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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBoss Advanced You 6l | find it provides
you need for managing ywokr organi zationds me

This guide concentrates on di@yday operations with MainBoss. It assumes that
MainBosshas already been installaddconfiguredfor useon your computer.

For information on installing MainBoss, see MainBoss Adanced Installation and
Administration GuideFor information on configuring MainBoss, see @anfiguration
Guide

Documentation conventions

This guide uses the following documentation conventions:

Dataentry fieldsare shown in bold face, enclosed in double quotes:
Fil |l Dateo tfhiee Ifid .

Buttonsare shown in bold face and underlined:
Click thePrint button.

Keyboard keysre shown in bold face enclosed<iangle 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. When the guide
says taight-click an object, click with theight button of the mouse.



MainBoss Concepts

This section explains a number of concepts that underlie MainBoss. It does not describe
the fine details of using the software, but looks at how MainBoss is organized and how
you can adapt that orgaation to the work you do.

Important: If you have not licensed a particular module, you will not see informatfon
related to that module. For example, if you have not licensedd@hneBoss Requests
module, you will not seearious types ofriformation related to requests.

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

For example, theéocationstable is a list of locations relevant to your
maintenance work. Th@éontactstable is dist of records giving contact
information for anyone you may wish to contact.

Each entry in a table must be giveni@entifier code to distinguish it

from other entries in the ta®le. | dent
for example, youContactstable might have entries for different people
with the same name (e.g. two John SmidhB)ut it 6s much | ess

confusing if different records have different identifiers.

Unit: A unit is anything that might require maintenance.

This includes equipment, vehicles, and places. In a factory, for example,
your units will mostly be pieces of manufacturing equipment. In a
shopping mall, each store might be considered a separate unit, with
additional units for washrooms, the kiag lot, and so on.




Sub-Unit: A sub-unit is part of a unit.

For example, you might stdivide complex equipment into smaller sub
units so that you can track the maintenance record of each piece.
Similarly, in a shopping mall, yomight subdivide large areas into

small er ones (e.g. AfDepartment store,

east sectionodo, and so on) so that

go when theyore sent to fix a probl em.

There is no clear dividing line tveeen what is a subnit and what is
simply a spare part. For example, if a piece of equipment has a self
contained motor, do you treat the motor as awsubor simply a spare
part? The answer depends on whether or not you want to track the
mo t o r 6enanceandepeandently from the containing equipment. If

youdre | ikely to move such motors
care about the motords past maintenani
the motorasaswbni t . Ot her wi se, othédteatethot or

as a sulunit.

Request:A request (or work request) reports a problem.

Requests are often based on complaints from people outside the
maintenance department. Requests provide preliminary information
about the problem such as the location of the problem, the name of the
person reporting it, the date/time the report was received, and a brief
description of the problem itself.

Since problems may be reported by +maintenance personnel, requests
are dsigned to be simple enough that anybody can fill one out.

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

Work orders are designed to be filled out by maintenance personnel. In
many organizations, work ordeare written up by maintenance

managers, then issued to the peopl e

Work orders are more detailed than work requests. For example, a work
order may specify the amount of time the job is expected to take, the
materials to be use and so on. Such details are not present in a work
request.

General Principle: Requests descrilgoblemswhile work orders describsolutions




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

Items include spare parts, tools, lubricants, and anything else whose use
you wish to track. MainBoss can report on your materials inventory,
including how much of an item you have on hand, where particular items
are stored, and when you need t@rdermore stock.

Task: A description of work to be done during planned maintenance or in
some other standard maintenance job.

For example, you might have a task record describing a standard oil
change and inspection on a vehicle. Task recoftén contain stepy-
step instructions or chedists of actions to be done during the work.

Unit Maintenance Plart A complete description of a planned maintenance job.
This includes the unit that should be serviced, thtask that should
be done, and the timingor doing that work.

For example, a unit maintenance plan might describe regular oil changes

on a car. The unit is the car whose oil needs to be changed,; the task

mightbe a checHist of what should be done in each oil change; the

timing might be fAevery three months or

MainBoss uses your unit maintenance plans to create actual work orders.
For example, when the time comes for an oil change on a particular
vehicle, MainBoss will create a work order for the job using information
from the unit maintenance plan record.

Maintenance Organization:A collection of data describing the operations of a
single maintnance organization.

While many MainBoss customers will only have one maintenance

organization, some may have more. For example, consider a property
management company that maintains properties for several different

clients. The company may choosetofkeee ach c¢cl i ent 6s dat a
from the others, or may decide to have a single database combining data

from all clients.




Storeroom: A place where you store spare parts and other materials.

For each storeroom, you createreroomassignmentgvhich specify
what items the storeroom should contain and the maximum/minimum
guantities for each item.

Note that a storeroom doesndt have to
you have service trucks that each anpposed to contain certain

guantities of standard work materials, you can treat each truck as a

storeroom and can track the contents to make sure the truck has

everything it needs.

Expense CategoryA way to label costs ora work order.

For example, you might have separate categories for inside labor (your
own personnel), outside labor (done by hired contractors), electrical
supplies, plumbing supplies, spare parts, and so on. You assign an
expense category to each costomork order so that you can track and
categorize your expenses.

Expense Model:A list of what expense categories are allowed on a particular work
order.

For example, a property management company may have a separate
expense mael for each tenant. This makes it possible to associate
different expense categories with different tenants. In future versions of
MainBoss, expense categories and expense models will be the basis for
more sophisticated account tracking.

CostCenterA way of associating MainBoss costs wi
accounting system.

Typically, each cost center corresponds to a single general ledger account
in your accounting system. However, you can create multgdeaenters
which are all associated with the same general ledger account, if you
want to break down your costs in more detail than your ledger accounts
allow.

In dayto-day operations, you will see cost centers in various windows,
but trey will always be in readnly fields. Cost centers are part of
configuration, not dayo-day operations.




Purchase Order: Information on materials or labor you wish to purchase from a
specific supplier or contractor.

In addition to listing the materials or services you wish to purchase, the
purchase order can specify such information as where each item should
be delivered, how goods should be shipped, and when materials are
needed. Purchase orders may comasgtellaneoustems which are
expenses beyond goods and services (e.g. surcharges for quick delivery).

Receipt: A record that lists materials and labor received in response to a purchase
order.

When all specified goodsid services are received, the purchase order is
closed.

The MainBoss Control Panel

Heredbs a typical picture of the programos



Session

Facilitv2

View Actions Help

Purchase Orders
Coding Definitions
Administration

View MainBoss Status

Planned Mairtenance

Last generation on June-17-

--Requests
MNew
In Progress Wersion
Transferred
Closed Database 1.0.2.62
Print Regquests Purchase Orders
Reports
B-Work Orders =l ==
—Generate Flanned Maintenance In Progress 3 lssued 3
Labor Forecast Report Wark Orders
Matenal Forecast Report
Units Overdue 50
[tems Open 56

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 changes to your organi zat

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

This manual usethe notatiorEntry | 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 ct@anges
show information about what you selected. For example, if you \dlicik Orders in
the panel, the rightand part of the window changes to show information on work
orders.

We recommend that you maximize the main window so that MainBoss has the mjpst
possible screerspace 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 uséab>to move to the



next field i n a windoyaycanijusttap momo@nedelditoi | | i ng o
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 undedd, as irSave Pressing<Alt> plus the
underlined letter is equivalent to clicking the button, so {hdit+S> is equivalent 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 you were looking at a table viewer, you will see an enlarged
version of the/iew section (without th@®efaults section, even if you weregt

looking at that section). If you were looking at a report window, you will see all
sections of the window.

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

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 leeen 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 c Isaleiggyeuassigmay of t en.
priority (urgency code) to every work order. Once you decide what priority codes your
organization will wuse, you probably wonodot cl
codes undet€oding Definitions.

TheMainBoss Configuration Guidexplains how to set up yoaroding Definitions.
This Day-to-Day Operations Guidassumes that your basic coding definitions are
already set up.

Identification Codes and Descriptions

Every record has an identification code. This code h&srdift names in different types

ofrecord® f or exampl e, wor k dNonberd swhirlee i idewneé n tf 0 rey
i tems ar e iCddedd buitheiperpbsemfithe alenfifier is always the same:

to provide a label that distinguishes one record froattear.



Most r ecor dB3escaptiosco fhiaevled .a Thhi s is often wused
code. For example, in a Goded tmirgBaltorlwe f or a w:
NorthEast wh i | eDedcriptonoi mi ght speci fy what type of

The Importance of Consistency:Before you begin enterirgnyinformation, you must
establish a coding policy that will be followed by everyone who uses MainBoss. Then
you must stick to that policy with absolute consistency, unless everybody agrees that the
naning conventions should be changed.

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

Air conditioner Room 101
Air conditioner Room 102
Air conditioner Room 103

If someone then uses the name
AC Rm 104

it will throw off the consistency of your records. In a list of equipment sorted in

al phabetical order, the inconsistent one wol
It wi || be harder to find the hetisi;jithe you want
unit may also slip between the cracks when
equipment.

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

You should decide on standard name forrbatereyou start entering data. This
decision affects how much benefit MainBoss can provide.ph&zard naming scheme
reduces the softwareds ability to organize ¢

Table Viewers

A table is a list of entries, each of which contains information about something. For
example, th&/endorstable is a list ofyour suppliers.

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

A table viewer lists the records in a particular table. For exampl&,etheors table
viewer lists the entries in yoendorstable.

Table viewers usually have two sections:



View: A list of normal record$ 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 theVendors viewer will be used whenever you create a new vendor record.
1“:?% MainBoszs Maintenance Manager

Session  View Actions Help
MzinBoss Sample Organization

View Vendors

View | Defauits for Vendor|

Code = Description
e A/C STELLA Stellar Air Conditioning -
& BATTERIES Sullen Battery Supply
=] BEARING Silvester Bearing 2
Details | 1tem Pricing| Hourly Outsidd Per Job Outside] Service Contracts| Units |

Unit Maintenance Plans Code A/C STELLA

Units — ) o

Unite of Measure Deé:[’:;t:l:—: ietllar Air Conditioning

\ork Orders Mame Business Phone E-mail
[+ Administration

Sales Contact A/C ST 555-308-9872 freezer@stellar.com
Service Contact
Accounts Payable Contact
Account Number 098 TRL 209

Comments altemative cortact is Jane Daring -
New | Edit | Delete | Restore | Print | ﬂefreshl Search |
|| Uzer THOUGHTS jagardner Organization MainBoss Sample Organization (MainBossSample Database on server GEHIRN) Active

Deleted Records

In the bottom right hand corner of most table viewersantdedi wi ndows, youol |
eitherActive or All

If the word isActive , lists of records displayed in the window only inclaaive

records. This means that the window only s
This situation is shown ithe preceding picture. (Note that in rare cases, deleted

records sometimes have to be shown in order to display undeleted ones).

If the word isAll , the viewer is showingll records including those that have been
deleted. Deleted records are marked witedaX on the left.
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' E MainBoss Maintenance Manager
Session  View Actions Help
View Vendors

Code = | Description | Deleted on

= BATTERIES Sullen Battery Supply -
E BEARING Silvester Bearing ‘Wednesday, August 08, 20 |
= CHEMICAL R&R Resources B
E CHILLER Chilly & Churchill Inc

Detailsl [tem Pricingl Hourly CILrtsidd Per Job CILrtsidel Service C{:ntractsl Units I

Code BEARING
Description Silvester Bearing
Category BEARING

Ne.wl Edit | Delete | Hestnrel F"rintl Refresh | Search |

User THOUGHTSYagardner Onganization TestVersionAug7 (TestVersionAug? on server GEHIRN)

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 fromActive to All or vice versagdoubleclickt he wor d. Youodl |l see
records appear or disappear.

TheRestorebutton lets you bring back 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 windowi¢lly by usingSave & Closg, the record

will be restored to the active list.

Records That Refer to Deleted InformationWh en you del ete a record,
that other records still refer to it. For example, suppose a worker leaves your

organizatiorso you delete that person from yatmployeesl i st . That wor ker 6s
will still appear in old records (e.g. work orders that the person worked on).

MainBoss indicates that data comes from a deleted reca#likipg-outthe data. For

example,ifyoud | et e Joe Smithodés employee record, al
person will show the name dse-Smith This shows that the associated employee

record has been deleted (and wil/ reduce yol
Smit hds n a mPeActiven enyployeas). | i st

Editors

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

-11-



Mancat ory fields are marked with a red arrovw
the record until you specify values for those fields. (In the picture below,
fiRequestod aBubljech ar e mandatory.)

New Request (e
x| q

Detalls] E-mail Reguests| Work Orders| State History|
Number [WR 00000001 |
Current State
Current State’s Effective Date
Estimated Completion Date

Name usiness Phone E-mail
Reguestor | ~| -1 {l®
Unit | LI e | >

" Useaccess code from unit

Access Code [ ] el
Reguest Pricrity [ ] el
Subject | €
Description -
Comments E
Save & New | Print Save & Print | Save | Save & Close | | V| Close | | |

Active

Readonl 'y fields candt beizedbecausgtheganetThey can L
surrounded by a black bordere. In the picture above, several fields are realy.

For e x BumpebséPhonagi i sonly. @Aa sbon as you specify a

fiRequeston |, Mai nBoss | ooks up rdmhyaurCpnéacis onds pho
table and displays the result.)

As shown above, editor windows have several buttons containing theSaoed
Save Just saves information youdve entered.
Save & Close Saves the information and closes the window.

Save & New Saves the iiormation and starts a new record. This lets you create
one record after another; for exampl e, i
people, you cafave & Newa f t er each person, which sav
entered and starts a record for someose. €Fields in the new record are
initialized with default values as set in thefaults section of the appropriate
table viewer.)

f
€

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

General Tip:When youbre filling out a recofd, i foy
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 fielda be filled in, it uses the red arrow to make the field as mandatory.

-12-



Drop-Down Lists (Pickers)

Editor windows often specify information usidgop-down lists also known apickers
For example, tb Réquestoo f i el d i n a wor lkkownkguest editor

Regquestor | | | ]

As shown above, a dregiown list ends with three symbols:

The leftmost arrow displays a list of available values for the field. In the case of

fiRequesto®o t hi s will opeeawhbomt yotid6vbkeapehori ze
work requests.
Requestor ... - . . RS P A4
Mame Business Phone

Alex Miraculacci hh5-835-0285 -

Allison Matrix hh5-098-5872 3

Andrew Alberts hh5-572-3873

Coach Charlie hh5-783-5872

Floyd Pump hh5-853-5830

Gary Neller hbh-783-9723

George Jasper heh-035-5087 E

Henry Tallboat hbh-987-9723

Holly Happy hbh-902-8723

Jackie James hh5-098-2789

Jackie Newlywed hh5-892-3728

Jane Leighbold hh5-789-9872 5

Janice Freidelburg h65-980-9873

Jean Martin

John Livingston hbh-238-9872

Jonny Spot hh5-893-9872

Karen Krystal hbb-972-9287

Marylee Chef

Mike Mitchell hh5-890-3728

NEII'IC*,’-J-E-'EI'I Ecltree hob-807-2987 i
The A...0 opens a window showing the compl
i . . . Requeson , i y o uReguestorstable.eClick an entry in the table, then

click Selectto fill in the original field.

-13-



A =~

I | Name = Business Phone Mabile Phone

_’- Alex Miraculacci BE5E-835-0289 555-835-5411 -

. Allison Matrix bB5-098-9872 |—|
Andrew Alberts FE5-972-9873 —
Coach Charlie 555-783-5872 i

Details | Requests | Work Orders

Name Business Phone E-mail
Requestor Contact Alex Miraculacci  555-839-0239 amiraculacci@fanman.properties plus.com
¥ Receive Acknowledgements
Comment -
ﬂewl Editl Qeletel Restore | Erintl Refresh | Search | Select_l Cancel |

The rightmost arrow of the dregdown list opens a menu that gives you a number of
options. For exampl e, Reduestpo uf iceliad,k ydud&l lar
the following:

Name Business Phone
Reguestor | | =

Unit | Browse... |

I~ Use access code from unit Mew Requestor I:
Access Code |

Browselets you look at the existingequestorstable,)j ust | i ke [ewe 0. 0
Requestorlets you create a new requestor record; if you do this, the requestor will
be filled iRetluestobheéi erdgonak #%ou save and c

This makes it easy to create new records as needediou dondét already h
appropriate record.

I f you want to delete (clear) the wv-alue that
click on the field and choos@lear. (With dropdown lists, theClear option only shows

up in nonmandatory fieldsy ou canot cl ear t hedowndist ue of a m
once itbés been given a value, although you

Errors

MainBoss puts a marker beside data fields that contain invalid data. The errorisarker
a red circle containing a white exclamation point. This is shown below, where the
fEffective Dated f i el d shoul d contain a date, but in

-14-



E Mew Item Pricing =NRCE X

Effective Date jmaa |
ltem g%y BELT 65.. 6 STRANDE.. 5P 0 &0.00
‘-.-"endor| LI '.l‘
Quantity Unit Cost Cost
Qluoted Pricing | |6| | | |‘
Save & New | Save | Save & Close | Cancel |
Active

e

If you try to save a record when it contains an invalid field, MainBoss willadjsgoh
error message and wondét 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 expl ai
This is shown below:
E Mew Item Pricing I-EIEI&J
Effective Date pas ~| D
ltem §=u BELT 65.. 6 STRAND E.. SP 0 $0.00 o E— T "
\,l'en{lorl LI il J £ date 15 not In a8 recognized rorma
Quantity Unit Cost Cost
Queoted Pricing | |§| | | |f

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 reportcancurrency error

For example, suppose you start editingraist abl e record and before
someoneelse 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:
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g Update Error I =HACH X

| Datsbase update failed with a concurrency error
Browse Conflicts | Previous C-unﬂldl Next Conflict

Column Original Value Cument Database Value Proposed Change

0c7311cd-0029-459a0-a2e3-9e5_. Oceald51-0023-4aal-8a28-6bd2e . 9dfbcd09-0029-42e4-bBb7-Zabe . [N
Make STELLAR STELLAR STELLAR
Model OLYMPIA OLYMPIA OLYMPIA -
Serial Number 12 12 12 3
Usage a0c13%6-cbed-49e6-9ac7- 2d1.. alc13Beb-ched-49e6-9ac7-2d194 ... alc139eb-cbed-49e6-9acT-2d15...
Category 19¢53f15-0025-4da6-aleb-ddB . 14b5d028-0025-44f0-5875-d285e . 15c52f15-0025-4dab-a0eb-ddB5f .
System 4a3calbe-0029-436c-a517-4bb.. 4a3calbe-0029-436c-a517-4bbda.. f6aed485-0029-426d-bf03-5d00...
Drawing
Access Code 7b0b558e-0029-4c02-91a7-eee... 7Th0b53Be-0029-4c2-I1a7-eeeal.. 7Th0b5S9Be-0025-4c02-91a7-ceea...
‘Work Order Expense Model T

An Update error has occurred:

Do you want to ovenwrite the current database record with the proposed changes?  Yes Mo

MainBoss is asking yowtresolve 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 recordobds values

The second column shows whiagtvalues are now (the ones that the other person
saved)

The third column shows the new values youbd

Where the values are different, you can see fields where your values differed from the
ot her pe NextdCondlist andPrevieus 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 1| i nbnsContactoof het dt alelf es s
anentryinthe€ontactsl i st . The fieldds value is a meani
serves as a pointer. You can see i f two poi.
anything about the record they point to.

When conflicts oc dahbuttonon evérsconflia;shts basicallyc | i ¢ k t h e
says, fAlgnore what | just did.o ) Then just
This time youdll see the values that the ot/

of these you want to change.

Reports

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

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

Preview | Refresh |

User THOUGHTSYagardner Organization MainBossFacili |A{:ti'u'e -

Report Sections

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

Grouping and Sorting: Lets you control how the report is organized. For example,
suppose youoOre printing information on wc
into sections, with each section containing work orders thatdwmwething in
common. For example, each section might refer to a different location (which
gives you a locatiofy-location breakdown of the work you do). As another
example, you might group your information by unit, so that you get goynit
unit breakdowrof your work orders.
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Within each section, you caort by other criteria. With work orders, for
exampl e, yoStartOaed $0he kbpti@é eBndbatep ob
(the date each job ended), by work order number, and so on.

Filtering: Afilter] et s you sel ect which records
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 valuesif you selectRange of valuesyou can restrict the report to a
consecutive set of records.

Filter By WO Num... e (=0 e

{* Range of values
" Specific values

From [0 00000006 ~1
To  |[lnyvalue P

Disable Filter | Enable Filter

- -

You specify the sHomotl| offet heouwaoge
record or else specifyny value , in which case the report will begihthe
start of the | ist. For example, if
y o u Fsoend \EiG0O0000006, the report will begin with the specified

work order and continue on from there. If you spegiy value , the

report will begin with the verfirst value in the appropriate table.

begal

you c

Similarly, you speci fTgop tlheneendowf ctame sre

any record or else specifyny value , in which case the report will end
with the end of the list.

I f you select tHRhenos amm , \Vidlhee riemobat wiill
cover the single selectedFromal aed For ex

AiTo0 W@00000006, the report will only give you information about that
work order.

Note: In ranges (and lists in general), MainBa®rts information in textual order, no
numeric. For example, the valagl sortsbeforel00 anything that starts with sorts
before anything that starts with

Specific values If you selectSpecific values MainBoss gives you a chedtikt
of possiblevalues.
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— h
Filter By WO Num... =] (=0

" Range of values
* Specific values

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

Disable Filter Enable Filter

e

Checkmark the entries you want to include in the report.

Enable Filter: Clicking thisactivates he sel ecti on youbve |just
closes the filtering window and restricts the report as you specified. When

you return to the previouswdnow, youdl |l see that the fi
checkmarked.

Disable Filter: Clicking thisde-activatesan existing selection. MainBoss closes
the filtering window and removes any associated restrictions on the report.

When you return t o Itskedhatghe Blterihas been wi ndo w,
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 therepdrta ver si on of what youod
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 mighbhave t

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

The Preview Window

ThePreview section of a print window contains a control bar like this:
‘ 1 of 4 b M S E - | 100% . Einel) et

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

Document Map buttarBy default, the left side of théreview section

_=| containsanapof t he report. This shows
contents of each section. If youallithe Document Map button, the map w
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 gntry.
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100%

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

Previous Pageutton: Goes to the previous page of the document.

Gives the number of the page that is currently being displaye:
of 4 the total number of pages in the report. You can go to a speci
page by typing the appropriate page number into the box.

Next Pag 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 selec
it em. For example if youbor lesbutoro k
goes to the beginning of the containing section.

Stop button: Stops MainBoss processing the report. You might click this
Mai nBoss is preparing a |l engthy
the report after all.

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

Print Layout buttonSwitches the display to layout format. This shows yo
scaleddown version of the page as it will actually print. Click the button
again and yogo back to the normal display format.

Page Setup butto®pens a window where you can specify paper size,
margin size, and other printing information.

Export button Exports information from the report into a fdaitable for
use with some other program. If you click the deavrow associated with
this button, youdll see a | i st

Scale: Controls the scale of information displayed in the
+~ preview window. For example, if you set thelsda 200%,

youdll see the informatior

the scale to 50%, youollIl ¢

Searching: To search for information in the repc
type the text you want to find in the box, then cl
AFindexamplre, i f youbo
“=*%Units report and want information on a particuls
unit, type the unit name in the box and click
AFindo. Clicking the
goes to the next occurrence of the same text.
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Select For Printing

Requestswork ordersand purchase orders have a checkbox laligdéelct for
Printing . The purpose of this is to simplify the task of printing a number of newly
created records in a single print run.

For example, suppos®@Requests and/or your halpskcreats a number ofequests

every day By default,Select for Printing is checkmarked in every newquest To

print all thenew requestgyo toRequestq Print, go to the=iltering section, and
checkmarkSelect for Printingi n  RdguestHilterso o pt i o Bnshle Fi{te€C | i ¢ k
in the resulting window.)

This tells MainBoss that you want to print efuestsvhereSelect for Printing is

c heckmar k e de.printechatl thoseequestsyou can click th&€lear Select for
Printing button @t the bottom ofhe window for printingequests This removes the
checkmark frontelect for Printing in all requestsThe next time yoask to print
Select for Printingrequests y o u 0 | lrequests createafteriyon tlickedClear
Select for Printing.

A maintenance department might decide to printefluestat the end of each day.
During the dayrequestsare crated withSelect for Printing checkmarked. At the end
of the day, you print alequestsvith Select for Printing checkmarked, the@lear
Select for Printing on allrequestsin this way, you only have to make amguest
print-run per day.

The same principle applieswork ordersand purchase orders. When a new one is

createdSelect for Printingi s checkmar ked. w@kotderory oudve prin
purchase orders, you can uSear Select for Printing to remove the checkmarks and

start ove again with no records waiting to be printed.

Note: Suppose you usé&/ork Orders | Print to prepare a report of all work orders that

haveSelect for Printing turned on. Then suppose that you spend some time previewing

the report before yoprint it out. Finally, you clickClear Select for Printing. This

turns offSelect for Printing onall work orders, including any that were created while

you were previewing the report. The report \
(because theywerectee d after the report Waetfopr epared)

Printing anyway.
This demonstrates that you shouldndot | eave ¢

Afsel ect for print i QepoSelecefqr Brinting. Bhashma he t i me vy«
principle applies for requests and purchase orders.
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Interrelated Records

MainBoss records are often linked to each other. For example, a record describing a

piece of equipmernight 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: i1itdés a pointer that MainBoss cal

If recard 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 links
to all the units covered by the contract. This makes it possible for MainBgsgram
equipment to service contracts or vice versa.

Now suppose youodre creati ndgerace@mwactiuni t r ecor

section. I f you havenot yet Nevhutemdhthehe uni t
Service Contractssectionisd sabl ed. Why? Because the unit
you save it. If you tried to create a new service contract record before the unit record

was saved, theredd be nothing to |ink the s

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

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

If this seems confusing, just remember thisrulé: youdére in the middle
new record, MainBoss may not let you create a connected record until you save the
first record.

If you find that aNew button is deactivated, saving the current recottusually
activate the button.

Accounting Facilities

MainBoss lets you keep track of various types of costs: the amount you pay for
equipment, materials, outside contractors, etc., and the amount you charge for your
mai nt enancewakepart ment 0

Mai nBossb6s accounting f a c-to-tlay eperaisns, aort i nt ende
workers using MainBoss dondét have to know wl
expenses. In order to make this possible, someone familiar with your otganiaan q s
accounting practices must set up a number of definitions that workers can then upe.

For a complete description of how to set up
Configurationguide. The description here is only an overview of the basicegis.
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Mai nBossds accounting facilities generate a
based on your general ledger accounts. However, there is currently no direct method for

using these records in conjunction with any accounting software padkageill have

to export the information from MainBoss and process it into a format acceptable to your
accounting package.

Mai nBossds accounting facilities are based ¢

Cost Centerslf you have licensed the MainBoAscounting module, you will be

able to define cost centers. Most organizations will set up a single cost center for

each general ledger account used by the maintenance department. However, it is

possible to set up multiple cost centers all correspondingitegie general ledger

account. This makes it possible to have detailed cost breakdowns for your
department 6s purposes, even I f such detail
organization as a whole.

For example, suppose you only use a single ledgeuatfor material expenses.

You can create a single cost center namMatérials  for that ledger account.

However, you might decide to create multiple cost centergldatrical

Materials , Plumbing Materials , Mechanical Materials , and so on, all

correspoding to the same single ledger account. This lets MainBoss give you a

more detailed breakdown of your materials expenses, even though your actual
accounting system doesné6t subdivide expens

If you have not licensed the MainBo&scounting module, MainBoss hides all
references to cost centers. Therefore, you
wonbdét see them used anywhere in the softwa

Expense ModelsAn expense modés$ a type of MainBoss record that describes
howyoudére going to ficost outo a particular
you do for Client X, you might be required to categorize expenses in one way; on

jobs for Client Y, you may have to use a different system of classification. As

another exampl@rganizations that receive government grants may have to write up

expenses in different ways on grant projects than on other types of work.

When you create a work order, you choose the appropriate expense model for the
job. You should have a separate engeamodel for all the different expense
reporting formats that you may have to use.

Expense Categorie€ach expense model has a set of associated expense categories.
These are the categories that must be used to classify exjpetisie particular
situation. You might have categories like

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order ,type@fu | ook at
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expense i s this? @ categowy framhthe bstofavdildble e x pens
categories associated with the expense model.

If you have licensed th&ccounting module, each expense category within an
expense model has an associated cost center. This indicates the general ledger
account that shdd be used for that expense category within that expense model.
Linking an expense category to a cost center is callexkpense mapping

As an example, suppose that a property management company creates two separate
general ledgr accounts for each tenant: one for labor expenses and one for material
expenses. This might lead you to set up the following cost centers:

Cost Centers  Ledger Account

TenantA Labor 00001

TenantA Materials 00002

TenantB Labor 00003
TenantB Materials 00004

TenantC Labor 00005

TenantC Materials 00006

For each tenant, you create an expense moeed#ntA Model , TenantB Model
TenantC Model . TheTenantA Model would contain the following expese
categories:

Category Associated Cost Center
Labor TenantA Labor
Materials TenantB Materials

TenantB Model andTenantC Model would be similar.

Whenever you create a work order, you have to assign it an expense mpgeke

youbre doing a job for Tenant A. You | ook
there is one especially associated with Tenant A; you therefore assign that expense

model to the work order.

Next you have to assign an expense category to egeimse on the work order. When

you look at the list of categories associated WwehantA Model , you see there are

only two:Labor andMaterials . Therefore, you just have to assign one of those two
categories to each expense on the work order. If youthavecounting module, this

also associates a cost center with each expense, and therefore a general ledger account.
Note, however, that when you fill out the work order, you only have to make two types

of decisions:

Which model do we use (what genergbapoac h wi | | we use to fAc

For each expense on the work order, which available expense category does it
belong to?

Default Accounts: The MainBoss accounting facilities let you separate out expenses in
a sophisticated way (e.g. if you kesgparate accounts for each tenant). If your needs
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are more simple, MainBoss has default expense models and expense categories that you
can use, with or without modification.

|l f you dondédt need accounting at akl |, just us
orders. Choose the default expense categories for every item on the work order.

Whenever you create awork order,yousts peci fy an expenseg model
set up your own expense models, use the default model.

Similarly, whenever you add a@m to a work order, yomustspecify an expense
category. I f you havendét set up your| own cat

Corrections

Some editors have@orrect button as well as aadit button.Correct is used to make

correctiongo information that has already generated accounting transactions (e.g.

records of actual costs on work orders). To maintain an accurate audit trail, MainBoss
doesndét | et you change or delete existing ac
new correctionrecords which add or subtract from previous monetary values.

On a similar principlephysicalcount ecor ds resul ting from takin
their numbers altered once the record is saved. Instead, you heoié (iwancel) a

physical caint, then record a new count. Again, the point is to prevent numbers from

being fudged you always leave an audit trail.
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Online Help

While you are using MainBoss, you can obtain help in a number of ways:

1.

If you point the cursor to a datalfileand leave it there for a moment, MainBoss will
display atooltip (a small yellow box) explaining what the data field is for.

If you press thecF1>key, MainBoss provides full documentation about the window
youobre |l ooking at.

The MainBossdelpmenupr ovi des access to MainBosso0s

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

Online help is displayed using your web browser (for example, Internet Explorer or
Firefox). If you want a prinbut of any online help page, just use the print facilities of
your browser. This is usuallyRxint button near the topf the table viewer window.
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MainBoss Sessions

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

Maintenance Organizations

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 thdnstallaton and Administration Guid®r 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, yMainBoss administrator 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 atit@ihamade your

default organization. Whenever you start MainBoss in future, the program will
automatically open this maintenance organization. Therefore, most users will never have
to specify a maintenance organization in future.
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