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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBos&\dvanced We t hi nk youoél | f

nd

t

features you need for managing your organi z:

manual is not intended to be read from start to finish; instead, we recommend that you
read:

TheGetting Startedjuide

Pe@le involved with setip should read th@uick Configuratiorguide or the full
Configurationmanual.

People involved with dato-day operations should read fQeick Operationguide
or the fullDay-to-Day Operationsnanual.

Thelnstallationand Administratiorguide covers details of interactions between
MainBoss, the Windows operating system, and Microsoft SQL Server.

|l f youdre an experienced MainBoss wuser:

The documenMigrating from MainBoss Basic to MainBoss Advangaats an
overview ofthe differences between older versions of MainBoss and the current
one.

The Configurationguide explains how to set up MainBoss Advanced.

|l f youdve never used MainBoss before:

MainBoss Conceptsn pagel3is a short introduction that gives an overview of
terminology and how to use MainBoss.

Table Viewers and ditors on page38 provides general information for working
with MainBoss table viewers and editors. Since these are an important part of
working with MainBoss, we strongly recommend that you read this section.

Documentation conventions

This guide uses the following documentation conventions:

Control panel items are shown in bold face:
SelectWork Orders from the contrbpanel.
When one item is under another, the items are separated by bars. For example,
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Requesty Reports | History refers to thedistory item underReports under
Requests

Menusand menu items are shown in italics:

SelectZzoom in on Viewfrom theView menu.
References to menu entries typically use arrows. For exakiple,- Zoom in on
View refers to theZoom in on Viewentry in theView menu.

Dataentry fieldsare shown in bold face, enclosed in double quotes:
FillinthefiDateo f i el d.

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

Keyboard keysare shown in bold face enclosed<iangle brackets>
Press thecTab> key.

Using the Mouse Wheneverhis 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 taright-click an object, click with the right button of the mouse.
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MainBoss Concepts

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

Basic Terminology

Table
A table is a list of entries, each of which contains information about something. For
example, the&€ontactstable lists contact information for people involved in your
operations. Each entry in tlntactstable contains contact informatioorfa
single person.

Identifier code
Each entry in a table must be given an identifier code. No two entries in the same
table should be given the same code.

Location
Locationsrefer to anywhere you perform maintenance. The simplest type of
location is goostal addressa building or a set of buildings that all have the same
postal address.

Locations may contaisublocationsFor example, you might consider the floors in

a building to be separate sublocations of the building, and the rooms on a floor to

be sublocations of the floor. You might even divide large rooms into more

subl ocations (e.g. fAnor eth)satsatworkarsrcaner 6, A S C
quickly find work sites.

Almost everything you do with MainBoss has location information attached. For
example, work orders specify the location(s) where work should be performed.

Unit
AUni t o i s a amythimgahatanight teguirermaihtenance. For example,
this includes pieces of equipment and | oce
constitutes a separate unit. For example, you might consider a complete assembly
line as a single unit, or you might cheds regard the line assgstermmade up of
many separate units.

Units may contairsubunits For example, you might think of a forklift truck as
containing two subunits: the lift mechanism and the truck. This maybefal
distinction if your maintenance department has specialists that only deal with
certain parts of a piece of equipment.

Every unit has an associated location. In fact, units are considered logations
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su ions of | ar georr el aucseetfiudn .0 (td rhe tai r
to D Press #4,0 than to say, fAGo to tF
fl o]
Request

A request (or work request) is typically based on a complaint from someone outside

the maintenance @gartment. It states preliminary information about the problem:

the location, the name of the person reporting the problem, the date/time the report

was received, and a brief description of the problem itself.

Work order
A work order isa detailed description of work to be done; typically, this can be
printed off and handed to the personnel assigned to do the work.

A work order is more detailed than a work request. For example, a work order may
specify the amount of time the job is egfel to take, the materials to be used, and

so on. Such details are not present in a work request. In general, work requests are
designed so they can be filled out by fmoaintenance personnel (for example, a
department secretary) while work orders arealigdilled out by maintenance
management.

When you create a new work order using the information from an existing work
request, we say that the work request has traesferredto the work order.

Corrective and planned work orders
A correctivework order specifies work to be done in order to solve a problem.

Aplannedwor Kk or der i s prepared automatically
scheduling planned preventive maintenance. Planned work orders usually specify
checklists or stegby-steptasksthat need to be done in planned maintenance

operations.

Report
A report provides information extracted fromMamB s 6 s f i |l es. Mai nBos:
create many different types of reports, including work histories, cost summaries,
equipment lists, and so on. Reports can be run off on a printer or displayed on your
monitor screen.

Items
Items ae materials used in the course of your maintenance work, such as spare
parts, tools, chemicals, and so on.

Coding Definitions
Your coding definitions are tables which c
change on a datp-day basis. For example, this includes information on the
vendors from whom you purchase materials. Most maintenance departments buy
from the same set @kendors most of the time. Since information about vendors
(e. g. phone numbers and addresses) wonodt c
other maintenance activities where information changes frequently (e.g. your work
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orders and requests).

In some sense&oding definitions reflect the underlying structure of your
maintenance operations, as opposed to thaadgy details. For this reason, many
maintenance departments only allow administrators to change coding definitions.

MainBoss Administration
A collection of operations usually reserved for the person who is in charge of
MainBoss in your organization. The administrative features of MainBoss can
control who is and isnot all owed to use st
permittal to archive MainBoss data, and so on.

The MainBoss Control Panel

When you first start MainBoss, conooudl | see a
panelon its lefthand side. This control panel looks much like the list of folderthen

left-hand side of Windows Explorer. The window that contains the control panel is the

most important window used in MainBoss.

The MainBoss control panel organizes MainBoss operations and provides access to
them. For example, thieequestsentry provids access to operations related to work
requests. Clickingrequestdtself lets you see a list of current work requests. This list is
shown in the right half of the window. The right half of the window also has buttons
that let you create new work requesdit existing requests, and so on.

Clicking a + sign in the control panel displays further MainBoss operations (just as
clicking the + in a Windows Explorer folder displays subfolders). For example, the
Requestsentry has several subentries, includitgports. Clicking the + on this
Reportswill provide a list of reports related to work requests.

The MainBoss control panel is your starting point for almost all MainBoss data ar{d
operations. Looking at entries in the control panel is one way to learreivaBoss
can do.

The Life Cycle of a Corrective Work Order

This section outlines the usual sequence of events in dealing with a problem report
received from outside the maintenance department.

Create a request (sBequesten pagel90). This is done by the person who
receives the problem report.

In some companies, individuals outside the maintenance department may be
authorized to prepare their own requests. For example, there might be someone in
each department who is authorized to create and submit requests for the
maintenance department to deal with.
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Requests may also be submitted bypail if your site has the @Requestsdule.

Create a work order based on the request\{se& Orderson page208). This is
usually done by a maintenance manager. The original request contaiits a bas
description of the problem. The person drawing up the work order may add more
information including:

priority of the job
date/time the job should be done

personnel assigned to do the job (possibly including labor costs based on
the workersodo wages)

lengh of time the job is expected to take
materials expected to be needed for the job
detailed description of the work to be performed

Print off the work order and give it to the workers assigned to the jol(seang
Work Orderson page22?).

Close the work order and the request when the work is actually completed. This
may be done by a maintenance manager or by the workers who actually did the job.
When you close a work order, you record actual information abojdlihas

opposed to the estimates you made when you originally created the work order. For
example, when you first create a work order, you can estimate the time required for
the job and the materials that will probably be used; when you close the werk ord
you can record the actual time and materials.

You also assign a closing cotteeach work order. For example, your closing codes
may be based on the type of problem (HVAC complaint, plumbing problem,
vandalism, etc.) or they migbe based on what you did to deal with the problem
(repair, replacement, adjustment, etc.). Closing codes provide a way to classify and
track the type of work that your maintenance department does.

At any point in the process, you can edit the resulg@fious stages. For example,

when you originally create a work order, you may not have enough information to
estimate the expected labor and material costs. When you do get this information, you
can go back and add it to the work order.

Scheduling Plannel Maintenance

This section outlines the usual sequence of events for scheduling planned (preventive)
maintenance.

Specify the task (seBaskson pagel19). This means drawing up stéy-step
instructions describing everything that should be done in a particular planned
maintenance operation. The task may include the materials to be used (such as
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replacement parts), the personnel normally assigned to the job, the time the job
usually takes, and so on.

Create one or motéming descriptiongseeMaintenance Timingn pagel04). For

example, if a particular job should be done every three months, you create a timing

descr pti on that specifies fevery three

Assign tasks and timing to specific uniEor each unit that requires a particular

type of planned maintenance, you specify the task (the work that should be done)
and the timing (how often it shislbe done). For more details, séeit

Maintenance Plansn paged8.

Tell MainBoss to create work orders for all tasks that should be scheduled in the
near future (se®’iewing Planned Maintenance Generation Recandpage270).

For example, everyrilay you might have MainBoss generate work orders for all
planned maintenance that should take place in the upcoming week. These work
orders can then be given to your personnel
every day and what each job entails.

When you ask MainBoss to print open work orders, it will print work orders for
each scheduled PM task (as well as for corrective jobs). Printed work orders can
then be given to the workers assigned to each job.

When a planned maintenance job is finished, glose the associated work order in

the same way as any other work order. During the closing process, you can record

labor costs, materials usage and other details associated with the job.

General Inventory Control

This sectioroutlines a number of actions associated with setting up inventory control.
(Purchasing and receiving is treated separately in a later section.)

For each item you keep in inventory (spare parts, tools, and other materials used in

your maintenance work), yamay create an entry in titems table (seenventory
ltemRecord on page?293). This entry specifies information about the item,

including:

Where the item is stored. There may be more than one storage location if

your stock of the item is divided amongst several different storerooms.

The minimum quantity of this item that you want to have on hand at any
time in eab storeroom. If your stock goes below this quantity, MainBoss
can notify you that itds time to

The maximum quantity of this item that you want to have on hand in
each storeroom. When MainBoss reorders, it recommends that you buy
the quantity requed to get back up to this maximum.

Where the item is used. For example, if a particular spare part can be
used in many different pieces of equipment, you can record all the
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equipment that uses the spare part. This kind of g¢efegence can be
useful inprojecting future materials use. The crosterence is also
helpful if you need to take spare parts from one piece of equipment in
order to repair more important units.

The quantity of the item currently on hand in each storeroom, and the
cost of that quatity.

As materials are used, MainBoss automatically adjusts inventory counts according
to the information recorded when you close a work order. For example, if a
particular work order states that you put a new tire on a forklift truck, MainBoss
automatially reduces the count of tires in your inventory.

Purchasing and Receiving

MainBoss has detailed facilities for reporting which inventory items need to be
restocked, for creating purchase orders, and for tracking shipments received. This
section outlines the usual sequence of events for purchasing and receiving. For more
informaion, see”urchase Ordersn page302

You begin bycreating a restocking reportvhich listsitems that are currently below
their minimum stock levelf you want, youcanrestrict the report tbst items you
have previously purchased fronsgecificsupplier.

You prepare a purchase order for a specific supplier. During the process, you state
the items and quantity you want to buy, and where the items will be stored once
theydre received. You camdetnilsso speci fy

Once you have created an appropriate purchase ordessymuit angrint off the
order. The printed purchase order may be submitted to management for approval or
may be sent directly to the supplier.

As goodsare received, receipts can be compared to the purchase order and checked
off against it. MainBoss updates your inventory records to reflect the items that have
been received. It also keeps track of items on back order so that you know which
items you shou be receiving in future.

When all the goods associated with a purchase order have been received, you close
the purchase order.

At any point, you can make corrections. For examyme, might prepare draft version

of a purtase order and submit it to your management for approval. If some items are
not approved, you can remove those items from the purchase order before you issue it
and send it to your supplier.

If your supplier tells you that some prices h&een changed or that there will be extra
charges (e.g. for faster delivery), you can add those charges to the purchase order.
Finally, if some of the requested items cannot be supplied (or if you cancel your order

-18-

pay



and buy from someone else), youcanmakep r opri at e adjustments to
records.

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
maintetnace department6és wor k.

Mai nBossds accounting f ac-io-Hayoperatiens,asatlegt i nt en d
workers using MainBoss dondét have to know wl
expenses. In order to make this possible, someone familarwytour or gajni zati ot
accounting practices must set up a number of definitions that workers can then ufe.

For a complete description of how to set up
Configurationguide. The description here is only an overvidihe basic concepts.

Mai nBossods 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 accountinyvaoé package. You will

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 MainBo&scounting 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 mulig cost centerall corresponding to a single 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 ledger account for material expenses.

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

However, you might decide to create multiple cost center&ldarical

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

corresponding 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 doesndét subdivide expens

If you have not licensed the MainBo&scounting module, MainBoss hides all
references to cost centeish er ef ore, you wondét define any
wonodét see them used anywhere in the softwa

Expense Model#An expense modé$ a type of MainBoss record that describes
how youdre going to ncderexampeioajobsthgtar ti cul a
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you do for Client X, you might be required to categorize expenses in on@mway
jobs for Client Y, you may have to usedifferent system of classificatioAs

another example, organizations 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 appropriatesexpedel for the
job. You should have a separate expense model 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 ar¢he categories that must be used to classify expenses in this particular
situation.You might have categories like

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order, you look at each expense arnt sk, iy geof
expense s tYiou chddse the expense category from the list of available
categories associated with tepense model.

If you have licensed th&ccounting module, each expense category within an
expense model has an associated cost cdifisrindicates the general ledger

account that should be used for that expense category within that expense model.

Linking an expense category to a cost center is callexkpense mapping

As an examplesuppose that property management company creates two separate
general ledger accounts for each tenant: one for labor expenses and one for material
expenses. This might lead you to set up thieiohg 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 mdaelantA Model , TenantB Model
TenantC Model . TheTenantA Model would contain the following expense
categories:

Category Associated Cost Center
Labor TenantA Labor
Materials TenantB M aterials

TenantB Model andTenantC Model would be similar.

Whenever you create a work order, you have to assign it an expense Supgeise
youdbre doing a job for Tenant A. You |
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there is one especially agsated with Tenant A; you therefore assign that expense
model to the work order.

Next you have to assign an expense category to each expense on the work order. When
you look at the list of categories associated WihantA 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 you havetimeinting module, this

also associates a cost center with each expense, and therefoeead lgelger 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 general approa

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

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

|l f you donét need accounting at all, just u:¢
orders. Choose the default expense categories for every item on the work order.

Whenever gu create awork order, yoousts peci fy an expensdqg model
set up your own expense models, use the default model.

Similarly, whenever you add an item to a work order, ymustspecify an expense
category. | f you h gorieshuéetthe detatiltonep. your| own c at

Corrections

Some editors have@orrect button as well as aladit 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

doesndét | et you change or de loehaeetoecreatesst i ng a
newcorrectionrecords which add or subtract from previous monetary values.

On a similar principlephysicalcount ecor ds resulting from takin
have their numbers altered once the record is saved. Instead, yoo haw¢ancel) a

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

being fudged you always leave an audit trail.

Drop-Down Lists (Pickers)

Editor windows often specify information usingop-down lists also known apickers
For exaneduestoo tthieelid i n a wor lkkownbksguest editor
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Regquestor | ] |~

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

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

fiRequestoo t hi s wi | | be a | ist of the people w
work requests.
Requestor | — R R v| v
Mame Busziness Phone

Alex Miraculacci hbb-835-0229 -

Allizon Matrix hbb-008-9872 =

Andrew Alberts hh5-972-5873

Coach Charlie hhb-783-5872

Floyd Pump hh5-893-5230

Gary Neller hbb-783-9723

George Jasper hbh-035-5087 E

Henry Tallboat hbh-987-9723

Holly Happy hbE-902-8723

Jackie James hh5-098-2739

Jackie Newlywed hhb-892-9728

Jane Leighbold hhb-780-5372 5

Janice Freidelburg he5-980-9873

Jean Martin

John Livingston hob-238-9872

Jonny Spot hh5-893-5872

Karen Krystal hbb-972-9287

Marylee Chef

Mike Mitchell hh5-890-9728

NEII'IC‘,’--J-E.'EI'I Eeltres hhb-897-2987 e
The A...0 opens a window showing the compl
A. . . Requestoo , i y o uReguestorstable eClick an entry in the table, then

click Selectto fill in the original field.
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The rightmost arrow of the dredown list opens a menu that gives you a number

of options. For exampl eRequastbro ybbiuelcd j ckotadli Is
the following:

Browselets you look at the existingequestorst abl e, just | i ke the 0
New Requestorlets you create a new requestor record; if you do this, the requestor

wi || be f il | eRequestod ielfl dnde gou save agdi closa the riew
record. This makes it easy to create new r

an appropriate record.

I f you want to delete (clear) the v-alue t hat
click on the fieldand choos€lear. (With dropdown lists, theClear option only shows

upinnommandatory fields; you c¢anodowrlistear t he v,
once itbés been given a value, although you

Number Formats

MainBoss lets you specify the format of identification numbers for requests, work
orders, and purchase orddfsr example, you might want to give work orders
identification numbers lik§v@000001 , WOG000002 , and so on.

Number formats are specified in the appropriate default sections. For example, you
specify the number format for work orders in efaults for Work Order_ section of
theWork Orders table viewer.

The default format of work order identification numbergiigen by
WO {0:D8}
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