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Introduction

Welcome to MainBoss Advanced 3.0

This guide provides a quick introduction to principles of using MainBoss Advanced 3.0.

"1 For information on installing or setting up the software, see the Installation and

Administration Guide

"1 For details of MainBoss set-up, see Configuration Quick-Start or the full

Configuration guide

"1 For information about day-to-day use, see Operations Quick-Start or the full

Operations guide

What You See

Here’s a typical picture of the program’s main window:
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On the left is the control panel. This provides access to all standard actions and
information. On the right, the Refresh button updates the information displayed (in case
other users have recently made changes to your organization’s data).

General Principle: In MainBoss Advanced, you use the control panel (on the left) to
go to a table, then you use the table’s buttons (on the right) to do work.

This manual uses the notation Entry | Subentry to refer to items in the control panel.
For example, Work Orders | Reports refers to Reports under the Work Orders entry

in the control panel.




Whenever you select an entry in the control panel, the rest of the window changes to
show information about what you selected. For example, if you click Work Orders in
the panel, the right-hand part of the window changes to show information on work
orders.

We recommend that you maximize the main window so that MainBoss has the most
possible screen-space to display information.

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as
<Ctrl+C> for copy and <Ctrl+V> for paste. You can also use <Tab> to move to the
next field in a window; if you’re filling out a form, you can just tab from one field to
another rather than using the mouse. <Shift+Tab> moves backward to the previous

field.

MainBoss buttons often allow keyboard shortcuts. To see the shortcuts, press the <Alt>
key. One letter of the button will be underlined, as in Save. Pressing <Alt> plus the
underlined letter is equivalent to clicking the button, so that <Alt+S> is equivalent to
clicking the Save button.

View Options: The View menu provides options that control how information is
displayed:

"1 Zoom in on View: If you click this menu item, MainBoss will hide the control
panel in this window. If you were looking at a table viewer, you will see an enlarged
version of the View section (without any other of the table viewer’s sections). If you
were looking at a report window, you will see all sections of the window.

When you are zoomed in like this, Zoom in on View will be marked with a
checkmark in the View menu. To “zoom out” again, click Zoom in on View again.
This returns to the window’s usual appearance.

1 Open in New Window: If you select this option, MainBoss opens a new window
containing the same information as the current one. This is useful if you want to
compare information between tables: have two windows open, one showing one
table and one showing the other.

Getting Help

There are several ways to obtain online help while using MainBoss:

'] Pressing the <F1> function key displays information about the window currently on
the screen.

T1 If you point the mouse to something on the screen, MainBoss displays a tool-tip (a
small yellow message) providing information about what you’re pointing at. This is




particularly useful if a button on the screen is currently disabled (i.e. grayed out).
The tool-tip explains why the button isn’t currently available.

"1 The MainBoss Help menu provides access to MainBoss’s help files.

1 Help — Contents gives you the table of contents for the help files.
"1 Help — Help Index gives you an index of important terms.

Specifying Your MainBoss Database

The first time you start MainBoss, you must specify how to connect with your
MainBoss database.

] To set up MainBoss so that it can access an existing database:
1. Log in to the computer under your usual login name.

2. Start MainBoss on the new machine. It will display a window asking you to specify
the maintenance organization (database):

I8 Select MainBoss Organizatio

Session Help

Maintenance Organization DataBase Server DataBase Name Start Mode

-+ |[+] [ (Add Existing Organization ]+ [ Clear Start Defaut ][]

3. Click Add Existing Organization. This opens a window like this:

E Create a New Crganization
Create and add & maintenance organization to the list

OrganizationMame |
DataBaseServer |
DataBaseMame [

4. In “OrganizationName”, enter a name that will let you recognize this database.

5. In “DataBaseServer” and “DataBaseName”, enter the names given to you by the
person who’s in charge of MainBoss at your site. (These names tell MainBoss how
to find the appropriate database.)



6. Click OK. MainBoss will add the database name to the list. You’ll see something
like this:

I8 Select MainBoss Organization EE‘

Session Help

Maintenance Organization DataBase Server DataBase Name Start Mode Default
MainBoss scriniumMAINBOSS QurMainBoss MainBoss

7. Click on the line containing the maintenance organization name, then click Set
Start Default. (This means that MainBoss will use this maintenance organization
whenever it starts up.)

8. Click Open Organization.

Once you have set up this computer to access the maintenance organization, you don’t
have to do it again. Every time you start MainBoss on this computer, it will
automatically start working with the specified database.

Table Viewers
A table is a list of entries, each of which contains information about something. For
example, the Vendors table is a list of your suppliers.

Each entry in a table is called a record. For example, each entry in the VVendors table
gives information about one of your suppliers.

A table viewer lists the records in a particular table. For example, the Vendors table
viewer lists the entries in your Vendors table.

Table viewers usually have two sections:

View: A list of normal records—this can be anything from work orders to
information about spare parts.

Defaults: Default values for creating new records. For example, the default values
in the Vendors viewer will be used whenever you create a new vendor record.
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Deleted Records

In the bottom right hand corner of most table viewers and editor windows, you’ll see
either Active or A11:

1 If the word is Active, lists of records displayed in the window only include active
records. This means that the window only shows records that haven’t been deleted.
This situation is shown in the preceding picture. (Note that in rare cases, deleted
records sometimes have to be shown in order to display undeleted ones).

1 If the word is A11, the viewer is showing all records including those that have been
deleted. Deleted records are marked with a red X on the left.
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In most tables, MainBoss never completely erases deleted records. This makes it
possible to maintain a complete audit trail of everything you do.

To switch from Active to A1l or vice versa, double-click the word. You’ll see deleted
records appear or disappear.

The Restore button lets you “undelete” a selected record. MainBoss opens a window
where you can examine the record to be restored and make changes if necessary. When
you save the record and close the window (typically by using Save & Close), the record
will be restored to the active list.

Records That Refer to Deleted Information: When you delete a record, it’s possible
that other records still refer to it. For example, suppose a worker leaves your
organization so you delete that person from your Employees list. That worker’s name
will still appear in old records (e.g. work orders that the person worked on).

MainBoss indicates that data comes from a deleted record by striking-eut the data. For
example, if you delete Joe Smith’s employee record, all work orders that refer to that
person will show the name as Joe-Smith. This shows that the associated employee
record has been deleted (and will reduce your confusion when you can’t find Joe
Smith’s name in your list of Active employees).

Editors

An editor is a window where you can enter information. Most editor windows have a
Details section where you can enter basic information; many editor windows have more
sections for additional information.



"] Mandatory fields are marked with a red arrow until they’re filled in. You can’t save
the record until you specify values for those fields. (In the picture below,
“Requestor” and “Subject” are mandatory.)
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Save & New | Frint Save & Print | Save | Save & Close | | v| Close | | |
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"] Read-only fields can’t be changed. They can be recognized because they are not
surrounded by a black border line. In the picture above, several fields are read-only.
For example, “Business Phone” is read-only. (As soon as you specify a
“Requestor”, MainBoss looks up the person’s phone number from your Contacts
table and displays the result.)

'] As shown above, editor windows have several buttons containing the word Save:
Save: Just saves information you’ve entered.
Save & Close: Saves the information and closes the window.

Save & New: Saves the information and starts a new record. This lets you create
one record after another; for example, if you’re recording contact information
for people, you can Save & New after each person, which saves what you’ve
just entered and starts a record for someone else. (Fields in the new record are
initialized with default values as set in the Defaults section of the appropriate
table viewer.)

Save & Print: Saves the information and opens a window that will let you print the
record you’ve just created.

General Tip: When you’re filling out a record, if you don’t know what value a field
should have, leave it blank. Filling in dubious values will cause confusion down the
line, and finding values that need to be changed can be difficult. If MainBoss really
needs a field to be filled in, it uses the red arrow to make the field as mandatory.




Drop-Down Lists (Pickers)

Editor windows often specify information using drop-down lists, also known as pickers.
For example, the “Requestor” field in a work request editor is a drop-down list:

Regquestor | | -]~

As shown above, a drop-down list ends with three symbols:

'] The left-most arrow displays a list of available values for the field. In the case of
“Requestor” this will be a list of the people whom you’ve authorized to submit
work requests.

Regquestor [ - . o i v] | ]
Mame Business Phone
Alex Miraculacci 5h5-8309-0289 -
Allison Matrix 5h5-008-5372 =
Andrew Alberts BhE-072-0873
Coach Charlie bb5-783-0872
Floyd Pump 5h5-893-5330
Gary Neller bhE-T83-9723
George Jasper 555-035-5087 E
Henry Tallboat bhE-987-9723
Holly Happy bhE-902-8723
Jackie James 5h5-098-2785
Jackie Newlywed hh5-852-9728
Jane Leighbold hhb-789-9872 5
Janice Freidelburg hhh-980-9873
Jean Martin
John Livingston hhb-238-5872
Jonny Spot hh5-853-5872
Karen Krystal hhb-972-5287
Marylee Chef
Mike Mitchell hh5-890-5728
Nall'lcyr-dean Eeltree hob-897-2987 %
7] The “...” opens a window showing the complete table. For example, if you click the

“...” for “Requestor”, you get the Requestors table. Click an entry in the table, then
click Select to fill in the original field.




Mame = Business Phone Mabile Phone
Alex Miraculacci BE5E-835-0289 555-835-5411 -
Allison Matrix hhb-098-9872 i
Andrew Alberts FE5-972-9873 —
Coach Charlie 555-783-5872 i
Detailsl Requests I \work Orders
Name Business Phone E-mail
Requestor Contact Alex Miraculacei  555-839-0239 amiraculacci@fanman.properties plus.com
¥ Receive Acknowledgements
Comment
New | Edit | Delete | Restore | Print | Refresh | Search | Select_l Cancel |

'] The right-most arrow of the drop-down list opens a menu that gives you a number
of options. For example, if you click this arrow for the “Requestor” field, you’ll see
the following:

Name Business Phone
Requestor | [
Unit | Browse...
[T Use access code from unit Mew Requestor
Access Code |

Browse lets you look at the existing Requestors table, just like the “...” button.
New Requestor lets you create a new requestor record; if you do this, the requestor
will be filled into the original “Requestor” field once you save and close the new
record. This makes it easy to create new records “on the fly” if you don’t already
have an appropriate record.

If you want to delete (clear) the value that’s currently shown in this kind of field, right-
click on the field and choose Clear. (With drop-down lists, the Clear option only
shows up in non-mandatory fields; you can’t clear the value of a mandatory drop-down
list once it’s been given a value, although you can give the field a different value.)

Errors

MainBoss puts a marker beside data fields that contain invalid data. The error marker is
a red circle containing a white exclamation point. This is shown below, where the
“Effective Date” field should contain a date, but instead contains meaningless text:
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If you try to save a record when it contains an invalid field, MainBoss will display an
error message and won’t save the record.

To find out why a data value is invalid, move your cursor to the error marker. MainBoss
will display a tooltip with a message explaining why the current value can’t be
accepted. This is shown below:

[ E Mew Item Pricing E@I&J
Effective Date jpaa |
ltem §=3 BELT 65.. 6 STRAND B.. 5P 0 £0.00 - - -
Vendnr| LI e JThe date is not in a recognized format
Quantity Unit Cost Cost
Quoted Pricing | |‘| | | |i

Save & New | Save | Save & Close ‘ Cancel |

Active

Concurrency Errors

In the rare case that two people try to edit the same record at the same time, MainBoss
will report a concurrency error.

For example, suppose you start editing a Units table record and before you’re done,
someone else tries to edit the same record. The first person to save the record will
succeed. The second person to save the record will receive an error message indicating
that the record has changed while you were making your changes:

-10 -



"B Update Error . =HACH| X

Database update failed with & concurrency error

Browse Conflicts | Previous Cunﬂn:tl Next Conflict

Column Criginal Value Curment Database Value Proposed Change
0c7311cd-0025-49a0-a2e3- 95 Dceabd51-0023-4aa1-3a28-6bd2e_ . 9dfbedl3-0023-42e4-bBhT-2abe_ . N
Make STELLAR STELLAR STELLAR
Model OLYMPIA OLYMPIA OLYMPIA L
Serial Number 12 12 12 3
Usage alc13%e6-cbed-49eh6-FacT-2d1 .. alcl3%eb-ched-49e6-9acT-2d19%4 . alcl3%eb-ched-49e6-acT-2d19. |
Category 19¢53119-0029-4da6-aleb-ddE .. 14b9d025-0029-44f0-987a-d285e.. 19c53f19-0025%-4dab-aleb-ddB5f ..
System 4a3calbe-0029-436c-a0b17-4bb_. 4a3calbe-0029-436c-ab17-4bbda . fhaedd85-0029-426d-b03-5d00..
Drawing
Access Code 7b0b598e-0029-4c02-91a7-eee_. ThOb538e-0029-4c02-91a7-eeeald . ThOb598e-0029-4c02-91a7-ccea .
‘Work Order Expense Model =

An Update error has occurred:
Do you want to overwrite the current database record with the proposed changes?  Yes Mo

MainBoss is asking you to resolve conflicts between the changes that were just made.
The error message lists the fields in the record. For each field, there are three columns:

"] The first column shows the record’s values at the time you began editing

'] The second column shows what the values are now (the ones that the other person
saved)

'] The third column shows the new values you’ve specified yourself

Where the values are different, you can see fields where your values differed from the
other person’s. The Next Conflict and Previous Conflict buttons jump to fields where
the values conflict.

In many records, some field values will look like nonsense strings of characters. These
strings are actually links to other tables. For example, the “Unit Contact” field refers to
an entry in the Contacts list. The field’s value is a meaningless character string that
serves as a pointer. You can see if two pointers have the same value, but you can’t tell
anything about the record they point to.

When conflicts occur, it’s best to click the No button on every conflict; this basically
says, “Ignore what I just did.” ) Then just go back and start editing the record again.
This time you’ll see the values that the other person put in. You can then decide which
of these you want to change.

Interrelated Records

MainBoss records are often linked to each other. For example, a record describing a
piece of equipment might have a link to a service contract record, indicating that the
equipment is covered by the service contract. This link is roughly analogous to a link on
a web page: it’s a pointer that MainBoss can follow in order to find related information.

If record A links to record B, record B often links back to record A. For example, just as
an equipment record can link to a service contract, each service contract record has

-11 -



links to all the units covered by the contract. This makes it possible for MainBoss to go
from equipment to service contracts or vice versa.

Now suppose you’re creating a new unit record and you go to the Service Contracts
section. If you haven’t yet saved the unit record, you’ll see that the New button in the
Service Contracts section is disabled. Why? Because the unit record doesn’t exist until
you save it. If you tried to create a new service contract record before the unit record
was saved, there’d be nothing to link the service contract back to.

For this reason, the New button for service contracts stays disabled until you save the
unit record. After that, the New button is enabled and you can use it to create a new
service contract.

Note that if you hold the cursor on the disabled New button, a tooltip will explain the
situation.

If this seems confusing, just remember this rule: If you’re in the middle of creating a
new record, MainBoss may not let you create a connected record until you save the
first record.

If you find that a New button is deactivated, saving the current record will usually
activate the button.

Corrections

Some editors have a Correct button as well as an Edit button. Correct is used to make
corrections to information that has already generated accounting transactions (e.g.
records of actual costs on work orders). To maintain an accurate audit trail, MainBoss
doesn’t let you change or delete existing accounting records. Instead, you have to create
new “correction” records which add or subtract from previous monetary values.

On a similar principle, “physical count” records resulting from taking inventory can’t
have their numbers altered once the record is saved. Instead, you have to “void”
(cancel) a physical count, then record a new count. Again, the point is to prevent
numbers from being fudged—you always leave an audit trail.

Reports

Reports can display and analyze your maintenance information. Many sections in the
control panel have subsections that offer reports; for example, Work Orders | Reports
offers you a number of reports dealing with work orders.

When you choose the control panel entry for a report, you get a window that lets you
specify options for the report:

-12 -




1
E MainBoss Maintenance Manager EIL
Session  View Actions Help
| Work Order History Report

Grouping and Sorting| Filtering| Advanced | Preview |

—Group by
% Priority
" Access Code

" \work Category
i” Reguestor

i~ Unit

" Unit Location

" Unit Category
i~ System

" Access Code

i~ Unit Usage

i Ownership

" Asset Account
" Purchase Vendor
" Vendor Category

—Saort by
% Start Date
™ End Date
" W0 Number
™ Subject

—Sort Direction
¥ Ascending
i” Descending

Preview | Refresh |

User THOUGHTSYagardner Organization MainBossFacil |F|cti'~re -

Report Sections

The window associated with a report organizes options into sections. Different reports
have different sections, but here are the most common:

Grouping and Sorting: Lets you control how the report is organized. For example,
suppose you’re printing information on work orders. The report will be divided
into sections, with each section containing work orders that have something in
common. For example, each section might refer to a different location (which
gives you a location-by-location breakdown of the work you do). As another
example, you might group your information by unit, so that you get a unit-by-
unit breakdown of your work orders.

- 13-



Within each section, you can sort by other criteria. With work orders, for
example, you can sort by “Start Date” (the date each job began), by “End
Date” (the date each job ended), by work order number, and so on.

Filtering: A filter lets you select which records you do and don’t want in the report.
For example, you might want to restrict a report on units to units in a particular
category. Filter sections let you specify such restrictions.

The Eiltering section lists a number of checkboxes; each is associated with a
type of information that you can select. When you checkmark one of the boxes,
MainBoss opens a window where you can specify the information that you want
included in the report:

Range of values: If you select Range of values, you can restrict the report to a
consecutive set of records.

Filter By WO Num.. il (||

* Range of values
" Specific values

From (WO D00D00DG

R
Te  |[Aoyvalug ]
Disable Filter | Enable Filter

e -

You specify the start of the range in the “From” line. You can select any
record or else specify Any value, in which case the report will begin at the
start of the list. For example, if you’re filtering by work order number and
you set “From” to wWo 00000006, the report will begin with the specified
work order and continue on from there. If you specify Any value, the
report will begin with the very first value in the appropriate table.

Similarly, you specify the end of the range in the “T0” line. You can select
any record or else specify Any value, in which case the report will end
with the end of the list.

If you select the same value in both “From” and “T0”, the report will only
cover the single selected value. For example, if you set both “From” and
“T0” to WO 00000006, the report will only give you information about that
work order.

Note: In ranges (and lists in general), MainBoss sorts information in textual order, not
numeric. For example, the value 011 sorts before 10—anything that starts with 0 sorts
before anything that starts with 1.

Specific values: If you select Specific values, MainBoss gives you a check-list
of possible values.

-14 -




il o C .1
Filter By WO Num.. b=l (= | eS|

" Range of values
{* Specific values

[ w0 00000001 -
v /0 00000002
[ w0 00000003
[ WO 00000004
v /0 00000005
[ WO 00000006 -

Disable Filter Enable Filter

|-

Checkmark the entries you want to include in the report.

Enable Filter: Clicking this activates the selection you’ve just made. MainBoss
closes the filtering window and restricts the report as you specified. When

you return to the previous window, you’ll see that the filter has been
checkmarked.

Disable Filter: Clicking this de-activates an existing selection. MainBoss closes
the filtering window and removes any associated restrictions on the report.

When you return to the previous window, you’ll see that the filter has been
marked as blank.

Advanced: Lets you specify a title for the report when it is printed. Depending on
the type of report, this section may also let you specify additional options.

Preview: Displays a preview of the report—a version of what you’d see if you
actually printed the report on paper. Preparing such a preview often takes time,
since MainBoss may have to process a lot of data; therefore, you might have to

wait while MainBoss creates the preview. (The Preview section is described in
more detail later in this chapter.)

The Preview Window

The Preview section of a print window contains a control bar like this:
‘ 1 ofd b M S B - | w00% . Find | Next

This bar contains the following (from left to right):

Document Map button: By default, the left side of the Preview section

_:I contains a “map” of the report. This shows you the report’s sections and the
contents of each section. If you click the Document Map button, the map
will disappear; click it again and the map comes back.

If you click an entry in the document map, the preview changes to show you that entry.

-15 -



*

First Page button: Goes to the start of the document.

Previous Page button: Goes to the previous page of the document.

Gives the number of the page that is currently being displayed
and the total number of pages in the report. You can go to a
specific page by typing the appropriate page number into the box.

of 4

Next Page button: Goes to the next page of the document.

Last Page button: Goes to the last page of the document.

Parent Report button: Goes to the item that contains the currently selected
item. For example if you’re looking at an item within a section, this button
goes to the beginning of the containing section.

Stop button: Stops processing the report. You might click this you start
preparing a lengthy report, then change your mind.

Print button: This is the button that actually prints the report.

Print Layout button: Switches the display to “layout” format. This shows you
a scaled-down version of the page as it will actually print. Click the button
again and you go back to the normal display format.

Page Setup button: Opens a window where you can specify paper size,
margin size, and other printing information.

Export button: Exports information from the report into a file suitable for
use with some other program. If you click the down-arrow associated with
this button, you’ll see a list of available export formats.

Scale: Controls the scale of information displayed in the

» preview window. For example, if you set the scale to 200%,
you’ll see the information at twice its normal size. If you set
the scale to 50%, you’ll see it at half its normal size.

Searching: To search for information in the report,
type what you want to find in the box, then click
“Find”. For example, if you’re looking at a full

"="% Units report and want information on a particular
unit, type the unit name in the box and click
“Find”. Clicking the associated “Next” button
goes to the next occurrence of the same text.
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