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Introduction 
Bulk Manager is an online software tool aimed at helping asbestos laboratory analysts to 
record and issue the results of their asbestos bulk analysis. And whatsmore, because it’s 
web-based it makes data easily accessible to your network of laboratories. 

Bulk Manager provides tools to quickly and easily achieve all of the following; 

�� Record the details of incoming bulk samples (i.e site, location) 

�� Create worksheets for the analyst to record their results 

�� Record the results of the analysis 

�� Issue a report to the client 

�� Create invoices 

Bulk Manager aims to compliment the procedures outlined in HSE publication HSG248 
“Asbestos: The analysts’ guide for sampling, analysis and clearance procedures”. 

Bulk Manager also simplifies a lot of your UKAS procedures and includes the following 
features. 

�� Individual logins to keep your data secure and help event tracing. 

�� Privilege levels that ensure that laboratory staff are restricted in their actions where 
appropriate. 

�� Results can be entered by junior staff but must be authorised by senior staff. 

�� Management reports that clearly show activity and bulk statuses. 

�� A reason is logged when a privileged user updates a bulk analysis. 

�� Monitoring tools that help to ensure that analysis results are correctly entered. 

An finally, Bulk Manager provides some commercial features such as; 

�� Easy access to invoices 

�� A price structure that allows charges to be assigned by organisation, branch, client 
and material type. 

The system has been developed using Microsoft .NET technology to provide a user-friendly 
interface through your Internet browser.  

GETTING STARTED 
Before you or any of your operatives can use Bulk Manager you need to contact our support 
department to get a user name and password to enable you to login. Further details on how to 
login can be found later in this guide. 

SYSTEM REQUIREMENTS 
PC with a 1 Mhz processor or above.  128Mb of RAM, Internet Explorer 5, Internet connection 
(1024Mb recommended). 

To view the reports you will need to have Adobe Acrobat Reader installed. This can be 
downloaded from http://www.adobe.com/acrobat. 

SUPPORT 
If you have any questions or problems while using this user guide please contact our Support 
department on 01732 368359. 
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PRIVILEGE LEVELS 
Throughout this guide you will see headings with numbers next to them. These numbers 
relate to privilege levels and denote which tasks a user can carry out. So for example the 

following heading DELETE A BULK 345 indicates that only users with privilege levels 
3,4 and 5 can delete bulks. 

Privilege levels are assigned by the system administrator as follows 

1 Lab administrator 

2 Junior analyst 

3 Analyst 

4 Senior analyst 

5 Lab manager 
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Starting Bulk Manager 
 

 

 

 

 

STARTING BULK MANAGER12345 
To start Bulk Manager open your web-browser as you would normally. Type in the Internet 
address (URL) http://www.ams-holdings.com/ and press enter.  Once the site has loaded 
select bulk sampling from the Software dropdown menu. 

 

LOGGING ON TO THE SYSTEM12345 
1. Type your user name into the user name field. 

2. Tab to the password field and type your password. If you do not have a password or your 
password doesn’t work contact our support department immediately. 

3. Press Enter or Click on the Login button. 

You should now be presented with the bulk administration screen. 

 

NOTE: This screen will appear differently for users with low privileges. 

In this chapter you will learn how to:  

�� Start Bulk Manager 

�� Log-in to the system 

 

Chapter 

1 
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NAVIGATION12345 
The bulk administration screen is central to the whole system acting as a console from where 
most operations are performed. All subsequent operations screens will have an exit button 
that will take the user down a level until eventually they return here.  

The user can exit the system at any time but clicking on the log out button (link) at the top left 
hand of the top menu bar. 
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Customers  
 

 

 

 

Customers are the clients for whom you are performing the sample analysis. Before you can 
create a bulk you must have a customer, which, can be added as follows. 

ENTER A NEW CUSTOMER 45 
From the system administration panel 

1. Open the system administration panel.  

 

From the enter bulk screen 

1. Create a new bulk 

 

 

2. Click on the new button on the right of the customers dropdown. 

3. Enter customer’s details 

In this chapter you will learn how to:  

�� Add a customer 

�� Edit a customer 

Chapter 

2 
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4. Click on the submit button. 

EDIT A CUSTOMER45 
If you want to edit a customer’s details; 

1. Open the system admin panel. 

2. Select a customer 

3. Amend details as required 

4. Click on the submit button. 
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Sites 
 

 

 

 

Each bulk sample you receive will have come from a site, the details of which should be 
included in the sample bag. Before you can create a bulk you must enter details of the site as 
follows. 

ENTER A NEW SITE45 
To create a site from the Enter Bulk screen 

1. Create a new bulk 

 

To create a site from the Enter Customer Screen 

1. Open a customer 

 

2. Click on the New button to the right of the Site dropdown. 

3. Enter details of the site 

In this chapter you will learn how to:  

�� Enter a new site 

�� Edit a site 

Chapter 

3 
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4. Click on the Submit buttons 

EDIT SITE DETAILS45 
1. Open the system admin panel 

2. Select the customer that ‘owns’ the site from the customers dropdown 

3. Select the site from the site dropdown 

 

4. Amend the site details as required 

5. Click on the submit button. 
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Bulks 
 

 

 

 

 

 

When an analyst receives a bulk sample from a client the first thing they need to do is record 
all of the information that is common to all of the samples such as the client details, site 
name, surveyor, number of samples, etc. 

CHANGE DETAILS OF A BULK 345  
To change an existing bulk do the following; 

1. Select a bulk from the dropdown menu. 

 

2. Enter values as required. 

 

3. Click on the submit button. 

In this chapter you will learn how to:  

�� Change details of a bulk 

�� Add a new bulk 

�� Delete a bulk 

 

Chapter 
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ADD A NEW BULK  
From the bulk administration screen do the following. 

1. Click on the new button to the right of the selection dropdown menu. 

 

2. Select a company from the dropdown 

3. Select a site from the dropdown (details of how to add a site can be found in a 
subsequent chapter). 

4. Enter other details as required. 

5. Click on the submit button. 

DELETE A BULK 345 
1. Select a bulk from the dropdown. 

2. Click on the delete button (see note below). 

 

3. Click on yes. 

NOTE: The delete button will only be visible to privileged users before the bulk has been 
completed. Completed bulks cannot be deleted. 
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Samples 
 

 

 

 

 

 

 

Details of the individual samples need to be added once the bulk has been entered. These 
include the client’s sample number, the location and the material type. They also include a 
sample type that allows the analyst to differentiate between types of material for charging 
purposes. So, for example, you may wish to define one sample type and cost for cement 
products and another for any others. This allows the laboratory to charge more for time-
consuming analysis on materials such as cement. 

ENTER A SAMPLE 12345 
Do the following once you have selected the bulk and have the Enter Bulk screen open. 

1. Click on the add sample button 

 

2. Enter the details as required leaving the analysis details blank. 

3. Click on the submit button. 

In this chapter you will learn how to:  

�� Enter a sample 

�� Print a worksheet 

�� Enter analysis results (change sample) 

�� Print a certificate 

�� Delete a sample 

Chapter 
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PRINT WORKSHEET12345 
Once you have entered details of the samples you can print worksheets. These are the 
ticksheets that analysts use to record and calculate the analysis of asbestos samples.   

There are two ways that you can print worksheets, either a) by sample, or b) by bulk. 

To print a worksheet by bulk 

You should only do this once you have created all of the samples for the bulk.  

1. First select the bulk. 

2. Click on the worksheet button (link). 

 

A new browser window will open with the worksheets displayed. You should print the 
worksheets using the browsers print button. Simply close the window when you have 
finished. 
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To print a worksheet by sample 

Open the bulk and then click on the edit button that corresponds to the sample you wish 
to open. This will open the Enter Sample screen. 

1. Click on the worksheet button. 

NOTE: All worksheet buttons will be disabled once the analysis has been completed. 

ENTER ANALYSIS RESULTS 12345 
Once the analyst has completed the analysis of samples the results need to be entered onto 
the system ready for the issue of the certificate. To enter the results you must first select the 
bulk and then do the following; 

1. Click on the edit button that corresponds to the sample that you wish to edit. 

  

This will open the Enter Sample screen. 
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2. Select an asbestos type from the drop down. 

3. Select a fibre content. 

4. Click on the submit button. 

Authorise the bulk 345 
If the bulk was created by either a junior analyst or a laboratory administrator you will not be 
able to print the certificate until an analyst or above has authorised it.  

Only a user with analyst privileges (or above) can authorise a bulk. Open the bulk as normal. 

1. Click on the authorise button at the top of the screen 

 

The bulk certificate button should now be enabled. 

PRINT A CERTIFICATE12345 
Once you have successfully entered the analysis results you will want to print the client’s 
certificate. To do so you must open the bulk and then do the following. 

1. Click on the Analysis Report button (link) at the bottom of the screen. 

The system will generate an Adobe (PDF) document and open it using your designated 
Acrobat Reader assuming, of course, that you have one installed. If you don’t then it is easy 
to download a free one from Adobe’s website www.adobe.com. 
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Your Adobe client will allow you to save the document to your hard drive, print it and/or Email 
it. 

Once this action is completed the status of your bulk will change to completed and it will be 
protected from updates. This ensures that all changes that are made after the document has 
been issued are controlled. 

NOTE: If the button is greyed out this option is no t available. There are a number of 
reasons for this; 

1. You have not entered all of the results (check t he number of samples). 

2. The bulk needs to be authorised.  

DELETE A SAMPLE 345 
Occasionally you will need to delete a sample. To do so simple select the sample as above 
and then do the following. 

1. Click on the delete button at the bottom of the screen* 

 

2. Click on the yes button on the confirmation screen. 
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Users 
 

 

 

 

 

User administration is a very important task because it controls who accesses the system and 
what level of access they have. Bulk Manager has five levels of user for a customer login; 

�� Lab manager 

�� Senior analyst 

�� Analyst 

�� Junior analyst 

�� Lab administratoir 

Lab managers and senior analysts 

Lab managers have a full set of privileges and are able to do anything on the system. They 
can see any bulks across the whole organisation and can perform any system administration 
functions. 

Analysts 

Analysts cannot perform system admin functions but they can authorise results and view the 
activity log. 

Junior analsyst and lab administrator 

These users can create bulks and enter analysis results but cannot issue certificates until 
their work has been authorised by an analyst (or above).  

ADDING A USER TO THE SYSTEM45 
The first decision that needs to be planned is what privilege level each user is to be given. 
Many users will be simple falling into the categories of lab manager, junior analyst or lab 
administrator. The complication comes with analysts because you need to decide whether 
you want to give them the ability to edit and delete bulks, create new users, update branch 
details, etc. If so then you need to designate them as senior analysts. 

To add a new user from the bulk admin screen 

1. Click on the system administration ‘plus’ button to open the system admin panel. 

In this chapter you will learn how to:  

�� Add new users 

�� Edit user details 

� � Remove users 

Chapter 

6 
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2. Click on the New button. 

3. Enter details of the users as required. 

 

4. Only analysts and above need enter a signature. This should be an image of your 
signature as you wish it to look at the bottom of the bulk certificate. 

5. Click on the browse button and navigate to the file you wish to open and select open. 

6. Click on the submit button. 

EDIT A USER’S DETAILS45 
As user’s change their details you will want to update them on the system. 

To edit a user’s details; 

1. Click on the administration button. 

2. Click on the Edit button in the user section; 

3. Click on the edit command that corresponds to the user that you wish to edit. 
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4. Enter the changes as required. 

5. Click on the submit button. 
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Materials  

 

 

 

 

When you subscribe to Bulk Manager a standard list of materials is included. These cannot 
be changed but you can add your own if you wish, as follows; 

ADD A NEW MATERIAL 45 
1. Open the system admin panel. 

2. Click on the New button to the right of the material dropdown. 

 

3. Enter details of the material 

 

4. Click on the submit button. 

EDIT A MATERIAL 45 
1. Open the system admin panel 

2. Select a material from the dropdown (only materials that you have created will be 
displayed) 

3. Amend the details 

4. Click on the submit button 

 

 

In this chapter you will learn how to:  

�� Add a new material 

�� Edit a material 

Chapter 
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Sample Types 
 

 

 

 

Sample types allow you to assign different charges to clients, branches and analysis 
methods. So for example, you could charge a customer £10 for cement samples but only £8 
for all others. 

When you enter a sample you will be asked to select a sample type, so, you must have at 
least one sample type defined for your organisation. The system will display the first sample 
type(s) it finds by looking first at the customer, then the branch and finally the organisation. 

ENTER A NEW SAMPLE TYPE 45 
Organisation 
This will be the default sample type(s) that is used if no others have been defined. To enter 
organisational sample types do the following; 

1. Open the system admin panel. 

2. Click on the New button to the right of the sample types dropdown. 

 

3. Enter sample type details as required. 

NOTE: Cost should be entered as a decimal i.e 13.23 

 

4. Click on the submit button 

Branch 
This will be the default sample type(s) that is used if no customer sample is defined. 

1. Open the system admin panel 

2. Select a branch from the branches dropdown. 

In this chapter you will learn how to:  

�� Add a sample type 

�� Edit a sample type 

 

Chapter 
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3. Click on the New button underneath the SampleTypes grid. 

 

4. Enter details as required.  

NOTE: Cost should be entered as a decimal i.e 13.23 

 

5. Click on the submit button. 

Customer 
Customer sample types allow you to give preferential rates to individual clients. You can enter 
a customer sample type as follows. 

1. Open the system admin panel. 

2. Select a customer from the customers dropdown. 
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3. Click on the new button under the Sample Types grid 

 

4. Enter details as required. 

 

5. Click on the submit button 

EDIT A SAMPLE TYPE 45 

Organisation 
1. Open the system admin panel 

2. Select a sample type from the sample type dropdown 

3. Amend details as required. 

4. Click on the submit button. 

Branch 
1. Open the system admin panel 

2. Select the branch from the branch dropdown 

3. Click on the Edit button that corresponds to the sample type you wish to edit. 

4. Amend details as required 

5. Click on the submit button 
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Customer 
1. Open the system admin panel 

2. Select the customer from the customer dropdown 

3. Click on the Edit button that corresponds to the sample type you wish to edit. 

4. Amend details as required 

5. Click on the submit button 
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Editing your profile  

 

 

 

You have various organisational details stored on the database all of which can be changed 
by editing your profile as follows; 

EDIT ORGANISATION DETAILS 45 
1. Open the system admin panel. 

2. Click on the Edit Profile button (link) 

 

3. Enter details as required 

 

4. Click on the submit button. 

In this chapter you will learn how to:  

�� Edit your organisational details 

Chapter 
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Reports  

 

 

 

 

 

 

Bulk Manager provides a number of reports that help the user to manage the analysis of bulk 
samples. 

BRANCH TOTALS 12345 

 

This report provides a breakdown, by branch, of the number of bulks analysed and the 
income generated. To generate this report do the following; 

1. Select Branch Totals from the report dropdown on the upper navigation bar. 

 

2. Select a start date from the ‘from’ calendar 

 

3. Select a to date from the ‘to’ calendar. 

In this chapter you will learn how to:  

�� View organisational branch totals for a given period 

�� View organisational activity for a given period. 

�� View the status of all incomplete bulks 

�� View a detailed activity log for a given period 

Chapter 
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This should generate a PDF report that will open in your PDF reader. 

4. Click on the Close button. 

 

 

ACTIVITY SHEETS12345 
The activity is a more detailed report of all bulks generated in a given period. 

  

You can generate activity sheets as follows. 

1. Select activity sheets from the reports dropdown 
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2. Select a start date from the ‘from’ calendar 

 

3. Select a to date from the ‘to’ calendar 

 

This should generate a PDF report that will open in your PDF reader. 

4. Click on the Close button. 

 

STATUS REPORT12345 
The status report is a detailed list of all incomplete bulks in order of their status. 
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You can generate a status report as follows. 

1. Select Status Report from the reports dropdown. 

This should generate a PDF report that will open in your PDF reader. 

 

ACTIVITY LOG345 
Every action carried out by your users is recorded on the database. This information can be 
extracted into a readable format for a given period known as the activity log. 

 

If you are a privileged user you can generate an activity log as follows; 

1. Select Activity Log from the reports dropdown 

2. Select a start date from the ‘from’ calendar 
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3. Select a to date from the ‘to’ calendar 

 

This should generate a PDF report that will open in your PDF reader. 

4. Click on the Close button. 
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Advanced Record Selection 
 

 

 

 

 

The selection type dropdown provides a degree of record selection but users will always need 
more effective ways of finding specific bulks. Bulk Manager provides a number of search 
facilities which are detailed below. 

GO STRAIGHT TO A KNOWN BULK NUMBER 12345 
If you have a bulk number and need to view or update the record you can do so as follows; 

1. Open the filter panel by clicking on the the + sign. 

 

2. Type the bulk number into the Bulk No. field. 

3. Click on the go field 

 

4. The Enter Bulk will be displayed  

NOTE: The following error message will be displayed if the bulk number cannot be found on 
the database;����������	
���	
�����	��
�����	�
	�	��	
���������� ������	
�

SELECT A LIST OF BULKS FOR A SPECIFIC SITE 12345 
If you know the site where the bulk was taken from or simply want to see a list of bulks for a 
site you can do so as follows; 

1. Open the filter panel as above  

2. Enter part of the site name in the Site name includes box. 

In this chapter you will learn how to:  

�� Go straight to a known bulk number 

�� Select a list of bulks for specific sites 

�� Select a list of bulks for a specific customer 

Chapter 

11 
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3. Click on the go button to the right of the Site name includes box. 

 

4. Select the corresponding view button 

SELECT A LIST OF BULKS FOR A CUSTOMER  
If you wish to select a list of all bulks for a given customer you can do so as follows; 

5. Open the filter panel 

6. Select a company from the customer dropdown 

 

7. Click on the corresponding view button
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