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Introduction
Welcome to MainBoss Advanced

This guide provides a detailed explanation of the process of setting up MainBoss
Advanced before putting the software into active service.

For information on installing the software, seeltisallation and Administration
Guide

For a quick overvie of MainBoss setp, see th€onfiguration QuickStart

For information about dap-day use, seklainBoss Advanced: Dap-Day
Operations

Important: If you have not licensed a particular module, you will not see information
related to that modulé-or example, if you have not licensed MainBoss Requests
module, you will not see various types of information related to requests.

Documentation conventions

This guide uses the following documentation conventions:

Dataentry fidds are shown in bold face, enclosed in double quotes:
Fil |l Dated tfhiee Ifid .

Buttonsare shown in bold face and underlined:
Click the Edit button.

Keyboard keysre shown in bold face enclosed<iangle brackets=
Press thesTab> 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. When the guide
says taight-click an objet, click with the right button of the mouse.



The Golden Rules of MainBoss Set-Up

Rul e 1: Pl an in advance for the things you 1

Herebdbs an example: every workrManBaess can be ¢
doesndét have a predef i @&pddecdewhatprforitigsryguor i ty c |
want to use. For example, you might use a simple system like

High priority

Average

Low priority

or time-oriented priorities like

Immediately

By the end of the shift
Within 24 hours

Within a week

Whenever

Of course, your organization may already have an established set of priorities, in which
case, you just use those.

ltds up to you to choose what priority syste
Howev er , i f you ardeonndbtt ruesaed yp.rti¥dordi&tciioedsd garts adl oln
needpriorities...and iIitos better to use a sSys]
you make up without much thought. Changing your mind and reorganizing after the fact

can be a lot of work.

|l f you dondédt wuse priorities to begin with, \
comfortable with MainBoss, you can think about what priority system would be useful
and relevant. You still rgworkdrded justtheondso assi g

that have higher or lower urgency than normal.

The same principle applies in everydlay oper e
example, MainBoss lets you recadcess informationn a work order. This might
indicatetit you need to obtain someoneds |per mi ss
or that repairs are only allowed at certain times of day. However, if there are no special
restrictions on a p access Codel afri elodb., Ldeognvoet tfhiel |
blank in normal situations, so that when yanfill it in, workers are more likely to
notice that this job has special circumstances.




Rule 2: Choose useful categories and codes

MainBoss offers the option of defining categories and médion codes for various

types of data. For example, you can assign categories and/or codes to your work orders,

your requests, your suppliers, and so on.

Your organization may already have categories and codes for this kind of information. If

not, you mght create wororder categories like

Plumbing
Electrical
Mechanical
Inspection
Clean - up

Using such categories can be helpful in getting a clear picture of your operations. Do we

spend more on plumbing than electrical jobs? How much time do we actufaiihygn
clearrup? How many inspections has Joe done in the last month?

As for codes, MainBoss lets you define closing codes to be assigned to work orders after

the job is finished. Many organizations use these codes to specify the original source of

theproblem, such as

Operator error
Accidental breakage
Poor lubrication
Normal wear
Vandalism

By labeling each work order with an appropriate code, you can later get detailed reports

on how common each type of problem is and the cost associated with @alefmpr
class.

One of the most important functions of MainBoss is to provide answers to quéstic

ns

not just your own questions, but questions asked by customers, upper managemgnt, and

other people outside the maintenance department. When setting up MainBost 6
i mportant to think about the questio
from which the answers can be extraétgdou candét change wh

MainBoss can answer questions easily if you attach categories and codes to your
records.

S
ns
at

You might choose to figure out categories and che@ésreyou enter any other data.

This provides a structured way of thinking about your operations: you come up with

an organization plan before you put in detailed information about jobs, egutipm
work materials, etc.

y ou
you

0



You might decide on categories and coatsry ou 6 ve used Mai nBoss f o
You can then draw on your experience with the software to decide which categories
and codes will be useful.

Either way c¢an womilarwithlcdmpweazedmaiatenaricae eady f a
management, you may have an existing set of categories and codes you like to use. If

not, you may prefer to wait until youdre mor
Whether you start with categories and codes or add themylatehave to think about

what will actwually be useful to you. I f, for
breaks down expenses in a certain way, then

Mai nBoss. Otherwi se, youo0Odealwithdifterencgs. wi t h he a

Even i f you dondt have to worry about exterr
what categories and codes you want to track. Otherwise, just omit categories and codes

from work orders until you have time to decide what wdadduseful. Choosing a set of
categories and codes tltab nwéotr k f or you (or dondét give you
be more trouble than itds worth.

Rule 3: Make a phasein plan

| f youdve never wused compufore werecentimendai nt enan
that you phase in MainBoss a little at a time. Trying to computerize your entire
operation in one fell swoop will be a daunti
decisions before you have a chance to get some experience with theesoftwar

As an example of phasge, you might begin with just tracking work requests (problem
reports). Once youbre comfortable with that
scheduling of planned maintenance. After that, you add inventory trackingo.and s

The point is tchavea plan: know what you want to get working first and what steps to
take to reach your goals. What information do you have to collect and record? What
decisions do you have to make? Who has to be trained to use the software?

D o hj@dst start entering data and hope for the best.
Think ahead
Take manageable steps
Only start with what you know you need; add extras later

Rule 4: Be Consistent

Before you begin enterirgnyinformation, make sure you have a coding policy that will
befollowed by everyone who uses MainBoss. Stick to the policy with absolute



consistency. This is particularly important in large organizafioysu have to make
sure every MainBoss user is taking the same approach.

For example, consider the names by which igentify your equipment. You might
decide on names like this:

Air conditioner 1

Air conditioner 2
Air conditioner 3

If someone then uses the name
AC 4

it will throw off the consistency of your records. In a list of equipment sorted in
alphabeticalater , t he i nconsistent one wonot

It wi || be harder to find the unit you want
unit may also slip between the cracks
equipment.

The same applies to all other types of information in your dataNasees must be
consistent: similar things should have similar namesdn particular, you should
choose the format of names so that similar things appear together when sorted in
alphabetial order.

Decide on standard name formb&foreyou start entering data. This decision affects
how much benefit MainBoss can provide. A haphazard naming scheme reduces the
softwarebs ability to organize and analyze

Rule 5: Be Saé

SQL Server has facilities for backing up and restoring #sieastrongly recommend
that you make regular backups of your MainBoss database and store copies in a
safe placeCr ashes happen, and you candét recover W

We also recommenthat youmirrory our di sks, so that you donoét
one basket. For more information, see

http://www.mainboss.com/english/resources/tips/mirror.shtml




Basic Principles of MainBoss Advanced

What You See

Hereds a typi cgalanpdisctmarien owi ntdhoew:pr o

ISession View Actions Help

Facility2
--Requests
Mew
In Progress
Transferred
Closed
Print
Reports
F-'work Crders
—-Generate Planned Maintenance
Labor Forecast Report
Matenal Forecast Report
|Inits
[tems
Purchase Orders
Coding Definitions
Administration

View MainBoss Status

Wersion
Database 1.0.2.62
Regquests Purchase Orders

New 0 Draft &

In Progress 3 |zsued 9
Work Orders
Overdue 50
Open 56

Planned Mairtenance

Last generation on June-17-
Latest batch end date June-24-

Befresh

User THOUGHTSYagardner Organization Facility2 (Facility2 on server SCRIMIUMYWSGLEXPRES. Active

On the left is theontrol panel This provides access to all standard actions and
information. TheRefreshbutton updates the information displayed (in case other users
have recently made changestoyourorganat i on6s dat a) .

General Principle: In MainBoss Advanced, you use the control panel to access almost

every feature.

This manual uses the notatiBntry | Subentry to refer to items in the control panel.
For exampleWork Orders | Reports refers toReports under theNork 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 \dlici Orders in

the panel, the rightand part oflie window changes to show information on work
orders.

We recommend that you maximize the main window so that MainBoss has the mypst
possible screeapace to display information.

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts asich

<Ctrl+C> for copy and<Ctrl+V> for paste. You can also uséab> to move to the

next field in a window; iif youodore filling ot
another rather than using the mousehift+Tab> moves backward to the previous

field.

MainBoss buttons often allow keyboard shortcuts. To see the shortcuts, pre&&-the
key. One letter of the button will be underlined, aSane Pressing<Alt> plus the
underlined letter is equivalent to clicking the button, so 4#dit+S> is equialent to
clicking theSave button.

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

Zoom in on View: If you click this menu item, MainBoss will hide the control panel
in this window. If youwere looking at a table viewer, you will see an enlarged
version of the/iew section (without th&®efaults section, even if you were just
looking at that section). If you were looking at a report window, you will see all
sections of the window.

When you & zoomed in like thisZoom in on Viewwill be marked with a
checkmark in th&/iew menu. To zoom out again, cliddoom in on Viewagain.
This returns to the windowds usual appear a

Open in New Window: If you select this optio, 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.

Coding Definitions: The Coding Definitions part of the control panel deals with
information that doesndt change very often.
descriptions usually dondét change much: you
MainBoss, themostly leave alone.

Most of the work for configuring MainBoss is donelnding Definitions.




Identification Codes and Descriptions

Every record has an identification code. This code is just a label used to identify the
record; it can conta any text character.

Codes are restricted in length. Different records have different length restrictions,
sometimes as short as 10 characters, sometimes as long as 30.

Codes have different names in different types of reéofds example, work ordersa

i dent i fNumbéro bwhal 8 i nventory Gode®rmsthear e i dent.i
purpose of the identifier is always the same: to provide a label that distinguishes one

record from another.

Most r ecor dB3escaptiosco fhiaevied .a dS@thto expandontheflD e n u
code. For example, in a Gowed tmirgBmlwride f or a w:
NorthEast wh i | eDescriptonoA mi ght specify what type of
limits the length of descriptions too, but descriptions are avalgwed to be much

longer than codes.

Remember the Golden RuleCodes and descriptions should be consistent. Simila]
things should have similar names. The best codes are short forms of the descripfjons.

Categories and Codes

You can @fine your own categories for various types of information. For example, you
can divide up the places you maintain into categérigsu might choose to create
categories like Washrooms, Office Space, Stores, and so on.

Categories ar e wgepdcategoriael your ddta heford yon shart usia
MainBoss. However, categories are useful for organizing your data, especially when
creating reports. For example, you might ask MainBoss to create a report on work
orders, organized according to the typspdice where the work was done. This lets you
compare the amount you spend maintaining washrooms, versus the amount you spend
maintaining office space and the amount you spend on stores.

Breaking down your costs in this way can give you a clearer pictire wher e youodr e
spending your money and where you might get the best bang for your buck by making
improvements. For example, if you discover that office spaces require a lot more

attention than stores, you may be able to redistribute your resources ttuatakéo

consideration. A small improvement in something you do a lot can have a significant

effect over time.

Well-organized information also helps you when dealing with upper management (e.g.
in budget talks). If you can show your boss kandfastgp oof of how much you



spending and exactly where the money goes, you can justify your budget requests in
dollars and cents.

Defining Categories:MainBoss lets you define categories for work orders, personnel,
suppliers, and mu cdacidenchat eategoties yos think@re tiseful.,y ou t o
Remember that categories are used to classify and organize your data so you get the
perspective you need. Think about whatiwould find helpful and define your

categories accordingly.

Maintenance Organizatiors

When you first begin using MainBoss, you may be asked to specify your maintenance
organization:

If you have no existing maintenance organizations (i.e. if you just installed MainBoss),
see thdnstallation and Admirgtration Guidefor information on creating a maintenance
organization. Otherwise, clickdd Existing Organization. This opens a window

where you can specify what organization you want to use:

During the MainBoss installation process, your MainBoss atnator will have
created an appropriate database on a server computer. Ask your administrator for the
data you need to fill in the above window. CIioK when finished.

When you add an organization to your list, the new addition is automatically made y
default organization. Whenever you start MainBoss in future, the program will



