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Introduction
Welcome to MainBoss Advanced

This guide offers a quick introduction to the deyday use of MainBoss Advanced

Note: Before you read this guidplease reaetting Startedo you understand the
fundamentals of how MainBoss is used.

For full information about dato-day use, see the fullay-to-Day Operationguide.

Rules of Thumb

Rule 1: Learn your organizationés policies &

In order to get the most out of MainBoss, everyone who uses the software has to be
consistent. For example, everyone must use the same naming conventions for
equipment, locations, and so on; records that break the pattern will be hard to find in
alphabetic list and may appear out of place on reports.

Rule 2: When in doubt, leave it blank.

| f you dondédt know what should go into a fiel
worse than no information at all . sIf the fi
policies or get a clarification from someone who has more MainBoss experience.
Note that if you leave a (nemandatory) field blank, MainBoss almost always lets you
go back and fill it in | ater. Therenfore, if
you first fild]l out a form, you can go back ¢

down the info you need.

Rule 3: To fill out a form, work from the top down.

In general, the most important fields are at the top of the window. Optional fields ar
later on. Therefore, forms are usually easiest to fill out if you start at the top of the
window and work down.

The<Tab> key goes to the next field in the window asfehift-Tab> goes to the

previous field. This means you camab> from one field to aniher without having to
reach for the mouse. (Most people find that the more you can avoid the mouse, the faster
you can work.)




Basic Principles of MainBoss Advanced

Unit:

A unit is anything that might require maintenance.

This includesquipment, 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 parking lot, and so on.

Sub-Unit;

A sub-unit is part of a unit.

For example, you might stdtivide complex equipment into smaller sub

units so that you can track the maintenance record of each piece.

Similarly, in a shopping mall, you might subdivide largeaarito

small er ones (e.g. fADepartment store,
east sectiono, and so on) so that worl
go when theyobére sent to fix a probl em.

There is no clear dividing line between what is asnib 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

mot or 6s mai nt en antheecontainingequemedtelint | y f r o1
youodre | ikely to move such motors fror
care about the motords past maintenan
the motorasaswbni t . Ot her wi se, the motor doe
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 #® 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 imaintenance personnel, requests
are designed to be simple enoulgat 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 orders are written up bynte@iance
managers, then issued to the people wl

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

General Principle: Requests descriroblemswhile work orders describ@lutions

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

Items include spare par 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@rder more 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 records often contaibystep
step instructions or cheslsts of actions to be done during the work.

Unit Maintenance Plant A complete description of a planned maintenance job.
This includes the unit that should be serviced, the task that should
be dore, and the timingfor 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

might be a checkst of what $iould 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 arate 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 maintenance 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 epdiateose t o keece
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 createreroom assignmentghich 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 are supposed to conttimcer

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 on a work order.

For exampe, 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 cost on a work order so thatyanack 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 model for each tenant. Tiniskes 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.




CostCenter: Awayof associating MainBoss costs

accounting system.

Typically, each cost center corresponds to a single general ledger account
in your accounting system. However, you can create multiple cost centers
which areall 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 they will always be ineadonly 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 Isting 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 comaigcellaneougems whichare

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 goods and services are recetliedyurchase order is
closed.

Wi
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Requests

To use the features discussed in this chapter, your site must have licerdathBess
Requestsmodule.

Creating Requests

You create requests from tRequestsentry of the control panel. Clidkewto create a
new request.

I New Reguest

Details ‘ E-mail Requests | Work Orders I State History
Number |

Current State

Current State’s Effective Date

Estimated Completion Date
Name Business Phone

Requestor | [Gjeneal

Unit |
[F] Use access code from unit

Access Code |

Reguest Friority [
Subject |

Diescription

Comments

Select for Printing

(netion) (5] (neam) -

Every request needs to be attributed to someone; this person is catlegutbstor If

your organization only accepts requests from authorized requestors, you specify the

requestor by choosing an existing name fromryequestorstable. Otherwise, if you

accept requests from new requestors, you can add a new requestor by clicking the

fiRequestoo f i el dés second a\ewReguedout t on and choos

Al t hough the wunit is opti Bubjaclh, ipvowm Dhowlfd fi
subject | ine s ummabDescripliondog itsh ea pfruddklloedne sacrrd pft i
as you need.

If you have an enail address for the requestor, you can senwik to the requestor at
any time by clickingNew Requestor Comment(In order for this to work, you must

have the@RequestsServicemodule. You must also have set an option that says tlis
particular requestor is eligible to receivenailed acknowledgements.)




Typical Request Life Cycle

To il lustrate how requests are processed,

1. Someone phones your service hegsk to report a problem. Hetiesk personnel
go toRequestdn the MainBoss control panel and clislkew to create a new
reques

2. Help-desk personnel record information about the problem in the new request
record. Then they clickave & Closeto save the request.

3. Some time later, a maintenance department dispatcher gaegtesty Newin the
MainBoss conwl panel. This lists all new requests, including the one that the help
desk just made.

4. The dispatcher selects the new request in the table viewer list. Information from the
request is displayed in the table viewer. The dispatcher examines the request and
determines what ought to be done.

If the request is acceptable, the dispatcher click¥ogress indicating
that the request has been seen and accepted. MainBoss opens a window
where the dispatcher can record any comments about the request.

Otherwise, thelispatcher drops the arrow beside lih@rogessbutton
and clicksVoid. This rejects the request. MainBoss opens a window
where the dispatcher can enter a reason for rejecting the request.

The dispatcher typically repeats the ab@vocess for every request in the new
request list.

5. The dispatcher next goesRequestg In Progressto review the requests there.
This table viewer shows requests that have been accepted and marked as in progress.
The digpatcher goes through the list and decides which are ready to be turned into
work orders. (If necessary, the dispatcher may phone the requestor to obtain more
information about the problem.)

6. To turn a request into a work order, the dispatcher clicks orethest in the table
viewer, then clickEreate Work Order. (This is discussed in the next chapter.)
Creating a work order from a request puts the requéstiuestd Transferred,
although the request also remains listeB@muests In Progress

7. The dspatcher assigns the work order to maintenance personnel who then do the
work as specified.

8. When the job is finished, the work order is closed. Once the work order is closed,
the dispatcher must close the request too.

9. The dispatcher goes Requestg Transferred in the control panel. This lists open
requests that have been turned into work orders.

h ¢



10. The dispatcher finds the appropriate request in the list. The dispatcher selects this
request, then clickSloseRequest MainBossopens a window where the dispatcher

can record any closing comments.

@Requests

If your organization has licensed t@RequestsServicemodule, users can submit
requests by-enail to an automated processing eyst This system offers several
benefits:

E-mail requests are automatically placed into your database files. Your personnel

dondt have to enter the requests by

Many organizations with @Requests have found a dramatic decrease in phone ¢
the mantenance department. When people can report problemsilaye | , t h

alls to
E Y

use the phone. This frees up ph@amswering personnel for other work.

In order to keep the requestor informed, @Requests sandd acknowledgements
to the requestor at variopsints in the request process. This happens automatically
when requests are created, when theyore

and whenever someone u$ésyv Requestor CommentRequestors are happy

don

because theyor e ke pepeisaniieloare mspuy becausedheyma i nt
0

donot have t
request.

@Requests lets you specify whosmail requests will be accepted. You list the
e-mail addresses from which the automatic processiogram should accept
requests. Requests sent from other addresses will not be accepted.

Thelnstallation and Administration Guidexplains how to set up @Requests when
begin using MainBoss.

you

deal with people phoning i

hand.

(@)}



Work Orders

Creating a Work Order

The sections that followascribe how to create a complete work order. Your

organization may or may not follow all the steps. For example, some organizations may

not be using MainBossob6s inventory facilitie:¢
can skip allocating materialserfthe job.

Before and After: When you first create a work order, you often supply estimates for
various types of information. For example, you might specify when you expect the job
to start and when you expect it to end. Once the job is finished, ygodzack and put

in the actual start and finish times.

The same applies to materials. Before a job, you can predict what materials you might
need and record those materials in the work order. After a job, you can record what
materials you actually used.

Emergencies:ln emergencies, you may not have time to write up a work order before

the job. However, you should write up the work oraleer the job, recording all

relevant information. Work orders arenodot | u:
oft he wor k you despeciallyifmporsant to @eaondsvhait youddsd during

an emergency, since such work is often more high profile thaafrtire-mill

maintenance.

Starting a New Work Order

There are several ways to create a new work ordes.cbmmon ones are:

Select an existing request from a requests table vieweReqglesty New). Then
click Create Work Order.

Go to theWork Orders table viewer. Then clicklew Work Order.

Saving the Work Order: As you enter information into a work omjsave the
information from time to time by clickinfave Thi s ensures t hlat you ¢
work if something goes wrong (e.g. the power goes out).

Work Order Notes: fiDuraton0 i s gi ven as a number of days,
the smallest durain is 1.

| f your organization doeEgpensdModed et explk@ase mo
default model . Ot herwise, follow your organi



The easiest way to print a work order is to open the work order andPclick

WorkOrder Resources

TheResourcessection of work order lets you record labor and materials expenses for a
job. This section uses the following termingjo

Demand
A demand is madeeforethe job begins.

A demand for labor means assigning someone to do the job. This could
includeinsideworkers (your own personnel) andfartsideworkers
(hired contractors).

A demand for materials means reserving materials for the job, so that the

items will be avail able when theyore 1
There must be a demand for every labor and material expense associated with the
work order.
Actual

An fAact ual 0 afteracesource isiused. hreabrds what labor and
materials were actually used. Actual records are creatadtbglizingan existing
demand: indicating the labor praterials that were actually used in response to a
demand.

Scheduling Labor
TheResourcessection of a work order can record the following types of labor
expenses:

Hourly Inside Work done by your own personnel and charged for by the hour.

Per Job InsideWork done by yourwn personnel and charged for on a flat fee
basis (e.g. a vehicle oil change which has a fixed price no matter how long it
actually takes).

Hourly Outside Work dore by an outside contractor and charged for by the hour.

Per Job OutsideWork done by an outside contractor and charged for on a flat fee
basis.

During MainBosssetup, you create records for each type of expense. For example, an
Hourly I nside record specifies a worker and
that Chris Smith gets paid $20 an hour.

To assign an inside worker to a job, you select an Honsigé or Per Job Inside record
that names the worker and how much the worker is paid for such work. Similarly, to

-10-



record that an outside contractor is going to do a job, you select an Hourly Outside or
Per Job Outside record that names the contractor@madruch the contractor will be
paid.

Note:l t 6s possible to have sever al recprds for
example, if Chris Smith gets paid extra for overtime, you might have one Hourly Ihside
record for Chr i s 0 $lourydnsideaecordrfoadvertima.Wdenajn ot her
assigning personnel to a job or recording labor expenses, you should make sure fo
choose the correct record.

Reserving Materials for a Work Order

When you assign materials to a worki@r before the work is done, you estimate what
materials you believe the work is likely to require. MainBoss then puts these materials
on reserveFor example, if a job on a forklift truck will replace two tirgsu can put an
appropriate number of tires on reserve when you make up the work order.

When you reserve an item, you tell MainBoss
item. For example, if a particular item is found in three different storeroomselou

Mai nBoss which storeroom youdll go to.

Often i tbés not necessary to put matelrials ol

reserving common items like screws, tape, glued etou probably have plenty in
stock, and you can easily buy more if you ou. On the other hand, it might be crugal

to reserve items if you donét keep nany on
has a high importance.

You reserve materials by creating demands iritliess ubsect i on of a wor k
Resourcessection. You do so by specifyingdgmand itemmecord. This record specifies
the materials you want and the storeroom whge

We recommend the following process:

Before a job, you create demands for any importantitemsy e x pect youol | n
This puts the items on reserve. (Thereds n
always have lots of, e.g. masking tape.)

e ready to do a job, you remove

When youor
r d t hmsferred thesyotany stordyed yinallyt youause the
g

and reco

unit bein repaired as the temporary stor a
taken the parts to the site of the unit. o
After youdbve actually used an ige.®m, you cr
recommend that you donét create this fAactu
item. Creating an fAdactual o record generate
simply be deleted if you find outo you didn

-11-



undo an accounting transaction, you have to create a formal correction record.
MainBoss demands this formality in order to preserve an accurate audit trail.)

|l f you use an item and you donodot already h
havetocreae a demand record first, then create

Closing a Work Order

After a job is finished, you should close the associated work order. This means that you
record final information about the job; faxample, you record the actual labor and

material costs (as opposed to any estimates you made when creating the original work
order).

To close a work order, you begin by selecting iMark Orders | Open. Click Edit,
then do the following.

Reviewthewdt or der 6s i nformation and make any c
necessary. For example, when you create a work order, you specify dates when the

job is supposed to start and end. When you close a work order, you should record

when the jolactually started anénded.

IntheClosings ect i on of t hQGosivg@onknermsr dtea ,r eucseer i any
comments about the corrections you made. F
on the date(s) when it was originally scheduled, you might find it useful to record

thereason for delay.

In theResourcessection of the work order, create demands for labor or materials
that were used on the job but arendt alrea

In theResourcessection, click on each demand and then diekv Actual. Record
the actualabor/materials used.

In theChargebackssection, record any expenses that should be charged to
customers or clients. To do this:

Click Newto create a new chargeback record.
| n"Coded, enter an identification code.
| nBilldible Requestoln , s p e c il heyilled flordhe @xpenses.

In theChargeback Activity section, clickNew Chargeback Linefor
each expense to be charged.

Il n t he w@loskgsectiod,eecoédsany downtime and a closing code (in
accordance with your organizationbs polici

Click Close Work Order to close the work order.

-12-



After you close a work order, you should close any requests associated with that pvork
order. If you have @Requests, and if MainBoss has been told to send
acknowledgements to the requestor, MainBoss will telteélyeestor that the request lhas

been closed. When you close the request, you have the option of entering comments that
will be added to the-eailed acknowledgement.

Recording Meter Readings

You can record aeter reading in connection with a work order on any unit that has a
meter. Open the work order and go to Ithefers section. Click on the meter whose
reading you want to record, then clidlew. MainBoss will open a window where you
can record the meterading.

Defective Meter ReadingslIf you record a meter reading that is lower than the last
reading, MainBoss issues a message saying that the reading is defective. Someqne may

have mistypd t he previous reading, or itbég ti me
meter offsets, see the fidlay-to-Day Operationguide.
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Planned Maintenance

To use the features discussed in this chapter, your site must have licerBladnieel
Maintenancemodule.

The Configuration Guide=xplains how to set up planned maintenance. This guide
explains how to use your existing plans to create planned maintenance work orders.
Generating Planned Maintenance Work Orders

In order to schedule planned maintenance, you must explicitly tell MainBoss to generate
appropriate work orders.

Important: PM work orders are not generated until you tell MainBoss to do so.
You must explicitly tell MainBoss to generate the work orders.

PM work orders are always generated for a specific period. For example, every Friday
you might generate work orders for the next week (up to and including the next Friday).
MainBoss will then check all the PMIsedules and see which jobs come due in the
specified period. MainBoss will also check all the meter readings that have been
recorded and will determine which jobs will come due based on those readings.

You specify a time period by giving the last dayted period. MainBoss will generate

work orders for all jobs up to and including that day. For example, suppose that the last
time, you generated all work orders up to March 30. The next time you generated work
orders, you might tell MainBoss to generate kvorders up to April 15; then MainBoss

will generate work orders for all PM jobs that come due from March 31 to April 15
(inclusive).

To generate PM work orders, goGenerate Planned Maintenanceand clickNew.
MainBoss opens a window where you can béigingeneration process.

-14-



Check t hBatcldEmd Dmtedi nanid make sure i tdéds what
generate all PM work orders up to and including the specified date.

Click Generate MainBoss will generate an initial list of work orders fioe planned
maintenance tasks that are due. This list is displayed iBg¢heration Detailssection.
Examine the |list to make sure Cdnéstowhat
create the actual work orders.

Adjusting Planned Maintenance Work Orders

After MainBoss has generated a set of PM work orders, you may adjust any of those
work orders to reflect special circumstances. For ex@amspppose that a PM task
description assigns a job to a particular worker, but that worker is sick or on vacation. In
this case, you can adjust the generated work order to assign the job to someone else.

-15-
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