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Introduction 

Welcome to MainBoss CMMS 

 

 

Thank you for licensing MainBoss CMMS version 2.9. We think youôll find it provides all 

the features you need for managing your organizationôs maintenance work. 

 

Documentation conventions 

This guide uses the following documentation conventions: 
 

 Menus and menu items are shown in bold face: 

 Select Buildings from the Tables menu. 

References to menu entries typically use arrows. For example, Tables ­ Buildings 

refers to the Buildings entry in the Tables menu. 

 Data-entry fields are shown in bold face, enclosed in double quotes: 

 See the ñEquip Typeò field... 

 Buttons are shown in bold face and underlined: 

 Click the Done button. 

 Keyboard keys are shown in bold face enclosed in <angle brackets>: 

 Press the <Tab> key. 

Using the Mouse: Whenever this guide tells you to click on a button, a menu item, or 

some other object on the screen, click with the left button of the mouse. 

 

Drop-Down Lists 

Many of MainBossôs forms let you specify information using drop-down lists. 
 

Example: In the window below, ñPersonnelò has two drop-down lists. 
 

 
 

If you click arrow ¬, you see identifier codes for personnel. 
 

¬ ­ 
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If you click arrow ­, you see full names. 
 

 
 

You specify an entry in the list by clicking on it. MainBoss will fill in both ñPersonnelò 

fields with the person you chose: 
 

 
 

 

If you want to clear the entry in a drop-down list field: Click on the field, press the key 

combination <Ctrl+Del> , then press <Enter>. As an alternative, right-click on the arrow 

of the drop-down list, then click Clear Selection in the resulting menu. 
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Online Help 

 

While you are using MainBoss, you can obtain help in two ways: 
 

1. In most MainBoss windows, you can click the <?> button in the upper right hand 

corner of the window. MainBoss will provide information about the window that is 

currently on display. 
 

        Click this button:  Ē 

 

2. The MainBoss Help menu provides access to MainBossôs help files. 

 Help ­ Contents gives you the table of contents for the help files. 

 Help ­ Help Index gives you an index of important terms. 
 

All online help is displayed using your web browser (most people have Microsoft Internet 

Explorer or Netscape Navigator). If you want a print-out of any online help page, just use 

the print facilities of your browser. This is usually a Print  button near the top of the 

browser window. 
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Important:  To access online help, you must have a web browser configured to open 

HTML files. Most users will already have their computers configured appropriately 

(probably using Microsoft Internet Explorer or Netscape Navigator). If you do not have an 

appropriate browser configured, open Windows Explorer and double-click on any HTML 

file (for example, any of the .htm  files in the manual  subdirectory of the directory where 

MainBoss is installed). Windows will ask you to specify a program with which to open the 

file; specify the browser on your system. If your system does not have a browser, you can 

obtain one free from Microsoft, Netscape, or several other software companies. Ask your 

computer dealer for more information. 
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MainBoss Concepts 

 

This section explains a number of concepts that underlie MainBoss. It does not describe the 

fine details of using the software, but looks at how MainBoss is organized and how you can 

adapt that organization to the work you do. 

 ___________________________________________________________  
 

Table: A table is a list of entries, each of which contains information about 

something. 
 

 For example, the Buildings Table is a list of the buildings where your 

organization does maintenance work. Each entry in the Buildings Table 

contains information about a particular building (for example, its name 

and/or address). 
 

 Each entry in a table must be given an identifier code. No two entries in the 

same table should have the same code. 

 ___________________________________________________________  
 

Equipment: Equipment is a general term for any device that might require 

maintenance. 
 

 Itôs up to you to decide what constitutes a separate piece of equipment. For 

example, you might consider a complete assembly line as a single piece of 

equipment, or you might choose to regard the line as a system made up of 

many separate pieces. 
 

 ___________________________________________________________  
 

Space: A space is an area in a building. 
 

 This might be a single room, a set of adjoining rooms, or an entire floor in 

an office block. 
 

 If you have to deal with large rooms, you might divide them into multiple 

spaces; a large factory floor might be divided into the spaces ñFactory Floor 

Northeastò, ñFactory Floor Northwestò, etc. so you can specify locations 

with more precision and make it easier for personnel to find the site of a 

problem. 
 

 ___________________________________________________________  
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 ___________________________________________________________  
 

Unit:  A maintenance unit (or simply a unit) is either a space or a piece of 

equipment. 
 

 In general, MainBoss lets you perform similar operations on both. For 

example, you can schedule preventive maintenance for either a space or 

equipment. You can prepare work orders requesting work on either type of 

unit, and keep work histories of both types of unit. 
 

Because spaces and equipment are so similar in MainBoss, you often have 

the freedom to choose which one you will use in a certain situation. For 

example, the heating/air conditioning facilities for a particular area could be 

regarded as equipment or they could be considered part of the space itself. It 

all depends on which approach fits better with the way your organization 

works. 
 

General Principle: The main difference between equipment and spaces is that equipment 

can have capital costs and meters, while spaces canôt. 

 ___________________________________________________________  
 

Work request: A work request reports a problem. 
 

 Work requests are often based on complaints from people outside the 

maintenance department. They state preliminary information about the 

problem: the location, the name of the person reporting the problem, the 

date/time the report was received, and a brief description of the problem 

itself. 
 

 ___________________________________________________________  
 

Work order:  A work order is a detailed description of work to be done. 
 

 Work orders are usually printed and handed to the personnel who have been 

assigned to do the work. 
 

 Work orders are more detailed than work requests. For example, a work 

order may specify the amount of time the job is expected to take, the 

materials to be used, and so on. Such details are not present in a work 

request. 
 

General Principle: Work requests are designed to be simple so they can be filled out by 

non-maintenance personnel. Work orders are more detailed, and usually filled out by 

maintenance management. 
 

 ___________________________________________________________  
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 ___________________________________________________________  
 

Report: A report lists information extracted from MainBossôs files. 
 

 MainBoss can print many different types of reports, including work 

histories, cost summaries, equipment lists, and so on. 

 ___________________________________________________________  
 

Items: Items are materials used in the course of your maintenance work. 
 

 Items include spare parts, tools, chemicals, and so on. There are two types 

of item: 

 Inventoried items are materials you want MainBoss to keep track of. For 

example, you will probably want MainBoss to keep track of consumable 

items used regularly for maintenance (filters, oil, etc.) and important spare 

parts for all your equipment. In this way, MainBoss can tell you when you 

are running low and need to order more parts to keep in your inventory. 

 Non-inventoried items are materials that you donôt want MainBoss to keep 

track of. These might include materials that you donôt normally keep in 

inventory (parts that you only order when theyôre needed) or materials that 

you simply donôt bother tracking (for example, basics like glue and tape that 

are used so often it would be too much work to keep detailed records about 

how much each job uses). 

 ___________________________________________________________  
 

Unit of Measurement: A unit used in measuring materials in your inventory. 
 

 Examples include quarts, meters, pounds or kilograms. These are useful 

when specifying how much of a particular material is used in a job (e.g. 

three quarts of oil in an oil change). 
 

 Many materials (like light bulbs or fan belts) come in indivisible units. The 

MainBoss sample databases use the measurement EA (Each) for such 

materials. 

 ___________________________________________________________  
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 ___________________________________________________________  
 

Purchase Order: A purchase order requests or records the purchase of goods and/or 

services from an outside source. 
 

 MainBoss makes it easy to create a purchase order that can be sent directly 

to a supplier, telling what items you want to purchase. The same sort of 

purchase order can be sent to an outside contractor describing work that 

youôd like that contractor to do. 
 

 Even if your organization already has a system for creating purchase orders, 

MainBossôs facilities are still useful for internal record-keeping. In other 

words, itôs useful to create a MainBoss purchase order saying, ñWe bought 

A, B, and C from Supplier Xò even if the paperwork you send to your 

suppliers doesnôt come from MainBoss itself. In this situation, you might 

think of MainBossôs purchase orders as requisitions for the ñrealò purchase 

orders used by your organization. 

 ___________________________________________________________  
 

Database: A collection of files containing the information used by MainBoss. 
 

 Roughly speaking, there is a separate file for each type of data that 

MainBoss uses. For example, there is one file for work orders, another file 

for work requests, another file for equipment information, and so on. 

 ___________________________________________________________  
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MainBoss Sessions 

 

A MainBoss session begins when you start the MainBoss program and ends when you quit 

the program. MainBoss sessions are controlled through the Session menu. 

 

Logging In 

When the MainBoss program starts, you may be asked to identify yourself. (Some 

organizations may prefer to turn off this requirement, in which case you can start using 

MainBoss immediately, without specifying your name and password.) 
 

If you are required to log in, you will see a window like this: 
 

   
 

Whoever is in charge of MainBoss at your site will assign you a user name and a password. 

Enter your user name in ñUser Nameò ¬ and your password in ñPasswordò ­. Then click 

Ok ®. 

 

The MainBoss Window 

Once MainBoss begins execution (and you have logged in if necessary), you see the 

MainBoss window: 
 

¬ 

­ 

® 
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The menu line ¬ contains the menus youôll use to work with MainBoss. The line of 

buttons ­ below the menus provides shortcuts to the most frequently used features of 

MainBoss. 

 

Quitting MainBoss 

To quit MainBoss and end your MainBoss session, select Session ­ Exit  from the menu. 

The MainBoss program will exit immediately. 

¬ 

­ 
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Setting Up Initial Tables 

 

To get started using MainBoss, you usually have to set up some tables. For example, if you 

are going to use MainBoss to keep track of which workers are assigned to which jobs, you 

have to set up the Personnel. This table records the names of your personnel, plus any 

extra information that might be useful (for example, job class, contact information, hourly 

charge rates, and so on). 
 

You only have to fill in the information thatôs relevant to your operations. For example, if 

your organization doesnôt keep track of labor costs for each job, you wouldnôt fill in the 

hourly charge rates for your workers. 
 

Although different organizations will have different needs, the rest of this chapter describes 

the tables that most MainBoss users will want to set up. The sections are given in an order 

that make sense for most organizations. 
 

Note: You examine the contents of a table using a browser. You add new entries to a table 

(or modify existing entries) using an editor. For information on how to use browsers and 

editors, see Browsers and Editors on page 141. 

 

The Buildings Table 

 ___________________________________________________________  
 

Building:  Any place you perform maintenance, store items, or receive purchased 

goods. 

 ___________________________________________________________  
 

A building might be an industrial plant, a commercial or institutional building; it could 

even be a fleet of vehicles. Maintenance contractors might consider each customer a 

separate ñbuildingò. 
 

The Buildings table records information about all your buildings. Even if your 

organization only has one building, you must set up the Buildings table (with a single 

record for that one building). 
 

Note: If you intend to use MainBoss to print purchase orders, be sure to record full address 

information for any building where shipments may be received. MainBoss puts this address 

information on purchase orders, to let vendors know where shipments should be delivered. 
 

To record information about buildings, select Tables ­ Buildings from the menu. This 

opens the Buildings browser: 
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To create new entries in this table, click New ¬. 
 

When you click New, MainBoss opens the Buildings Editor: 
 

 
 

The only field you must fill in is ñCodeò ¬. However, youôll find it useful to fill in 

complete address information. You should also fill in ñDesc.ò ­ with the name usually 

used to refer to the building. 
 

If you want to create entries for more than one building, fill out the fields for the first 

building, then click Save & New ®. MainBoss will save the information youôve just 

entered; then it will clear all the fields so you can fill in information about another 

building. 
 

When youôve typed information for the last building, click Save  ̄to save that 

information, then click Close to close the editor window. 
 

Note: Before you save the contents of the window, it has a button labeled Cancel as in ° 

above. Clicking this button closes the window without saving any information. After you 

Save the contents of the window, the Cancel button changes to Close, which means that 

nothing will be lost when you close the window. This is true of many MainBoss windows: 

Cancel changes to Close after a Save operation. 

¬ 

¬ 

­ 

®  ̄ ° 
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The Storeroom Table 

 ___________________________________________________________  
 

Storeroom: Anywhere you keep inventory materials. 
 

 If you have more than one storeroom, it is obviously important to know 

which storeroom contains which items so that workers can quickly find the 

materials they need. 

 ___________________________________________________________  
 

To record information about your storerooms, select Inventory  ­ Tables ­ Storerooms 

from the menu. This opens the Storerooms browser: 
 

 
 

This lists which building contains which storeroom. Clicking New in the browser opens the 

Storerooms editor: 
 

 
 

The Storerooms editor lets you record an identification code for each storeroom and which 

building contains the storeroom. 
 

Note: If you donôt specify which storeroom contains a particular item, the item is said to 

belong to General Inventory. 
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The Vendor Table 

 ___________________________________________________________  
 

Vendor: Anyone outside your organization who provides you with goods or 

services. 
 

 Vendors include your suppliers and any outside contractors who are hired to 

do specialized work. 

 ___________________________________________________________  
 

To record information about vendors, select Tables ­ Vendors from the menu. This 

opens the Vendors browser. Clicking New opens the Vendors editor: 
 

 
 

You must fill in ñCodeò ¬. Other fields can be filled in with contact information for the 

vendor. ñContactò ­ and ñAddressò ® are particularly important if you intend to use 

MainBossôs purchase order facilities, since this information is printed on purchase orders 

to say where POs should be sent. 
 

Once you enter an email address in ñContact Emailò ̄, MainBoss lets you send email to 

this address. Just click on the address wherever it appears (in the Vendors table or other 

MainBoss windows) and MainBoss attempts to open your mail sending software so that 

you can send email to the given address. Similarly, if you click on a ñWeb Addressò, 

MainBoss attempts to open your web browser to display the given web page. 
 

Related Tables: The Vendor Types table gives you a way to categorize vendors according 

to the services they provide. For example, you might group your suppliers according to the 

¬ 

 ̄

­ 

® 
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type of materials they supply and group your outside contractors according to the services 

they provide. 
 

Categorizing vendors in this way can speed the process of creating work orders and 

purchase orders. For example, suppose youôre preparing a purchase order to restock your 

supply of electrical materials. If youôve created an ñElectrical Supplierò category, you can 

ask MainBoss to display only the vendors in that category when you want to choose a 

vendor to fill the order. Instead of having to choose from your full list of vendors, 

MainBoss will only show vendors in the correct category. 
 

In this way, creating vendor types can simplify some of the things you do with MainBoss. 

However, you can use all the features of MainBoss even if you do not define any vendor 

types. 
 

To see the Vendor Types table, select Tables ­ Vendor Types from the menu. 

 

The Contact Table 

 ___________________________________________________________  
 

Contact: Anyone you may need to contact in connection with your maintenance 

work. 
 

 In particular, anyone who submits a work request is considered a contact. 

 ___________________________________________________________  
 

The Contacts table lets you record information about your contacts. To see or change the 

table, select Tables ­ Contacts from the menu. This opens the Contacts browser. 

Clicking New opens the Contacts editor so you can enter information about new contacts. 

 

The Personnel Table 

 ___________________________________________________________  
 

Personnel: Your organizationôs maintenance staff. 
 

 This does not include any outside contractors who may be hired for certain 

jobs. Outside contractors are considered vendors. 

 ___________________________________________________________  
 

The Personnel table lists information about each person in your maintenance staff, 

including contact information and the rates charged per hour for each personôs work. 
 

To record information about your personnel, select Work Orders  ­ Tables ­ Personnel 

from the menu. This opens the Personnel browser: 
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Clicking New in the browser opens the Personnel editor so you can enter information about 

your personnel: 
 

 
 

Most of the fields in a personnel record provide contact information such as phone 

numbers and email address. In addition, the record contains the following: 
 

Curr. Rate ¬: The hourly rate which you currently pay the worker, or which you 

charge other people for the workerôs labor. 

New Rate ­: If the labor costs for this worker are scheduled to change at some point in 

the future, you can record the new rate in this field. Starting on the ñEff. Dateò 

(given below), MainBoss will charge labor costs at the new rate rather than the old. 

By recording a new rate ahead of time, you donôt have to remember to change the 

rate exactly on the day the new rate takes effect. 

Eff. Date ®: The date on which labor costs should be charged at the ñNew Rateò 

rather than the ñCurr. Rateò. (See the explanation of ñNew Rateò above.) 

¬ 

­ ® 
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Related Tables: The Trades table gives you a way to categorize workers according to job 

classifications. For example, you might group your personnel into mechanics, electricians, 

engineers, and so on. 
 

Categorizing workers in this way can speed the process of creating work orders. For 

example, suppose youôre creating a work order to fix a mechanical problem, and youôre 

assigning personnel to deal with the problem. You can tell MainBoss to change the list of 

available personnel so that it only displays people in the Mechanics  category. This makes 

it faster to pick the worker you want from the list. 
 

In this way, creating trade categories can simplify some of the things you do with 

MainBoss. However, you can use all the features of MainBoss even if you do not define 

any trade categories. 
 

To see the Trades table, select Work Orders  ­ Tables ­ Trades from the menu. 

 

Work Information Tables  

MainBoss has a number of tables which contain information related to the work that you 

do. 

 ___________________________________________________________  
 

Priority:  A code indicating the urgency of a job. 
 

 For example, you might create a set of priorities from ñUrgentò to ñDo 

whenever time allows.ò You can attach these priority codes to work orders 

so that your personnel can tell which jobs need to be done first. 
 

 To define priority codes, select Work Orders  ­ Tables ­ Priorities  from 

the menu. 

 ___________________________________________________________  
 

Access Code: A code indicating any restrictions on doing a job. 
 

 For example, you might have restrictions like ñOnly make repairs on this 

equipment after 5:00 pmò or ñAlways get permission from supervisor before 

shutting down machinery.ò Codes like this can be attached to work orders 

so that your personnel are informed about any special access conditions that 

might apply to jobs. 
 

 To define access codes, select Work Orders  ­ Tables ­ Access Codes 

from the menu. 

 ___________________________________________________________  
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 ___________________________________________________________  
 

Project: A group of work orders related to a single goal. 
 

 For example, suppose you are renovating an area in one of your buildings. 

You could define a Renovation  project and mark all related work orders as 

belonging to that project. This makes it easy to distinguish which jobs are 

part of the renovation and which jobs are not. 
 

 By grouping jobs according to projects, you can get the ñbig pictureò on 

what your maintenance department is doing. Otherwise, you may end up 

with a lot of individual work orders that make it hard to get an overview of 

whatôs going on. 
 

 To set up projects, select Work Order s ­ Tables ­ Projects from the 

menu. 

 ___________________________________________________________  
 

Repair Closing Code: 

A code used to summarize the nature of a repair. 
 

 Closing codes are a quick way to summarize the nature of the jobs you do. 

For example, you might set up closing codes to indicate problems that were 

due to electrical faults, equipment wear, accidental damage, vandalism, and 

so on. 
 

 By adding closing codes to work orders, you can use MainBoss to give you 

a picture on the overall nature of the jobs you do. For example, you can get 

a report on all jobs that arose because of electrical faults. This may help you 

notice patterns that indicate trends or underlying problems that need to be 

addressed. 
 

 To define Repair Closing Codes, select Work Orders  ­ Tables ­ Repair 

Closing Codes from the menu. 

 ___________________________________________________________  
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 ___________________________________________________________  
 

Work Categories: 

Codes used to classify the type of work done in a particular job. 
 

 For example, you might define categories like ñelectricalò, ñplumbingò, 

ñheating/air-conditioningò, ñvandalism repairò, and so on. You might define 

additional categories for preventive maintenance jobs, such as ñinspectionò, 

ñroutine maintenanceò, and ñmajor overhaulò. 
 

 Using work categories is another way to add extra information to your work 

orders. This information can later be analyzed through MainBoss reports; 

for example, by obtaining information about a ñplumbingò category, you 

can determine the exact labor and material costs associated with plumbing 

problems in a particular building. This may help you make decisions about 

budget allocationsðfor example, you can prove to upper management the 

exact cost of plumbing problems, perhaps justifying major renovations 

where the troubles are worst. 
 

 To define Work Categories, select Work Orders  ­ Tables ­ Work 

Categories from the menu. 
 

 ___________________________________________________________  
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The Life Cycle of a Corrective Work Order 

 

This chapter outlines the usual sequence of events in dealing with a problem report 

received from outside the maintenance department. 
 

Note: The sections in this chapter describe typical ways in which organizations use 

MainBoss. However, almost everything here is optional; you can choose which MainBoss 

features fit best with your methods of operation. For example, a MainBoss work order lets 

you record advance estimates of the labor and materials for a job, plus the actual costs of 

labor and materials once the job is finished. However, you donôt have to use these 

facilities; if your organization doesnôt keep track of labor and/or materials on a per-job 

basis, you can simply omit this information from your work orders. 
 

Here are the steps you typically follow to handle a problem that is reported to your 

maintenance department: 
 

1. Create a work request (see Creating a Work Request on page 21). This is done by a 

person who wants to report a problem or by the maintenance department staffer who 

receives the problem report. 

2. Create a work order based on the work request (see Creating a Work Order on page 

23). This is usually done by someone in maintenance management. 

3. Print off the work order and give it to the workers assigned to the task (see Printing 

Work Orders on page 45). 

4. Close off the work order when the work is actually completed (see Closing a Work 

Order on page 49). This may be done by maintenance management or by the workers 

who actually did the job. 
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At any point in the process, you can edit the results of previous stages. For example, when 

you originally create a work order, you may not have enough information to estimate the 

expected labor and material costs. When you do get this information, you can go back and 

add it to the work order. You can even modify a work order after itôs closed, if you get 

additional information or discover that you made a mistake. 

 

Creating a Work Request 

The first step in responding to a problem is to create a work request. The work request 

summarizes basic information about the problem: what the problem is, which piece of 

equipment or space is involved, who reported the problem, and so on. 
 

MainBoss @Requests: MainBoss @Requests is an add-on package that lets people in 

your organization submit requests by e-mail. These e-mail messages are automatically 

converted into work requests, thereby saving you the time and trouble of creating requests 

by hand. For more information, e-mail contact@mainboss.com . 
 

To create a new work request, select Requests ­ Open Request from the menu. This 

opens a window where you can enter information about the problem: 
 

Create work 

request 

Create work 

order 

Print work 

order 

Do the 

work 

Close work 

order 

Typical Work Order Life Cycle  
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 ___________________________________________________________  
 

 To fill out a new work request: 

1. Drop the arrow on ñReq. Byò ¬ to specify who reported the problem. The drop-down 

list displays your current Contacts table. For more on the Contacts table, see The 

Contact Table on page 15. 
 

If the work was requested by someone who isnôt currently listed in your Contacts table, 

click the New Requestor button ­. This opens a window where you can enter contact 

information for the new requestor. 

2. If the problem involves a piece of equipment, click Equipment ®. If the problem 

involves a space, click Space .̄ 

3. Drop the arrow on ñBuildingò ° to specify the building where the problem occurred. 

4. Drop the arrow on ñUnitò ± to specify the equipment or space that has the problem. 

5. For ñSubjectò ² type a brief description of the problem. 

6. In the space ³ below ñSubjectò type a more complete description of the problem. 

7. Use the other fields in the work request to enter other information. For example, you 

can enter a priority code in ñPriorityò if you want to specify the priority of the job. (For 

more on priorities, see Work Information Tables on page 17.) 

8. Click Save  ́to save the work request, then click Close µ to close the window. 

 ___________________________________________________________  
 

Note: If you leave ñDateò blank, MainBoss fills in the current date and time. You can fill 

in these fields manually if you want to backdate the request to some other date/time. 

¬ ­ 

®  ̄
° 

± 

² 

³ 

 ́ µ 
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Once you have created a work request, you can print it using the Save & Print button. For 

more information, see the online help. 

 

MainBoss @Requests 

If your organization has licensed MainBoss @Requests as an add-on to the normal 

MainBoss package, users can submit requests by email. 
 

The process is simple. People who are authorized to submit requests send email to a 

designated address inside your organization. The MainBoss @Requests software watches 

for any messages that arrive at that email address. When a message arrives, the @Requests 

software automatically creates a work request using information from the message. The 

work request is placed into your normal MainBoss database where it can then be processed 

into a work order. 

 

Creating a Work Order  

The next step in the life cycle of a work order is to create a preliminary work order. 

Usually, work orders are created by starting from from an existing work request. However, 

you can also create a work order ñfrom scratchò without having a work request to start 

with. 
 

A preliminary work order may contain any or all of the following information: 

 priority of the job 

 date/time the job should be done 

 personnel assigned to do the job (possibly including labor costs based on the 

workersô wages) 

 length of time the job is expected to take 

 materials expected to be needed for the job 

 a detailed description of the work to be performed 
 

Associated Purchase Orders: A work order may involve labor done by an outside 

contractor. For example, you might have a job where some of the work can be done by 

your own personnel and some of the work must be done by a licensed electrician from 

outside your organization. 
 

In this case, MainBoss makes it easy for you to create a purchase order covering the cost of 

the hired contractor. The purchase order can also include the cost of any materials supplied 

by the contractor. Associating a purchase order with a work order makes it easier to keep 

track of costs and to identify what the outside contractor actually did for you. 
 

In addition to materials and labor costs, a purchase order may contain extra charges 

(usually just called extras). For example, a contractor might charge you a standard hourly 
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rate, plus a surcharge for working at night or on weekends. Contractors may also charge 

handling fees, service taxes, etc. Such extras may also be included in the purchase order. 

 

Starting a New Work Order 

There are two ways to begin creating a new work order: starting from an existing work 

request, or making the work order from scratch. 
 

1. If you already have a work request: 

Open the work request browser by selecting Requests ­ Browse Requests from the 

menu: 
 

 
 

Click on the work request you want to use ¬, then click Create W/O ­. MainBoss 

will open a new work order using information from the selected work request. 
 

2. If you do not have a work request: 

Select Work Orders  ­ Open Work Order  from the menu. This creates a completely 

blank work order. 
 

Work Order Sections: Whether you start from a work request or make the work order 

from scratch, you fill out the work order by recording information in several sections. 
 

 Some sections are used in preparing the initial work order (created before the work 

starts). For example, you use the Unit  section to record which equipment or space 

needs to be repaired. 

 Other sections record information after the job is done. For example, you use the Close 

section to record information like when the job was actually finished. 

¬ 

­ 
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 Some sections are used both before and after the job. For example, you use the Labor  

section before the job to estimate how much time personnel will spend on the work. 

You use the same section after the job to record how much time the workers actually 

spent. 

When creating a work order, you can fill out the sections in any order. However, you may 

find it helpful to use the following sequence: 

 ___________________________________________________________  
 

 To fill out an initial work order (before the job):  

1. Fill out the Unit  section to specify which equipment or space needs to be repaired. (See 

Specifying Units for a Work Order on page 27). 

2. Fill out the Description section to describe what should be done. (See Specifying a 

Problem Description on page 28.) 

3. Fill out the Properties section to specify when the job should start and when you 

expect it to end, plus other relevant details. (See Specifying Work Order Properties on 

page 29.) 

4. Fill out the Labor  section to assign personnel to the job and to estimate how long each 

person will spend on the work. (See Assigning Personnel to a Work Order on page 30.) 

5. Fill out the Material  section to reserve any spare parts or other materials that you 

expect the job will need. (See Reserving Materials for a Work Order on page 34.) 

6. Save all the information you have recorded. (See Saving an Initial Work Order on page 

43.) 

 ___________________________________________________________  
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Specify unit 

(Unit section) 

Typical Steps for Filling Out an Initial Work Order  

Describe problem 

(Description section) 

Set schedule 

(Properties section) 

Assign personnel 

(Labor section) 

Reserve materials 

(Material section) 

Save information 

(Save button) 
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Specifying Units for a Work Order 

The Unit  section of a work order specifies the equipment or space that needs to be 

repaired: 
 

 
 

 ___________________________________________________________  
 

 To fill out the Unit section of a work order: 

1. In ñSubjectò ¬, enter a brief description of the problem. 

2. If you started with a work request, ñReq. Byò ­ will be filled in with the requestor 

named in the work request. Otherwise, drop the arrow on the list. MainBoss displays 

your current Contacts table (as described in The Contact Table on page 15). 

3. If the person who requested this work isnôt currently in your Contacts table, click New 

Requestor ®, and MainBoss will open a window where you can enter information 

about the new requestor. 

4. If you started with a work request, other fields in this section should already be filled 

out with information from the request. Otherwise, fill out the other fields as you would 

for a work request. (For more information, see Creating a Work Request on page 21.) 

Once you have specified the unit that needs to be repaired, MainBoss will display any 

service contracts ̄  that have been recorded for that unit. This can tell you whether repairs 

have to be done by your own people or if you can just call the service contractor. 

¬ 

­ ® 

 ̄
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Specifying a Problem Description 

The Description section of a work order lets you describe the problem in as much detail as 

you wish. You can also specify step-by-step instructions for dealing with the problem. 
 

 
 

 ___________________________________________________________  
 

 To fill out the Description section of a work order: 

1. Enter the description ¬ using as many lines as necessary. 

 ___________________________________________________________  
 

When entering the description, you can use the usual Windows text-editing features. For 

example, <Enter> starts a new line and <Backspace> erases characters. 

¬ 
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Specifying Work Order Properties 

The Properties section specifies information about the job including the date you want the 

job to start and how many days you expect the job to take. 
 

 
 

 ___________________________________________________________  
 

 To fill out the Properties section of a work order: 

1. In ñWork Startò ¬ type the day the work should start. You can enter this date in 

almost any format. For example, you can type July 3  or 3 Jul  or 2001/07/03 . For 

more about date formats, see the online help. 

2. When you fill in ñWork Startò, MainBoss automatically fills in ñWork Endò ­ with 

the same date. This saves you time if the job will take less than a day. If the job takes 

longer than a day, either fill in ñWork Endò with the date the job should finish, or fill 

in ñWork Durationò ® with the number of days the job should take. 

General Principle: If you enter a date in ñWork Endò, MainBoss automatically changes 

ñWork Durationò to the appropriate number of days. Similarly, if you enter a number of 

days into ñWork Durationò, MainBoss automatically changes ñWork Endò. 
 

The Properties section has a number of other fields. For example, ñPriorityò lets you 

assign a priority to the job. (See Work Information Tables on page 17.) For more 

information on any of these fields, see the online documentation. 

¬ 

­ 
® 
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Assigning Personnel to a Work Order 

The Labor  section of work order lets you assign personnel to a job. It also lets you 

estimate work times (before the job starts) and record actual work times (after the job is 

finished): 
 

 
 

There are two types of workers who might be assigned to a job: 
 

 Your own personnel (internal workers) 

 Outside contractors (outside workers) 

You can combine both types of workers on a job, if necessary. However, the two types are 

handled differently, as described below. 

¬ 
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 ___________________________________________________________  
 

 To assign your own personnel to a job (internal workers): 

1. Click Add Estimate ¬. MainBoss opens a window where you can specify the person 

you want to assign: 

 
 

2. Drop the arrow on ñPersonnelò ­. MainBoss displays your Personnel table (as 

discussed in The Personnel Table on page 15). Select the person you want to assign. 

3. Use ñStartò ® and ñEndò ̄ to record the times you expect this worker to begin the 

job and end the job. 

General Principle: If you enter a time in ñEndò, MainBoss automatically changes 

ñEstimated Timeò to the appropriate length of time. Similarly, if you enter a length of 

time in ñEstimated Timeò, MainBoss automatically changes ñEndò. 
 

4. If you intend to assign other workers to this job, click Save & New °. MainBoss saves 

the information youôve just entered, then clears all the fields so you can enter 

information about the next worker. 

5. When you have assigned the final worker to the job, click Save ± to save the 

information, then click Close ² to close the window. 

 

When you return to the work order window, youôll see that an estimate has been added to 

the list in the Labor  section: 
 

­ 

® 

 ̄

° ± ² 
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The E in the Trade column indicates that this is an estimate (as opposed to an actual time 

recorded after the job is finished). 

 ___________________________________________________________  
 

Outside Contractors: To add labor costs for an outside contractor, you have to create a 

purchase order for that contractor. Therefore, the procedure is: 
 

1. Create a purchase order that is addressed to the outside contractor and attached to the 

work order. 

2. Add labor estimates to the purchase order. 

 ___________________________________________________________  

 To associate a purchase order with a work order. 

1. In the Labor  section of a work order, click New Purchase Order to create a new 

purchase order or Link P/O  to add the costs to an existing purchase order. (For more 

on creating purchase orders, see Purchasing and Receiving on page 117.) 

 

Once you have created a new purchase order or linked to an existing one, it will appear in 

the Labor  section window: 
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The Personnel column gives the identifier code of the vendor and the Name column gives 

the identification code for the purchase order. 
 

 ___________________________________________________________  
 

 To add a labor estimate to the purchase order: 

1. Click the entry for the purchase order in the Labor  sectionôs list. 

2. Click Add Extra Estimate. This opens a window where you can specify the estimate. 

 
 

3. Enter a description of the contractorôs job in ñDesc.ò ¬. 

4. Enter the estimated cost of the work in ñTotal Costò ­. 

5. Click Save to save the information, then click Close to close the window. 

 ___________________________________________________________  
 

­ 

¬ 
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When you return to the work order window, youôll see thereôs a new line below the 

purchase order, showing the cost estimate youôve entered. 
 

Note: The labor cost will be added to the purchase order as an extra. 

 

Reserving Materials for a Work Order 

When you assign materials to a work order before the work is done, you estimate what 

materials you believe the work is likely to require. The materials you specify are then put 

on reserve. For example, if a job on a forklift truck will replace certain engine belts, you 

can put an appropriate number of belts on reserve when you make up the work order. 
 

Note: In order to reserve materials for a work order, you must set up MainBossôs inventory 

table. This table records the materials you use in your work. For more information, see 

Describing Inventory Items on page 101. 
 

For the purposes of reordering inventory, stock levels do not include any materials that 

have been put on reserve. For example, if you currently have six fan belts in a storeroom 

but two of those belts have been put on reserve, your stock level is reported to be four fan 

belts with two more on reserve. If the reorder point for this type of item is five belts, 

MainBoss will recommend that you should order more of the belts, even though you 

actually have six belts on the shelfðthe belts put on reserve are not included in the stock 

level because they are already spoken for. 
 

After a job is done, you should go back to the work order and enter the actual materials 

used. MainBoss adjusts inventory levels accordinglyðitems that were initially put on 

reserve are marked as used, or taken off reserve if it turns out the materials werenôt needed 

after all. For more on recording the actual use of materials, see Closing a Work Order on 

page 49. 
 

You record materials estimates in the Material  section of a work order: 
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There are two types of materials that might be used on a job: 
 

 Materials from your own inventory (or that you buy directly for the job), described later 

in this section. 

 Materials supplied by outside contractors (for example, parts supplied by a plumber 

who is hired to do a plumbing job), described in Dealing with Outside Labor and 

Materials on page 38. 

You can combine both types of materials on a job, if necessary. 

 ___________________________________________________________  
 

 To reserve materials from your own inventory: 

1. Click Add Estimate in the Material  section of the work order. MainBoss opens a 

window where you can specify the materials you want to reserve: 
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Using this window can be divided into three steps: 
 

1. Specifying the materials you want to reserve. 

2. Specifying the storeroom(s) where workers should go for the materials when they 

actually do the job. 

3. Specifying what quantity you want to reserve. 

 

Specifying the Materials: One way to do this is simply to drop the arrow on ñInv. Itemò 

¬ and find the item you want to add. However, inventory lists can be very long and 

searching through them may take a lot of time, especially if you donôt know the exact name 

of the item you want. 
 

You can speed the search process by following the steps given below. 

 ___________________________________________________________  
 

 To specify the item you want to reserve: 

1. If the item you want has been designated as a spare part for the unit being serviced, 

click listed as SparePart ­. 

2. If you have divided your inventory into categories, drop the arrow on ñInv. Cat.ò ® 

and choose the category for the part you want. 

3. Drop the arrow on ñSelected Itemsò ̄. The list will show only those items that match 

the criteria you have specified (for example, items that belong to the selected ñInv. 

Cat.). 

¬ 

­ 

® 

 ̄

° ± 
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4. Find the item in the ñSelected Itemsò list, then click Pick This Item °. ñInv. Itemò 

will be set to the item in ñSelected Itemsò. 

If you want to specify an item that currently isnôt in your inventory, click Pick New Item 

±. MainBoss will open a window where you can enter a description of the new item. For 

more on describing inventory items, see Describing Inventory Items on page 101. 

 ___________________________________________________________  
 

Item Location: Once you have selected the item that you want to reserve, you have to 

specify where your workers will get that item. This means that you have to find a 

storeroom that has a sufficient supply of the item available. 
 

 
 ___________________________________________________________  
 

 To specify the storeroom that contains the item: 

1. Use ñBuildingò ¬ and ñStoreroomò ­ to specify a storeroom. ñStoreroom On 

Handò ® then tells you the quantity of the selected item that is currently available in 

the chosen storeroom. 

2. Choose a different ñBuildingò and/or ñStoreroomò if the first storeroom you look at 

doesnôt have enough of the item on hand. 

Reserving the Item: Once you have determined a storeroom that contains an appropriate 

quantity of the item, enter the required quantity in ñReserve Quantityò .̄ This tells 

MainBoss to put that quantity of the item on reserve. 
 

¬ 

­ 
® 

 ̄
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Finishing up: Once you have specified the quantity you want to reserve, click Save to save 

the information, then click Close to close the window. When you return to the work order, 

youôll see that the item has been added to the materials list. 
 

 
 

Under Category youôll see E, indicating that this is an estimate. 

 

Dealing with Outside Labor and Materials 

Some jobs require outside labor (e.g. plumbers, electricians, and other contractors). These 

outside workers may supply materials as part of the work they do; for example, a plumber 

may charge you for plumbing materials used in a job, as well as for the cost of labor. 
 

To deal with this situation, you create a purchase order for the labor and/or materials. You 

then link this purchase order to the work order. Typically, labor costs and materials are 

considered extras on the purchase order. (For more about purchase orders, see Purchasing 

and Receiving on page 117.) 
 

You can create a new purchase order directly from a work order. 
 

 ___________________________________________________________  
 

 To create a new purchase order from the work order: 

1. In the Labor  section or the Material  section of the work order, click New Purchase 

Order  ¬. 
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2. MainBoss opens a window where you can create the purchase order (as described in 

Creating a New Purchase Order on page 121. 

3. When you have finished creating the purchase order, it will appear in the lists in the 

Labor  section and the Material  section of the work order. 
 

 

 ___________________________________________________________  
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Instead of creating a new purchase order, you can link to an existing purchase order. For 

example, suppose you are bringing in an electrician to do several different jobs. You might 

create a purchase order for the first such job, then add more items to that purchase order for 

the other jobs. In this way, a single purchase order covers all the jobs. 
 

 ___________________________________________________________  
 

 To link a work order to an existing purchase order: 

1. In the Labor  section or the Material  section of the work order, click Link P/O  ¬. 
 

 

2. MainBoss opens up the Purchase Order browser, showing existing purchase orders. 

Select the purchase order in the list ­ of purchase orders, then click Ok ®. 

 

 

3. MainBoss will return to the work order window. Youôll see the selected purchase order 

in the lists in the Labor  section and the Material  section of the work order. 

¬ 

¬ 

­ 

® 
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 ___________________________________________________________  
 

Once youôve specified the purchase order (either by creating a new one or linking to an 

existing one), you can add labor and material expenses to the purchase order. You can do 

this while youôre still creating the work order. 
 

 ___________________________________________________________  
 

 To add labor and material expenses to a purchase order while youôre editing the 

work order:  

1. In the Labor  section or the Material  section of the work order, select the purchase 

order ¬ to which you want to add the new expense. 
 

 

2. To add an estimate to the purchase order, click Add Extra Estimate ­. To add an 

actual expense, click Add Extra Actual  ®. In both cases, MainBoss opens a window 

where you can record information about the expense. 
 

 

¬ 

­ ® 

 ̄

° 

± 

² 
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3. In ñCat. No.ò ̄, enter any reference number assigned by the outside contractor (e.g. 

the contractorôs identification number for a particular type of material). 

4. In ñDesc.ò °, enter a description of the labor or materials. 

5. In ñUOMò ±, enter a unit of measure. (This is only relevant for materials expenses, 

not labor.) 

6. In ñTotal Costò ², enter the total cost of the labor or materials. 

7. Click Save to save the information youôve just entered, then click Close to close the 

window. 

8. When you return to the work order, youôll see that the expense has been recorded in the 

expense list. 
 

 

 ___________________________________________________________  
 

Expenses entered in this way are recorded as ñextrasò in the purchase order. For an 

explanation of ñextrasò, see the discussion of purchase orders in Purchase Order Extras on 

page 127. 
 

You can also add items to the purchase order by editing the purchase order directly. To do 

this, double-click on the purchase order in the lists in the Labor  section or the Material  

section of the work order. MainBoss will open a window that lets you edit the purchase 

order, using the facilities described in Creating a New Purchase Order on page 121. 
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Saving an Initial Work Order 

Once you have recorded all the work order information you need, you must save that 

information in MainBossôs database. 

 ___________________________________________________________  
 

 To save the initial work order: 

1. At the bottom of the work order window, click Save ¬ to save the information, then 

click Close ­ to close the window. 

 
 

From this window, youôll return to the Work Order browser. You can close the browser by 

clicking the Done button. 

 

Modifying Work Orders  

After you have created a work order, you may need to make changes. For example, you 

may schedule the job for a particular day but something happens that forces you to 

reschedule. 
 

Note: To modify a work order, you use the Work Order browser. For more information 

about browsers, see Browsers and Editors on page 141. 

 ___________________________________________________________  
 

 To modify an existing work order: 

1. Select Work Orders  ­ Browse Work Orders from the menu. This opens the Work 

Order browser: 

¬ ­ 






































































































































































































