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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

-14-



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
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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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Name Business Phone Mabile Phone
Alex Miraculacci bE5-839-0289 5B5-835-5411
| Allison Matrix 555-098-9872

Andrew Alberts 555-572-5873

Coach Charlie BB5-783-5872

Details l Reguests ] \work Orders

Name Business Phone E-mail
Requestor Contact Alex Mimculacci 555-839-0289 amiraculacci@fanman. properties plus.com

[# Receive Acknowledgements
Comment

ﬂew| Edit‘ Qelete‘ | Erint| ﬂefre.sh‘ §earch‘ Select | Canogl‘

The rightmost arrow of the dredown list opens a menu that gives you a number

of options. For exampl eRequastbro ybiuelcd j ckoadl Is
the following:

Mame Business Phone
Requestor | v | [] v |

Unit | EBrowse... :

[ Use access code from unit Mew Requestor
Access Code | J

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 fil | eRéquestod ielfl dnde gou eave agdiclosa the miew
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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This means the lettev§Qfollowed by a blank character, followed by a number. The
number is 8 digits long (specified by th8) and is padded witleadingzeros if
necessary. To get the format discussed above, you would specify

WO{0:D6}

This means the characten®, followed by a sixdigit number, padded with leading
zeroes if necessary.

If you have programming experience, you can specify very sophisticated number|
formats. These formats are representetbhyat stringswhich will be passed to the
Microsoft .NET String::Format library function. For more information, see

Mi crosoftds . NET documentati on.

MainBoss Modules

MainBoss consists of a number of modules. You can pick and choose which modules
you want, licensing only the modules that you actually intend to use.

Modules are controlled by license keys. If you do not have a license key for a particular
module, information related to that module will not be displayed in the MainBoss
control panebr in MainBoss windows. For example, if you do not license the
@Requests module, you will not seéministration | @Requestdn the control panel.

Bel ow we | ist MainBossds modules and give at
are associated with the mddu

The MainBossmodule
Supports work orders and units. It lets you track the materials you use on work
orders, but does not provide inventory control (e.g. where specific items are stored
in your storerooms)t also lets you track labor by your own emptes and by
outside contractor&our MainBossmodule license specifies how many users can
run MainBoss simultaneously.

All other modules require thdainBoss module.

The Planned Maintenancemodule
Adds facilities for automatically creating plann@aintenance work orders (e.qg.
inspections and preventive maintenance jobs). Planned maintenance can be
scheduled by date or by meter reading.

Thelnventory module
Adds the ability to track the location of materials in storerooms. This includes the
ability to specify maximum and minimum quantities desired for each item in each
storeroom, plus facilities for taking physical inventory and tracking item prices.
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ThePurchasingmodule
Adds facilities for creating purchase orders and tracking the receipt oédrde

items. Purchase orders can include the cost of materials, outside contractors, and
miscellaneous expenses.

TheMainBoss Requestsnodule
Supports work requests. As noted3iasic Terminologyn pagel3, a request is a
simple problem report that might be written up by a fuspk.

The @Requests Servicenodule
[Requires théMainBoss Requestsnodule]Provides a facility that automatically
processes work requests submitted oyaal.

TheAccounting module
Adds a facility that creates accounting records of a form that magebel in
connection with accounting software. At present, howeévarmBoss has no
facilities for integrating MainBoss accounting records with any other accounting
package.
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MainBoss Sessions

A MainBosssessiorbegns when you start the MainBoss program. It ends when you
quit the program and close all associated windows.

Your Maintenance Organization List

MainBoss lets you create individual databaseséparatenaintenance organizations

For example, consider a property management company that serves several different
clients. The management company may choose to create a different database for each
client; in this wg, costs and information for each client are kept separate from all other
clients.

Note: When you have several separate MainBoss databases, each database mugt have
its own MainBoss license (except when you are creating databases for testing pyrposes).
Formore information on MainBoss licenses, see your dealer or MainBoss
representative.

If you have access to multiple MainBoss databases, one ofntlagrbedesignated as
your default maintenance organizatiowhenever you start MainBoss, you begin
looking at information for your default organization. You can easily switch to a
different organization:

To specify which maintenance organization you want to work with:

1. IntheSessiormenu, clickChangeMaintenance Organization This opens a
window listing all databases that are available to you.

In the list, click on the database you want.
3. Click Open Organization.

4. MainBoss will change to using the specified database.

Note: You will not be able to open a database in any mode unless you have beer
granted permissions to access that database. For more information on database
permissions, seeserson page333

The window for specifying databases contains the following buttons:

Open Organization Opens t he darrem\bsalected ir tiedist. hés ¢
button has the following additional options on its ddmpvn list:

MainBoss Full MainBoss mode with all available modules operational. The
maximum number of simultaneous users in full MainBoss mode is limited
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by yourlicense. Note that if the same person starts two separate sessions of
MainBoss, that counts as two simultaneous user sessions. However, inside a
single MainBoss session, you can have as many windows open as you want;
the only thing that counts is the numioé MainBoss startips, not the

number of windows that are open simultaneously once MainBoss starts.

MainBoss RequestsOpens the selected organization in Requests mode. The
control panel will only dplay entries relevant to dealing with requests. You
can always open MainBoss in this mode, provided you hiwaisBoss
Requestdicense key and you have been granted permissions to access the
database. Opening MainBoss in this mode am¢sount againisthe
maximum number of users allowed to connect with the database; therefore,
it is recommended for people who only intend to create requests (e-g. help
desk personnel).

Administration : Opens the selected organization in a mode that allows you to
use functions in thédministration part of the control panel. You can
always start MainBoss in this mode, even if you currently have no valid
license keys. In fact, when you create a blank argdion, youmuststart
Mai nBoss in this mode in order to enter
done so, you can quit and start MainBoss again in its normal mode.

SomeAdministration functions can only be used if you have been granted
Administrator privilegs. For more on these privileges, Beging User Recorden
page334

View SessionsOpens the selected organization in a mode that shows who else
is using MainBoss. You can always start MainBoss in this mode, even if
MainBoss has reached the maximumnemb of wusers for whi ch
I n this way, you can see whodéds using Ma
them to quit so that you can use MainBoss yourself. For mor&iseeg
MainBoss Sessioms) page3b.

Add Existing Organization: Adds a new database to your list of available
databases. For more information, 8e=v Maintenance Organizations page
29. This button has the following additior@tions on its droown list:

Create New Organization Creates a new database and adds it to your list of
available database. For more information,ldee/ Maintenance
Organizationson page29.

Import MainBoss 2.9 Organizatiort Imports data obtained from a MainBoss
Basic database. For more information, sedribtallation and
Administration Guide

The A...0 button associated with this f
window that lets you locate the XML fithat contains your MainBoss 2.9
i nformation. I f you type an invalid nam
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you may get an error message; in that case, erase the invalid name in the
field, then try A...0 again.)

Create Demonstration DatabaseCreates a new database wdégmonstration
modelicense keys. This database will let you test MainBoss operations, but
puts limitations on the database contents (e.g. a limited number of work
orders, l@ations, requests, etc.).

When you ask to create a demonstration database, MainBoss will ask you to
supply a name for the database. For more informatior\lseeMaintenance
Organizationson page29.

Set Start Default Lets you specify which database is opened by defaulhexer
you start using MainBoss. Clicking this button specifies the current database as
your default. This button has the following additional options on its-dowmn
list:

Clear Start Default: Specifies that you do not want afdult database. If you
do not have a default database, your list of available databases will be
displayed every time you start using MainBoss. This lets you select which
database you want to use.

Edit Organization: Lets you change informan about the organization (e.g. if you
want t o ®Ohanizagien Nanteee wWihi ch i s di spl ayed whe
usingMainBos9.

This button also has the following additional options on its -dimpn list:

Set Start Mode to MainBossLets you specify that the currently selected
database should be opened in noriiainBoss mode. In other words, when
you click Open Organizationon the database, or if MainBoss automatically
opens the database startup because this is your default database, the
database will be opened in norméhinBoss mode.

Set Start Mode to MainBoss Requestd ets you specify that the currently
selected database should be openédamBoss Rejuests(requestsonly)
mode. In other words, when you cli€gpen Organizationon the database,
or if MainBoss automatically opens the database ongaioecause this is
your default database, the database will be openg@diimBoss Requests
mode.

Set Stat Mode to Administration : Lets you specify that the currently selected
database should be openedioiministration mode. In other words, when
you click Open Organizationon the database, or if MainBoss automatically
opens thelatabase on stanp because this is your default database, the
database will be opened Amministration mode.

Set Start Mode to View Sessiond ets you specify that the currently selected
database should be opened/iaw Sessionsnode. In other words, when
you click Open Organizationon the database, or if MainBoss automatically
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opens the database on stgptbecause this is your default database, the
database will be openedYfiew Sessionsnode.

Remove from list Removes the selected database from your list. This does not
delete the database; it simply says that you no longer want the database to
appear on your personal list.

Upgrade: Upgrades a database made under an older verslMainBoss
Advanced. Note that if you want to import old data from MainBoss Basic, you
uselmport MainBoss 2.9 Organization (described earlier). For more on
upgrading, se&pgrading Maintenance Organizations page34.

Exit: Exits MainBoss.

Start-Up Modes: As an example of the use of stag modes, your heldesk personnel
might set their starting mode so that they always access the database in-@gyests
mode unless they manually open it in some other mode. The value afttias i
requestonl y mode doesndt count toward the
allowed by youMainBosslicense.

If you sometimes want to open a database in full mode and sometimes in reqiests
mode, you can give the same datsbmultiple organization names. For example,
suppose Yyour [DataBaseblarsodyMaiaBsss .tYhuecoufd usé\dd
Existing Organization to create two different lines in the organization list:

One | i ne miOghnizatibndNanesd MyNai@eBogs - Full , with a start
mode ofMainBoss
A second | i n erganizgtibntNanhe@MyMainBods eRedquests ,

with a start mode dflainBoss Requests

If you click Open Organizationon MyMainBoss - Full , MainBoss opens in full
MainBossmode. If you clickDpen Organization on MyMainBoss - Requests ,
MainBoss opens in requesisly mode.

You can also use command line options to specify start mode and maintenance
organization you wish to access. This makes it easy to create desktop it@astha
open a different organization or open the same organization in different modes. For
more information, se€ommand Line Optionsn pag 31

New Maintenance Organizations

You can create a new maintenance organization databatielong Create New
Organization or Create Demonstration Organizationin the Maintenance
Organization window (se€our Maintenance Organization Lish page26). You can
add an existing organization to your list by clickiigd Existing Organization. In

both cases, MainBoss opens a window where you can specify database information:
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Organization Name The organization name associated with the database you want
to add. This is the identification code tih@inBoss will use when displaying
your list of organizations. It isot necessarily the name of the database itself
(although it can be). The name doesn
names will let you distinguish one database from another.

(@)}
—

Thev a | u ©rgamitation Named wi | | be your own pri
dat abase. It doesndét have to match anyon:
(However, therebébs an obvious risk f
by a different name.)
DataBaseServer. The network location of the SQL Server through which you will
access the database. For more information, sdegstadlation and
Administration Guide
I f you click the accompanying 0f. .0 butt

servers that are known to your Windows system. There may be addltlonal

vat e

conf

servers that you can use but that Wi ndow:

more, sed he Database Server Lish page3l.
DataBaseName The name of the database, as known to the SQL Server.

| f youdre creating a new database, thi
any other databases on the server. For
AiMai nBosso

| f youdre adding an existing database
given to the database when it was created.

If you are adding an existing database to the list, the person who created that dajabase
should tell you what valuest e n tDataBase®ervéro a DathBa$eNamed . ([Yo u

~

can ¢ hoos ®rggnzation Nansn. A

2.9 Export Data: This only appears if you got to this window usingport
MainBoss 2.9 Organization Fill in the field with an XML file containing data
exportedrrom MainBoss 2.9. For more information on importing information,
see thdnstallation and Administration Guide

OK:: Adds the specified database to your list.

If you got to this window by clickind\dd Existing Organization, MainBoss
attempts to accessdlspecified database and add it to your list of known
databases.

If you got to this window by creating a new database or importing data from an
old one, MainBoss attempts to create a new maintenance organization database
with the name you specified. Yaaust have appropriate permissions to create

this database.

Cancet Closes the window without adding any database.
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In order to use a new database, it must have license keys.

If you create a demonstration database (by clickinepte Demonstration
Organization), the database is created using license keys that only allow operation
in demonstration mode. This places restrictions on various tables (e.g. you can only
create a limited number of work orders anguests). However, the database is

ready to go as soon as ités created. You c
fully usable database by replacing the demonstration license keys witisdigie
license keys.

If you create a fulusage database (biicking Create New Organizationor

Import MainBoss 2.9 Organization), you must record license keys before you can
proceed to use MainBoss. MainBoss will opeAdministration mode, where all
you can do is perform administrative functions. Follow thesstepicense Keysn
page336to enter your license keys. ThentgdainBoss and start again for the keys
to become active.

The Database Server List

Il f you <click t h ®ataBaseSereeroa $ 10 ¢ ihat evd nwiotwh fr s
databases, MainBoss displays a list of SQL Servers that are known to your Windows
system. This may not be a complete list of the servers you can actually use; in

particular, itods po siewabih®ichfawaythatitlskayasSQem t o s«
Server available for use but other computer :
Il n this situation, your Windows system won?ot

use the server if you explicitly sgiéy its name.

With SQL Express, the server list sometimes only shows the name of the server

computer, without stating the instance na@@.EXPRESSIn this situation, you must

manually add SQLEXPRES$ o0 t he c ompubDataBasebavere f het He A
For example, the database server list might disg¥&u n d 8arverdd wi t h not hi ng
u n d lstand® Name . | f Xvy@ta seledt it, thikwill be the named filled into
fiDataBaseServero . 't may then beXYhSUEXBRESS(Ths t o edit
depends on various options specified at the time that the server was set up.)

For more on SQL Server, including a number of configuration tips, séedtadation
and Administration Guide

Command Line Options

Command line options let you control how MainBoss begins execution. For example, if
you want to start MainBoss in Requests mode without having to go through the
Maintenance Organization List, you can specify the nasdan option on the command
line. Typically, you would create a desktop shortcut whose command line contains
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appropriate options, so that you dondt have

program.

The general format of the command line is
mainboss o ption option option...

Options begin with a slash)character. If an option specifies a value, the format is
/option:value

asin
/DataBaseName:MyDatabase

Values that contain space characters should be quoted as in

/OrganizationName:"Our Organization"

Abbreviations: Most keywords on the MainBoss command line may be abbreviated. In
MainBoss documentation, the letters thmtstbe included are shown in upper case; any
or all other letters may be omitted. For examgie,fbllowing are all valid

abbreviations for the optioDataBaseName

/databasename
/databasen
/dbname

/dbn

Although the documentation shows some letters in upper case and some in lower, you
can type letters in any case you want. For exanmubg\ is exatly the same agbn or
/Dbn on the MainBoss command line.

Options: The following options are recognized:

[Culturelnfo: The Windows ficul t Acallbireisaet ti ng t o
collection of information about language and other lcbaleed information,
e.g. what monetary symbols are used in a particular pBgealgfault,
MainBoss normally takes its culture information from your Windows Regional
Settings; it thae attempts to operate in the language given by those settings (e.g.

Mai nBoss attempts to run in French if
However, if you specify &ulturelnfo argument on the command line, the
argument overrides the Regional Settingh i s i s particul arly

creating a batch command file or shell sctifztt you want to have woik a

b ¢

h

us «

specificlanguage no matt er what the userds Regi or

The argument ofCulturelnfo is the official Wi ndows
name for the desired culture. For example, if you wamiericSpanish, yod d
specify/Culturelnfo:es -ES, for U. S. English, youdd
[/Culturelnfo:en - US See your Windows documentation for recognized

ACul tfwroelsn ring identifiers.
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Options on the command line are not affecteddwturelnfo . For example,
the option’Mode:Requests  doesnotchangaf you switch to a language

where Arequestso is translated to a diff
Note: If you chan@ the culture information witlCulturelnfo , MainBoss makes t
changeafterthe command line arguments have been pafidad.means that if your
command | ine has syntax errors, you |may see

preferred language, not ihd language specified b@ulturelnfo

/OrganizationName  : The name of the maintenance organization. If you specify
an organization name, MainBoss looks up that name in your organization table
and attempts to open the corresponding database with thenstitspecified in
the organization list. (See below for more on start modes.)

/DataBaseServer : The database server where the MainBoss database is hosted.

/DataBaseName : The name of the database containing the MainBoss data on the
database server.

If you specify/OrganizatonName , you dondédt have to gpecify
/DataBaseServer  or/DataBaseName . | f you /OrganizatonNamp e ¢ f vy
you must specify botlbataBaseServer  and/DataBaseName .

/Mode : Mode for starting the software. Possible start esoake described iour
Maintenance Organization Lisin page26.

/Mode:MainBoss
/Mode:Requests
/Mode:Administration
/Mode:Sessions

/Mode:PickOrganizsation (deliberately spelled this way so that you can
write either/Mode:PickOrganization or
/Mode:PickOrganisation ); with this mode, MainBoss starts by
displaying your organization list so you can pick which one you want to
open
/HelpManualPath : The URL | ocation for MainBosso0s

The MBUtility command is another way of performiogrtainMainBoss operations
using a command line interface. For more on MBUility, seeMamBossInstallation

and Administration Guide
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International Language Support

When you start MainBoss, it checks the Regional Settlmggsyou have specified for
Microsoft Windows. If your preferred language is supported by MainBoss, the software
will run in that languag. For example, if you prefer to work in French and your version
of MainBoss supports FrendiainBoss will operate in French for you (although it

may operate in English for some other user).

When you create a record, the language used will be youri@efanguage. In most
cases, this makes no differertoeghe actual content of the record. However, it does

make some difference in Astated records.

MainBoss creates a state record indicating when the work ortdgeérheClosed

state.If the person who closes the work order is using English, the state record will
label the new state @sosed ; if the person is using French, the state record will label
the new stat€ermé. Once the state has been assigned, pedEk languages will see
the same thing (so that French speakers willdesed rather tharFermé, if the

person who closed the work order preferred English).

Fort

|l tds i mportant to understand that MainBoss ¢

not uer data. For example, the priority codes assigned to work orders are created by
you, not by MainBoss. Therefore, those codes will never be translated. For example, if
you create a code calledgent , this word will never be translated into other

languaged i tyousdata, not part of MainBoss itself. The same is true of work
categories, item names, work order instructions, and much more.

For this reason, trying to operate in more than one language is usually impdaiftical
you use multiple languages, evengoworking with MainBoss may have to understand
all the languages you use.

Note: MainBoss depends on various Microsoft software including SQL Server angl the
Microsoft Reportiewer. This Microsoft software immdependent of MainBoss
including language suppoih particular, reporiiewing facilities will be in the
language of your repoviewer, which may or may not be the same language used py
MainBoss. Similarly, diagnostic messages generated by SQL $eaysor may not bd
in the same language as MainBoss.

Upgrading Maintenance Organizations

If you have created a maintenance organization with an earlier version of MainBoss
Advanced, you can upagde it to the current version.

The following information applies to upgrading data from an earlier version of
MainBoss Advanced. For importing data from MainBoss Basic, sdedtalation and
Administration Guide
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Before you upgrade your database, cré¢a a backup copy using the standard back
up procedures of SQL Server. This protects your data in the event of a power
failure or some other problem.

To upgrade your maintenance organization, dlickirade (as described iivour
Maintenance Organization Lisin page26). This opens a window that provides
information on your maintenance organization and your current version of MainBoss.
The window also contains the following buttons:

Upgrade: Click this to go aheadith the upgrade process.
Close Closes the window (whether or not youf¢

Viewing MainBoss Sessions

If you open your maintenance organizatiorsessionsnode, MainBoss displays a list

of users who are currently connected with y«
help you if your site has reached the maximum number of people who can use

MainBoss simultaneously (as determined by your MainBoss litense

You can always open MainBoss$@ssionsnode, no matter how many people are

using MainBoss. The Sessions list will then tell you which users are connected. If your
needs are urgent, you can contact one or more of these people and ask them to quit
MainBoss so that you can use MainBoss yourself. (Alternatively, you can contact
Thinkage or your MainBoss dealer and increase the size of your license.)

For information on connecting to MainBossSassiongnode, se& our Maintenance
Organization Lisbn page?6.

Quitting MainBoss

To quit MainBoss, simply close all open MainBoss windows (by clicking the X in the
upper right hand corner). Alternatively, you can sefextsion Exit from the menu.

Exiting the controipanel window doerot close any other MainBoss windows you
have open. They must each be closed individually.

The MainBoss Status Display

When you start MainBoss (after youbve chosetl
necessary) , MagyBoss Sthtldisptag. €histgites you a quick snapshot of

the most important aspects of your current work: work requests thag\arer in

progress, work orders that are overdue, and so on. In this way, you can see anything that

might demand immediate attention.
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TheRefreshbutton in this window updates the numbers to reflect any recent changes
made by other people.

Keyboard Shortcuts

MainBoss allows standard Windows keyboard shortcuts suciials-C> for copy and

<Ctrl+V> for paste. You can also uséab>to move to the next field in a window; if

youdre filling out a form, you can just tab
mouse <Shift+Tab> moves backward to the previous field.

MainBossbuttors often allow keyboard shortcuts. To see the shortcuts in a window,
press the<Alt> key. One letter ofachbutton will be underlined, as fBave Pressing
<Alt> plus the underlined letter is equivalent to clicking the button, sethiatS> is
equivalento clicking theSave button.

View Menu

TheView menu has the following options:

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

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

Open in New Window: If you dick this menu item, MainBoss opens a duplicate of
the current window.

The Actions Menu

The contents of théctonsmenu depend on what youdve curre
control panel . F o ently seteatedjmits & the doritrol pamel, the e c ur r
Actions menu will have entries for creating a new unit, editing an existing one, deleting

a unit, and so omctions entries usually correspond to buttons in the same window

(e.g.New Unit corresponds to thigew button and has the same effect).
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Obtaining Online Help

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

Pressing the:F1> function key displays information about the window currently on

the screen.

The MainBossdelpmerupr ovi des access to MainBossos

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

Important: In order for you to access online help, you must have a web browser
configured to open HTML files. Most users will already have their computers
configured appropriately (probably using Microsoft IntefBeplorer or Mozilla
Firefox). I f you dondt have a browse
click on any HTML file (for example, any of them files in themanual subdirectory
of the directory where MainBoss is installed). Windows will ask tpospecify a
program with which to open the file; specify the browser on your system. If your s
does not have a browser, you can obtain one free from Microsoft, Mozilla, or sev

r conf i

ystem
bral

other software companies. Ask your computer dealer for more infamati

The About Screen

The About window displays information about MainBoss. To see the window, select

Help - About from the menu. The window includes the following:

What versionoMai nBoss youdre using

What databasg o u6r e using and the SQL Server

database
Copyright information
An OK button; click this to close the window

MainBoss Messges

MainBoss displays messages in a variety of situations. For example, if you attempt to

save a record before youodve filled i
window to explain the situation.
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Tables

Table Viewers and Hlitors

Much of your work with MainBoss is done using table viewers and editors:

A table viewer is a window that shows you a list of things. For example, the Work
Order table viewer shows your work orders.

A table viewer window has buttons that let you add new entries to the
list, and modify or delete existing entries. For example, the Work Order
viewer lets you create new work orders or edit existing ones.

Table viewers also let you search for items. For example, sapu

want to record some information about a piece of equipment. You would
open the Units viewer and use it to search your unit list until you found
the appropriate piece of equipment. You could then use the table viewer
to tell MainBoss that you wanted edit the information for that piece of
equipment.

Table viewers let you print information about items in the list. For
example, if you want to print out one or more work orders, you open the
Work Order viewer, then click thérint button.

Table viewersnay let you perform additional actions which are specific
to the type of information displayed by the viewer. For example, the
Requests viewer lets you create a work order from a selected request.

An editor is a window that shows you information aboungls thing. For
example, the Work Order editor shows information about a particular work order.

MainBoss opens an editor window when you want to create a new record
or edit an old one. For example, when you want to create a new work
order, MainBoss opertee Work Order editor window. When the

window first appears, all its data fields will be blank or set to default
values. You can then specify the information you want.

Later on, if you want to change some of the information in the same
work order, you opethe Work Order editor again. This time, the editor
shows you all the information that you entered when you originally
created the work order.

The Basic Principle: A table viewer shows a list of records. An editor shows a sini;le
record.

-38-



Deleted Records

I n the bottom right hand corner of most tabl
eitherActive or All

If the word isActive , lists of records displayed in the window only inclaa¢ive
records. This meansthath e wi ndow only shows records th

5l MainBoss Maintenance Manage

Session  View Actions  Help
MainBoss Sample Organization =
View Vendors

View | Defauits for Viendor|

Code = Description

e A/C STELLA Stellar Air Conditioning
& BATTERIES Sullen Battery Supply
=] BEARING Silvester Bearing

Details | tem Pricing| Hourly Outsidd Per Job Outside] Service Contracts| Units |
Unit Maintenance Flans Code A/C STELLA

Un im Description Stellar Air Conditioning

Category AT

Name Business Phone E-mail
Sales Contact A/C ST555-508-9872 freezer@stellar.com
Service Contact
Accounts Payable Contact

Agcount Number 098 TRL 209
Comments altemative contact is Jane Daring

- Administration

Mﬂl Delete | Resiore | print| Befresh | Search |

User THOUGHT5'jagardner Organization MainBoss Sample Organization (MainBoss Sample Database on server GEHIRN)

If the word isAll , the viewer is showingll records including those that have been
deleted. Deleted records are marked with a red X on the left.
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E MainBoss Maintenance Manager

Session View Actions  Help
View Vendors

Code | Description | Deleted on

& BATTERIES
}=—={ BEARING
=] CHEMICAL
& CHILLER

Sullen Battery Supply
Silvester Bearing
R&R Resources
Chilly & Churchill Inc

\nlednesday, August 08, 20.. [

-

DETEHSI [t=m F‘ri{:ing] Hourly Dutside] Per Job Clutside] Senvice C{:ntracrts] Units ]

Code BEARING
Description Silvester Bearing
Category BEARING

Mew | | ‘ Restare | Print ‘ Refresh | Search |

User THOUGHTSjagardner Organization TestVersionAua? (TestVersionAug? on server GEHIRN)

MainBoss never completely erases deletmbrds. This makes it possible to maintain a

complete audit trail of everything you do.

Retaining old records can also be helpful to your operations. For example, six months
after you decide not to keep a particular item in inventory, you might changenyad

and decide to stock it again...in which case the old record is still available. As another
example, you might be reviewing old work orders and find a reference to the item you
no longer keep in stock. You can find out more about that item bedauseard is still

available in the deleted list.

MainBoss also retains deleted records to avoid database errors. For example, suppose
you delete the record for an item but that item is still used in some planned maintenance
task. If the item record congtkly disappeared, the task description would be referring

to a record that wasnodot really

To switch fromActive to All or vice versadoubleclickt he wor d.

records appear or disappea

there.
Youol |

Keepit

see

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 window (typically by uSage & Cose), the record

will be restored to the active list.

Records That Refer to Deleted InformationWh en you del et e
that other records still refer to it. For example, suppose a worker leaves your
organization so you delete that pergmm yourEmployeesl i st . That
will still appear in old records (e.g. work orders that the person worked on).

a record,

wor ker 6s

MainBoss indicates that a record has been deletsthikipg-outinformation from the

record. For example, if you delete Joe 5rhié6 s e mp |l oy ee
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refer to that person will show the namelas-Smith This shows that the associated
empl oyee record has been deleted (and wil
Joe Smithoés n adive empdoyeg).ur | i st of

Using Table Viewers

The picture below shows a typical MainBoss table viewer:

3 MainBoss Maintenance Mana
Session Wiew Actions Help

View Contacis

Mame = Business Phane Muobile Phone

Alex Miraculacc hh5-839-0285 hh5-835-5411
Alhson Matrix bh5-098-9872
Andrew Alberts BBB-972-3873

Details | Roles | Units |
Mame Alex Miraculacci
Business Phone 555-835-0289
E-mail amiraculacci@fanman.properties plus.com
Home Phone 555-835-5445
Pager
Mobile Phone 555-835-5411
Fax B55-835-5412
WEB Page http:/www fifanman.org/
Location 123 Any Street, Amyville
Location Details
Comments

New| Edit| Delete| Festore| Print| Refresh| Search |

User THOUGHTSYagardner Organization MainBossFacility (MainBossFacilityMay15 on server |A{:ti'u'e o

This window contains a lot of elements. The following list explains what those elements
are and how you can use them:

TheView list: TheView section in a table viewer shows you a list of records. The
list has several headings; in the above example, the headingaraesand
Business PhoneDifferent table viewers may have different headings.
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Clicking on a heading sorts the latcording to that heading. For example, if
you click onName, the list is sorted in alphabetical order according to the
values in théNamecolumn. If a list is already sorted according to the heading,
clicking on the heading reverses the order from asogrid descending or vice
versa. For example, if the list is already sorted in ascending ordéairg
clicking Nameagain sorts the list idescendingrder byName

Note: Doubleclicking any entry in a table list opens a winddvat lets you edit that
entry. For more about editor windows, $éeng Editorson paged4.

Data displays: In addition to the list of records, a table viewer shows information on
the record thatodos currently selected. Thi
the main list. In pdicular, many table viewers havedatails display showing
important information from thBetails section of the record.

Defaults:The Defaults section lets you set default values to be used when creating a
new record. For example, you rhiguse this section to set a default priority for
every new work order you create. When using MainBoss, you can set a
particular work order to a higher or lower priority, but by specifying a default
priority, you can save yourself the trouble of fillingtive priority field for work
orders that have no special priority.

Buttons: The bottom of a table viewer has a row of bottoms. Different table viewers
have different buttons, but the following are found in most viewers.

New: Lets you create a new recordidk New, and MainBoss will open an
editor window where you can enter information for the new entry.

Edit: Lets you change the information in an existing record. In the table list,

click the record you want to change, then chgkt. MainBoss opens an
editor window where you can change the existing information.

Delete Deletes a record from the list. Click the record you want to delete, then
click Delete MainBoss may ask if you really want to delete the record; if
you say Yyes, the record is deleted.

Restae: Restores a deleted record. This button is only active if the viewer is in
Al mode and i f youdbve select Rabtorg del et ed
MainBoss will open a window that lets you examine the contents of the
deleted record. Ifou save the record and close the window, the record will

be restored to thective list.

For more on deleting and restoring records,3eleted Recordsn page39.

Print : Opens a window that lets you print one or more records from the list.
This print window lets you spdgioptions for selecting and organizing what
you want to print.
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Search Lets you search through the list of records for a particular record. For
more information, se€earching for a Particular Recomh pagei4.

Refresh Updates the list to show any recent changes. For example, suppose you
keep a copy of theequestsviewer open most of the time. When you start
work in the morning, you can clidRkefresh MainBoss will check the
database to see if any new requests have come in overnight, and will show
those new requests in the viewer list.

Many operations automatically refresh what the viewer shows. In general,
you onl need taRefreshthe viewer display if the window has been inactive
for a while.

Drop-down buttonsSome windows (both table viewers and editor windows) have
drop-down buttons. This is a button followeg a dropdown arrow:

il 5
5 Edit Request : WR 00000001 = | B |

Details ] E-mail Requests] wark Drders] State History]
Number lm1 ]
Current State New
Current State’s Effective Date Tuesday, October 02, 2007 2:32:00 36 PM
Estimated Completion Date

Name Business Phone E-mail

Requestor [ Coach Charlie 555-783-9872 [=]] C=)(x]  555-783-9872 charlie@onemoretime.com
Unit | 0 ==
[F] Use access code from unit
Access Code [ =] C=1[=]
Reguest Priority | ] ==

Subject [Lght bulb out |

Diescription B

Comments -

In Progress ]B [Close] [ Link to \work Drder] [ Create Work Order ] [ MNew Reguestor Comment

In Progress Active

Close Request
Recpen

Void

The label on the button will be the first enabled option in the-doypn menu.

This may change in different contexts. (MainBoss documentation always lists

the dropdown options in the order they appear in the menu, which magyr m

not match the order youdll see them in a
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Searching for a Particular Record

When you click thésearchbutton in a table viewer, MainBoss opens adwow where
you can specify information about the record you want to find. This window contains
the following:

Look for: The text that you want to find. MainBoss will locate the first record
whose appropriate field contains that string. The string mayaa@ogwhere in
the value of the field, and the search ignores whether letters are in upper or

lower case. For example, if you look fark i nCoded f i e ILdcations t he

table, it might find entries liké23 PARK STREET, Or East Parking Lot or
Sparklers Inc .

Search in Specifies the field whose values you want to search. Different tables
allow you to look at different fields. For any particular table, look at the-drop
down list to see what fields can be searched.

Find Next: Searches the list. The seasthrts immediately at the selected record

and finds the nexdokfore cotrdi maitticdy ngl it dilei i

Next repeatedly, you can go from matching record to matching record until you
find the one youdr e | oo kttom gfthé Imstrit. | f
will wrap around to the top of the list and continue searching.

Close Closes the window. The table viewer will be positioned at the record found
by the most recent successful search.

t he

Note:l f t he search window happens to bp cover.i

you can use the mouse to drag the search window to a different place on the scrgen.

Using Editors

An editor window shows the contents of a single record. For example, here is the editor
window for describing a unit (e.g.péece of equipment):
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TR e

D*ﬁﬂ"S] Ser'.fioe] Parts ] Speciﬁcations] Value ] Meters] Attachments] Requests] Maintenance Plan ] whork Drders] Temporary Storage and Iterr\s]
Code [ | €@
Diescription [ ]
Location |@ AICMECH @ BDA LI om [
Name Business Phone E-mail
Unit Contact | R |
Make l ]
Mode! | |
Serial Mumber I ]
Usage [ R i
Category | =] =]
System | LI o [[<|
]

Dirawing l

Comments -

Save & New | Save | Save & Close | Close |

Active

The window consists of a numbetocaidndo i nf or mat i

field lets you specify where the unit is.

In the editor window, you can often move the cursor from one field to the next by

pressing theTab>key.For exampl e, i f y dakedh afvieelj di,st

pressingcTab>mo ves t heModelor. s dm ttd i fs<Tandargm ong o0 u
field to the next without having to use the mouse. Of course, you can still use the mouse

if you wish.

<Shift+Tab> goes backwards to the previous field. This is useful if you type
something<Tab> out, then notice a typing mistake in the previous field.
<Ctrl+Tab> moves from one section to another in windows that have sections.

Mandatory Fields: Many records have fields that must be filled in before the record
can be saved. Theseandatory fieldsre indicated with a red arrow. In the preceding
pictCded,i § a mandatory field, marked

Once you enter a value for the fiethe arrow disappears. When all the red arrows are

gone, the record can be saved. If you try to save the record before filling in all the
mandatory fields, MainBoss gives you an error message.

Blank Fields: You must fill in the mandatory fields. Otheelidls may be left blank if
you wish. In fact, leaving a field blank is often the bestcldbicee 6 s bet t ejr

field blank than to fill it with inappropriate or unnecessary data. As an example, ejery

wor k r eqUeosty 0 hfaise lad findicaté how @rdgerst the/wonrk is.i

However, we suggest that you | eave t]|h
0

the request some speci al priority. D

Types of Fields:There are several types of inforiioa fields. The following explains
the most common types of fields, using the Unit editor window as an example.
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Textfields Text fields are simpl esMakdoype of f i e
fiModeldo a Bedal Numberd a r e fieddk. ITo fitl thesetin, just click on
the field, then type appropriate values (in this case, the make, model, and serial
number of a piece of equipment).

Text fields let you use the usual Windows editing features. For example, you
can make corrections usirgackspace>or the<Delete>key. You can copy

the current selection withCtrl+C>, cut the current selection withCtrl+X> |

and paste in the contentsthé clipboard usingCtrl+V>. You can also use

other standard editing features; for more information, see the documentation on
your Windows system.

Comments Most recor dsComment® dne |l drs.malrhe sil i s a
field whereyou can enter any type of information not covered by other fields.

Readonly fields A readonly field shows information but the information cannot be

changed. For example, suppose youbre <cr e:
specifythe requestor (the person who submitted the request), MainBoss
automatically obtains t hmiladdegsurenstheor 6 s p h ¢

Contactst abl e ( Mai nBossbé6s table of contact i
and email address are displayed in ea®u want to contact the requestor, but
theydre for ditrhfeomrmaituiesn e@nmliy or wonodt | et

Readonly fields are easy to distinguish from fields whose contents can be
changed. If a field can be changed, its borders are thin ek If a field is
readonly, it has no borders. In the example bel®eguestorcan be changed,
while Phoneis readonly.

Requestor | i el
Phane

Date/time fields A date/time field lets you record a calendar date and/or time of
day. For example, when you write up a work order, you can record information
like the date you want the job to start, the date you expect it to end, the date you
created the work order, and so on.

Many date/time fields end in a drgfown arrow. Clickinghis arrow opens a
calendar where you can select the date. This calendar also has a space where you
can enter a time on the chosen date.

Drop-down fields Drop-down fields end in three buttons:
=] vl

The leftmost button (the firsarrow) drops down a list of values. This means

that MainBoss displays all existing values that can be entered into the field. For
exampl e, usi ndgocdtitmdo sf aerowdif eopl ay$ your c
locations. You fill in the field by selectirglocation from the display.

Alternatively, you can click the middl e |
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table viewer showing all existing values that can be entered into the field. For
exampl e Locationd hf iae Iid, Ldcationoo blteoaigween €licka i
the appropriate entry in the table list, then click$leéectbutton. MainBoss will
use the chosen record as the value of the originatdivom field. For more

about table viewers, séésing Table Viewersn pagedl.

Alternatively, the righimost button (the second arrodisplays a list of possible
actions that you can use to fill in the value of the eton field. Typically, the
action list includes viewing a list of existing values (which means opening an
appropriate table viewer) or creating a new value of an apptepyipe. For
example, you might see:

¥iew Unit Location to choose
Mew Postal Address

Mew Sub Location

Mew Permanent Sktarage

e Linit

The first alotaioosd bpbhse vhewBr. The other
create new location records of various kinds. If you click one of the options for

creating a new record, MainBoss opens a window wyauecan create that

record. Once you save and close this wini
will be used as the value of the original diagwn field.

Option buttonsThere are two types of option buttons. The following window
shows round options, also known as radio options:
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Roundoption buttons are always arranged in groups. They are used for options
that are mutually exclusi@eif you select one of the options in the group, it
automatically turns off all the other optioimsthe group.

The next picture showsguareoption buttons, also known as checkboxes:
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