABI Technical Support on 0151 353
3500.

To import your data from email please follow the below steps (example shown is Outlook 2002. If you do not
use this program please contact us for further helpsheets):

1. Open your email program (i.e. Outlook Express, Outlook or Lotus Notes).

2. Open the email you have received from ABI:

e Edt \ew Fovgtes Joos  gotions  teb B
Cflew ¢ 0% X Dugedy PuRepltod) WO Fomwd o YSendimegeve  fofpnd G [0 = (s
Gek D ]| Q@ skt %y
Bk = Inbox . | A DTS (e 9 i
Outiook: Shortcuts | [ 0)|¥/ ] From Subject C =
B (D ABL/ICW Production Department  Dota - T0Z / Bullder - 12/09,03 - 520135 Mo 4210
Shaetcads - a
I e AaY e BE: Trachbase Dats gt Mo 1540 O L
Fakrbox (1] G Jean Prerre Bdnard U eommon ustemes Heeel France Men 15903 0751
¥ Seort Danvison Fri 129 1553
AT Emals G Fabieh, Daveed BE: Db - 59+ - 31900 fugpst 03 TIP Fri 12/9/09 10:32
Chdndy A% Andy Crichon THe miysterious trackbase kemel32. i problem Thas 11/9003 15:06
£ 0 fuh Duckiey Dt - 43~ - TS0 Tha 10/8/0 14:40
(FACH Logpst G oy sttt Emading: Bok2. ok, Query from Baclagb. gy, Book? The 119003 10:38
Syl 3 roy matthews Bookl.ds Tha 1053003 10:107
w Lor e Pulford W ABL Webste - feedbick form Thas 209/03 0947
) Customes Suppest ] Steve Shelley R label framat Thas 184303 09:24
@ Stave Shelay Be: lsbel Format Thas 1000 09: 10
Do G Seve Shedey Lot Fermmnt Thes 18903 08:58
Dl e 3 ABLICW Production Department Doata - NODS - - 32481 The 1019003 09:55
a Lz MeCanthy R Trackbasa 2 Tranng wed LO#I0 1503
TiElare G lMcwihy B Teachbase 3 Trainieg Wed L0 1500
CFrewal Logs 3 0 ABLICW Production Department Oata 57 - KT Wed LOSIO 1201
] » wed L0f90 12:00
a1 3 Do Witk R st Expert, Tun 99103 1540
CiHome S ¥ 0 ltnl Custonmar Frofilrg Letters and Questionnanss Tue 99 150
Y Dl Whitsa Bin: Dk Expnt, Tum 9/9/03 14:18
il ) G0 roymatthews Emaling: ABL Migration T 19703 14:02
(¥ 0 Maris Thorpe Fovi Favr Dats Formats T 99700 0900
Dotk @Y Muie Therpe Fw: ABE Trtieieny Cinm s Meon B0 1545
W 0 Evans, ¥iv - Rovacsbin RE: Trackbase traning Mon /4100 15:37
DL andmak J
E1¥ 0 Lz MeCarthry EFFITHLSH Apportment Mon B[O 15:08
Ml Loge I¥ Loerane Puiced e BT Website - help Form
0 Ao Attt Data - 57 - R
FaPorzonal 2
E) 0 A Aot Dota-57- - 185
ba Ll 3 Alen Sbbott Dty -57- - RUE
£ 0 Alen Abbatt Data- 57 - - R
Dfeesch 2| S s )
SN T —— Rereyes beesm trial
Othes Shartcues 3 ¥ Rachel Gaffkn P Trackbase =]
245 e, 1 Uread
st HECG@AE © AL || e EICASE- Db | [ Conporariine. | B habdoc-.. | PIRE T R

3. You will see the attached TBIlI file:
[ Dato 162 / BBuider 12/09/03 528135 Messoge Plaim ey mIE|

© Ble Edt Wew Insert Format  Tools  Actions  Help Type 3 question For help =

£ @aReply | GiReplyto Al GEFornard (S Ey | v DT X 4 - w - 45 3

| @ Extra lne breaks in this message were removed. To restare, click here,

From:  ABIfICW Production Department [production@abi-uk.co.uk] Sent: Mon 15/9/03 14:18
Tao: david. price@abibuildingdata, com
o

Subject: Data - TB2 { BBuilder - 12/09/03 - 528135
Attactments:  [~ibii exe (1 MB)

Please find attached your data as requested. If you reguire any mare infarmation or have any questions regarding =l
the range of services we provide, please reply to this email

Regards

ABI Building Data Ltd, 0151 353 3500
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4. Single right click on the attached file to bring up the options menu.
5. Click on 'Save As'.
6. You will then be given a 'Save Attachment' window.
7. Choose a location to save the file to. It is recommended that you save the file directly into your C:
drive and not into any folders:
Save Attachment EHE
Save in: Ig ()] j Lo @ *Ch EH - Tools -
|_Ji4BI Migration; [ZIPCInfa 4B/ Data Options. doc Config 000
@ | Backup [ | Program Files abl_dlrect\ons.doc Config. 001
Histary |1 bauwerk. Cd P Auloexec.DDD Config.002
|1 carsk [C15und26 Autoezec. 001 Config.003
I Cdrom [ thii [#] utoesec 002 Config (04
@ g Data Cati25 Auloexec.UU3 config bak.
My Documents |1 dbarchwe Ctbizk Auloexec.UEM Corfig. sys
I_1Del (1 thicld Auloexec.DDS config sys.backup
7 |1 Dellutil Cdtemp Auloexec.DDE cy_ascil.bxt
BQ 11 dhillstr (21 webpass Autoexec.bak del bat
Desktop D gs D Wdindows Auloexec.bat ﬁ] Dl =dr
g Inztall Files Caws Fip Autoexec.bat backup DS bat
20 Macromedia 1wl Temp i’l Bootlog.prv ﬁl Detlog.old
L @ My Docurments (C1Yamsha % Bootlag bt E Detlog.tat
Favarites |- orawind5 %] 4g0jaomn.sy=s [ command com Ernorlog.t«t
|1 Phuing (] daljawt3.sps ﬁcommand finizh dat
9 L . .
weh Folders  File name: Ithii-EXE j Save
Save as typet [all Fies (%) | Cancel

Note: Please do not rename the file as Trackbase Lite will not be able to read it.
8. Click on 'Save'.

9. The window will close. Close the email and minimise your email program.
10. Open Trackbase Lite.

11. Click on the Import button.

12. You will be shown the 'Select Data File' window.

13. Drop down the 'Look in' box at the top and click on your C: drive.

Select Data File HE
Look in [ = 188 -l & & ekl
Prrgi [ temp E thil. ee
SundZB (i webpazs
thii 1 'windaws
thii2.5 COWws Fip
thii2. & _I'wlUTemp
thiiald C1*vamaha
4 |»]
[

File name: | / Open I
Filez of pe: I,-’:-.BI Data Files / j Cancel |

14. You should see the file that yoé saved (you may or may not see the file extension at the end).

15. Click on this file to select it.
16. Click on 'Open'.

17. You will be given a message stating how long your last import took. If you wish to continue click on
'Yes'. If you want to leave the import until later click on 'No'.

18. Once you click Yes a black MS-DOS screen will appear and will continue to extract the file.

19. Once the extraction has completed you will see a completion message like the one below:
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5 Finished - thii

20. Once it says 'Finished — Thii' in the blue bar at the top you can close this window.

Note: This window will automatically close in Windows 2000 or XP

21. You will then be shown an import progress screen where Trackbase Lite will show your information

being imported.

Trackbase Lite

Data Import

Stages inspected:
Stages imported:

Leads Last Session:
Last Importation Time:
Starting Time:

Source File:
Destination Directory:
Perzan:

Company:

Pozt Date:

Leads thiz session:

Import Progress:

Last Post Date Imparted:

Irporting project stages, please walt...

100
100

24.11.2004
2733

4 Minuters) &nd 2 Second(s)
059:39:28

C:thii.zip

ciabith

24.11.2004
140

Note: Depending on the number of projects being imported and the speed of your computer, the data

import can take anywhere between 1 minute and 3 hours.

During this time your computer may run

slowly. It is recommended that you do not try to reboot the computer at any point during an import as

this can cause errors in the database.

If your PC does crash during import, please contact ABI

Technical Support on 0151 353 3500 immediately. The import screen will show as 'Not Responding’

during the import.

Once the import process has completed you will be returned to the Main front screen of Trackbase Lite.

Importing Data
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Importing From the Internet

The third option for getting your data into Trackbase Lite is to import it from the ABI website. Please contact
your ABI Account Manager to obtain your username and password on 0151 353 3500.

To download and import your data from the web, please follow the below steps:

Open your web browser (i.e. Internet Explorer or Netscape).

Go to the website www.abibuildingdata.com.

3. Click on the Downloads button (the quick log in section is for Interactive users only and cannot be
used to access your Trackbase Lite data).

FI z abwed marknt wdrlhypencn = sall Inbmrnt E aplones

A

" Skp  Reesh Homs | Sowch Favorles M
Agkrens [B) e/ veven sbiudingdata com

informa;c:m th :
power %

[‘to grow your business |

QUICK Usermame
[y —
@ Our products “: About ABI @ Camact us [ Downisacs {é) Customer Area

Welcome to ABI Lo TESTIDEET

Springer | 5 v

] b vevers bibusingdaes conm/ dovmisadtdon,_index him D It

4. You will be taken to a log in page.

0 - Whcrozoll Intesned Eaphonn
Ble Edt Yew Fovote Jock Heo
R I I - T~ [ R e e I - R
Back Skp  Rewsh Home | Seach Foveles Meda Holy | Mal Pt Edl Dicuss |
Agens [] b/ veven sbbvabdingdstas o ok dem_ireben hin =] @B Liks

ease ol ata: [This Week |

Sml i

] @ it
5. Type in your File ID number (this will be your 6 digit number).

6. Next type in your password.

7. Under step 2 select the week you require.

Note: Data is uploaded every Wednesday morning and will be available for download by 11am.
8. Click on 'Submit'.
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9. You will then be taken to a screen where you can download your file from:

FEr
fie Ed Yew Favontes Jookt Help -
S e N (< T~ - B T2 LR R -
Back Step  Relmsh  Home Seach Favordes Moda  Hology Had Pard Edt Drgims
Addess (] b /vwven sbibubngdata <o dovkesda/ dem_idas. bim =] @B Liks
"
ABlI
ah Ty Ly (7
& Our prosucts @ About Al [ o, ® Customar Assa & et 80 Homme
Creating import file.... Completed
- Click HERE for your data file
8] o Irserat

10. Click where it says 'HERE' to download your file.

11. Depending on the version of Internet Explorer or Netscape you are using you will get a screen
similar to the one below:

File Download | x|

Some filez can harm your computer. If the file information below
looks suspicious, or you do not fully trust the source, do not open or
zave thiz file,

File name:  thii.zip

File tupe:  "Wincip File

From: 195,87 231 215

Whould pou like to open the file or zave it to your compuker?

Open |

W Always ask before opening this type of file

Cancel tore Info

12. Click on the 'Save' button.
13. Next you will be shown the 'Save As' window.

14. It is recommended that you download the file into the root of your C: drive and not into any folders.

Save Ag HE
Savejn:lEl ] j gl
ABI Migration [_ dbarchive 1 Macromedia [ Pysw
Backup Coel ﬁ My Docurments | Fecycled
bauwerk 1 Dellui [ arawinds C15undzs
carsh (1 dhillstr [ Phwind (1 thii
Cdrom Cdas CAPC Infa Cathiz5s
Data bl Irstall Files [ Program Files iz B
Lel | [
File: parme: thii. zi Save I
Save a: ype: I\N’irZip File j Carcel |
A

15. Once you have selected your download location click on 'Save'.
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16. The download will now begin:

9% of tbii.zip Completed !IEI

Saving:

thii.zip from 195 97231215

(1]

E ztimated time left: 42 zec [77.5 KB of 1.40 MB copied]
Download bo: C:hthil.zip

Tranzfer rate: J2EKB/Sec

™ iClose this dialog box when download completes

&

[Hpen [Imen Ealder | Canicel I

Note: On average file sizes are around 1.5MB in size. On a normal 56kb dial up connection this could
take approximately 20-30mins to download.

17.
18.
19.
20.
21.
22.

Once the download has completed, click on the 'Close’ button.
Close the Internet.

Open Trackbase Lite.

Click on the Import button.

You will be shown the 'Select Data File' window.

Drop down the 'Look in' box at the top and click on your C: drive.

Select Data File HE

Look i [ = (€ = ck|

File: nianne: |t|:|ii.2i|:| / Open I
Files of type:  [4B1 Data Files / =] Cancel |

1 Prsw (1 thiiald 1 amaha

| Recycled (i temp Q

1 Sund26 (i webpazs

1 thii (1 Wwindows

1 thiz. 5 COws Fip

] thiiz. & _1wUTemp

4] [»]
/

23.
24.
25.
26.

27.
28.

You should see the file that you saved (you may or may not see the file extension at the end).
Click on this file to select it.
Click on 'Open'.

You will be given a message stating how long your last import took. If you wish to continue, click on
'Yes'. If you want to leave the import until later, click on 'No'.

Once you click ‘Yes' a black MS-DOS screen will appear and will continue to extract the file.

Once the extraction has completed you will see a completion message like the one below:
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A e e ] [N

0 - AR] Archive self-Extractor. TBII.

Copyright.(c) 1990-97 ARJ software, Inc

Processing archive: C:\TBII.EXE
Archive created: 2003-09-10 08:34:20, modified:

Extracting TBII.DB

Extracting PTINDEX.TXT
Extracting FINISH.DAT

3 file(s)

to c:\thii\TBII.DB
to c:\thii\PTINDEX.TX
to c:\thii\FINISH.DAT

EXE -7 for help.

A11 Rights Reserved. Nov 16 1997

2003-09-15 14:17:10
OK

OK
OK

Note: This window will automatically close in Windows 2000 or XP.
29. Once it says 'Finished — Thii" in the blue bar at the top you can close this window.

30. You will then be shown an import progress screen where Trackbase Lite will show your information

being imported.

Trackbase Lite

Data Import

Stages inspected:
Stages imported:

Leads Last Session:
Last Importation Time:
Starting Time:

Source File:

Destination Directory:
Perzan:

Company:

Pozt Date:

Leads thiz session:

Import Progress:

Last Post Date Imported:

Importing project stages, please walt..

100
100

24.11.2004

2755

4 Minuter=) And 2 Second(=)
09:539:25

C:thii.zip

c:ahith

24.11.2004
140

Note: Depending on the number of projects being imported and the speed of your computer, the data
import can take anywhere between 1 minute and 3 hours.
slowly. It is recommended that you do not try to reboot the computer at any point during an import as

this can cause errors in the database.

During this time your computer may run

If your PC does crash during import, please contact ABI

Technical Support on 0151 353 3500 immediately. The import screen will show as 'Not Responding’

during the import.

Once the import process has completed you will be returned to the Main front screen of Trackbase Lite.

Importing Data
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The Project Screen

Viewing Projects

The projects screen is split into three main segments. These are the project summary, associated contacts
and project details segments.

% Trackbase Lite

File Edit Window Projects C

B £
All Mew Updated | w And Updat
r

% New And Updated Projects

~ ~
POWER £500,000,000 Conzsulting Engineer [UPDATED:
POWER £90,000,000 Elsam Engineering A/S
Kraftvaerksvej 53, DK-7000, Fredericia, Denmark
MIED DEVELOPMENT £100,000,000 Phone:  +45 7923 3333
RAILWAY £130,000,000 Fax: +45 7555 4477
¥|| Email.  mai@elzam-eng.com v
£ > £ >
~
MERSEYSIDE
SITE ADDRESS: Burbo Bank, Crosby, Liverpool Bay, Merzeyside, L
= ||e500,000,000
=~ '||TENDER
SCHEME: 60 wind turbines to provide SOMW of renewable environmentaly || NEVW BUILD

friendly electricity, five kilometres from the shore at Burbo Bank, Crosby and

10 kilometres from the beach at Southport. Each turbine has a 20-25 year Plan App: 2004/5 200-171292

LiE, A Yy £ b ACro blad o S0r t, th, 4, il b
4 > &3 & = % §
Priar Mzt Mare Delete Print il MargelExp lo. OF Project Sroject Nate: sject Userfisl
Ready

There are four different modes of view for looking at projects. These can be accessed from the top tool bar
and are:

)
View All .

This will display every project you have in your system so far.
i

This will display just the new projects you have imported from your last data file.

View New

View Updated &
This will show you projects that are already on your system and have been updated by the latest data import.

View New & Updated ﬁ |

This will show you a combination of both the new and the updated projects imported from your last data file.

Clicking one of these buttons will display a list of projects in the top left box. This is a summary view:
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FLATS/SHOPREST AURANT £1,000,000
SERVICE STATIONMHOTELRESTAUR,£2,500 000
ROMD £7 000,000
HOUSING £2 350,000

£ »

As you scroll across you will see the following columns:
Title

This is the title of the project.

Value

This is the overall value of the project.

Location

This is the planning office location for the project.

Stage
This will tell you the project’s current stage (i.e. detail planning, contract awarded, etc).

Reported
This is the date the project was first reported on by ABI.
ID

This is the unique project ID number assigned to every project by ABI.

To view more information about a project, double-click on the project title. This will display information in the
other two boxes. The top, right-hand box will display any contacts associated with the project. The bottom
half of the screen will show you further details about the project, such as description, development type and
site address.

4 Trackbase Lite
File Edit Window Projects Help

BwBDe > | B
.
% New Projects

FLATS/SHOP/RESTALRANT £1,000,000 Cliertt {UPDA TED: 67
SERVICE STATIONHOTELRESTAUR.£2,500,000 TJ Lowery Builders Limited
Riverside View, Basing Road, Old Basing, Basingstoke, F

Geat £7,000,000 Phome: 01256 465601

Faux:

£ >

rS

HOUSING BASINGSTOKE
SITE ADDRESS: East of Sainforn Lane, Oakley, Basingstoke, == £2 350,000
Hampszhire, RG23 ’ ’
_ ||OUTLINE PLANNING

SCHEME: Housing following demolition of livery stables. vaLUE: #2350,000 ||NEVW BUILD / DEMOLITION
(est] 47 Units; ENVELOPE: Windowws: cazement; STRUCTURE: Main
Structure: conventional construction; Roofing: pitched, SITEWORKS: Units: 47
demaolition, nevy access, soft landscaping, fencing; Plan App: BDBIS447
STATUS: Outline planning spproval sought (TP ref BDBIS9447). ) w

4 r & &9 8 EHE x

Mew records
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The Project Fields

The fields that can be viewed in the bottom half of the project window are listed as follows:

% Trackbase Lite
File Edit ‘Window Projects Help

e
r
4 New Projects

A

HOUSING ) BASINGSTOKE

SITE ADDRESS: East of Sainforn Lane, Cakley, Basingstoke, === £2 350,000
-2 b v

Hampzhite, RG23
_|[QUTLINE PLANHING

SCHEME: Housing following demelitian of livery stables. vaLUE: #2 350,000 ||NEW BUILD / DEMOLITION
(est) 47 Units; ENWELOPE: Windows: casement; STRUCTURE: Main
Structure: convertional construction; Roofing: pitched, SITEWORKS: Unitz: 47

demaolition, new access, soft landscaping, fencing; Plan App. BDB53447
STATUS: Cutling planning spproval sought (TP ref BDBAS9447).

4 & E =N EHE x

Rietuin to the project screen

Project Title
This is a brief description of the project.

Site Address
This is the site address of the project.

Project Description

A full description of the project including any materials used, the scheme, completion date, start date, status
and development type.

Reported
This is the original report date of the project.

Updated

The date of the last time the project was updated. On new projects this date will be the same as the
Reported date.

Location

This is the planning office location for the project.

Value

This is the overall value of the project.

Stage

The project’s current stage e.g. Detail Planning, Contract Awarded, Tender, etc.

Development Type

This is the development type of the project e.g. new build, demolition, refurb, etc.
ABI Reference

The unique ID number assigned to every project that ABI reports on. The ID number is comprised of 2
different numbers. The first is the project ID number and the second, which is separated by a hyphen,
dictates whether it has been sent by ABI or has been added by a user.

Note: Projects sent by ABI will have a trailing 0 or 1 whilst projects added by yourself will have a trailing
number equal to or greater than 10.
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Contacts

Any contact associated with the project is displayed in the top right box on the screen. This window is
scrollable so to allow you to look through all of the associated contacts in one screen.

You will be able to see details such as the contacts role on the project, the company name, company
address, any company email addresses, their phone numbers and fax numbers.

Architect [UPDATED: §

ShC-Lawvalin Limited

Wiettern House, 26 Dingwvall Road, Croydon, Surrey, CRO
Phone: 0205 6495225

Fa: 0203 5493335

Email; sncuki@snclavalin.com l
4| | »
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The Project Menu Bar

The menu bar at the bottom of the projects screen is where you can access some of the more advanced
features of Trackbase Lite. It can be used to do various different functions such as mail merge, printing and
making notes.

Below is a brief description of each feature:

Project Scroll 4 | >
Scroll between projects using these back and forward scroll buttons.
More @

By clicking this icon you can see a break down of all the project details.

% Trackbase Lite |:||§|fz\
File Edit ‘Window Help

T B e | I

¥ More About 'SERVICE STATION/HOTEL/RESTAURANT® Project

MnEEE Developme DE
Wew Build age Date
Outline Plal #5500

Startch

Ar

Hatels, mal 10

Restauran
Store

Petrol stati

Surface c4

X

Displays more information about the praject

The details you can view are:

Industrial Category: This describes the industrial sector in which the building is involved e.g.
‘Commercial’ or ‘Residential’.

Categories: This describes the function of the building e.g. ‘Shopping Centres’.

Development Type: This is the type of work being carried out on the project e.g. ‘New Build’ or
‘Demolition’.

Stage: This indicates the stage the project is at e.g. ‘Tender’ or ‘Detail Planning’.

Materials: This lists any materials that may be used on the project.

Start Date: This is the start date for construction.

Close Date: This is the closing date for tenders.

Area: This is the site area in square metres.

Units: The number of units within the building(s) or the number of buildings.

Storeys: The number of storeys within the building.

Delete =2

This button allows you to delete projects from your database. Please see the section 'Deleting' for
information on how to use this feature.
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Print &

This allows you to print off project information in a range of different formats. You can also export your data
to PDF format using the print option. Please see the section 'Printing' for information on how to use this
feature.

Mail Merge/Export =7

You can export your data from Trackbase Lite by using the mail merge and export feature. You can then
create mailing letters, labels, envelopes etc from the exported information. Please see the section on 'Malil
Merge/Export' for information on how to use this feature.

Project Count #
Clicking this button will count all of the projects in your current view

Project Notes @’

This option allows you to add notes to a project that can then be viewed at a later date or printed. Please
see the section on 'Project Notes' for a description on how to use this.

Project User Fields

This option allows you to add up to three User Fields to individual projects. Please see the section covering
'‘User Fields' for a description on how to use this feature.

Close

This button will close the current screen.
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Project Notes

Each project has a notes section where you can add your own personal notes. You can add up to 32,767
characters (any characters e.g. numeric, symbol, spaces and carriage returns can be used).

The project notes can be accessed by clicking on the project notes button By on the bottom toolbar.

You will see a screen like the one below where you can enter your required details:

Trackbase Lite

Notes
= User 10 MNotes. . |

Epoke to Bob and have agreed to send out our catalogue.

Unlack Motes | | Insert | [8]34 | Cancel |
Unlock Notes: You can unlock notes that you may have been working on when the system last
closed abnormally.
Delete: This will remove the current set of notes.
Insert: This will allow you to insert a new set of user notes.
Cancel: This will close the window without saving any changes.
OK: This will save any changes and close the window.

Trackbase Lite Tip: You can have your notes automatically pop-up when you view a project by changing the
system settings. From the Main Menu, go to the 'Data Manager' menu and click on 'System Settings'. Click
on the ‘Notes & Userfields’ tab and click on 'Automatically Open Active Notes'.
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Deleting Projects
You can delete projects in three different ways. You can either delete all projects, individual ones or

highlighted projects.

To delete projects you can use the delete button b on the bottom toolbar.

To delete multiple projects follow the below steps:

Deleting Groups of Projects
1. Create a selection to find the projects you no longer wish to have in your database.
Note: Searching on the project update date will normally bring up the best results for deleting.
Searching on update date will allow you to find projects that haven’t been updated in a long time.

2. Click on the delete button e on the bottom toolbar:

Trackbase Lite

Delete Projects
Auwaiting zelection...
i

~
i* Al Projects

........................

3. If you have not double-clicked on a project from the open selection, the 'All Projects' item will be
selected by default.

4. The ‘Never Update Again’ option is only available in Trackbase Pro.
5. Click on 'OK'.
6. Trackbase will now go through your database and delete all the projects selected.

Note: It takes roughly the same amount of time to delete a project as it does to import one. If you are
deleting a large amount of projects it is recommended you contact ABI first on 0151 353 3500.

Deleting Individual Projects
To delete individual projects, follow the below steps:
1. Bring up the list of projects on screen.
2. Double click the project you wish to delete.
3. Click on the 'Delete’ button on the bottom toolbar.
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Trackbase Lite

Delete Projects

Auwaiting zelection...

i+ Currert Project
~
i~ Al Projects

........................

4. Make sure that 'Current Project' is selected.
5. Click on'OK'.

Deleting Highlighted Projects

You can delete several projects at once by using the highlight function. By default, row highlighting should
be turned on. If it is not enabled, go to the Trackbase Lite Main Menu, click on ‘Data Manager’ and click on
‘System Settings’. When the System Settings window opens, place a tick in the check box next to 'Row
Highlighting' to enable this feature. Click on 'Apply' and then 'OK'.

To delete highlighted projects follow the below steps:
1. Open your list of projects.
2. Single left-click on the first project you want to delete.

3. Hold down the CTRL key on your keyboard and single left-click on the next project you want to
delete.

4. Continue holding down CTRL and clicking on the projects you wish to delete. Highlighted projects
will be displayed with a blue background.

% Trackbase Lite E| E| Pz|

File Edit Window Projects Help

W £ v B
Al Hew Updated  wAnd Updat  Search Exit
-

4 ALL Projects

)
Tomei & Mackley Architects

Iy Mill House, vy Mill Lane, Godstone, Surrey, RHI 8k
Phone: 01883 740011

Fax: 01883 7441189

Email: officei@tomeiandmackley .co.uk

Cortact: Mr Roger Jones

Email: rogeri@tomeiandmackley .co.uk

FLATSISHOP/IRESTAURANT RICHMOND-UPON-THAMES

SITE ADDRESS: 29 Sheen Lane, Mortlake, London, 514 5HY = £1 000 000

DETAIL PLANNING
NEW BLIL D ¢ DEMOLITION

« »r B % &5 = @ B H x

Dilate Print il Merge/Exp lo. OF Project 2roject Mote: aject Userfiel  Claze

5. Click on the 'Delete’ button 2 on the bottom toolbar.
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Trackbase Lite

Delete Projects

Auwaiting zelection...

i Currert Project
{+ Highlighted Projecti=);
i~ Al Projects

-

0] | Cancel |

6. By default 'All Projects' will be selected. Click on 'Highlighted Project(s)'".
7. Click on 'OK' to begin the deletion.

Trackbase Lite Tip: You can also delete groups of projects using the highlight function. Instead of using
CTRL you can use SHIFT to select a group. To do this click on the first project on the list, scroll down to the
last project you want to select, hold down SHIFT and click on the last project. This will highlight all of the
projects between the two you have selected.
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Printing Reports

Trackbase Lite allows you to print various reports, which can show different levels of information about the
project. You can choose from 'Project Per Page' where you can print one project per A4 page and select to
include all available details about the project. The next report is 'Multi-project Per Page' where you can print
more than one project per page and select to include all available details about the project. The last report is
'Project Index'. This gives you a brief overview of the project providing you with information such as project
title, project number, location, value, User Fields and stage.

The print screen can be accessed using the print button = on the bottom toolbar.

To print projects follow the below steps:

1. Either select individual projects or open a selection of projects on screen that you wish to print.

Click on the print button = on the bottom toolbar.
3. You will see the 'Print' screen.

% Trackbase Lite E|

Print
Report Shele
(* Project Per Page

(™ Mutti Praject Per Page \\\ -
= Project Incesx \

Parameters

[ Include User Figlds

Criteria

{* Current Project

™ Highlighted Project{=)
" Al Projects

038 | Cancel |

Select the report style you wish to use.
In the 'Parameters' section, select if you wish to include any User Fields.

In the 'Criteria’ section select which projects you want to print. If you only want to print one project

click on 'Current Project’. To print a selection of projects click on 'All Projects' or use the 'Highlighted
Project(s)'".

7. Click on'OK'.
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% Trackbase Lite g|

Print

ﬂ_ Agent -
M Architect
M Azsocisted developer
# Bidder
ﬁ Ceiling Finizhing - Subcontractar
ﬂ Civil engineer
ﬂ Civils - Subcontractor
ﬂ Civils Cortractor
M Client
ﬁ Conztruction Management
# Consulting Engineer
¥ Cortractor
ﬁ Demalition - Subcontractor
ﬂ_ Doors - Subcontractor
M Flectrical - Subeortractor

Select Al Unszelect All Alwvays Lse this selection [~
Ok LCancel

8. The next screen will ask you which contacts you want to print with the project. If you do not want to
print any contacts click on the 'OK" button without selecting anything.

9. If you wish to print contacts, select them from the list on the left by single-clicking on the Role. Any
contacts you choose will be displayed on the right hand side of the screen.

10. If you want to print all contacts click on the 'Select All' button.

11. You can also select the 'Always use this selection' option so that Trackbase Lite will remember the
roles you select for the next time you use it.

12. Once you have chosen your contacts, click on the 'OK' button.
13. Trackbase Lite will now generate a print preview.

4 Trackbase Lite
File Setup Printout  Help

@ W B £ v B

Al Hew Updated  wAnd Updat  Search Exit

.
% Print Preview...

rS
Project Bulletin

FLATS/SHOP/RESTAURANT Detai
28 Sheen Lane, Martlake, London, S 4 8HY Location: Ric

Tiepe of Work: Me
Project Valne: £1
Praject i0: 100
Gridreference:

SCHEME: NMine flats and one shop or restaurant. % ALUE: #1,000,000 (est) Floor ares 640 sq.m; Site are
Storeys; 13 Parking spaces; ENVELOPE: Wall Cladding: facing brickwork, render, reconstituted stonews
balconies; Roof Cladding: concrete tiles; Windows: sash, PYCw; External Doors: french window, STRUC
conventional construction; Roofing: flat, ptched, timber trussed, SITBWORKS: demalition, soft landscapir

STATUS: Detail planning spproval sought (TP ref 0403341 FUL). Client is Ellmer Homes Limited. W
COHTACTS

< 4

4 » & X

Prior Mext Print. Close

Frintz the current project or all projects in the selection

14. To print this straight away, click on the 'Print' button = on the bottom toolbar.

15. The Print Options window will open.
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Trackbase 4

Print Options

Printer:  Happy

Copies:
Fage Hange [ Print to File
& Al

[v Collate Copjes
i~ Current Page

i Pages: |

Enter page numbers and/or page ranges
zeparated by commas. For example, 2.5.8-10

Frint: | Al Pages in Fange ﬂ| Erirt

Cancel

Setup

i &

16. Click on 'Print' to produce the report.

17. Once Trackbase Lite has finished printing the report, you will be returned to the project screen.

Printing to PDF format

As well as printing out on paper you can also print the projects electronically in Adobe PDF format. This will

then allow you to email groups of projects to other people who don't have Trackbase Lite.

To print to PDF format follow the steps below:

1. Refer to steps 1 to 13 under 'Printing Reports' to create the preview of projects you wish to print to

PDF.

2. When you have the print preview on screen, click on 'File' at the top left of the screen and click on

'Save As' from the menu that opens.

% Trackbase Lite E] E| PZ|

N Setup  Printout  Help

£ %

Updated  wAnd Updat  Search

rS
Project Bulletin
FLATS/SHOP/RESTAURANT Detai
28 Sheen Lane, Martlake, London, S 4 8HY Location: Ric
Tiepe of Work: Me
Project Valne: £1
Praject i0: 100
Gridreference:
SCHEME: Mine flats and one shop or restaurant. % ALUE: #1 000,000 (est) Floor area 640 so.m; Site are
Storeys; 13 Parking spaces; ENWVELOPE: Wall Cladding: facing brickwork, render, reconstituted stonesw
balconies; Roof Cladding: concrete tiles; Windows: sash, PVCuw, External Doors: french window; STRUC
conventional construction; Roofing: flat, ptched, timber trussed, SITEWORKS: demolition, soft landscapir
STATUS: Detail planning approval sought (TP ref 0453341FUL). Client is Ellmer Homes Limited. W
COHTACTS
£ >
4 » g x
Frior ezt Frint Claze
Feady
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3. The 'Save as' window will open:

Save As
Save in: | < Local Disk (C:] - £ B~
|5 abitb ICclean i}
IChalba IChelip art ]
| oot [CDavid i
|Cybusinessh [CHDELL ]
I)cabs ] =S| =
[ﬁcarsﬁ ui'lDu:u:uments and Settings ui'l
< *
File name: |
Save az type: |F'DF ﬂ Cancel

4. Select the location you wish to save the file to.
5. Name the file you are saving by typing it into the 'File name' box.
6. Click on 'Save'.
7. Trackbase Lite will now generate the file. A message box will be displayed once the report has been
generated.
8. You can now attach this saved file to an email and send it to a colleague.
Note: Adobe Acrobat Reader is required to view these files. If you are using Windows 95/98 or ME additional

software will be required to use this feature. For further assistance, please contact ABI Technical Support on
0151 353 3500.

Ordering Your Printout

It is possible to order the selected projects by certain criteria prior to print out. You can order the projects via
project number, project value, address, project title, etc.

To order your printout, follow the steps below:

1. Open your selection and follow the printing steps until you have the print preview on screen.
2. Click on 'setup' at the top left of the screen.
3. Click on 'Order by"'.
4. You will then be shown 'Specify Sort Columns' screen where you can choose the criteria you wish to
order your projects by.
$pecify Sort Columns 3
1] Drag and Drap items.

Source Data

2] Double click column ta edit expression.

Columng

Azcending Camcel

ptho

uzerid

litle:

extref
pt_pt_date
geocode
dJridreference
pt_walue
address

.3

5. To order the projects, drag one of the items from the left hand side over to the right.
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Specify Sort Columns r2|
11 Drag and Drop items. oK
2] Double click column to edit expreszion. -
Source Data Colurns Azcending Cancel
ptho # | [title | 4
uzerid
title
extraf
pt_pt_date =
geocode
qridreference
pt_walue
address
A
6. Tick the box to stipulate whether you want the projects displayed in ascending or descending order.
7. Click on'OK'.
8. Your print preview will now be re-ordered.
9. You can now print your report or save it as a PDF file.

The Project Screen

Page 37 of 50



Searching for Projects

Trackbase Lite has a search facility designed to allow you to pinpoint projects that match certain criteria.

The search facility can be accessed using the torch button

on the top toolbar. Clicking on this will open

the search window where you can enter your required parameters.

To perform a search, follow the steps below:

1. Click on the search icon

2. The 'Search' window will be displayed.

% Trackbase Lite

Search

vhich field are wou trying to idertify the recaord by

[ -

What type of match are you looking for?

=

Wihat are the values you are trying to match?

| Sawethiz zearch

Mame:

Desc:

Ol ‘ Cancel |

3. Use the first box to select which field you want to search within.

% Trackbase Lite |

Search

which field are you trying to identify the record by?

Project Title

Project Walue
Mumber of Units
Mumber of Storeys
External Reference Mumber
Project Reportdate
Site Address
Project Description
Tempersture Gauge
Order Walue

Rep Mame

[

TPIETTTE.

Desc:

Ok ‘ Cancel ‘
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4. Drop down the next box to select the type of match you wish to search for. For a full explanation of
these fields please see the section 'Search Fields'.

% Trackbase Lite E|

Search
which figld are you trying to identify the recard by'?
|F'r|:|ject Title: j|
Vyhat type of match are you looking for?

=
Between A
Iz Mot Mull
Iz Mull

Mot Like o

[ Savethis search

Mame: |

Desc:

[9]24 ‘ Cancel ‘

5. Inthe last box type the information you are searching for.

Trackbase Lite Tip: This box has a 'wildcard' function in it. This means that you only have to type in part of
the name and Trackbase Lite will bring up everything with that text in. For example, if you do a search for
'Project Title' 'Like' and then type in house, the search results will bring up anything where 'house' is in the
title (i.e. house, houses, warehouse, public house, etc).

% Trackbase Lite g|

Search

which field are you trying to identify the record by?
|F‘r|:|ject Title ﬂ|
wihat type of match are you looking for?

ke -
what are the values you are trying to match?
house|

[~ Save this zearch

Mame: |
Desc:

Ok | Cancel ‘

Note: If you are using one of the between functions then both of the bottom boxes will become active.
The top box is used for the minimum value and the bottom box can be used for a maximum value.

6. Once you have set all of your search parameters click on 'OK'.

7. If you wish to save this search, place a tick in the checkbox and give the search a name. Then click
on ‘OK.
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% Trackbase Lite E|

Search

which field are you trying to identify the record by?
|Prc.je-:t Title ﬂ|
what type of match are you looking for?

e -]
what are the values you are trying to match?
house

v Save this search

Mame: [Housing prnjects| |
Desc:

0K ‘ Cancel |

8. A message box will display asking you to confirm the saving of the search. Click on ‘Yes’ to continue.

Trackbase Lite [

P

i i 7
““\lfj Are you sure vou wish ko save this search?

9. You will then be returned to the blank project screen.

10. Click on one of the view buttons (View All, View New, View Updated or View New & Updated) to
display the search results.

11. If you do not see any results displayed it is possible that your search is too specific. Try changing
some of your search parameters.

Search Fields
See below for a description of each of the search fields.
Field (first drop down box):

Project Number A unique number assigned to every project.

Userid The ID number of who created the project (0 or 1 for ABI projects).
Project Title Title of project.

Project Value Total value of project.

Number of Units Number of independent units being built.

Number of Storeys Number of storeys being built.

External Reference Number The planning office reference number.

Project Reportdate The original report date of the project on your system.

Site Address The address of the project site.

Temperature Gauge One of the user definable fields assigned to a project.
Numeric Field A user definable field used just for entering numeric values.
Text Fields 1 -2 User definable fields.
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User Fields Update Date
Notes

Notes Update Date
Update Date

Tender Return Date
Construction Date
Subcontract Value
Subcontract Description
Grid Reference

Size of Property

Size of Ground Floor

Number of Storeys Underground
Capacity of Parking Spaces

Close Date

The date the last time the User Fields were updated.

User notes on projects.

The date the last time your notes were updated.
Last update date of the project on your system.
The date tenders have to be return by.

Date construction is planned to start.

Individual subcontract values.

Description of the subcontract work.

The Ordnance Survey grid reference of the project.
The physical size of the project.

The total ground floor area of the project in square metres or square

hectares.

The total number of storeys to be built below ground.
Total capacity of parking spaces.
Planned construction completion date.

Type of Match (second drop down box):

Between
Is Not Null
Is Null
Like

Not Like

Greater than

Greater than or equal to
Between

Equal to

Less than

Less than or equal to
Between

Where a field is not blank
Where a field is blank

Where the text matches your query
Where the text does not match your query
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User Fields

Project/Company/People User Fields

As well as the notes you can also add personalised information using the User Fields. There are three User
Fields and a temperature gauge, which are all fully customisable.

For projects there are 2 text fields, 1 numeric field and 1 temperature gauge. You can also add up to three

attachments to each.

To access the User Fields, click on the button on the bottom toolbar. A screen similar to the one shown
below will be displayed:

Trackbase Lite

User Fields

| - | User 10 User Fields...

|

| Temperature Gauge

| Order Value

| Rep Mame

| Ares

e

Attach File| Unlock |

‘ Insett ‘ Ok | Cancel |

You can type up to 250 characters in each of the text fields. This allows you to enter quite detailed

information.

Attach File: This will allow you to attach up to three files to your project. By clicking this you will
be given a 'Select Attachment' window where you can choose the file you wish to
attach.

Unlock: This will unlock any User Fields that may have been locked if the system closed
abnormally the last time you were editing them.

Delete: This will remove the current set of User Fields.

Insert: This will insert the changes to your database.

Cancel: This will close the window without saving any changes.

OK: This will close the window and save any changes you have made.
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Attaching Files

You can attach files to projects in two different ways. You can add up to three attachments, which are stored
within your database and then up to another two, which are not stored within your database. The ones that
are not stored in Trackbase Lite have links associated to them, when you double click on the link, the file will
open. This is done to save space in your database.

It is recommended that you only attach small documents to your data as the larger the file the larger your

database will get. The larger your database gets, the longer it will take to do various processes such as
searching and importing.

To attach a file into your database you will need to do the following:

1. Open the project you wish to attach the file to.

Click on the User Fields button .
Click on the 'Attach File' button.

You will see a 'Select Attachment' window, where you can locate the file you wish to add to your
project.

Select Attachment

Look in: | [= Yy Documents j . I
IC)ABI Data files | Business Builder
I3 ABT Migration [Ccabling
Iy ABTElaine IChcDs
I ABIMap_files |y Consumables
|- abipresentation | Documentation
Iy Admin Files |y e-mailattachments

<1/ >
Files of hype: |,-'l'-.|| Files [".%) ﬂ Cancel

Select the file you want to attach.
Click on 'Open'.

Trackbase Lite will then try to compress the file you are attaching. If it can compress it you will see a
message similar to the one below:

File Compression

i File compressed From 200144 to Sa094
& reduction of 71,97 percent

8. If it cannot you will probably see a message similar to the one below:

File Compression

1 } File compression NOT applied. File would remain the same size or larger,

9. Whichever message comes up press 'OK'".

10. You will then be given a message asking if you wish to store the file in your database.
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Attach File [%|

\:{/ Are vou sure you wish bo store this File in vour databaser

Yes Mo |

11. Click on 'Yes'. If you click 'No' then the process will be cancelled and the file will not be attached.

12. The file will now be attached to your project. You will see an icon appear which will indicate a file
has been attached.

Trackbhase Lite

User Fields
| - | User 10 User Fields... o+ |
<
A
|TemperatureGauge | "4 2 &3 a4 5 [Cear
| Order Value | |
|RepName ||
|Area ||
| |
| |
| |
| | :
&ﬁachFile| nlack | | Inzert | Ok | Cancel ‘

The file is now stored in your database. To open the attached file you can double click on the icon in the top
right corner.

You can also attach up to another two files to your User Fields by double clicking in the User Field boxes.
These attachments are not stored in your database and a link is established between them and Trackbase
Lite. Double clicking these links will open the files.
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Mail Merge/Export

The mail merge/export facility allows you to export information from Trackbase Lite so that it can be used in a
number of different applications.

The most common use for this feature is to create mailing letters through your word processor. The exported
file can also be used to import information into programs such as Microsoft Excel, Microsoft Access, Lotus
WordPro, Lotus 123 and various other data handling packages.

For the purpose of this manual a mail merge into Microsoft Word 2000 is shown as the main use for mail
merge. If you wish to export your information into another package please contact ABI Customer Support on
0151 353 3500 for more information.

Creating a Mail Merge/Export

To create a mail merge/export file from the projects screen follow the below steps:

1. Bring up a project or a selection of projects on screen.

Click on the 'Mail Merge/Export' button =7 on the bottom toolbar.

3. A window will be displayed where you can choose which contacts you wish to export with the
projects.

% Trackbase Lite @

MergefExport
ﬁ Agent -~
M Architect
ﬂ Aszzocisted developer
# Bidder
ﬁ Ceiling Finizhing - Subcontractor
M Civil engineer
ﬁ Civilz - Subcontractor
ﬁ Civils Contractor
A Clent
ﬂ Conztruction Mansgement
M Consulting Engineer
# Cortractor
# Demoltion - Subcortractor

ﬁ Doors - Subcontractar
L® Elertrical . Sibeonteactor v

Select Al Unselect Al Always use this selection [
oK Cancel

If you want to export all contacts click on the 'Select All' option.

If you only want to export individual people then you can select their role from the left side of the
screen.

6. Any roles you select will appear on the right hand side.
Once you have selected the required roles click on 'OK'.

8. You will then see the 'Merge/Export' screen.
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% Trackbase Lite

Merge/Export
Parameters

| Include User Figlds
[ Include Project Description

Criteria
~

™ Mail Highlighted Records
i+ Mail &l In Selection

Destination:
L talmail coc | +

Open With:
b icrosaft Wword -

ok | Cancel |

a. If you want to include project user fields and the project description, select the relevant
options at the top of the screen.

b. In the criteria box select the projects you wish to export.

c. By default the destination will be 'c:\tblmail.doc'. Trackbase will create this file when your
press 'OK'. You can change the destination and file name by clicking on the black arrow to
the right of the destination box.

d. The 'Open With' box gives you three options. If you select Microsoft Word or Microsoft
Excel, Trackbase Lite will automatically open the selected program once it has finished
exporting the information. If you select 'None', Trackbase Lite will not open any programs.

9. Once you have selected your requirements, click on 'OK’.
10. Depending on the number of projects you are exporting a progress screen will appear.

11. You will then see a message telling you that the merge/export file has been created.

Mail Merge

\lr) ‘our mail mergeexport datafile For this session is 'c:\tblmail. dac'. You should now load up your word processor.

12. Press 'OK'.

13. If you have chosen to open a program Trackbase Lite will now open it.
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Mail Merge in Microsoft Word 2000

To create a mail merge letter in Word 2000 follow the steps below:

1. Go to the 'Tools' menu at the top of the screen.

&l Document 1| - Microsoft Word |’._||'E|E|
Fle Edi ew Insert Format | Tock Table Window Help x|
DS E S| &R Y ¥V seelingandsrammar.. 7|72 | Normal - TreshewRaman + 12 - | B £ U ||= B .7

———————  Lanquage »

L 3oz R R e TR T R e PO e e e =
wrord Court. 2

_ ] AgtoSummarize. ..

~ AutoCorrect..,

- Track Changes »

T [Merge Documents...

B Prokect Document..,
onjine Colaboratian S

- Mall Merge. .

- = Envelopes and Labels. .

o Letter Wizard. .

o Macro »

- Templates and Add-Ins...

. Customize. ..

- optians. .

B +

o @

E =

S EE [
one By O | awoshepes- N N OB 4E - L-A-==CB@.
Page | Sec 1 Y1 [AE2Bm n1 Col1 Engiish (UK

‘4 start BaG CEE 1o é . A Inbox - outle. . c e, @ooamerti-. | 147

2. Click on 'Mail Merge'.

3. The mail merge helper window will open.

Mail Merge Helper

lUse this checklist to set up a mail merge. Begin by choosing the Create
buttan,

=
] Main documnent

Create ™

[
2 Datka source

3
Merge the data with the document

Cancel

4. Click on the 'Create' button.

5. From the list click on 'Form Letters'.
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é.llm:umnn - Microsoft Word

B Gl b lraart Fome ook Table wiodow b

L C T O R R RS R SR RN SR R R R B DR RN SRS O O

Mail Merge Halper

| Lism thiss chackist b sat up a mal menge. Bngin by chacrsing the Crrabe
buton,

] 5 Main dhocustiend:

DERSSRY B« 8w -« @ 7 voml . Teeshowkon + 12+ | B X U EEEE|SEFE DA

Dewe B3 G0 mposhspsss S W COE AR S 2-A-=SSE0F -
[Pags 1 e 1 M2 nl Col EC [ B [ [Engish U

6. On the next message that is displayed, click on 'Active Window'.

7. You will then be returned to the 'Mail Merge Helper' window.
8. Click on the 'Get Data' button.

Mail Merge Helper

The next step in setking up the mail merge is ko specify & daka source,
Choose the Get Data button,

=
1 IMain docurent

Create ™ Edit -

Merge type: Form Letters
Main docurment: Document1

[T
2 Daka source

ek Data ™ {

3
Merge the data with the document

Merge...

Close: |

9. From the list click on 'Open Data Source'.

10. You will then see the 'Open Data Source' window.

11. By default Trackbase Lite would have created the TBLMAIL.DOC file and put it on the C: drive.

12. Drop down the 'Look in' box at the top of the screen and click on your C: drive.
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Select Data Source

Look in: | < Local Disk () hd

@'La“axuﬁ._:i-ﬂ'Tool_Sv

> (e wsftp
\_'15 Wl Temp
My Recent | |22y weroxdrivers
Documents r;j 52762 bt
= B 755524, csv
|_ lﬂ_]ndding a zeneral Entry to the Diary.doc
Desktop E_]Computer User rights.doc
E] cy.bxb
[Z] Errorlog bxt
@et.csv
My Documents || BExTINYT . doc
B ExTIMY.DOC
d ] kbt
[ ] etterstest, doc
My Computer IE_]MaiI Merge in Word 2000, doc
e <

E_]Mail Merge to #P.doc
@_]monthly schedule.xls
] normaover. doc

) normerver. html

r%] phinde:. bxk

E-',.;"l tbimail. doc
[Z] TCPCheckResult, txt
] userrights.doc

|

File: narne: |

V| [New Source, .. ] Open l

My Metwork,

Places Files of b¥pe: | all Data Sources (*.odc; *.mdb; *.mde +

13. Find the 'tbimail.doc’ file and highlight it, then click ‘Open’.

14. You will then see another screen stating that there are currently no merge fields in your letter and

that you should insert them now.

Microsoft Word

button to insert merge fields into vour main docurment,

\‘p word Found no merge Fields in vour main document. Choose the Edit Main Document
-

| Edit Main Docurment

15. Click on 'Edit Main Document'

16. You will now be returned to your blank letter where you can now insert your merge fields from the

drop down menu.

A Documantd - Microsoft Ward
Fle Cdt Yew [noert Fomet Took Toble Window tielp
DEEa LY & - 0O o -3 7 e - Tmestewkosn - 12 - B J Y EEAE EEREDO-A- Y

Irpart Merge Fiekd ~ | Insert Word Field + 1 w | By

- = R,
conpany_fame ENEN g e e e -
company_sddressl 4 =1

company_pddeess:
companry_addredsd
company_sddresst
company_addresss
ey
company_bddrass?
company_location
company_geocode
cormpary_belephone
congany_fax
compuany_emal
Comparry_fnmiber
coftpany_usend

H

5[afm ]|

Do [r O patoshpes- S W COCRAE »-2-A-ESE=ZE0W .

Page | Se 1 i AtzSm ni ol Engish (us; | G

14 start BmS o Ee - WA Inbox - Outio... | B WOkt oM. | 3% ClDocuments... . ey B 14550

17. Continue to type out your letter inserting merge fields as required.

18. Once you have finished writing your letter click on the 'Tools' menu and click on '‘Mail Merge'.

19. On the 'Mail Merge Helper' window, click on ‘Merge' under section 3.

20. On the following screen click on ‘Merge' again.

21. This will now merge all your letters into a new document that can be printed out.
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Technical Support

Support

As Trackbase Lite has been written internally by our own IT department, we have the advantage of being
able to offer full support by our in-house team at ABI.

Regular seminars are held throughout the UK in order for you to improve your skills. For any information
regarding these please contact your ABI Account Manager on 0151 353 3500.

Your Account Manager

Our Account Management team can help with any enquiries regarding your subscription. Please contact
them on 0151 353 3500 or via email at customersupport@abibuildingdata.com.

Technical Support

For technical support, please contact your Account Manager on 0151 353 3500 in the first instance. They will
escalate your call to the IT Helpdesk if the issue requires further assistance.

Contact Address

If you would prefer to write to ABI, our address is:

ABI Building Data Limited
The Chapter House
Hinderton Hall Estate
Neston

Cheshire

CH64 7UX

Tel: 0151 353 3500
Fax: 0151 353 3501

Email: info@abibuildingdata.com

Web: www.abibuildingdata.com
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