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Obtaining MainBoss Support



Introduction
Welcome to MainBoss CMMS

Thank you for licensing MainBoss CMMS versia®®. We t hi mKprovidesdll | f i n
the features you need for managing your orga

Documentation conventions

This guide uses the following documentation conventions:

[0 Menusand menu items are shown in bold face:
SelectBuildings from theTablesmenu.
References to menu entries typically use arrows. For examgides- Buildings
refers to theBuildings entry in theTablesmenu.

(1 Dataentry fieldsare shown in bold face, enclosed in double quotes:
See EduipTypedo fi el d.

(1 Buttonsare shown in bold face and underlined:
Click theDonebutton.

[0 Keyboard keysre shown in bold face enclosed in <angle brackets>:
Press thecTab> 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 MainBossods forms | edowylstas specify inf

Example:l n t he wi nPdreomnetb el aosw , tdovva listd.r o p

Show oy trade I |£| IANY Iil
Personnel || |£'I-|I El.
Trade | [2] [woNE [2]
Start I
End |
Estimated Time I—
Rate I— Tatal Cost I—
Save & Mew | [Elame | [elete | Save | Catcel

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



Create Estimated Labor

EE3
Show oy trade I |£| IANY Iil
Personnel | |i| I EI
AKILGOUR =
Tiade | D ~ReCH = INIIINE |i|
Start DSCHUMANN =
IRMAUMANN —
KADDRKEN .
End | PMARTIN —
Estimated Time EJLEFIIQA:SBEIE =
Fate Total Cost
Save &ﬂewl [Elame | [elete | Save | Catcel |
If you click arrow- , you see full names.
Create Estimated Labor
Show oy trade I |£| IANY Iil
Persornel I |i| EI
I . Anita Kilgour =
s Daniela S5chumann =]
Start I Dave Harsch —
Irwin Naumann —
Keith Dorken
B I Kt_win Martin ] %
Estimated Time I :;‘;fr:::u‘:::; Biesbrouck =
Fate I Total Cost
Save &ﬂewl [Elame | [elete | Save | Catcel |

You specify an entry in the list by clicking on it. MainBoss Will | |
fields with the person you chose:

Create Estimated Labor
Show oy trade I |£| IANY

Ferzonnel IDSEHUHANN |i| IDanieIa Schumann

* INIIINE

Trade I |_|

Start I

End |

Estimated Time I
Rate I $16.50

Save & Mew | [Elame |

Total Cost I

[elete |

Save |

[i] [re] [

Cancel |

Pensonbeb t h

If you want to clear the entry in a drop-down list field: Click on the field, press the key
combination<Ctrl+Del>, then pressEnter>. As an alternative, rightlick on the arrow

of the dropdown list, then cliciClear Selectionin 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 th@> 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: E

Wwi/F Mumber Ii Date I
Req. By I |i| New Requestor | Fhore
Email
& Equipment ¢ Space
Building | [2] [|NoME 2]
Uit | [#] |none +
work Cat. | [#] [nonE 2]
Subject INew wark reques|
[
-
Access I Iil INDNE Iil
Firity | [#] [wonE 2]
Save &k Mew | Llone I Wmd | Save & Print | m Cancel |

2. The MainBosdHelpmenupr ovi des access to MainBossos

[0 Help- Contentsgives you the table of contents for the help files.
[0 Help- Help Index gives you an index of important terms.

All online help is displayed using your web browser (most people have Microsoftdinter
Explorer or Netscape Navigator). If you want a poat of any online help page, just use
the print facilities of your browser. This is usualliant button near the top of the
browser window.

h €



Important: To access online help, you must have a welwber 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 haye an
appropriate browser configured, open Windows Explorerdandbleclick on any HTML
file (for example, any of theéxtm files in themanual subdirectory of the directory where
MainBoss is installed). Windows will ask you to specify a program with which to opeh the
file; specify the browser on your system. If yoystem does not have a browser, you cgn
obtain one free from Microsoft, Netscape, or several other software companies. Asl{your
computer dealer for more information.




MainBoss Concepts

This section explains a number of concepts that underlie MagBt 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 informationtzout
something.

For example, th8uildings Table is a list of the buildings where your
organization does maintenance work. Each entry ilthielings Table
contains information about a particular building (for example, its name
and/or address).

Each entry in a table must be givenidentifier 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.

| t 6 s ouwtp detide 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 linesyst@nmade 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 floori ght be di vided into the s
Nort heasto, fAFactory Fl oor Northwest 0,
with more precision and make it easier for personnel to find the site of a

problem.




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 Wwarders 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 éating/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 diference between equipment and spaces is that equipfnent
can have capital costs and meters, whifl e

Work request: A work request reports a problem.

Work requests are often based on complaints from people outside the
mantenance 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 themount 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 ouf by
nornrmaintenance personnel. Work ordare more detailed, and usually filled out by
maintenance management.

spa



Report: A report |lists information extracted
MainBoss can print many different types of reports, including work
histories, cost summariesguipment 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 itemgare 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, eind 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.

Norninventorieditemssr e mat eri als that you donot
track of. These might include mater.:
inventory (parts that you only order

you si mpl ytradkog (fortexampld, bascs 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 inverory.

Examples include quarts, meters, pounds or kilograms. These are useful
when specifying how much of a particular material is used in a job (e.qg.
three quarts of oil in an oil change).

Many materials (like light bulbs or fan belts) come in indbisiunits. The
MainBoss sample databases use the measur@n@aach) for such
materials.

f
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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 masy 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

youdd | i ke that contractor to do.
Even if your orgnization already has a system for creating purchase orders,
Mai nBossods facilities &eegng.dntoihédr | useful
words, itds useful to create a MainBos
A, B, and C from SemwpkyousendtXypureven i f t
suppliers doesnét come from MainBoss i

think of MainBossés purchase orders as
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 feguipment information, and so on.




MainBoss Sessions

A MainBosssessiorbegins when you start the MainBoss program and ends when you quit
the program. MainBoss sessions are controlled throughabhgormenu.

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:

MainBoss Security E |
Serial #

Enter Uzertame and Pazsword

Izert ame I -

Paszward I -

0k ® Cancel

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

Enter your UsesNamenhame Yy oum pPasswonde rTencliok A
Ok ®.

The MainBoss Window

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



L MainBoss - C:\MainBoss Y [m] B

Session  Reguests  Work Orders  Units  Inwentory  Tables  Administration  Help o

alzlselTREw

| [C&FS [NUM [SCRL [OWR

Themenulineecont ains the menus youdl | use to work
buttons- below the menus provides shortcuts te thost frequently used features of
MainBoss.

Quitting MainBoss

To quit MainBoss and end your MainBoss session, s8kestiort Exit from the menu.
The MainBoss program will eximmediately.

-10-



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 thieersonnel 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 fil]l I n t hr&ions. Fdr example,ifi on t ha
your organization doesndét keep track of I abo
hourly charge rates for your workers.

Although different organizations will have different needs, the rest of this chapter describes
the tdbles 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 usifgawvser You add new entries to a table
(or modify existing etries) using areditor. For information on how to use browsers angl
editors, se®&rowsers and Editoren pagel4l

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 eacherustom
separate fAbuil dingo.

TheBuildings table records information about all your buildings. Even if your
organization only has one building, you must set uBthlings table (with a single
record for that one building).

Note: If you intend to use MaBoss to print purchase orders, be sure to record full adfiress
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 dejivered.

To record infomation about buildings, seletables- Buildings from the menu. This
opens the Buildings browser:

-11-



| Code | Description Euilding BOA
Desc. BANE OF AGRICULTURE
FOOD FEST -FOOD COURT 4| |Address 45'wWheat Road
IdetdaLL el bILIAN MALL =
SOMMNYS SOMNNYS SPACIOUS OFFICES
City Fielderstan
State FD
Country
ZIF 489 RTE
- -
¥ ¥
x x
Edit | LClane | Delete | Search |

To create new entries in this table, cligkw - .
When you clickNew, MainBoss opens the Buildings Editor:

Create Building EHE

Code || -

Desc. I _

Address I

|
City |

State I

Country I
o |

‘ Save&Newl@ [Elarie | [elete | Save I Cancel F

Theonly field youmustf i | | Coded-.i sHaAiwever, youdll find it u
compl ete address i nfor Desdot withthe amaiuswmlilyoul d al s
used to refer to the building.

If you want to create entries for more than one bugdiii out the fields for the first

building, then clicksave & New®. Mai nBoss wi l |l save the infor
entered; then it will clear all the fields so you can fill in information about another

building.

When youbve type lsthulding clickizatei tosavdtlar t h e
information, then clickCloseto close the editor window.

Note: Before you save the contents of the window, it has a button labeleck|as in°®

above. Clicking this button closes the window without saving doyrmation. After you
Savethe contents of the window, tligancelbutton changes t6losg which means that
nothing will be lost when you close the window. This is true of many MainBoss windpws:
Cancelchanges t@loseafter aSaveoperation.

-12-



The Storeroam 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, sdlegtntory -

Tables- Storerooms

from the menu. This opens the Storerooms browser:

Browse Storerooms

2l

Building

| Building | Stareroom | Description
=| [CLEANING SUPPLY ROOM
FOODFEST F-CLE&NSUP 4 EQUIFMEMT SPACE
FOODFEST F-REP&IR = |LIGHT ROOM B3 LOADIMG DOCK
hdshdALL LOAD REPAIR SUPPLIES ROOM
ashALL M-EQUIP STORAGE/SUPPLY BASEMENT
oLl M-STORAGE SUPPLY/STORAGE SPACE
SOMNMYS S-SUPPLIES SUPPLY/STORAGE SPACE
v it
¥ ¥
x =
Edit | LClone | Delete | Search
Hew Frint |

=| | Storeroom
4| | Dese,
-

LA ES

BANK OF AGRICULTURE
B-SUPPLIES
SUPPLY/STORAGE SPACE

Done |

This lists which building contains which storeroom. Clickitigw in the browser opens the

Storerooms editor:

Create Storeroom E
Building || 2] INDNE 2]
Code I
Desc. I
‘ Save & Mew | [efare | Elete | Save I Canicel |

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

building contains the storeroom.

Note:l f you donot
belong toGeneral Inventory.

specify which

st asrs@adtmmdm cont

-13-
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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 whoredetti
do specialized work.

To record information about vendors, seléables- Vendorsfrom the menu. This
opens the Vendors browser. Clickingw opens the Vendors editor:

Code | -
Namel
Wndr. Type | E3; INDNE E3;
Cnntactl -
:ﬂ«ddressl ®
|
|
Phonel
Fa:-:l
Account Number |
WehAddressl
Contact Email | -
Comments |=]
| -
‘ Save & New| Core | Dekte | [ save | Cancel |

You mus Codét+ IQtherifigids dn be filled in with contact information for the

v e n d@ontactofi a n d\ddfeso® are particularly important if you intend to use

Mai nBossds purchase order facilities, since
to say where POs should be sent.

Once you ent er @ontaceEmaild 1, MairBass letsysu send enfail to

this address. Just click on the address wherever it appears \fiarttiers table or other

MainBoss windows) and MainBoss attempts to open your mail sending softwtheg so

you can send email to the giWebAddesiogdr ess. Sim
MainBoss attempts to open your web browser to display the given web page

Related Tables:The Vendor Typesable 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 accordingéntioes
they provide.

Categorizing vendors in this way can speed the process of creating work orders and
purchase orders. For example, suppose youodre
supply of electrical maieal aSspplieyoudae egio
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 catggo

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, seleghbles- Vendor Typesfrom 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 Contactstable lets you record information about your contacts. To see or change the
table, selectables- Contactsfrom 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 organizationé6és maintenance staff.

This doesiotinclude any outside contractors who may be hired for certain
jobs.Outside contractors are considered vendors.

ThePersonneltable lists information about each person in your maintenance staff,
including contact information and the rates charged per hour for eacnerso wo r k .

To record information about your personnel, sélgotk Orders - Tables- Personnel
from the menu. This opens the Personnel browser:
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| Code | Perzannel Mame Perzannel ALEX
Bl 2o Miraculacci Name Alex Miraculacei
Eg :ESH Eﬂ[{,{ﬁfd 4| |Trade FaM OPERATOR/REPAIR PERSOM
I dzmore

CONTRACT Conor Trellswil | Bhe Fims  EesEEaEE
ED Eddie Jonston Hame Phone
ELEC 5UP Eric: W allanstien M abile
ERIC Floyd Pump
FLOYD George Reynolds Pager
JAEK Hally waoods Ermai amiraculacci{@fanman.properties plus.com
JERRY Jack Whetherstone
JONMY Jemy Brookshield Cur. Rate  $33.00
KENT John Livingstan MNew Rate
LIVINGSTON Jonny Spot
MARK < |Kent Fainwinds of |EfDat=
MECH SUP Mark Moler Comments
MIGLEL F| | Miguel Michasls ¥
IKE X| |Mike Mitchel x

Edit | LClone | Delete | Search |

Hew Frrint | Done |

Clicking New in the browser opens the Personnel editor so yowenger information about
your personnel:

21

Code ||

I ame: I

Trade | |£| INDNE m

Buz Phone I

Home Phone I

Mobil |
Pager |
Email |
CnRate [
Mew Flate |—_ EFf Date ®
Comments =]
| 5
‘ Save & New| Core | Dekte | [ save | Cancel |

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 rée which you currently pay the worker, or which you
charge other people for the workerodés | abo

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 inthisfigsld. a r t i nkjf. Dateo t he
(given below), MainBoss will charge labor costs at the new rate rather than the old.
By recording a new rate ahead of time, yo
rate exactly on the day the new rate takes effect.

Eff. Date®: The date on which | abdewRatst s shoul c
rat her CQurhRateot h¢ See t heNesvwRpiddamboven)of 0
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Related Tables:The Tradestablegives you a way to cagjorize 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

exampl e, s urpeatsiengy oau Oweer kk order to fix a mec!t
assigning personnel to deal with the problem. You can tell MainBoss to change the list of

available personnel so that it only displays people ivdedanics category. This makes

it faster to pck 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 tabkelectWork Orders - Tables- Tradesfrom 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
whenever time allows. 0 You can attach

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

To define priorly codes, seledt/ork Orders - Tables- Priorities from
the menu.

Access CodeA code indicating any restrictions on doing a job.

For example, you might  Threpaireonthssst ri cti o
equi pment after 5: 00 pmo or AAl ways ge
shutting down machinery. 0o Codes | i ke t
so that your personnel are informed about any special access conditions that

might apply tgobs.

To define access codes, seldairk 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 renmgaain area in one of your buildings.
You could define &enovation 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 groupingjobsacor di ng to projects, you can ¢
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

what 6s going on.

To set up projects, seleédtork Order s- Tables- Projectsfrom the
menu.

Repair Closing Code:
A code used to summarize the nature of a repair.

Closing codes are a quick way to summarize thereaif 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
S0 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 defineRepair Closing Codes, selettork Orders - Tables- Repair
Closing Codedrom the menu.
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Work Categories:
Codes used to classify the type of wortone in a particular job.

For example, you might define categori
Aheat-cogHdationingo, fAvandalism repairo
additional categories for preventive m
Arud i ne maintenanceo, and Amaj or over ha

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 iywbwr mati on
can determine the exact labor and material costs associated with plumbing
problems in a particular building. This may help you make decisions about

budget allocatiorts for example, you can prove to upper management the

exact cost of plumbing problemserhaps justifying major renovations

where the troubles are worst.

To define Work Categories, selébbrk Orders - Tables- Work
Categoriesfrom 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 everythingéés optional; you can choose which MainBogs
features fit best with your methods of operation. For example, a MainBoss work ordgr lets

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

labor and materialsoncetheob i s f i ni s h e dhavetdtHusenleeseer , |[you dor
facilities; i f your organization dobesihdét kee
basis, you can simply omit this information from your work orders.

Here are the steps you typically followhandle a problem that is reported to your
maintenance department:

1. Create a work request (s€ecating a Work Requesh page2l). This is dme 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{se&ing a Work Ordeon 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 taski(séeg
Work Orderson paget5).

4. Close off the work order when the work is actually completed@se€ng a \Work
Orderon paget9). This may be done by maintenance management or by the workers
who actually did the job.
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Creatework
request

0

Create work
order
4
Print work
order
4

Do the
work

4

Close work
order

Typical Work Order Life Cycle

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 enoughnrétion 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 modi f
additional information or discover that you made atake.

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 thelpro, and so on.

MainBoss @RequestsMainBoss @Requests is an agld package that lets people in
your organization submit requests bynail. These enail messages are automatically
converted into work requesthiereby saving you the time and trouble of creating requgsts
by hand. For more informatiomn;reail contact@mainboss.com

To create a new work request, seleetjuestss Open Requesfrom the menuThis
opens a window where you can enter information about the problem:

-21-



2| x|
/R Numberl Date I
Fieq. By = || Iél Mew Requestor | Phane
Ernail
® % Equipment " Space
Euildingl [2]° INDNE 2]
gnit| 2+ INDNE 2]
W’orkEat.I 2] INDNE 2]
Subjectl 2
=
3
|
Accessl Iil INDNE Iil
F'riorit_l,ll |i| INDNE |£|
Save&ﬂewl Llane I Wiond | Save&Erintl Save” I Cancelul
[0 Tofill out a new work request:
1. Dr op t h e ReqrBgoe o speaify iho reported the problem. The ddmwvn
list displays your current Contacts takdi®r more on the Contacts table, Sée
Contact Tableon pagelb.
I f the work was requested by someone who i s
click theNew Requestorbutton- . This opens a window where you can enter contact
information for the new requestor.
2. If the problem involves a piece of equipment, clickuipment ®. If the problem
involves a space, clickpace .
3. Dr op t h e Bulding® wo egify tfie building where the problem occurred.
4. Dr op t he Urto# to speciyrihe équipment or space that has the problem.
5. F o Subjgctv? type a brief description of the problem.
6. Inthespacé bel Gubjedd t ype a mor e c ohmprbblketh.e descrip
7. Use the other fields in the work request to enter other information. For example, you
can enter a Ppaityoriift yyeowdwantn tho specify the
more on priorities, seé/ork Information Tableen pagel?.)
8. Click Save” to save the work request, then cliclosep to close the window.
Note:l f vy o uDatkde abvl ea nik , Mai nBoss fills in he cur
in these fields manually if you want to backdate the request to some other date/tim
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Once you have created a work request, you can print it usirigpthee& Print button. For
more information, see the online help.

MainBoss @Requests

If your organization has licensed MainBoss @Requests as amnaddhe normal
MainBoss package, users can submit requests by email.

The process is simple. People who are authorized to submit requests send email to a
designatecddress 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 starfirogn from an existing work request. However,

you can also create a work order Afrom scrat
with.

A preliminary work order may contain any or all of the following information:
[0 priority of the job
[0 date/time the jolshould be done
[0 personnel assigned to do the job (possibly including labor costs based on the
wor kersdé wages)
[0 length of time the job is expected to take
[0 materials expected to be needed for the job
[0 a detailed description of the work to be performed

Associakd 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 elefitsimian
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 pbhase 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 cextt@rcharges
(usually just calle@éxtrag. 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.

Staring 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 seleciegjuestss BrowseRequestsfrom the

menu:
| Wi/A Number | Reguestor Requested Movember 04, 2002 11:03:07am

""""""""" =| [Gam Neller =| |Requestar Scott Safehouse
+ anc -lean Beles 4| |Phone 555-893-9872

t S afehouzse

WRO00T7  —

W 00018 ommy Thistle | |Buiding SOMNY'S SPACIOUS OFFICES
Urit CEMTRAL BAME OF Nw
Fricrity
Access FULL ACCESS, ACCESS ANYTIME
“work Cat, REPAIR - MAINTEMAMCE
w0 Mumber
Subject The lights outzide of the bank are out
Description

Flease fix A5AP as thiz poses a securnity threat. Could be vandalism, the janitor
reported sweeping up broking glags this morming.

[+ -
¥ ¥
x >
Edt | cone | woid | Seach | [ Showonk
& waiting  oided
Mew | C_reateW.-’D.l Erint | " Transfened Dane |

Click on the work request you want to usethen clickCreate W/O - . MainBoss
will open a new work order using information from the selected work request.

2. If you do not have a work equest:
SelectWork 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 outhe work order by recording information in several sections.

[0 Some sections are used in preparing the initial work order (created before the work
starts). For example, you use theit section to record which equipment or space
needs to be repaired.

[0 Othersections record information after the job is done. For example, you uSete
section to record information like when the job was actually finished.
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[1 Some sections are used both before and after the job. For example, youLugethe
section before thpb 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:

[0 Tofill out an initial work order (before the job):

1. Fill out theUnit section to specify which equipment or space needs to be repaired. (See
Specifying Units for a Work Orden page27).

2. Fill out theDescription section to describe what should be done. (Fe=ifying a
Problem Descriptioron page28.)

3. Fill out theProperties section to specify when the job should start and when you
expect it to end, plus other relevant details. (Seecifying Work Order Properties
page29.)

4. Fill out theLabor section to assign personnel to the job and to estimate how long each
person will spend on the work. (Séesigning Personnel to a Work Ordar page30.)

5. Fill out theMaterial section to reserve any spare parts or other materials that you
expect the job will need. (Sé&serving Materials for a Work Orden page34.)

6. Save all the information you have recorded. (Seeng an Initial Work Ordeon page
43.)
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Specify unit
(Unit section)

0
Describe problem
(Description section)

0
Set schede
(Properties section)

0
Assign personnel
(Labor section)

0
Reserve materials
(Material section)

0

Save information
(Save button)

Typical Steps for Filling Out an Initial Work Order
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Specifying Units for a Work Order

TheUnit section of a work order specifies the equipment or space that needs to be
repaired:

w0 Mumber I
Subject I-l-|
Unit I Descriptionl Praperties I Labar I M aterial I Meter Readings I Cloze I Charge Eacksl
Reqg By - I Iil New Requestor I:) Phane
Email
" Equipment " Space
Building | EY |NDNE 2]
Unit | K] INDNE 2]
Laocation I
Service Contract Dezcription Yendar Start Date End Date
Quick Actuals... Quick Outside... | Cloge & Save | effective I
[v Select for Printing Save & New | Llone I Wiond | Save & Print | Save I Cancel

[0 Tofill out the Unit section of a work order:
1. InfASubjectdo - , enter a brief description of the problem.

2.1 f you started Req Byl vall befilad kn withéhg nequestor,
named in the work request. Otherwise, drop the arrow on the list. MainBoss displays
your current Contacts tabfas described imhe Contact Tablen pagéelb).

A

3.1 f the person who requested this Neork isnoét
Requestor®, and MainBoss will open a windowhere 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 reques{For more information, seéreating a Work Requesh page21.)

Once you have specified the unit that needs to be repaired, MainBoss will display apy
service contrets  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

TheDescription section ofa work order lets you describe the problem in as much detail as
you wish. You can also specify stbg-step instructions for dealing with the problem.

Create Open Work ODrder 2=l
W0 Mumber I
Subject I
Lnit Dieseription | Properties I Labor I 4 aterial I Meter Readings I Cloze I Charge Backs
=
-
Description of problem goes here.
FTou can enter step-hy-step instructions if you wish.
1.
2.
3.
-
Buick Actuals... Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save I Cancel

[0 To fill out the Descriptionsection of a work order:
1. Enter the description using as many liness necessary.

When entering the description, you can use the usual Windowsdixig features. For
example<Enter> starts a new line andBackspace>erases characters.
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Specifying Work Order Properties

TheProperties 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.

wOMNumber [
Subject |
Linit I Description | Labr I Materiall MeterHeadingsI Close I Charge Backs
Created I
wokStat [
“work End |—_
‘wiork, Duration |—1®Da_l,ls
Work Cat. | || |NOHE 2]
Access I El INDNE |i|
Prioity | || |wOmE 2]
CostCh | || |NOHE 2]
Project | (2] [nonE 2]
Guick Actuals... Guick Outside. . | Close & Save | effective I
¥ Seleot for Piinting savetMNew|  Cone | o | Savespint| [ save | Cancel

0 To fill out the Propertiesection of a work order:

1. | nWork Start 0— type the day the worghould start. You can enter this date in
almost any format. For example, you can ty@we3 or3 Jul Or2001/07/03 . For
more about date formats, see the online help.

2. When vyoWork btartlo , i Mafi nBoss autWorknantddé-cwath | y f i | | ¢
the sare date. This saves you time if the job will take less than a day. If the job takes
|l onger t han aWakiEndo eniitthhe rt hfei Idlatien tfhe j ob s
i nWork Duration 0 ® with the number of days the job should take.

General Principle: | f you enWerkEn@do ,d aMaei niBhosis aut ¢ mati cal
fiWork Duratond t o t he appropriate number of] days.
d ay s Wonk Duratioi 0 |, Mai nBoss aut WarkeEndoc al | vy hanges

ThePropertiessectionhasammmb er of ot her [Priorgyldodd etBory oaix amp
assign a priority to the job. (S&¢ork Information Tableen pagel?7.) For more
information on any of these fas, see the online documentation.
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Assigning Personnel to a Work Order

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

estimate work times (before the job ssaiand record actual work times (after the job is
finished):

W0 Mumber I
Subjectl
Linit I Descriptionl Properties | Materiall MeterHeadingsI Close I Charge Backs
Perzonnel Mame Trade Time Rate Total Cast
=
F
-
st
¥
x
LnkP/D.. | AddEstmate.— | AddAcwal. | Edi | Delete |
Mews Purchase Order... | Add Extra Estimate... | Add Extra &ctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Save &ﬂewl LClone I Wod | Save & Print | Save I Cancel |

There are two types of workers who might be assigned to a job:
00 Your own personnel (internal workers)
[0 Outside contractors (outside workers)

You can combine both types of workers on a jbhecessary. However, the two types are
handled differently, as described below.
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[0 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:

Show only trade | [2] [anr [2]
Persannel | |£|_| 2]
Trade | |#| [NONE [2]
Start | ®
End | -
Estinated Tme |
Rae[  TowCow|
Save & New [ Core | Delete | Savet | Cancel2 |

2. Dropt h e ar RPesanned-n. M@inBoss displays yolwrersonneltable (as
discussed imhe Personnel Tablen pagel5). Select the person you want to assign.

3. Us estarfd® a n &ndéd  to record he times you expect this worker to begin the
job and end the job.

General Principle:l f you en€Emddo, aMéai mBos® @ut omafti cally
fEstimated Timed t o t he appropriate | ength off] ti me.
t i meEstimatedifimed, Mai nBoss autbndta.ti cally clhanges

4. If you intend to assign other workers to this job, clickve & New® . MainBoss saves
the information youbve just entered, then c
information about the next worker.

5. When you hge assigned the final worker to the job, clitkvet to save the
information, then clickClose? to close the window.

When you return to the work order window, Vyo
the list in theLabor section:
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/0 Mumber ||

Subject I

Lt I Descriptionl Properties  Labor |Material| MeterHeadingsl Cloze I Charge Backs

Perzonnel Mame Trade Time Fiate Total Cost
Jerry Brookshield MALINTEN E 1:30 2z.00

— |H|«|1

UnkP/0.. || AddEstmate. | Adddcwal. | Edi | Delete
MNew Purchase Order... | Add Extra Estimate... | Add Extra dctual... |
Quick Actuals... I Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel |

TheE in theTrade 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 orddor that cantractor. 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.

[1 To associate a purchase order with a work order.

1. IntheLabor section & a work order, clicklew Purchase Orderto create a new
purchase order arink P/O to add the costs to an existing purchase order. (For more
on creating purchase orders, egchasing and Receiviran payel17.)

Once you have created a new purchase order or linked to an existing one, it will appear in
theLabor section window:
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/0 Mumber ||

Subject I

Lt I Descriptionl Properties  Labor |Material| MeterHeadingsl Cloze I Charge Backs

Mame Trade Time Fiate Total Cost

Personnel
CONTROL PO

ooois

— |H|«|1

LnkP/O.. | AddEstmate.. | Adddcwal. | Edi | (e
MNew Purchase Order... I Add Extra Estimate... | Add Extra dctual... |
Quick Actuals... I Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel |

The Personnelcolumn gives the identifier code of the vendor and\tame column gives

the identification code for the purchase order.

[0 To add a labor estimate to the purchase order:
1. Click the entry for the purchase order inthhors ect i o

ndés | i st

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

Create Work Order Labor

2]

P40 Number |PD 00015 Vendor [CONTROL

% Labor ! [aterials 71 Dther
WD Numberl
LCat. Ma. I
- Desc.l
O | INDNE
Order Quartity I Urnit Cost I - Total Cost I $0.00
Save&ﬂewl Clone | Delete | Save I Cancel |
3. Enter a descripti onDeecb-.t he
4. Enter the esti maflaaiCostto st of

5. Click Saveto save the information, then cli€koseto close the

contractor o6s

the wor k i n

window.
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When you return to the wor k lioebdlewthewi ndow, yo
purchase order, showing the cost estimate yo

Note: The labor cost will be added to the purchase order agtea

Reserving Materials for a Work Order

When you assign materials & 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 reserveFor example, if a job on a forklift truck will péace certain engine belts, you

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

Note:l n order to reserve materials for 4@ wor Kk
table. This table records the materials you nsgur work. For more information, see
Describing Invetory Itemson pagelOl

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

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 ofpem is five belts,

MainBoss will recommend that you should order more of the belts, even though you
actually have six belts on the st&elthe belts put on reserve are not included in the stock
level because they are already spoken for.

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

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

reserve are marked as used, or taken off res
after all. For more on recording the actual use of materials;lseeg a Work Ordeon

page49.

You record materials estimates in ffiaterial section of a work order:
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w0 Mumber I
Subject I
Lt I Deszcription I Praperties I Labor || eter Readings I Cloze I Charge Backs
Item Desc. Category Quantity L0k Unit Cost Total Cost
=
F
-
It
¥
x
LnkP/O.. | AddEstmate.. | Adddcwal. | Edi | Delete |
MNew Purchase Order... | Add Extra Estimate... | Add Extra dctual... |
Quick Actuals... I Quick Outside... | Claze & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel

There are two types of materials that might be used on a job:

[0 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), describediiaaling with Outside Labor and
Materialson page38.

You can combine both types of materialsagjob, if necessary.

(1 To reserve materials from your own inventory:

1. Click Add Estimate in theMaterial section of the work order. MainBoss opens a
window where you can specify the materials you want to reserve:
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Create Inventory Reserve ﬂﬂ

W A0 Mumber |
Show items anly if
& allitems " listed as SparePart - |
Iy, Cat, | @ALL 2]
¥ Inventoried ltems ¥ Mon-inventaried ltems
Selected ltems I il I EI
Fick Thisliem © | Pick Mew ltem &
Inw. Item | |£|-.|NDNE 3|
Date I

OnHand I I

Uit Cost I Total Cozt I
Orn Order I On Reserve I Stock Available I

Euildingl |i| INDNE |£|
Stareroom | |i| IEHDDSE WHEN ISSUED |£|
Storeroom On Hand I Location I
Reference I
Reserve Quantity I 1 Urit Cost I Total Cost I
Save &ﬂewl Llone | Delete | Save I Cancel |

Using this window can be dividedto 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 waytodothis s si mpl y t o ldwlempo t he ar r
= and find the item you want to add. However, inventory lists can be very long and

searching through them may take a | ot of tim
of the item you want.

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

[0 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 inventoryintoeag or i es, dr onp.Catb®@ arr ow ot
and choose the category for the part you want.

3. Dr op t h e Sdecteddtems o.nrheflist will show only those items that match
the criteria you have specified Ifvfor exampl
Cat.).
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hemé | Ind lkemo

4. Fi nd t he SHeleceditemsn Itihset ,iPick The
wi || be setSelectedIterhee. i t em i n N
I f you want to specify an i

t e ict Nea temcur r ent |

+ . MainBoss will open a imdow where you can enter a description of the new item. For

more on describing inventory items, seescribing Invetory ltem

son pagelol

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.

W /0 Murnber |
Show items anly if
& allitems  listed as SparcPart |
Irvv. Cat, | |£| |A|_|_ |£|
¥ Inventoried lkems W MNon-inventoried Items
Selected lems ITUBE F40E |£| FAQE' TUBES) |£|
Pick Thisliem | Pick Mew ltem
Inw. Item |TUBE F40E |i| |F4DEWTUBES |£|
Qatel
DnHandI 300 IEﬁCH
Unit Cost IW Total Cost m
On Drdler 300 On Reserve |755 Stock dvailable 544
Building IBDA B{_JBANK OF AGRICULTURE |£|
Stareroom | EJ{ IEHDDSE WHEN ISSUED |£|
Storeroom On Hand |—® Location I
Fle_ferencel
Reserve Huattity |71_ Unit Cost Im Total Cost IW
SavetMew|  Clone | Delete | [ Save | Cancel |
To specify the storeroom that contas the item:
1. Us uildingd- a n ébtordroomo- t o speci f ySta@ercdeh©r er oom. i
Hando® then tells you the quantity of the selected item that is currently available in
the chosen storeroom.
2. Choose aBuldngd ea re8tdreyadmofn i f ststdrexoorh you look at
doesndét have enough of the item on hand.
Reserving the Item:Once you have determined a storeroom that contains an appropriate
guantity of the i tem,Regrd @uantith h.ghisrtelsgui red qua

MainBoss to put tat quantity of the item on reserve.
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Finishing up: Once you have specified the quantity you want to reserve,&tickto save
the information, then clickloseto close the window. When you return to the work order,

youoll see that dtothematetialsistt has been adde
2| x|
ﬂa"DNumberm

Subject I

Linit I Descriptionl Plopertiesl Labor  Material | MeterHeadingsI Close I Charge Backs

Item Desc. Category Quantity Lok Unit Cost Total Cast
TUEE F40E F40EW TUEES

— |H|«|{

lnkPD.. || AddEstmate.. | AddActual. | Edi | Delete
Mews Purchase Order... | Add Extra Estimate... | Add Extra Sctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save I Cancel |

UnderCategoryy o u 6 IE lindicating 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 suppigaterials 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 dodehe labor and/or matals. You
thenlink this purchase order to the work order. Typically, labor costs and materials are
consideredxtrason the purchase order. (For more about purchase ordef3,isg&sing
and Receivingn pagell7.)

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

[J To create a new purchase order from the work order:

1. InthelLabor section or thé/aterial section of the work order, clidkew Purchase
Order - .
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/0 Mumber I
Subject I
Linit I Descriptionl Froperties | I aterial I Meter Readings I Close I Charge Backs
Perzonnel Mame Trade Time Rate Total Cast
=
2
-
st
¥
x
LnkP/D.. | AddEstmate.. | AddAcwal. | Edi | Delete |
Mews Purchase Order... | Add Extra Estimate... | Add Extra &ctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Save &ﬂewl LClone I Wod | Save & Print | Save I Cancel |

2. MainBoss opens a window where you can create the purchase order (as described in
Creating a New Purchase Orden pagel2l

3. When you have finished creadj the purchase order, it will appear in the lists in the
Labor section and th&laterial section of the work order.

/0 Mumber I

Subjectl
Linit I Descriptionl Properties  Laber |Material| MeterHeadingsI Close I Charge Backs

Trade Time Rate Total Cast

Personnel Mame
CONTROL PO 00016

— |N|«|1

LnkP/D.. | AddEstmate.. | AddAcwal. | Edit | Uik
Mews Purchase Order... | Add Extra Estimate... | Add Extra &ctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save I Cancel
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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 antelgan 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.

(1 To link a work order to an existing purchase order:

1. InthelLabor section or thé/aterial section of the work order, clidkink P/O = .

W0 Mumber I
Subjectl
Uit I Descriptionl Plopertiesl Labor  Material | MeterHeadingsI Cloze I Charge Backs
Item Dese. Category Quantity Lok Unit Cost Total Cast
=
F
-
-
¥
x
LnkP/D.. — |  AddEstmate.. | AddAcwal. | Edi Delete |
Mews Purchase Order... | Add Extra Estimate... | Add Extra Sctual... |
Buick Actuals... | | Buick Outside... | Close & Save | effective I
¥ Select for Printing Save &ﬂewl LClone I Wod | Save &Elintl Save I Cancel |

2. MainBoss opens up the Purchase Order browser, showing existing purchase orders.
Select the purchase order in the lisbf purchase orders, then cliCik ® .

Browse Purchase Orders HE
| F/0 Mumber | Summary Created
PO 00007 = x| |lssued
PO 0D0OE 4| |Dutside contractor +] |Closed on
- o | |Status
Date Required
Wendor
Cast Clr.
Comments
v .
¥ ¥
x =
EAT Gione ot Sl @ty el Pbl =
| | | ’7(: Open ¢ Clozed I I I IEI |
e Elist | ' ssued  Woided Ok I [ |
3. MainBoss wi |l return to the work

in the lists in the_abor section and th&laterial section of the work order.
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Once youdbve specified the purchamgwamnr der

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

this while youdre stil]l creating the work or
0 To add | abor and materi al expenses to a pur
work order:

1. IntheLabor section or thé/aterial section of the work order, select the purchase
order— to which you want to add the new expense.

Create Open Work Order 2%

/0 Mumber ||

Subject I

Lt I Descriptionl Properties  Labor |Material| MeterHeadingsl Cloze I Charge Backs

Personnel M ame = Trade
CONTROL PO 00016

Time Fiate Total Cost

— |H|«|1

LnkP/O.. | AddEstmate.. | Adddcwal. | Edit |

1 kalike
Mew Purchaze Order... | Add Exbra Estimate. | Add Extra Actual...@d
Quick Actuals... I Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel |

2. To add an estimate to the purchase order, élik Extra Estimate - . To add an

actual expense, clickdd Extra Actual ®. In both cases, MainBoss opens a window
where you can record information about the expense.

P/0 Numper |PD 00016 Vendor [EONTROL
= Labor % haterials  Dther
W0 Number |
LCat. Ma. I
Desc. I
uom | © [#] [monE E3;
Order Quartity Ii— Uit Cost I— Total Cost IW
Save&ﬂewl Clone | Delete | ’?IZ Cancel |

-41-



3. 1 nCatiiNoo , enter any reference number assigned by the outside contractor (e.g.
the contractordos identification number for

| nDesto° , enter a description of the labor or materials.

| nUOMO< , enter a unit of measure. (This is only relevant for materials expenses,
not labor.)

6. | nTotal Costdo? , enter the total cost of the labor or materials.

Click Saveto save the informationywo ve | ust e rClogetoelabethet hen cl i
window.
8 When you return to the work order, youol | =
expense list.
2| x|
WAOMNumber [

Subject I

Linit I Descriptionl Properties  Laber |Material| MeterHeadingsI Close I Charge Backs

Perzonnel Mame Trade Time Rate Total Cast

PO 00017
PLUMEING LABOR E 300.00 £

LnkP/D.. | AddEstmate.. | AddAcwal. | Edit | Uniink |
New Purchase Order... | Add Extra Estimate. . I Add Extra Actual... |
Guick Actuals... I Guick Outside. . | Close & Save | effective I
¥ Select for Printing Save&ﬂewl LClone I Wod | Save&Elintl Save Cancel
Expenses entered in this way are recorded as
explanda i on of fAextraso, see tRuehaskiOsleri€grasn on of p
pagel?’.

You can also add items to the purchase order by editing the purchase r@ciéy. dio do
this, doubleclick on the purchase order in the lists in théor section or thé/aterial
section of the work order. MainBoss will open a window that lets you edit the purchase
order, using the facilities describedGneating a New Purchase Orden pagel2L
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Saving an Initial Work Order

Once you have recorded all the work order information you need, you must save that
inffoormat i on i n MainBossods database.

[0 To save the initial work order:

1. At the bottom of the work order window, cliélave- to save the information, then
click Close- to close the window.

From this window, youol| r et dlosethetbmwserlbye Wo r k
clicking theDone 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 happensrttest jou to
reschedule.

Note: To modify a work order, you use the Work Order browser. For more informatign
about browsers, sézowsers and Editoren pagel4l

[J To modify an existing work order:

1. SelectWork Orders - Browse Work Orders from the menu. This opens the Work
Order browser:
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