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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBoss Advanced We t hink youoél | fi

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:

(1 TheGetting Startedguide

[ People involved with saip should read th@uick Configuratiorguide or the full
Configurationmanual.

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

(1 Thelnstallation and Administratioguide covers details of interactions between
MainBoss, the Windows operating system, and Microsoft SQL Server.

|l f youdre an experienced MainBoss wuser:

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

[0 TheConfigurationguide explains how to set up MainBoss Advanced.

|l f youdve never used MainBoss before:

[0 MainBoss Concepisn pagel4is a short introduction that gives an overview of
terminology and how to use MainBoss.

[ Table Viewers and Editoen pageb5 provides general information for working
with MainBoss tableiewers 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:

(1 Control panel itemare shown in bold face:
SelectWork Orders from the control panel.
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

[0 Menusandmenu 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 slown in bold face, enclosed in double quotes:
Fil |l Dateo tfhiee Ifid .

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

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

Using the Mouse Whenever this guide tells you to click on a button, a menu item, or
some other object on the screen, click with the left button of the mouse. When the guide
says taright-click an object, click with the right button of the mouse.
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MainBoss Concepts

This section 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
organizd and how you can adapt that organization to the work you do.

Basi

¢ Terminology

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

Identifier code
Each entry in a table must be given an identifier code. No two entries in the same
table should be givetmne 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.
Locationsmay contairsublocationsFor 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
sublc ati ons (e.g. fAnortheast cornero
quickly find work sites.

Almost everything you do with MainBoss has location information attached. For

Unit

example, work orders specify the location(s) where work should be pexdor

AUnito is a general term for anyth
this includes pieces of equipment
constitutes a separate unit. For example, you might consider a temgsembly
line as a single unit, or you might choose to regard the linsyst@mmade up of
many separate units.

Units may contairsubunits For example, you might think of a forklift truck as
containing two subunitghe lift mechanism and the truck. This may be a useful
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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sbl ocations of | arger | ocations. (Someti me
to Drild/l Press #4,0 than to say, fAGo to tF
floor. o)
Request

A request (or work request) is typically based @omplaint from someone outside

the maintenance department. 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 is a 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, aonigk may
specify the amount of time the job is expected 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 froaintenance personnel (for exaeph
department secretary) while work orders are usually filled 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.

A plannedwork orderisp epar ed automatically by MainBo
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 fr
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 sceen.

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

Coding Definitions
Your coding definitions are tables which contain infoimatn t hat | sndt exp:¢
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 of vendors 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, coding definitions reflect the underlying structyeuof
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 resed 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
permitted to archive MainBoss data, and so on.
Security Rolg
Security roles deter mi nieMawmBoasttouy ou can and
MainBoss administrator assigns security roles to you. These determine what
MainBossoperations you can perform.
Important: Your security roles determine wWhat vyou
example, i f you arendt permitted to |[see a c¢
wonot be displayed in MainBoss windojws. Thet
differ from the pictures displayed in this guide.
The MainBoss Control Panel
When you first start MainBoss, conmob 6l | see a

panelon its lefthand side. This control panel looks much like the list of folders on the
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 MaisBoperations and provides access to
them. For example, tieequestsentry provides access to operations related to work
requests. Clickingrequestditself lets you see a list of current work requests. This list is
shown in the right half of the window. &hight half of the window also has buttons

that let you create new work requests, edit 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 displagigbfolders). For example, the
Requestsentry has several subentries, includitgports. Clicking the + on this
Reports will provide a list of reports related to work requests.

The MainBoss control panel is your starting point for almost all MainBossaddta
operations. Looking at entries in the control panel is one way to learn what MainBoss
can do.
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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 méemance department.

[ Create a request (sBequesten page239). 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.

Requests may also be submitted byail if your site has the @Requestsdule.

(1 Create a work order based the request (se&ork Orderson page258). This is
usually done by a maintenance manager. The original request contains a basic
description of the problem. The person drawing up the work order may add more
information including:

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

[1 personnel assigned to tiee job (possibly including labor costs based on
the workersod wages)

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

[ Print off the work order and give it to the workexssigned to the job (seenting
Work Orderson page277).

(1 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 reg¢@ctual information about the job, as
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 bedysehen you close the work order,
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 might be 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 procesgou can edit the results of previous stages. For example,
when you originally create a work order, you may not have enough information to
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estimate the expected labor and material costs. When you do get this information, you
can go back and add it to therk order.

Scheduling Planned Maintenance

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

[ Specify the task (seeaskson pagel52). 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
replacement parts), the personnel normally assigned to the job, the time the job
usually takesand so on.

[ Create one or moieming descriptiongseeMaintenance Timingn pagel36). For
example, if a particular job should be done every three months, you create a timing
descrigp i on that specifies fHevery three months

(1 Assign tasks and timing to specific unior 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 shoule done). For more details, deeit
Maintenance Plansn pagel28

(1 Tell MainBoss to create work orders for all tasks that should be scheduled in the
near future (sek¥iewing Planned Maintenance Generatieacordson page342).
For example, every Rtay 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.

[0 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.

1 When a planned maintenance job is finished, gloge 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 section otlines a number of actions associated with setting up inventory control.
(Purchasing and receiving is treated separately in a later section.)

(1 For each item you keep in inventory (spare parts and other materials used in your
maintenance work), you may ctean entry in thé&ems table (seenventory ltem
Record on page366). This entry specifies information about the item, including:
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[J Where the itentan be foundThere may be more than one storage
location if you stock of the item is divided amongst several different
storerooms.

(1 The minimum quantity of this item that you want to have on hand at any
time in each storeroom. If your stock goes below this quantity, MainBoss
can notify you that i1itbés time to reor (

1 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 required to get back up to this maximum.

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

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

[ As materials are used, MainBoss automatically adjusts inventory counts according
to the informatn 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
automatically 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
sectionoutlines the usual sequence of events for purchasing and receiving. For more
information, seé’urchase Ordersn page377.

1 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 fronspecificsupplier.

[ You prepare a purchase order for a specific supplier. During the process, you state
the items and quantity you want to buy, and wheedatdms will be stored once
theydre received. You can also specify pay

[J Once you have created an appropriate purchase ordagsymuit ancgprint off the
order. The printed purchase order may be submitted to reareay for approval or
may be sent directly to the supplier.

[J As goods are 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 receigd. It also keeps track of items on back order so that you know which
items you should be receiving in future.
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[0 When all the goods associated with a purchase order have been received, you close
the purchase order.

At any poirt, you can make corrections. For examgt®) might prepare draft version

of a purchase 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 sendtito your supplier.

If your supplier tells you that some prices have been 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 cainlpe supplied (or if you cancel your order

and buy from someone el se), you can make ap|
records.

Accounting Facilities

MainBosslets you keep track of various types of costs: the amount you pay for
equipmet, materials, outside contractors, etc., and the amount you charge for your

A

mai ntenance departmentds wor k.

Note: MainBoss is not a fulfledged accounting package. However, it does keep trjack
of the transactions needed by such a package. This inforncatidme exported for us¢
with an accounting package.

14

Mai nBossds accounti ng f ac-io-dayoperatiens,aatleat i nt e n d
workers using MainBoss dondét have to know wl
expenses. Inorderto maketpio s si bl e, someone familiar with
accounting practices must set up a number of definitions that workers can then use.

Foradvicceorhow t o set up Mai nBos s &enfigaratoroujnt i ng f a
guide. The description here is ordg overview of the basic concepts.

Mai nBossds accounting facilities generate a
based on your general ledger accounts. However, there is currently no direct method for

using these records in conjunction with @tgounting software 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 ¢

[J 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 upultiple cost centerall corresponding to a single general ledger
account.This makes it possible to have detailed cost breakdowns for your
department s purposes, even i f such detail
organization as a whole.
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For exampe, suppose you only use a single ledger account for material expenses.

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

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

Materials , Plumbing Materials , 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 wonoét define any
wonot see them used anywhere in the softwa

1 Expense ModelsAn expense modes$ atype of MainBoss record that describes
how youdbdre going to ncderexamnpeioajobsthgtar ti cul a
you do for Client X, you might be required to categorize expenses in on®way
jobs for Client Y, you may have to usedifferent sgtem of classificationAs
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 appropriate expenseande!
job. You should have a separate expense model for all the different expense
reporting formats that you may have to use.

(1 Expense CategorieEach expense model has a set of associated expense categories
These are the cageries 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 ,typeofu | ook at
expense s tVYou chodse the expense category from the list of available
categories associated with txepense model.

If you have licensed th&ccounting module, each expense category within an
expense model has an associated cost cditisrindicates 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 callexpense mapping

As an examplesuppose tha property managnent 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 the following cost centers:

Cost Centers  Ledger Account

TenantA Labor 00001
TenantA Materials 00002
TenantB Labor 00003

TenantB Materials 00004
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TenantC Labor 00005
TenantC Materials 00006

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

Category Associated Cost Center
Labor TenantA Labor
Materials TenantB Materials

TenantB Model andTenantC Model would be similar.

Whenever you create a workder, you have to assign it an expense mdlgbpose

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

model to the work order.

Next you have to assign an expense category to each expense on the work order. When
you look at the list of categories associated WwihantA Model , you see there are

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

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

of decisions:

0 Which model do we use (what general approa

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

Default Accounts: The MainBoss accounting facilities let you separate out expenses in

a sophisticated way (e.g. if you keep separate accounts for each tenant). If your needs
are more simple, MainBoss has default expense models and expense categories that you
can use, wittor without modification.

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

Whenever you create a work order, youstspecify an expense rdoe | . I f you have
set up your own expense models, use the default model.

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

Displaying Accounting Records:To display the accounting records that MainBoss
creates, you usedministration | Accounting. For more information, se®ccounting
Recordson paget3l
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Corrections

Some editors have@orrect button.Correct is used ® make corrections to

information that has already generated accounting transactions (e.g. records of actual

costs on work orders). To maintain an accur i
change or delete existing accounting records. Instead, yautbaveate neworrection

records which add or subtract from previous monetary values.

On a similar principlephysicalcount ecor ds resul ting from takin
have their numbers altered once the record is saved. Instead, you taxg¢encel) 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 usidgop-down lists also known apickers
For exanReduestoo tthieelid i n a wor kkownbkguest editor

Regquestor | ] |~

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

[0 The leftmost arrowdisplays a list of available values for the field. In the case of
fiRequesto® t hi s wi | | be a |ist of the people w
work requests.
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Reguestor | I R R A4 ke
Mame =« Business Phone
Alex Miraculacci 5h5-839-0239 -
Allison Matrix 5h5-098-9272 =
Andrew Alberts hh5-972-5873
Coach Charlie hbb-TE3-9872
Floyd Pump 5h5-893-5830
Gary Meller hBb-783-9723
George Jasper 5556-039-3087 E
Henry Tallboat hh5-587-9723
Holly Happy 5556-902-8723
Jackie James hh5-098-2785
Jackie Newlywed hhb5-852-5728
Jane Leighbold hhb-789-5872 | &
Janice Freidelburg hh5-980-9373
Jean Martin
John Livingston hhh-238-9872
Jonny Spot hh5-893-9872
Karen Krystal hhb-972-9287
Marylee Chef
Mike Mitchell hh5-890-9728
Nall'lcyr--.lean Eeltree hhb-897-2987 i
0 The fi... 0 opens a window showing the
i . . .AiRequesto , Yy o0 uReguestorstable.eClick an entry in the table, then

click Selectto fill in the original field.

Mame = Business Phone Mobile Phone
Alex Miraculacci B55-835-0289 555-835-5411 -
Allizon Matrix 555-008-9872 D
Andrew Alberts 5E5-972-9873
Coach Charlie bhh-783-9872 =
Details | Requests | Work Orders|
Name Business Phone E-mail
Requestor Contact Alex Miraculacci 555-839-028% amiraculacci@fanman.properties plus.com
¥ Receive Acknowledgements
Comment -
New| Edit| Delete| Festorc| print| Refresh| Search | [ Select] Cancel |
|Active 4|

(] The rightmost arrow of the dregown list opens a menu that gives you a number

of options. For example, if you click this arrow forh Bequestoo

the following:

field,
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Estimated Completion Date
Name Business Phone
Requestor | Sea[eaf )

Unit | Browse...

m
o

Use access code from unit

Access Code |

—

Reguest Fricrity | New Requestor
Description Refresh
Browselets you look at the existingequestorst ab |l e, j ust |IEditke t he

lets you edit theelected requestoecord, whileView lets you look at the record

(but not change ithNew Requestor lets you create a new requestor record; if you

do this, the request oRequestdol fbiee lfdi |olnecde iynotuo
save and close the new record. This makes it easy to create new records as needed if

you donodot al r e adrgcorthRefveshles you @pgage the grapi a t

down list ofRequestorsto show any changes since you first opened the current

window.

|l f you want to delete (clear) the v-alue t hat
click on the field and choogglear. (With dropdown lists, theClear option only shows

upinnonmandatory fields; you c¢anodowrlistear t he v,
once itos 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 likgv© 000001 , W@000002 , and so on.

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

The default format of work order identification numbers is given by
WD {0:D8}

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}

Thismeans the charactengo, followed by a sixdigit number, padded with leading
zeroes if necessary.
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If you have programming experience, you can specify very sophisticated number|
formats. These formats are representetbhyat stringswvhich 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 chooseminittes
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
contrd panel or 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 witthe module.

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 yoawn employees and by
outside contractors.

Your MainBossmodule license specifies how many usersaggoear in thé&sers
table @dministration | Userg.

All other modules require thdainBoss module.

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

Thelnventory module
Adds the ability tdrack 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.

ThePurchasingmodule
Addsfacilities for creating purchase orders and tracking the receipt of ordered
items. Purchase orders can include the cost of materials, outside contractors, and
miscellaneous expenses.

TheMainBoss Requestsnodule
Supports work requests. As notedBiasic Terminologpn pagel4, a request is a
simple problem report that might be written up by a uspk.
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The @Requests Servicenodule
[Requires théMainBoss Requestsnodule]Provides a facility that automatically
processes work requests submitted foyaal.

TheAccounting module
Adds a facility that creates accounting records of a form that maydbel n
connection with accounting software. At present, howeéMamBoss has no
facilities for integrating MainBoss accounting records with any other accounting
package.

Security Roles and Permissions

In order to use MaiBoss, users need to be assigned one or more security roles. The
available roles are listed fdministration | Security Roles The comments provided
in each role record indicate what permissions that role provides.

Security roles affect what a user sees: i f a
particular type of information, that information will be blanked out or missing entirely

from MainBoss windows. Security roles also affect what a user can do; for exaraple, if

user has permission to view work ordaro(kOrderView ) but not to close them, the

Close Work Order button will be disabled for that user.

Important: When information ivblankb ecause you dondt hajve appr ¢
permissions, move the cursorthe blank MainBoss will tell you what security roles
will give you permission to see that information. Similarly, if a button is disabled, fnove

the cursor to the button; MainBoss will tell you what security roles will allow you tp use

that buttonNote, however,Hat in some cases, information will disappear entirely (¢.g.
sections of records just wonét be dilspl ayed)]
something is missing.

To assign security roles to a user, you usesthaurity Rolessection of a user reod
(Administration | Users. In order to decide what roles an individual user should be
granted, you must consider what that user is expected to do in his/her job. For example,
consider someone working on a helpsk and receiving problem reports from raige

outside the maintenance department. What does that person need to do?

[0 He or she will need to create work requests describing problems; that requires
Request permission.

[J Help-desk personnel also need a small amount of information on work orders (so
that they can tell a client, fAYour work ha
suggests th@/orkOrderSummary security role.

[J TheUnitSummary role might also be useful. It givéelp-desk personnel enough
information about units to make sure they understand which unit the client is talking
about.
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Other roles may also be appropriate, depending on whatleslppersonnel are
expected to do, and on your organizationb6s |

Related Security Roles:Security roles tend to come in related groupings; for example,
WorkOrder , WorkOrderView , WorkOrderFulfillment andWorkOrderSummary
are all roles related to work orders.

In such a grouping, some roles automatically include othersexeaonple:
1 WorkOrder automatically includes all the other roles in the grouping.
(1 WorkOrderView automatically include®vorkOrderSummary .

For this reason, ther eOWokOrder gndi nt i n giving
WorkOrderView (for example), becaus®&orkOrder aubmatically includes all the
permissions o¥WorkOrderView .

In general, &iew role automatically includes the relatedmmary role and a role with

a simple name automatically includes roles of the same name with extra words (e.g.
PurchaseOrder automatical includesPurchaseOrderView
PurchaseOrderSummary , andPurchaseOrderReceive ).

CostRelated Security Roles

Only a few security roles allow users to see monetary values. For example, the
AccountingWorkOrde r role lets a user see the actual costs of matéhatsnot
labor)on a work order.

Someone with th&/orkOrder security role but noAccountingWorkOrder — will be

able to create work orders but will not be able to see or speaifgrialcosts on the

wor k order . For exampl ywuyuseda padétitular sppaee paatb | e t o 1
onajobbut you wondtthekparocast hYoow Gniulc honl y be abl e
material costd you have theAccountingWorkOrder  role (or some other accoting-

related role)FurthermoreAccountingWorkOrder i sndot sufficient to se
for that, you needccounting  or AccountingView

| f you coappiopriatacaourdingsecurityr ol e, you canodot direct
monetary values. However, MainBs can enter monetary values for you. Loosely

speaking, if you record that Joe Smith worked five hours, MainBoss can calculate the

cost of that work based on Joebs salary, ev:q
is.

More specifically, when somee creates a demand for labor or materials on a work
order, the person creating the demand has a choice of three options related to the actual
cost of the labor or materials:

Current value calculation: If you choose this option, you tell MainBoss to
calcuate costs based on the current value of labor and materials.
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For materials, MainBoss checks its inventory records and determines the historic
cost of the materials used; it uses this cost as the actual cost of the materials. For

example, if you specifyhiat a particular job uses a quart of oil, MainBoss

determines the cost of a quart of oil from its inventory records. That cost is then

used as the actual cost of the oil used.

For labor, MainBoss checks its labor cost records (hourly inside, per job,insid

hourly outside, per job outside) and uses the costs specified in those records. For
example, if you specify that employee Joe Smith worked five hours, MainBoss
checks its hourly inside records to detet
usesthatholry wage to determine the actual <cos

Demand estimate This is similar taCurrent value calculation except that it uses

costs as they were at the time of the original demand rather than the time the
actual materials and labor reerecorded. This makes a difference, for example,

if a workerds hourly wage changes
that actual hours are recorded.

Current value calculation andDemand estimateare useful in situations where costp

bet we el

can be specified by the person who creates the original demand, but not by the gerson
who eventually records actual labor and material usage. This might happen whern work

orders are created by a dispatcher who hasoteeWorkOrder and

AccountingWorkOrder , but then the work orders are closed off by workers who pnly

have theNorkOrderFulfillment role.

Manual entry: When this option is specified, the person who records actual costs

must haveAccountingWorkOrder ~ or someother accounting role that allows

costs to be entered directly. I n this ca:
same calculations d@urrent value calculation or Demand estimate or may
manually enter some different cost.

Note that these options spigcdefaultsto be used in situations where the person who

records actual |l abor and materi al usage doe:

person recording actual usage has cost permissions, that person can override the
defaults if and when desired

Costs on Reportsin every report window, th@dvancedsection has &uppress

Costsoption. This tells MainBoss not to print any costs that would normally appedr in

the report. This option is always in
related security role.

Testing Security Roles

It can be difficult to figure out the effects of various security roles, especially when a
user has several different roles combined.
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do, you can use thevaluate Security Asbuttonin Administration | Users (You must
have theAdministration security role to usEvaluate Security As)

If you select a user in tHéserstable, then clickevaluate Security As your MainBoss
session changes to seem agoif are the selected user. If certain types of data are

invisible to that wuser, theyodoll become invi:

t heyol | be disabled for you too.

In this way,Evaluate Security Aslets you see all the consequences of &ur 6 s

roles. Once youbve examined what the wuser
own security roles by going to tlsessiormenu and clickingreset to user

YOURNAME security .

Assignments
Requestswork ordersand purchase ordetan be assigned to people. Someone
assigned to a record is called assignee

Typically, you assign someone to a request if that person has some interest in the
request. People who might be assigned to a request include:

(1 The requestor
[0 The person who received the requestrfrthe requestor (e.g. heligsk personnel)

(1 Whoever is responsible for seeing that the request is handled satisfactorily (e.g. a
maintenance supervisor)

Similarly, you assign someone to a work order if that person has some interest in the
job. People whanight be assigned to a work order include:

The requestor

1 The dispatcher who created the work order
0 Wor kers whool |l be doing the work
[0 Whoever is responsible for seeing that the work is done (e.g. a maintenance

supervisor)
[ A bookkeeper or accountant who haskeep track of work expenses

You assign someone to a purchase order if that person has some interest in the purchase.
People who might be assigned to a purchase order include:

] The vendor

[0 Whoever created the purchase order

0 Whoever will receive materialpecified on the purchase order

1 A bookkeeper or accountant who has to keep track of purchase expenses
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Different organizations wi |l have different
record. For example, an organization might choose to assign t@guesrequests but

not to work orders. Similarly, helgesk personnel might be assigned to requests but not

to work orders associated with those requests.

Assignee Tablesin order for someont® be assigned to a record, that person must first
be in theContactstable. That person must also be authorized to be an assignee by
being in one of the thre&ssigneetables:

0 Requesty Assigneeor Coding Definitions | Requestg Assignees
[0 Work Orders | Assigneesr Coding Definitions | Work Orders | Assignees
[0 Purchase Orders| Assigneesor Coding Definitions | Purchase Orders|

Assignees
MainBoss UsersWhen you run MainBoss, youbll see th
entry labeledA\ssigned tocurrent user. I f you expand this entry,

O In Progress Requests
O OpenWork Orders
O IssuedPurchase Orders

These tables lisictiver e quest s, wor k orders, and purchas
assigned. In other words, yoissigned tocurrent user section lists the requests, work
orders and purchase orders that youdre most

The Assignment Status Display
TheAssigned tocurrent user entry of the MainBoss control panel displays
information on requestsvork ordersand purchase ordeassigned to you.

[0 For requests, the window displays the numidfarew requests and the number of in
progress requests assigned to you.

1 For work orders, the window displays the number of draft work orders and open
work orders assigned to you.

(1 For purchase orders, the window displays the number of draft purchaseanrders
issued purchase orders assigned to you.

TheRefreshbutton in this window updates the numbers to reflect any recent changes
made by other people.
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MainBoss Sessions

A MainBosssessiorbegins when you start tidainBoss program. It ends when you
quit the program and close all associated windows.

Your Maintenance Organization List

MainBoss lets you create individual databases for sepa@teenanc@rganizations

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 way, costs and informatidor each client are kept separate from all other

clients.

Note: When you have several separate MainBoss databases, each database mu

5t have

its own MainBoss license (except when you are creating databases for testing pyrposes).

For more information on MaBoss licenses, see your dealer or MainBoss

representative.

If you have access to multiple MainBoss databases, one ofntlagrbedesignated as
your default maintenance organizatiow/henever yostart 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, clickChange Maintenance Organizatio. 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 pagetls

The window for specifying databases contains the following buttons:

Open OrganizatonnOpens t he database thatooés
button has the follwing additional options on its dregiown list:

MainBoss Full MainBoss mode with all available modules operational.
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MainBoss AssignmentsOpenghe selected organization in Assignments mode.
The control panel will only display thiessigned tocurrent user entry,
under which you can seequests, work orders and purchase orders that have
been assigned to you. For more on assignmentgyssegnmentsn page30.

MainBoss RequestsOpens the selected organization in Requests mode. The
control panel will only display entries relevant to dealing with requests. You
can always open MainBoss in this mode, provided you hiwaisBoss
Requestdicensekey and you have been granted permissions to access the
database. Opening MainBoss in this mode am¢sount against the
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 creatblank organization, yomuststart
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 privileges. For more on these privileges,sgéng User Recorden
page418

View SessionsOpens the selected organization in a mode that shows who else
isusing MainBossT hi s may be wusef ul if youbre tr
dat abase b usomeorereldetis ubing Boamosegese&iewing
MainBoss Sessioms pageb0.

Add Existing Organization: Adds a new database to your list of available
databases. For more information, &eestingMaintenance Organizationsn
page37. This button has the following additional options on its edopn list:

Edit Organization: Lets you change information about the organization (e.g. if
you want t Organibaton jamedt weh ifich i s di spl ayed
are using MainBogsFor more on this operation, seeanging
Organization Informatioron pagetbs.

Create New Organization Creates a new database and adds it to your list of
available databas€or more information, seéew Mantenance
Organizationson page36.

Import MainBoss 2.9 Organizatiort Imports data obtained from a MainBoss
Basic database. For more informatieag/mportedMaintenance
Organizationson page38.

Restore Organization Restoreshe selectedatabase from a backup filote
that you must first select a database from the Maintenance Organization list;
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this database will be overwritten with the data from the backugFle.
more informatioron this operationseeOverwritinga Maintenance
Organizationwith Data from a Backup Filen pagedO.

Create New Organization from a Backup Creates a new database using data
obtained from a backup file. For more information on this operation, see
Creating a NewMaintenance Organization from a Backup Fole paget3.

Create DemonstrationOrganization: Creates a new database with
demonstration modiécense keys. This database will let you test MainBoss
operations, but puts limitations on the database contents (e.g. a limited
number of work orders, locations, requests, ef@j).more information, see
DemonstratiorMaintenance Organizationsn page39.

SetStart Default: Lets you specify which database is opened by default whenever
you start using MainBoss. Clicking this button specifies the current database as
your default. This button has the following additional options onrdgp-down
list:

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

Set Start Mode to MainBossLets you specify that the currently selected database
should be opened in normdkin Bossmode. In other words, when you click
Open Organization on the database, or if MainBoss automatically opens the
database on stanp because this is your default database, the database will be
opened in normadllainBossmode.

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

Set Start Mode to MainBoss Assignmentd ets you specify that the currently
selected database should be openéddamBoss Assignments
(assignment®nly) mode. In other words, when you clichen
Organization on the database, or if MainBoss automatically opens the
database on stanp because this is your default datsdy the database will
be opened iMainBoss Assignmentsnode.

Set Start Mode to MainBoss Requestd ets you specify that the currently
selected database should be openédamBoss Requestgrequestsonly)
mode. In other words, when you cli€ken Organizationon the database,
or if MainBoss automatically opens the database ongtaoecause this is
your default database, the database will be openglcinBoss Requests
mode.

Set Start Mode to Administration: Lets you specify that the currently selected
database should be openedi\osministration mode. In other words, vem
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 opened Aministration 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
opens the database on stgptbecause this is your defaultal@ase, 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 psonal list.

Upgrade: Upgrades a database made under an older version of MainBoss
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, seUpgrading Maintenance Organizations pages0.

Exit: Exits MainBoss.

Start-Up Modes: As an example of the use of stapg modes, your helgesk personnel
might set their starting mode so that theyajw/access the database in requashg
mode unless they manually open it in some other modhis way, they only see
control panel entries relevant to their usual work.

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

0 One | i ne miOgghnizatibnaNanssd MyNai@Boss - Full , with a start
mode ofMainBoss
0 A second | i n elrganizgtibntNanheaMyMainBods eRedliests |,

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 aess. This makes it easy to create desktop icons that each
open a different organization or open the same organization in different modes. For
more information, se€ommand Line Optionsn paget?.
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New Mantenance Organizations

You can create a new maintenance organization database by clickinig New
Organization in the Maintenance Orgarmzon window (se&’our Maintenance
Organization Lisbn page32). MainBoss opens a window where you can specify
informationabout the new organization

Database Server The network location of the SQL Server through which you will
access the database. For more information, sdagtalation and
Administration Guide

I f you click the accompanying A...0 butt
servers that are knowto your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe name you want SQL Server to give to the new database. This
namemust be different from the names of any other databases on the server. For
example, you canét name every database Al
Mai nBoss databases already exist, click f
fiDatabase Name | (Fam raore seelhe Database Name Lish paget6.)

fiDatabase Namé must obey SQL Serverdés rules fo
particular, the name candt contain space:

Organization Name A name that you will use for this databaSee below for
further informationThe value ofiOrganization Named may contain spac
and other punctuation characters.

OK: MainBoss attempts to create a new maintenance organizatiabase with the
name you specified. You must have appropriate permissions to create this
database.

Cancel Closes the window withoutreating adatabase.

In order to use a new database, it must have license¥eysnust record your license
keys beforg/ou can proceed to use MainBoAfter creating a new databadédainBoss
automaticallyopers in Administration modeto let you enter the key&ollow the steps
in License Keysn paget24to enter your license keys. Then quit MainBoss and start
again for the keys to become active.

Company Name and AddressWhen you create a new database, MainBoss

automaticallyc eat es a post al addCodes si s orhei sameeas
fiOrganizaton Named s peci fied during the database cre
fields of this |l ocation record wil/| be Dbl anl
fiCoded t o wdngartizatisnename you want to appear on printed material

(requests, work orders and purchase ord&s) should alsd i | | in the recordaé
fields appropriately. (For more on location records, se&tionson pagel09)

-36-



Once youbve set theloeation cecopa bGpdsh dfmreo mihhe | oc at
record wil/l b e Orgamieation Hasnedt H &0 rd eafnaywinte fmddi ng t
database to their list of known organizations.

Thelocation record that holds the company name is specifiedAdithinistration |
Company Information. For more, se€ompany Informatiolon paged14.

e in t

Any user may aXgarizgtionNamedl i f 6 eaewntd &t abas
this, t]

known organizations. I f a user does
personal name for the databdsa name f or that single usero6s
user changesp e r s @manizatidn Named, it has no ;ef fect on ot
doesndét change the name/ address printed on
nordoestt ¢ hange QrdamzatdreNarmed | W h @ sraddihe database to

theirlist of known organizations.

ExistingMaintenance Organizations

You canadd an existing organization to your kidtmaintenance organizatioby
clicking Add Existing Organization in the Maintenance Organization window (see
Your Maintenance Organization Lish page32). MainBoss opens a window where
you can specify database information:

The person who originally created the database should tell you what values to erfter in
fiDatabase Served a Dathbafie Nameé below.

Database Server The network location of the SQL Server through which you will
access the database. For more information, sdaegtalation and
Administration Guide

I f you click the accompanying A...0 butt
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe name of the database, as known to the SQL Sé&ivename
must be the name given to the database when it was criéateal click the
accompanyingi . buttoty MainBoss displays the namesadf MainBoss
databasesmang e d by t IDatabase Reo/éd f{Forendre, Beéhe
Database Name Listn paget6.)

Organization Name A name that you personally will use for this databBse.
default, this will be the company name associated with the datat@senay,
however  OrgarizatbongNemei t o any ot her value for
convenienceChangi ng Yy o ur Orgavipation Bamewibnmot o f A
affect anyone else who uses the database.
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OK: Adds the specified database to your MainBoss attempt® access the
specified database and add it to your list of known databases.

Cancel Closes the window without adding any database.

ImportedMaintenance Organizations

To move from MainBoss Basic 2.9 to MainBoss Advanced, you should follow the
instructions given ithe guide titledMigrating from MainBoss Basic to MainBoss
AdvancedThe essentiateps are:

1. Export data from your MainBoss Basic 2.9 database.

2. In MainBoss Advanced, clicknport MainBoss 2.9 Organizationin the
Maintenance Organization window (séeur Maintenance Organization Ligh
page32). This action creates a newamtenance organization and imports your old
data into the new database.

When you clickkmport MainBoss 2.9 Organization, MainBossAdvancedopens a
window containing the following

Database Server The network locatio of the SQL Server through which you will
access the database. For more information, sdegtalation and
Administration Guide

|l f you click the accompanying A...0 butt
servers that are known to your Windowstsyn. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe nameg/ou wantSQL Servetto give to the new database. This
name must be different from the names of any other databases on the server. For
example, you canét name every database Al
Mai nBoss databases al r attltbegndefthe st , cl i ck
fiDatabase Nameé | (Fam maore, seéhe Database Name Lish paget6.)

Organization Name A name that you will use for this database. See below for
further i nf or m@rganipation Name maal we ndfaim spac
and othepunctuation characters.

2.9 Export Data: Should givethe name ofn XML file containing data exported
from MainBossBasic2.9. For more information on importing information, see
thelnstallation and Administration Guide

OK: MainBoss attempts to create a new maintenance organization database with the
name you specified nd t o f i | | it wi9BiportdDataba t aken f
file. You must have appropriate permissions to create this datéftthse.
database can be creat#édyill be added to your list of organizations.

Cancel Closes the window withouéking any action
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In order to use a new database, it must have license keys. You must record your license
keys before you can proceed to use MainBoss. After creating aatelade, MainBoss
automatically opens iAdministration mode to let you enter the keys. Follow the steps

in License Keysn paget24to enter your license keys. Then quit MainBoss and start
again for the keys to become active.

Company Name and AddressWhen youimport a MainBoss Basidatabase,

MainBoss automatically createarious records in the new MainBoss Advanced

database. In particular, MainBoss creatgmstal address location record whose

fiCoded i s t he OsganmationdNamed hep éci fi ed during the d
proess. The address fields of this location record will be blank. We recommend that

you set t@Goed tecwhdbsesvér organization name
printed material (requests, work orders and purchase ordens)should alsdill in the

recc dés address fields approprilacatienlsop. ( For mo
pagel09)

Once youbve set the companCoden afreo mnt Heé el d oat:
record wil/l b e Orgamieation dasnedt H eo rd eafnaywlinte faddi ng t
database to their list of known organizations.

Anyusermay as s i g nOrganizdtiofNameb ehdb &ny database in t
known organizations. | f a user does this, tI

personal name for the databds®e name f or that single useroés
user changes a gel0 n @ryanifationNamed, it has no effect on ot
doesndét change the name/ [ ed on 1
nor does it cOrgamzgtien Nahee o t he dz¢
their list of known orgaizations.

i nt
add

T o
& o

DemonstratiorMaintenance Organizations

You can create demonstratiorrganization database by clickiQgeate

Demonstration Organizationin the Maintenance Organization window (s&®ir
Maintenance Organization Lisin page32). MainBoss opens a window where you can
specify database information:

Database Server The network location of the SQL Server through which you will
access the database. For more information, sdagtalation and
Administration Guide

I f you click the accompanyi mbfdatdbase. 0 but t
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish pagel6.

Database NameThe name you want SQL Servergwe to the new database. This
name must be different from the names of any other databases on the server. For
example, you canét name every database Al

-39-



Mai nBoss databases already etei st, click
fiDatabase Name | (Fam maore, seéhe Database Name Lish pagel6.)

Organization Name A name that you will use for this database. See below for
further i nf or m@rganipation Namkbe maal weo ndfaim spac
and other punctuation characters.

OK: MainBoss attempts to create a né@monstrationmaintenance organization

database with the name you specified. You must have appropriate permissions to
create this database.

Cancel Closes the window withoutreating adatabase.

Whenyou create a demonstratidatabase (by clickinGreate Demonstration

Organization), the database is created using license keys that only allow operation in
demonstration mode. Thisodeplaces restrictions on various tables (e.g. you can only

create a limited number of work orders and requests). However, the database is ready to

go as soon as ités created. You can turn a
database by replacirige demonstration license keys with fuage license keys

supplied by Thinkage Ltd. or your MainBoss dealer

Company Name and AddressWhen you create a neslemonstratiomatabase,

MainBoss automatically creates a postal address locatio e c o r dodewh 0 s et A e

s ame @sganizdtien Named speci fied during the databas
address fields of this location record will be blank. We recommend that you set this
recocCaléds td what ever or garappeaadnprimted materimle you w
(requests, work orders and purchase orders).
fields appropriately. (For more on location records, .seetionson pagel09)

Once youbve set the companCoden afmreo m nt heé el d oat:
record wil/l b e Orgamieation Hasnedt H &0 rd eafnaywinte faddi ng t
database to their list of known organizations.

Any user may aXgarizgtonNamedli f 6 eaentd#@t abase in t
known organizations. If a user does this, the new name is consideredethiabus
personal name for the databdse name f or that single useroés
user ¢ hang®ganaatign@®aneo,n ailt Ahas no effect on ot
doesndét change the name/ address printed on 1
nordoes it c ha®@rgamizatioh Bamebe fwehwelnt ufser s add t

their list of known organizations.

Overwritinga Maintenance Organizationith Data from a Backup File

You should backup your maintenance organization database oular flegsis. For an
explanation of how to do this, sBeckup=n paget28. Thelnstallation and
Administration Guidgrovides additional information about backups and restores,
including how to use SQL Server facilities directly.
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To restore a backeadp database, you can Ugestore Organizationin the
Maintenance Organization window (séeur Maintenance Organization Lish page
32). This restore operation uses SQL Serverifas to overwrite an existing database
with the data contained in a backup file.

Important Notes about Restoring DatabasesThere are two operations for restoring
databases from backup:

1 Restore Organizationoverwrites an existing database. First ydeddehe database
to be overwritten (by clicking on the entry for that database in your Maintenance
Organization list), thegou click onRestore Organizationto specify the backup
file you want to use.

Typically, you would us&estore Organizationif you made some sort of large

scale error that you wanted to undo (e.g. mistakenly generating and committing a
large number of planned maintenance work ordérsjiore Organizationis not

intended for situations where your database is no longer usable (becaudes b e e n
deleted or corrupted).

[ Create New Organization from a Backupcreates a new database using data from
a backup file.

Typically, you would us€reate New Organization from a Backupif your

original database has been deleted or corrupted. You atsaldise this operation if
youwanted to create a test database using data obtained from your production
database.

In both casedylainBossperforms the operation by submitting requestS@L. Server.
You mustthereforehave SQLServer Administratoprivileges to perform either
operation.

Restoreoperations are run by SQL Server itself on the computer where SQL Server is

running. Because SQL Server doeswloek, the backup filethat will be used must be

accessible to the login name under which S@tv&r runs. Furthermore, the naofe

the backup fileshould beelative tothe computer where SQL Server is runnidgless

the file name explicitly begins with\ computer or a drive name (e.@:\ ), the file

name will be assumed to be relative to SQL8arvd s home directory. (Th
if the file name begins with\a)

For example, suppose SQL Server is running on Computer X arslipout a restore
requestvhile working on Computer Y. MainBoss will ask you to spetiifgnameof
the backup filecontaining the database you want to restSrgppose yogive the name

C:\ MyBackups \ Oct20_2009.bak
You may think this r etC:drve. Hiweveratheé¢sioree on Co mp
operationis performedoby SQL Server on Computer X; therefore, SQL Sewid try

to find the file onC o mp u t €:rdriveX o$ Computer Y. If the directory
C:\MyBackups doesné6t exi st on Computer X (or if S
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have permissionsteadt hat f ol der ), youdl lrestgret an

operaonwon 6t wor k.

For this reason, we recommend that you @ullgmit restore requesigile logged in to
the computer where SQL Server is running. You should also be aware of what

error

permissions SQL Server has and what files will actually be accessible t8§ 8QLv er 6 s

login name.

Command Format: When you clickRestore Organizatiory MainBoss displays a
window that contains the following:

Database Server The network location of the SQL Server through which you will

access the database. For more information, sdagtalation and
Administration Guide

I f you click the accompanying 0f.
servers that are knovto your Windows system. There may be additional
servers that you can use but that
more, sed he Database Server Lish paged6.

Database NameThe nameof the database you want to overwrifeyou want to
seewhatMainBoss at abases already exist,
t h Patabase Name | (Fam mare, seéhe Database Name Lish page
46.)

Organization Name A name that you personally wilise for this database. Itnst

0O but
Wi ndo
click

necessarily the name of the database itself (although it can be). Since this is just
a label for your own convenience, it can contain blanks and other characters that
names.

arenot all owed in actual dat abase

Note: MainBossa ut o mat i c Bdtabage Served |Datédbase Ndmé a n d
fOrganizatonNamed fr om t he Maintenance Orga
clickedRestore Organization

n

Backup File Name Fill in the field withthe name of a backup file or with an entry

from your list of backup names (as giverAdministration | Backups). If you
choose a name frogour list of backup name#lainBoss tries to restore from
the associated backup file. For more on backup nameBas&eapon page
428

OK: MainBosssubmits a request to SQL Server askinguerwrite the given

databasevith data from the backup file¥ou must have appropriate permissions

to perform this operation.
Cancet Closes the window withouestoring

Note: Instead of usindrestore Organizationy you may prefer to use the standard
restoratiorfacilities within SQL Server Management Studio or Management Studi
Express. For more information, see thstallation and Administration Guide

A4
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Creating a NewMaintenance Organization from a Backup File

You should backup your maintenance organization databaseegular basis. For an
explanation of how to do this, sBeckupson paget28or thelnstallation and
Administration Guide

To create a new database using data fadrackup file you can us€reate New
Organization from a Backup in the Maintenance Organization window ($eeir
Maintenance Organization Lisin page32).

Important Notes about Restoring DatabasesThere are two operations for restoring
databases from backup:

[1 Restore Organizationoverwrites an existing database. First you select the database
to be overwritten (by clicking on the entry for that database in your Maintenance
Organization list), then you click drRestore Organizationto specify the backup
file you want to use.

Typicdly, you would useRestore Organizationif you made some sort of large
scale error that you wanted to undo (e.g. mistakenly generating and committing a
large number of planned maintenance work orders).

[ Create New Organization from a Backupcreates a new tibase using data from
a backup file.

Typically, you would us€reate New Organization from a Backupif your

original database has been deleted or corrupted. You could also use this operation if
you wanted to create a test database using data obtainegiduw production

database.

In both cases, MainBoss performs the operation by submitting requests to SQL Server.
You must therefore have SQL Server Administrator privileges to perform either
operation.

Restore operations are run by SQL Server itself ercttimputer where SQL Server is

running. Because SQL Server does the work, the backup file that will be used must be
accessible to the login name under which SQL Server runs. Furthermore, the name of

the backup file should be relative to the computer wB€k Server is running. Unless

the file name explicitly begins with\ computer or a drive name (e.@:\ ), the file

name wi | | be assumed to be relative to SQL
if the file name begins with\a)

For examplesuppose SQL Server is running on Computer X and you submit a restore
request while working on Computer Y. MainBoss will ask you to specify the name of
the backup file containing the database you want to restore. Suppose you give the name

C:\ MyBackups\ Oct2 0_2009.bak
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You may think this r et€C:danrve. Haweverathefrestore on Co mp
operation is performed by SQL Server on Computer X; therefore, SQL Server will try

to find the f iClddave matCothputepYu If tieerdireetarys
C:\MyBackups doesné6t exi st on Computer X
have permissions to read that fol d
operation wonodét wor k.

(or 1 f S
er)

, youol

For this reason, we recommend that you only submit restore requesisogiged in to

the computer where SQL Server is running. You should also be aware of what

permi ssions SQL Server has and what files wi
login name.

Command Format: When you clickCreate New Organization from a Backup,
MainBoss displays a window that contains the following:

Database ServerThe network location of the SQL Server through which you will
access the database. For more information, sdagtalation and
Administration Guide

fyou click the accompanying AdA...0 button,
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish pagel6.

Database NameThe name you want SQL Server togio the new database. This
name must be different from the names of any other databases on the server. For

example, you candét name every database nl
Mai nBoss databases already ehkei st, click
fiDatabase Namé | i ne . ( Fe DatalmaeerName Lishe@gelb.)

Organization Name A name that you personally will use for this database.nbis
necessarily the name of the database itself (although it can be). Since this is just
a label for your own convenieagit can contain blanks and other characters that
arenodot all owed in actual database names.

Restore Data Fill in the field with the name of a SQL Server backup file
containing a backup of a MainBoss database.

This field has anyoarsloggedmtoehdsafme . . 0 butt ot
computer where SQL Server is running, clii
openo dialog to |l et you find the backup f

Il f you are | ogged in to any other comput
musttypem t he backup fileds name by hand. Th
\'\ computer or a drive name (e.g: \ ), or else it should be relative to the SQL
Serverdos default folder on the computer \
above for more details on specifying file name.)
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OK: MainBosssubmits a request to SQL Server askingreate the database you
specified by restoring data from the backup file. You must have appropriate
permissions to create this database.

Cancel Closes the window without restoring.

Note: Instead of usin@reate New Organization from a Backup you may prefer to
use the standard restoration facilities within SQL Server Management Studio or
Management Studio Express. For more information, seastedlation and
Administration Guide

The Badkup File List: When you create a new organization from a backup file, the

new organization will have the same list of backup files\@ministration | Backups)

as the original database. This can lead to serious confusiomifif 6 r e st i | | usi ng
original database.

For example, suppose you intend to Gseate New Organization from a Backupto

create a test database using data from a backup of your production database. This is a
valid (and sometimes useful) thing to do, buheans that your new test database will
have the same list of backup files as your existing production datdbgse try to use
Administration |Backupsto backup the test database, you may well overwrite one of
your production backup&or this reasn, when you create a test database, we strongly
recommend that you edit the nameg\iministration |Backupsto refer to new

backup files that wilhotbe the same as your production backups.

Changing Organization Information

You canchange information about an existiogyanization database by clickifglit
Organization in the Maintenance Organization window (&eeir Maintenance
Organization Lisbn page32). For example, if your organization changes the location
of your MainBoss database, you must change the corresponding information in your
Maintenance Organization list.

When you clickedit Organization, MainBoss opens a window where you can specify
database information:

Database Server The network location of the SQL Server through which you will
access the databaddis must be the server that now manages the database.

fyou click the accompanying A...0 button,
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish pagel6.

Database NameThe name of the database, as known to the SQL Servemiibis
be the name that SQL Server uses to refer to the database.
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Organization Name The name you wish to associate with the maintenance
organizatiordatabase. This is your own private name for the database; you can
c h a nQgganizatonNamed any ti me you | i ke.

OK: Makes the changes you have entered.
Cancel Closes the window withoumaking changes.

The Database Server List

I f you cl i ck t h ®atabhaseSerncero a $ 8 0 sforapgafying wi t h 0
databases, MainBoss displays a list of SQL Servers that are known W ywaws
system. This may not be a complete list of the servers you can actually use; in

particular, ités possible for a system to s
Server available for use but onless¢gheyasko mput er ¢
I n this situation, your Windows system won?ot

use the server if you explicitly specify its name.

For more on SQL Server, including a number of configuration tips, seedstiadation
and Administation Guide

The Database Name List

1]

I f you <cl i ck t h ®&atabaseNanied aisrs owfdor speoyilg wi t h
databases, MainBoss displays a lisMaiinBoss databases maintained by the SQL
Server s patabaséServad . i f I you DatabsseSewvedf i | | ed i n
Mai nBoss canoét display any databases.)

The window has two columns:

Database columrnf you are performindRestore Organizationn Add Organization
or Edit Organization, the database column shows you the names of MainBoss
databases #t already exist on the server.

If you are creating a database, the column shows you the naaledathbases
that exist on the server (provided yowéaermissions to see them); in this
case, the list is intended to show you names that are already io letgpu
choose aifferentname.

Organization Name Displays the default organization names of the databases.
This name i s &bnpanyon € d edinmdstratnob h e A
Company Information. Typically, this will be the name of your company.

If you want to create a new database, you should choose some namadhstawvn in
the list. (Note that the window only shows MainBoss databases. If there are any non

MainBoss databases maintained by the same SQL Server, those databases do not appear
in the list.)
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Note: The list only shows MainBoss databases for which you B&)e Server
permissions.

If you want to add an existing database to your list of known databases, you can click

on the appropriate name in the list. Adding a name to your list of known databases
doesndét necessarily gdyoestihavaitobeoncthess t o t hat
dat abaseods | i s Admiktrateowm fUkeogr i zed user s (

Command Line Options

Command line options let you control how MainBoss begins ¢xgcuror example, if

you want to start MainBoss in Requests mode without having to go through the

Maintenance Organization List, you can specify the mode as an option on the command

line. Typically, you would create a desktop shortcut whose commandinaiics
appropriate options, so that you dondt have
program.

If your site uses ClickOnce deployment, you cannot specify command line option
when you invoke MainBoss. For further information on ClickOnce, semshalation
and Administration Guide

The general format of the command line is

mainboss option optio n 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 example, the followiegatvalid

abbreviations for the optioibataBaseName

/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 exanpi} is exactly the samesébn or
/Dbn on the MainBoss command line.
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Options: The following options are recognized:

[Culturelnfo: The Windows fAcul t Acelireisaet t i ng
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 then attempts tperate in the language given by those settings (e.g.
Mai nBoss attempts to run in French i
However, if you specify &ulturelnfo argument on the command line, the
argument overrides the Regional SettinQssispartict | ar | y usef ul
creating a batch command file or shell sctifatt you want to have woik a

t o

f

i f

b ¢

t h:

y

specificlanguage no matter what the wuserds Regi or

The argument ofCulturelnfo is the official Wi ndows

name for the desired culture. For example, if you wamniericSpanish, yod d

specify/Culturelnfo:es -ES, for U. S. English, youbd

[/Culturelnfo:en - US See your Windows documentation for recognized
ACul tfwroelsn ring identifiers.

Options on the command line are not affecteddwturelnfo . For example,
the optioryMode:Requests  doesnotchangef you switch to a language
where Arequestso is translated to a

Note: If you chan@ the culture information witlCulturelnfo , MainBoss makes t
changeafterthe command line arguments have been pafdad.means that if your
command | ine has syntax errors, you |[may
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.

di

S

fi Cu

u

ffe

ee

If you specify/OrganizatonName , you dondt have to gpecify

/DataBaseServer  or /DataBaseName . | f you /OrganiztbonNanmp e ¢cfi f vy
you must specify bottDataBaseServer and/DataBaseName .

/Mode : Mode for starting the software. Possible start modes are descrilsedrin
Maintenance Organization Lisin page32.

/Mode:MainBoss
/Mode: "MainBoss Requests "
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/Mode:Administration
/Mode: "View Sessions"

/Mode: "Pick Organization " ; with this mode, MainBosstarts by
displaying your organization list so you can pick which one you want to
open

/HelpManualPath : The URL | ocation for MainBossos

The MBULtility command is another way of performiogrtainMainBoss operations
using a command line interface. For more on MBUtility, seevthimBosslInstallation
and Administration Guide

International Language Support

When you start MainBos# checks the Regional Settintgt you have specified for
Microsoft Windows. If your preferred language is supported by MainBoss, the software
will run in that language. For example, if you prefer to work in French and yosiome

of MainBoss supports FrenddainBoss will operate in French for you (although it

may operate in English for some other user).

|l tds i mportant to understand that MainBoss ¢
not user data. For example, théopty 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 callédgent , this word will never be translated into other

languaged i tyoOusdata, not part dlainBoss 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, everyone working with MainBosshaeag to understand
all the languages you use.

Note: MainBoss depends on various Microsoft software including SQL Server angl the
Microsoft Reportviewer. This Microsoft software is independent of MainBoss
including language suppoih particular, reporiziewing 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 Server may or may not be
in the same language as MainBoss.

Note that changing Regional Settings may also change the cusywnbyl (e.g. from

i$o for dol | ar Howeéver, MaiABDss Eaonot handleinmultipe) .

currencies; it assumes that all money values are in the same currency. For example, if
youented3i n UamitCasto f i el d, Mai nBoss $88@y ordi spl ay th
£33.00 depending on your Regional Settingut.imternally, MainBoss simply record

33.00 . Therefore, it is important that all MainBoss users use the same currency for all

money values.
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Fixed-language information: A certain amount of standard information is stored in the

MainBoss dathase at the time the database is created. For example, the names of work

order states{raft , Open, Closed , Void ) are determined at the time the database is

created. If possible, these names will be in the preferred language of the person who

creates theatabase. If, for example, the database creator prefers English, the database

will record these state names in English. All other users will see the names in English,
regardl ess of each userods preferred | anguag:¢

[ Stae names for work orders, requests and purchase orders

(1 The names of the actions which change from one state to anothére@@gn
which changes a closed work order back into an open one)

[ Descriptions and comments fegcurity roles

Because these names are determined at the time the database is created, whoeyer creates
the database should make sure that his or her regional settings are set to the language
that will be most acceptable to the organizatisra whole.

Upgrading Maintenance Organizations

If you have created a maintenance organization with an earlier version of MainBoss
Advanced, you can upgrade 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, sdagtalation and
Administration Guide

Before you upgrade your database, create a backup copy using the standduaick-
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 page32). This ogens 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 ahead with the upgrade process.
Close Closes the window (whetherortno you éve upgraded the dat .

Viewing MainBoss Sessions

If you open your maintenance organizatiorsgssionsnode, MainBoss displays a list
of users who are currently connected witlyo or gani zati onb6s dat abas

For information on connecting to MainBossSassionsnode, se& our Maintenance
Organization Lisbbn page32.
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Quitting MainBoss

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

Exiting the contropanel window doenot 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) ,MagBoss Sthtldisptag. €histgites you a quick snapshot of

the most important aspects of your current work: work requests that are new or in

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

might demand immediate attention.

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

Keyboard Shortcuts

MainBoss allows standard Windows keyboard shortcuts suciiials-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 f or mgtheryathertharausingjfhea st t ab
mouse <Shift+Tab> moves backward to the previous field.

MainBossbuttors often allow keyboard shortcuts. To see the shortcuts in a window,
press thecAlt> key. One letter oeachbutton will be underlined, as Bave Pressig
<Alt> plus the underlined letter is equivalent to clicking the button, sothiatS> is
equivalent to clicking th&ave 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 this window. If you were looking at a table viewer, you will see an
enlarged version of théiew section (without th®efaults section, even if you
were justiooking at that section). If you were looking at a report window, you
will see all sections of the window.

When you are zoomed in like thispom in on Viewwill be marked with a
checkmark in th&/iew menu. To zoom out again, clicddkoom in on View
again. This returns to the windowds usual
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Open in New Window: If you click this menu item, MainBoss opens a duplicate of
the current window.

The Actions Menu

The contentsf theActionsme nu depend on what youdbve curre
contr ol panel . For e x anjmis @ the coritrol pameal, the e cur r e
Actions menu will have entries for creating a new unit, editing an existing one, deleting

a unit, ad so onActions entries usually correspond to buttons in the same window

(e.g.New Unit corresponds to thidew Unit 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 theF1> function key displays information about the window currently on

the screen.

1 The MainBossdelpmenupr ovi des access to MainBossos

[1 Help- Contentsgives you the table of contents for the help files.
(1 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 usesdll already have their computers
configured appropriately (probably using Microsoft Internet Explorer or Mozilla
Firefox). I f you dondt have a browse
click on any HTML file (for example, any of thietm files in themanual subdirectory
of the directory where MainBoss is installed). Windows will ask you to specify a

r

conf i

program with which to open the file; specify the browser on your system. If your gystem

does not have a browser, you can obtain one free from s8aittrdMozilla, or several
other software companies. Ask your computer dealer for more information.

The About Screen

The About window displays information about MainBoss. To see the wirskect
Help - About from the menu. The window includes the following:

0 What version of MainBoss youdre usi

[0 Whatdatabasg oudr e using and the SQL Server

database
[ Copyright information
An Ok button; click ths to close the window

Tooltips

A tooltip is a small message that may appear if you point the cursor to something on

your monitor screen. MainBoss uses tooltips to explain any situations that may be
confusing.

For examp| ehave appropyiateisecurity pedntissions, you may not be
allowed to fill in certain information fields or to click certain buttons. In this case,

pointing the cursor to the field or the button will produce a tooltip message explaining
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the situation (andtelig wh a't
button).

security rol

Similarly, if youdve

fi

l ed i

es

n a

youod

fiel
an error marker. Pointing the cursor to the error marker will display a tooltip explaining

d

why the value is unacceptable. (For example, MainBoss may expect the field to contain

a date rather than what youdbdve typed
|l f youdre ever confused about MainBo
These should hel phapewing f i gure out wha

MainBossDiagnosticMessages

MainBoss displays messages in a variety of situations. For example, if you attempt to
y 0 uMamnBosd opend agngssagen

save a record bef
window to explain the situation.

or e
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Tables

Table Viewers and Editors

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

[ A table viewer is a window that shows you a listtohgs. For example, the Work
Order table viewer shows your work orders.

[J 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 ordersedit existing ones.

[0 Table viewers also let you search for items. For example, suppose you
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 pee of equipment. You could then use the table viewer
to tell MainBoss that you wanted to 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 morerkorders, you open the
Work Order viewer, then click thérint button.

[ Table viewers may 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 ofdEm a selected request.

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

[0 MainBoss opens an editor window when you want to create a new record
or eit an old one. For example, when you want to create a new work
order, MainBoss opens the 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.

[0 Later on, if you want to change some of the information in the same
work order, you open the 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 sing
record.

e
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Deleted Records

n

the bottom right hand corner

eitherActive or All
If the word isActive , lists of records displayed in the window only inclaa¢ive

0

0

records.

5l MainBoss Maintenance Manage

Session  View Actions  Help

MainBoss Sample Organization

Unit Maintenance Flans
Units
Units of Measure

work Orders
- Administration

Thi s means t hat t he

View Vendors

View | Defauits for Viendor|

W i

of mo s t

ndow

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 |
Code A/C STELLA
Description Stellar Air Conditioning
Category AT
Name Business Phone E-mail
Sales Contact A/C 5T555-908-9872 freezer@stellar.com
Service Contact
Accounts Payable Contact
Agcount Number 098 TRL 209
Comments altemative contact is Jane Daring

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 recordseamarked 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 deleted records. 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 change your mind
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 itertihgou

no longer keep in stock. You can find out more about that item because its record 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 blat item is still used in some planned maintenance
task. If the item record completely disappeared, the task description would be referring

to a record that wasnodot really

To switch fromActive to All orvice versadoubleclickt he wor d.

records appear or disappear.

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 changessaned&’hen
you save the record and close the window (typically by uSag & Close, 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 ta For example, suppose a worker leaves your
organization so you delete that person from yeuployeesl 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 del ete
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empl oyee record
S mi

has
t hds

been

refer to that person will show the namelas-Smith This shows that the associated
Joe

Using Table Viewers

E MainBoss Maintenance Manager
Session

View Actions

n Active employses).u r

The picture below shows a typical MainBoss table viewer:

hRR-332-2456
Beclky Sharp BRE-123-3476

BRB-731-4832
555-038-3843

o S
Help
View Contacts
MName . Business Phaone Mabile Phone
Anna Karenina
Aphra Behn hhh-3424
Arthur Pendragon

Details |Currtact Funictions | Units |

MName Anna Karenina
Business Phone 555-111-2222

1 [l v

E-mail znna@Evronsky.net

Home Phone
Pager
Mobile Phone 5559857853
Fax
WEE Page
Location
Location Details
User
Comments

[ tiew Conet| [g5t)[¢] (Dol (B [Boesn] [Somen

|User Gordon Freeman Onganization MainBass Full Demo (MainBossFull Demr Active

are and how you can use them:

This window contains a lot of elements. The following list explains what those elements

TheView list: TheView section in a table viewer shows you a list of records. The

del

list has several headings; in the above example, the headelgameand
Business PhoneDifferent table viewers may have different headings.
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Clicking on a heading sorts the list according 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 ascending to descending or vice
versa. For example, if the list is already sorted in ascending ordéairg

clicking Nameagain sorts thedt indescendingrder byName

Note: Doubleclicking any entry in a table list opens a window that lets you edit that
entry. For more about editor windows, $éeng Editors on pages4.

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 particular, many table viewers haeéails display showing
importent information from théetails section of the record.

Defaults:The Defaults section lets you set default values to be used when creating a
new record. For example, you might use this section to set a default priority for
every new work mer 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 filling in the 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 record. Cligkw, and MainBoss will open an
editor window where you can t&m information for the new entry.

Edit/View/Restore This dropdown button offers several possible actions.
Some of these may not be allowed by your security permissions; if so, the
action will be grayed out and disabléar example, your security
permissions may let yodiew the contents of the record but ratit them.

For more on security permissions, Seeurity Rolesn paget20.

The actionsavailable through this dregown buttorare:

Edit: Lets you change the information in an existing record. In the table |
click the record you want to change, then chgkt. MainBoss opens an
editor window where you can change the existing information.

View: Lets you examine the contents of an existing record. In the table list,
click the record you want to examine, then chikw. MainBoss opens
an editor window where you can examine the record. You will not be
allowedto make changes in the record.

Restore: Restores a deleted record. This button is only active if the viewer is
inAll mode and i f youbve selected a del et
Restore MainBoss will open a window that lets you examine the
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contents of the deleted recordytfu save the record and close the
window, the record will be restored to thetive list.

For more on deleting and restoring records,3eeted Recordsn pages6.

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

Print : Opens a window that lets you print one or more records from the list.
This print window lets you specify options for selecting and organizing what
you want to print.

Search Lets you search through the list of records for a particular record. For
more information, seearching for a Particular Recommh pages1. The
Searchbutton has an accompanying cidpwn list containing the
following:

Find Next: Uses the same search condition(s) as your most recent search
and firds the next record in the table that matches the condition(s). If the
search reaches the end of the table without finding a matching record, it
goes to the start of the table and continues the search.

Find Previous. Same agind Next exceptthat it goes backward in the table.
If the search reaches the start of the table without finding a matching
record, it goes to the end of the table and continues the search.

Refresh Updates the list to show any recent changes. For exasygpose you
keep a copy of thRequestsviewer 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 theewer list.

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

Drop-down buttonsSome windws (both table viewers and editor windows) have
drop-down buttons. This is a button followed by a ddivn arrow:
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Close Request (With Comment)
Reopen

Void

I Edit Request : WR 00000001 = | B |
Details |Assignees | E-mail Requests | Waork Orders I State History
Number [WR 00000001 |
Subject |Dri|3ping tap in women'’s washroom |
Current State In Progress
Current State's Effective Date Tuesday, January 27, 2009 3:34:37 43 PM
Estimated Completion Diate
Name Business Phone E-mail
Requestor [ Jane Leighbold [=]] C=2(=)  555-789-9872 izne@foodprey rt com
Unit |ﬂ AC PRIVATE @ BOA E]| [ [=]
[] Use access code from unit
Access Code | = E=a=
Request Priority [ =] ==
Description [asdf -
Comments |asdf -
Select for Printing
Close Reguest ]E| [Cluse] ’ Link to W{:rkOrder] ’ Create Work Order ] ’ Mew Reguestor Comment
In Progress Active
L
Close Request
InProgress (With Comment)

The label on the button will be the first enabled option in the-doypn menu.
This may change in different contexts. (MainBoss docuatiemt always lists
the dropdown options in the order they appear in the menu, which may or may

not match the order

youoll see them

Buttonsanddrogl own buttons may

be grayed AUt ;

button may be disabled because it is inappropriate in the current context; for exafnple,

the button for closing a work order is disabled if the work order is already closed.|A
button may also be disabled if you do not have appropriate security persigsitse

it.

Searching for a Particular Record

When you click th&earchbutton in a table viewer, MainBoss opens a window where
you can specify information about the record you want to find. This window contains

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

Options: Once y®earclsipe c iMay nd8Bofsiseldd sipn afy s a
options for controlling the search. These depanthe type of value that the
field contains. For example, if you select a field that contains a date, MainBoss
displays options related to dates; if you select a field that contains text
information, MainBoss displays options related to text strings. [Blessptions
are:

Entire value: Used when searching for text strings. If you select this option,
MainBoss will only find fieldsvhose entire value is equalttee string given
i nLook foro . For eboakrdopd eaib,dMadinBossiwill find fields
whose entire value &b.

At Start: Used when searching for text strings. If you select this option,

Mai nBoss will only find fi é&€doklifsrot hat st a
For e x aloopkifoeo, alb,dMainBoss will fnd fields that start with
ab.

Anywhere: Used when searching for text strings. If you select this option,
Mai nBoss f i nds I[ookddrad ss ttrhiantg haanvyew it ehree .A F
e X a mp ILaok ford f ab,8MainBoss will find fields that havab
anywhere in their value.

With Pattern Matcher : Used when searching for text strings. If you select this
option, Mai nBoss Lbtokfera&t sreguldx expressiont ent s o f
as defined in the Microsoft .NET environment. Regular expressions are
primarily intended for technically sophisticated users; for an introduction,
see

http://www.codeproject.com/KB/dogt/regextutorial.aspx

On or after, On or before: Used when searchiryy dates(You can specify a
date but not a time.)

| f you s pecOnbrafterd \bailtCner befanedii Mai nBos s
will find the next record where the valuetoth 8earhino f i el d i s equal
or af Orarafterbed @t e.

| f you s pecOnbrpefoacd vial tDeor aftero @ Mai nBos s
will find the next rSeachimod fvisheglatto t he v al
orbef or@ otbkfereoil dat e.

| f you speci f®noabeforedol w@nddr aftero pot h i
Mai nBoss will find the n®earthinb eftioeldd wher
i's on or bet we eOnortafieed dad@dtder befoggd. ven i n 0
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| f you |Gnanbefored o b @rdofiaftero bl ank, Mai nBoss
find the next r e c oSedrchwih efriee It dh ei v ab luaen lo.f
Less than Equal, Greater than, Between Used when searching for numeric

values.

If you checkmark_ess than MainBoss will find the nextecord where the
val ue Sedichioh ef ifiel d i dookferesveahae.t he i

If you checkmarkEgual, MainBoss will find the next record where the
val ue Sedrchiohef ifel d i &oolefaqydw aVv alt we t he 0

If you checkmarkGreater than, MainBoss will find the next record where
t he val Bearchandb t hel @ i s Lgokéoweot evraltulbean t he

You can checkmarkqgual with eitherGreater than or Less thanto get
Agreater than or equal too or Al ess tha

If you checkmarkBetween, Mai nBoss c Loelkafdr@ sb@ax second
When you fill in both boxes, MainBoss will find the next record where the

val ue Sedrchioh ef ifiel d 1 s boekfoawe ewa It thes .t wo
(Strictly speaking, this means greater than the first value asdhas or

equal to the second.)

1]

Match: The text that you want to find. MainBoss will locate the first record whose
appropriate field contains that strirearcles for test ignorevhether letters are
in upper or lower case. For exampleyal look forpark i nCoded f i el d of t h
Locationstable, it might find entries liké23 PARK STREET, or East
Parking Lot  or Sparklers Inc

Add: If you click this button, the search window expands to allow another condition
to be added tthe search. You can click this button several times to get multiple
search conditions (up to a total of six).

If you specifymultiple conditionsthe search finds records that sataifythe

specifiedconditiors. For exampl e, suplpeostableyoudre se:
You speci fy o rBearceimn diéén Cdtegoryw i a t dodki
foro0 s €léctrichl Supplies . You specify a second condition with

fiSearch in0 s ©n Ordero, options set t&reater Than, abwmak fofd s et
to zero. Then MainBaswill find items whose category Bectrical

Supplies andwhose ororder number is greater than zdroother words, this
search find®lectrical supplies which amn order.

Find Next: Searches the list. The search starts immediatéheatelected record
and finds the ne xdokfore@vaelwerByclickiagEicdiNexh g t he
repeatedly, you can go from matching record to matching record until you find
the one youodre | ooking for. 1filthe searct
wrap around to the top of the list and continue searching.

3t
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Find Previous: Is similar toEind Next except that the search goes backward
instead of forward. If the search reaches the top of the list, it will wrap around to
the bottom andontinue searching.

If you try a search and MainBoss finds no matching recordg;itlteNext andFind
Previousbuttonsare disabled Mai nBoss candét find the next ol
record if thereare no matching records at all.

Drop: Removes the search condition beside the button. For example, if you have
three search conditions (created by clickiuyl twice), clicking any of the
Drop buttons removes the associated search condition, leaving only two
conditions inthe search.

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

Note:l f the search window happens to bp coveri
you can use the mouse to drag tharsh window to a different place on the screen.

Notes:In any table viewerthe shortcut sequenceCtrl+F> opens the search window.

(For technical reasons, this sequence will not work if your most recent click was on the
MainBoss contropanel; it only works if your most recent click was in the table viewer
part of the window.)

If the search window is not open, the3> function key has the effect &ind Next,

searching for whatever you searched for most recently. Trassgrtbat pressing~3>

repeatedly willperform the same search over and over. Note that your most recent

search may not be valid for the current table; for example, if you seartthrtisetable

for an item category, then switch to theits table, searchig f or 1 tem category
make sense. In this casg;3> just opens the search window.

TheLocationsandUnits tables are displayed using a tree structure. However, search
through the table are done in alphabetical order by location or unit name; this ignores
the tree structure. The result is that repeated searches may appear to jump around back
and forth throughhe tree structure, rather than moving consistently forward or back.

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. a piece 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>k ey . For exampl e, i fMake® uf ihalva,
pressingcTab>mo v es 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 notica 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. Thesendatoryfieldsare indicated with a red arrow. In the preceding
pictCded,i § a mandatory field, marked

j ust
can

Wi

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

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

Blank Fields: You must fill in the mandatory fields. Other fields may be left blank i
you wish. In fact, leaving a field blank is often the best cliicet bétter to leave a

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

wor k r equrostyo hfaiselad it hat | ets you inficate

However, we suggest that vy ogoodreasarvtegive|h [
0

the request some speci al priority. D

Types of Fields:There are several types of information fields. The following explains

the most common types of fields, using the Unit editor windewn example.
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Textfields Text fields are simpl esMakdoype of f i e

fiModelo a Bedal Numbero ar e all text fields. To fi
the field, then type appropriate values (in this cis=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 seleéion with <Ctrl+C>, cut the current selection withCtrl+X> |

and paste in the contents of the clipboard usiagl+V>. You can also use

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

Comments Mo st recor dsCommaent® dnel drs . malrhe sin i s a

field where you can enter any type of information not covered by other fields.

Readonly fields A readonly field shows information but the informaticannot be

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

Contactst ab | e ( $tabie nfBantad iGformation). The phone number
and email address are displayed in case you want to contact the requestor, but
theydre for ditrhfeomrmaituiesn e@nmliy or wonodt | et

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

Requestor |

=

Phone

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
creded the work order, and so on.

Many date/time fields end in a drgfwn arrow. Clicking this 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:

3 ---ITI

The leftmost button (the first arrow) 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 ndgocdtidno sf aerowdif eopl ay$ your c
locations. You fill in the field by selecting a location from the display.

Alternatively, you can click the middl e |
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table viewer showing all existing values that carebiered into the field. For

exampl e Locattond hf iae lid, Lbcationoo toapbe nes va efwer . C
the appropriate entry in the table list, then click$leéectbutton. MainBoss will

use the chosen record as the value of the originatdivom fidd. For more

about table viewers, séésing Table Vieweren pages8.

Alternatively, the rightmost button (the second arrow) displays a list of possible
actions that you can use to fill in the value of the eton field. Typically, the
action list includesiewing a list of existing values (which means opening an
appropriate table viewer) or creating a new value of an appropriate type. 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 nevlocation records of various kinds. If you click one of the options for

creating a new record, MainBoss opens a window where you can create that
record. Once you save and close this wini
will be used as the value of theginal dropdown field.

Option buttonsThere are two types of option buttons. The following window
shows round options, also known as radio options:
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= 1"
’“‘" MainBoss Maintenance Manager LE x

Session Wiew Actions Help
Work Order History Report

Grouping and Sorting | Fitering | Advanced | Preview |

Gmup by
) Priority
1 Access Code

7 Work Order Status

7 Unit Location
) Unit Category
7 System
1 Access Code
71 Unit Usage
71 Ownership
1 Aszet Account
) Purchase Vendor
(71 Vendor Category

Sort by
@ Start Date

-@ Is Preventive
P

Sort Direction
i@ Ascending
¥ Descending

(Proveu] [pskesh] [ Exorioee

IUser MainBoss User Organization Secure Facility (Securef Active

Roundoption buttons are always arranged in groups. They are used for options
that are mutually exclusigeif you select one of the options in the group, it
automatically turns off all the other options in the group.

The next picture showsguareoption buttonsalso known as checkboxes:
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T
E MainBoss Maintenance Ma

Session Wiew Actions Help
Work Order History Report

| Grouping and Sorting | Filtering |P~d\ranced | F‘review|
Wark Order Fitters

[] Priority

[] Access Code

[] Work Category

[C7] Project

[[7] Closing Code

[] Work Order Status

[] Reguestor

[] Start Date

[ End Date

[7] Duration

[7] Wlork Order

[ Is Preventive

[7] Task

Unit Fitters
(7] Unit
[7] Unit Location
[] Unit Categaory
[] System
[] Access Code

Unit Value Fiters
[] Unit Usage
[] Ownership
[] Asset Account
[] Purchase Vendar
[ Vendor Category

| Preview | | Refresh | | Export Data |

IUser MainBoss User Organization Secure Facility (Securef Active

ke

Squareoption buttons may or may not be arranged in groups. They are used for
options that are independent of other options in the window. Checkmarking one
of these options does not affect any other options.

Editor buttonsEditor windows may have many different types of buttons, but
almost every editor has the following:

Save Saves the current record. The editor window stays open so you can make
more changes to the same record.
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Save & New Saves the current record and sets up the window for you to enter a
new record. Fields in the new record will be blank or set to default values.

Save & Close Saves the current record and closes the editor window.

CancetCl oses the window without saving any
record since the last time you saved. When avethe record, th€ancel
button changes tGlosg indicating that you can safely close the window
without losing any changes.

CloseCl oses the window. This button only af
withSaveor bef ore youdbve entered any data ¢
labeledCancel

List Sections:Many editor windows have sections that contain lists. For pigrthe
window for editing unit record has a section that lists spare parts which are used by the
unit.

These lists may have buttons of their own. For example, you might\see buttonfor

adding a neventryto the list orDeletefor ddeting anentryt hat 6 s al ready t her
these lists are like smadcale table viewers: they show records taken from a table and

have buttons that let you create, delete, or modify entries in the list.

When an editor window contains this kind at)ithe window will have the word
Active orAll in the lower right hand corner.

0 IfthewordisActve , the | i st only shows active reco
deleted).

O If the word isAll , the list shows all records, including ones that have beeredelet
Deleted records are marked with a red X on the left hand side.

To switch fromActive to All orvice versa,double | i ck t he word. Youodll
records appear or disappear.

For more on deleted records, segeted Recorden pages6.

Concurrency Errors

In the rare case that two people try to edit the same record at the same time, MainBoss
will report aconcurrency error

For example, suppose you start editiigraist abl e record and before
someone else tries to edit the same record. The first person to save the record will

succeed. The second person to save the record will receive an error message indicating

that the record has changed while you wereingaikour changes:
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% Update Error I =HACH| X

I Database update failed with a concurrency error
Browse Conflicts | Previous Cunﬂn:tl Next Conflict

Column Original Value Cument Database Value Proposed Change

0c7311cd-0029-49a0-a2e3- 95 Dceadd51-0025-4aa1-8a28-6bd2e_ . 9dfbocdl3-0023-42e4-bBh7-2abe_. N
Make STELLAR STELLAR STELLAR
Model OLYMPIA OLYMPIA OLYMPIA L
Serizl Mumber 12 12 12 3
Usage alc13%eh-ched-49e6-SacT-2d1 . alc13Beb-ched-49e6-9acT-2d1594 . alc13%eb-ched-49e6-9acT-2d19 .
Category 19c5319-0029-4dab-aleb-ddB.. 14b9d028-0029-44f0-9873-d285e.. 19c53f19-0029-4dab-aleb-ddB5E ..
System 4a3calbe-0025-436c-ab17-4bb . 4a3callbe-0025-436c-a517-4bbda . fhaed485-0029-426d-b03-5d00._..
Drawing
Access Code 7b0b558e-0029-4c02-%1a7-eee . ThObb53e-0029-4c02-51a7-eeeal . ThObE58e-0029-4c02-51a7-ccea .
‘Wwork Order Expense Model e

An Update errar has occurred:
Do you want to overwrite the current database record with the proposed changes?  Yes Mo

MainBoss is asking you to resolve conflicts between the changes that were just made.
The error message lists the fields in the record. For each field, there are three columns:

0 The first column shows bedaeedifingpel dés value a
[0 The second shows what the value is now (saved by the other person)
0 The third shows the new value youbve speci

Where the values are different, you can see fields where your values differed from the
other persons. Thigext Conflict andPrevious Conflict buttons jump to fields where
the values conflict.

As shown in the picture, some field values will look like nonsense strings of characters.

These strings are actual |l y UhitiCorkasto t foi eltder t
refars to an entry inth€ontactsl i st . The fieldbds value is a n
t hat serves as a pointer. You can see if t wt
tell anything about the record they point to.

In case of a conflict, you haweo choices:

Yes Means you want the value you just typed in to overwrite the value from the
other person.

No: Means you want to keep the value thatods
by the other person).

You must choos&esor No for every fieldwhere values conflict.

When conflicts oc dohbuttondneverg cofiflietsthis basicallyc | i ¢ k t h e
says, Algnore what | just did.o ) Then just
This time youol | s e e tuhire You eah then slecitletwhitch t he ot |

of these you want to change.
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Reports

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

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

o Maiﬁﬁnss Maintenance Manager =k

Session  View Actions Help

[]
0 Orde 0 BD0

|: Grouping and Sorting | Filtering | Advanced I Preview |

Group by
@ Priority

é
;

1 Work Order Status

i
&
g8

1 |s Preventive

— =
=
-

1 Unit Location

E}.
2
=

W
@
m
=

1 Unit Usage

EQ

=

oz

gﬂ
=.
=

c

=

1 Purchase Vendor

:
0
:
=

Sort by
@ Start Date

-
a
¥

1 Duration

oz
ic
&

Sort Direction
@ Ascending
7 Descending

| Preview | | Refresh | | Export Data

|| User Jim Gardner Crganization SecureFacilty (SecureFaci Active
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Report Sections

The window associated withraport organizes options into sections. Different reports
have different sections, but here are the most common:

Grouping and Sorting: Lets you control how the report is organized. For example,
suppose youobre printing i pdtawilbeati on about
divided into sections, with each section containing work orders that have
something in common. For example, each section might refer to a different
location (which gives you a locatidyy-location breakdown of the work you
do). As another exaphe, you might group your information by unit, so that you
get a uniby-unit breakdown of your work orders.

Within each section, you can sort by other criteria. With work orders, for
exampl e, yoStatOaed $oht blnt@e eBwh job bega
Date0 (t he date each job ended), by work ol

This section also lets you specify whether the sort shoufdsbending(from
lowest values to highest ones)@escending(highest to lowest).

Grouping options break a report into secioSorting options sort information within
each section.

Filtering: Afilter] et s you select which records you ¢
For example, you might want to restrict a report on units to unagarticular
category or range of unit IDs. Filter sections let you specify such restrictions.
For more on how report filters work, seeport Filterson pageré.

Advanced Lets you specify a title for the report when it is printed, and the fonts to
be used. Depending on the type of report, this section may alsalspgoify
additional options.

Preview: Displays a preview of therepdra ver si on of what youodd
actually printed the report on paper. Preparing such a preview may take some
time, since MainBoss may hawegrocess a lot of data; therefore, you might
have to wait while MainBoss creates the preview.

ThePreview section has buttons that let you specify which printer you want to
use, the size of page margins, and other printing details. Another buttondets yo
export data from the report (e.g. to Microsoft Excel). Finally Rheview

section has a button that will actually print the report.

For more details on any of the standard buttons in a print window®eseet Controls
on pager4.
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Report Controls
Every window for printing a reporbatains a number of buttons at the bottom:
Preview: Goes to thé’review section of the window and creates a preview of the
report. Preparing such a preview may take some time.

Refresh Updates the window to reflect any recent changes in data. For example,
suppose youodore | ooking at a preview of a

meanwhile, somebody else at your company creates a new request. The new
request isndétd atua otmtad i rcap ¢ dyyorehdw@wdr e | oo ki

click Refreshfirst.

ExportData:Ex ports t he r epor Théresultisptimarily n XML f or
intended to serve as input for usetten programs which process the data in
some way. This contrasts with tResview export facilities(discussed below)
which are most useful for embedding in Microsoft Word documents and other

Aunprocessedod contexts.
Close Closes the window. (This button is only present if you opened a separate
window to print the report.)
ThePreview section of a print window contains a control bar:

| 1 of 4 b bl & 3| 0% o

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

——_I Document Map button: By default, the left side of Bieview section
containsanapof t he report. This map can show vy
the contents of each section. If you click the Document Map button, the map

will disappear; click it againral the map comes back.

If you click an entry in the document map, the preview changes to show you thatjentry.

M First Page button: Goes to the start of the document.
4 previous Page button: Goes to the previous page of the document.

1 of 4
Gives the page numbthat is currently being displayed and the
total number of pages in the report. You can go to a specific page by typing the

appropriate page number into the box.

P Next Page button: Goes to the next page of the document.

M| ast Page button: Goes to the laage of the document.
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* Parent Report button: Goes to the item that contains the currently selected item.
For example, if youdre | ooking at an itei
the beginning of the containing section.

o Stop button: Stops MainBossqgeessing the report. You might click this if
Mai nBoss is preparing a |l engthy report ai
report after all.

Y
=¥ Print button: This is the button that actually prints the report.

LJ Print Layout button: Switches the displajayoutformat. This shows you a
scaleddown version of the page as it will actually print. Click the button again
and you go back to the normal display format.

U Page Setup button: Opens a window where you can specify paper size, margin
size, and othgprinting information.

- Export buttonExports information from the report into a filéyou click
thedownar r ow associated with this button, vy
formats. The formats currently supped include Microsoft Excelnd Acrobat
PDF.

Once you specify what type of output you want, MainBoss will open a window

asking you to specify a file where the exported data should be stored. Loosely
speaking, Mai nBoss exports the data in a
the preview. For examg]if you export data in Excel format, the result can be

read into Excel (or embedded in a Microsoft Word document) to produce

something that looks very much like the original report. If, on the other hand,

you want to export data for processing by somexwsr i tt en program, it
probably better to use tliexport Data button (discussed previously).

1005 v : : . :
: Scale: Controls the scale of information displayed in the
preview window. For example, if you set
information at twiceitsnomal si z e. I f you set the scal

half its normal size.

~ Searching: To search for information in the report,

type the text you want to find in the bo:
youbre | ooking at tanformatiohon#d partitularumte por t an
type the unit name in the box and click i
button goes to the next occurrence of the same text.
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Report Filters

TheFiltering section of a report window lets you restrict the report to a subset of the
items it might contain. If you click on an entry in the filter list, MainBoss opens a
window where you can specify more information.

For example, the wiow for printing work orders lets you specify filters which restrict
the printout to a subset of the existing work orders. If you clié® Number,

MainBoss opens a window where you can specify the numbers of the work orders you
want to print:

il o C N
Filter By WO Num... =] (e

* Range of values
" Specific values

From [\/O 00000006 ]
A4

To  [Anyvalue

Disable Filter | Enable Filter

L. -

Inthise x ampl e, wedve specified that we want to
WO00000006 and going up from there. MainBoss will print all work orders whose

numbers fall into that range. As an alternative, we could choose the Sptaific

values

. K 9
Filter By WO Num... =] (=) |

" Range of values
(+ Specific values

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

Disable Filter Enable Filter

e

As shown MainBoss presents you with a list of all possible values. You can then
checkmark the work orders that you want to include in the report.

The final stage in using a filter is to click theable Filter button. MainBoss will close
the window and use th@ecified information when preparing the report. (Theable
Filter button cancels the filter: it tells MainBoss not to use the filter after all.)
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Note: In ranges (and lists in general), MainBoss only sorts information in numericjorder
if all the information is numeric. If the information can contain both letters and
numbers, then MainBoss sorts all of the information in textual order. This means ) for
exanple, that the value11l sortsbeforel0d anything that starts with sorts before
anything that starts with.

Filtering on Locations and Units: Various reports let you filter by locations and/or

units. In general, if you use a filter to select one or more locations, the reponodoes
coversublocations (unless you select the sublocations too). Similarly, if you use a filter
to select one or more units, the report dogover subunits (unless you select the
sub-units too).

However, when you filter on locations, the filigindow offers you the option

Location and all sublocations If you select this option, MainBoss lets you specify a
single location; the associated report will cover that location and all sublocations within
the location. Similarly, when you filter on s\ the filter window offers you the option
Unit and all subunits. If you select this option, MainBoss lets you specify a single unit;
the associated report will cover that unit and all subunits within the unit.

Select For Printing

Work orders, requests, and purchase orders have a checkbox Bbleleidor
Printing . The purpose of this is to simplify the task of printing a number of newly
created records in a single print run.

For examplesuppose you create a number of new work orders (possibly through the
use ofUnit Maintenance Plans| Generate Planned Maintenanck By default,Select
for Printing_is checkmarked ievery new work ordefTo print all the work orders you
just created, go t@/ork Orders | Print, go to theFiltering section, and checkmark
Select for Printingi n  WarleOrder Filtersd o pt i o Bnshle FiteCih thec k
resuting window.)

This tells MainBoss that you want to print all work orders wiariect for Printing is
checkmarkedOnce youodve printed all tOearse wor k orc
Select for Printing button (in the window for printing work orders). This removes the

checkmark frontelect for Printing in all work ordersThe next time you ask to print

Select for Printingwor Kk or der s, y ou 0 lcreatedaftefygu clghed nt wor k
Clear Select for Rinting .

A maintenance department might decide to print off work orders at the end of each day.
During the day, work orders are created vidthect for Printing checkmarked. At the

end of the day, you print all work orders witklect forPrinting checkmarked, then

Clear Select for Printing on all work orders. In this way, you only have to make one
work order printrun per day.
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The same principle applies to requests and purchase orders. When a new one is created,

Select forPrinting is checkmarkeddnce youdve printed requests
you can us€lear Select for Printing to remove the checkmarks and start over again

with no records waiting to be printed.

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

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

the report before you print it out. Finally, you cliCkear Select for Printing. This

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

you were previewing the report. The report \
(because they were created aft egeletttore report
Printing anyway.

This demonstrates that you shouldndot | eave ¢
Asel ect for print i GepoSelecefe 8rmting. Bhesame he t i me vy
principle applies for requests and purchase orders.
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Coding Definitions

The Coding Defintions Section

In the control panel, the entries undgrding Definitions let you describe basic aspects
of your maintenance operations. For example, you can define units of measure used by
your department (e.g. pounds and feekilmgrams and meters).

Categories:Many coding definitions let yooategorizeyour maintenance activities and
assets. For example, work categories let you classify the type of work done in work
orders; you might use categories likeattical, plumbing, housekeeping, vehicle repair,

and so on. These categories can then be used to organizedrgfmurtsan find out how

much time and resources you spend on each work category, helping you to analyze your
costs and make informed decisions.

Categories can also make it easier to find information. For example, you can categorize
your vendors (suppliers) by the type of materials you purchase from them. Then you
can ask MainBoss to list information on just the electrical suppliers or just ytsid®
contractors.

Different organizations will set up different categodiesall depends on how you want
to analyze and categorize various aspects of your operations.

Access Codes

For somanaintenance jobs, you may only be permitted to do the work at a particular
time of day, or when you have obtained permission from a particular person. MainBoss
records this information in the form atcess code#\n access code states any

conditions thatnay apply to particular work orders.

Access codes are usually associated with units, indicating when the units can be
serviced. Here are some example access codes:

Only9 -5

Only after 5:00 pm
Anytime

Get permission first

Viewing Access Codes

You view access codes wittoding Definitions | Access CodesThe window contains
the following:
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View section: Shows the list of current access codes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascendig to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows details from the selected record.

Requestssection: Shows requests that use the selected acces§aodere
about requests, séequestan page238

Units section: Shows units that have the selected access code. For more about
units, seeJnits on page349.

Work Orders section: Shows work orders that use the selected access code. For
more about work orders, sééork Orderson page258

Taskssection: Shows planned mgnance tasks that use the selected access
code. For more about tasks, Seeskson pagel52

Defaults for Access Codsection: Shows any defaults to be used when creating
new access codes.

Editing Access Codes

You create or modify access codes using the access code editor. The usual way to open
the editor is to clicklew AccessCodeor Edit in the View section ofCoding
Definitions | Access Codes

The access code editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identifyhis record. No two records may have the same
code.

Description: A longer description of the access code.
Comments Any comments you want to associate with the access code.

Requestssection: Shows any current work requests that use this access code. For
more on work requests, s€equesten page238

Units section: Shows any units that have this access code. For more on units, see
Units on page349.

Work Orders section: Shows any work orders that use this access code. For more
on work orders, seé/ork Orderson page2s8

Taskssection: Shows any tasks that use this access code. For more on tasks, see
Taskson pagel52
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Printing Access Codes
You can print your current access codes by clickirigt in Coding Definitions |
Access CodesThis opens a window thabntains the following:

Filtering section: Options controlling which access codes will be included in the
report. The only option is selecting Byde.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information ah might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for informan that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and foractually printing the information. For more on using Eeview
section, se&eport Controlon pager4.

Contacts

TheContactstable lets you record information about people you may need to contact
for your maintenance work. This includes vendors, employees, clients, and anyone else
whose contact information may be useful.

A contact record contains such information as phone suwnkbmail addresses, and
web addresses. To specify a street address, you create a location record (for more
information, seé ocationson pagel09. You can create the location record first and
then the contact record, or vice versa.
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Viewing Contacts
You view contacts wittCoding Definitions | Contacts The window contains the
following:

View section: Shows the list of current contacts.

Name Click this heading to sort the list by name. Click again to reverse the
order (from ascending to descending or vice versa).

Business PhoneClick this heading to sort the list by business phone number.
Click again to reverse the order.

Mobile Phone Click this heading to sort the list by mobile phone number. Click
again to reverse the order.

Details section: Shows details from the selected record.

Contact Functions section: Lists other tables where the selected contact person
appears. For example, if the person is a requestofdh&act Functions
section will indicate that the person appears inRbguestorstable.

Units section: Lists units with which the seledtperson is associated. (Every
unit may have an associated contact person.) For more on units)iseen
page349,

Defaults for Contact section: Shows any defaults to be used when creating new
contacts.

Editing Contacts

You create or modify contacts using the contact editor. The usual way to open the editor
is to clickNew Contact or Edit in theView section ofCoding Definitions | Contacts

The contact editor window contains the following:
Details section: Shows basic information for the record.
Name The name of the contact person.
Business Phone T h e pusimess @hoidesumber.
E-mail: The pmailaddresd.s e

TheContactsr e cor d s houl d c-oail addresen the format tha is sfon 6 s
used when that person sends omal. (In some organizations, a person might have

multiple aliases that allggto the same mailbox. Mail sent from that box is always spnt
from a specificena i | address; thatos t he&ontactkdr|es s
table.)This is particularly important when contact recadeassociated with

requestas.
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Home Phone The personds home phone number.
Pager The persondés pager number.

Mobile Phone The persondés cell phone number.
Faxx. The personds fax number.

WEBPage The persond6s web page address.

Locaton: The personds | oc at speciyingafecardirgi ve t hi
the location table. For more on locations, lseeationson pagel09.

User. A readonly field giving theWindowsuser name associated with this
person, if any. For more on user records, $eerson pagetls

Comments Any comments you want to record about this person.

Contact Functions section: Lists other tables where the selected contact person
appears. For example, if the person is a requestofdh&act Functions
section will indicate that the person appears inRbguestorstable.

The buttons in th€ontact Functionssection I¢ you assign new functions to a
person. For example, if you cli¢kew Reguestor a window opens so that you
can add this person to thequestorslist.

Units section: Lists units with which the selected person is associated. (Every unit
may have an assotésl contact person.) For more on units,Se&s on page
349,

Printing Contacts

You can print your current contacts by clicking Bhént button inContactsor Coding
Definitions | Contacts This opens a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.
You can only grouppy Location and sort byName

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling what contact information will be included in
the report. You can select contactsNme or by theirLocation.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted rds@re omitted from the report.

Title: The title to be printed at the beginning of the report.
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarkbdf type éinformation
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.

Cost Centers

MainBoss lets you track maintenance costs by cost center. A cost center could be a
Department or a General Ledger Account Number.

|Cost Centers are only visible if yodatatase has aAccounting license key

Cost centers are relatedagrpense modelé&n expense model is a set of related cost
centersused as a shortcut when creating a work order or purchase order. For example,
consider a property management company that has a set of General Ledge Accounts for
each tenant. When you do work for Tenant X, you specify that the work order should
use the gpense model associated with Tenant X. MainBoss will charge materibks to
ledger account associated with Tenant X materials, it will charge labor to the account
associated with Tenant X labor, it will charge outside contractor costs to the account
asso@ted with Tenant X outside labor, and so on. In other words, you can specify a
single expense model, and MainBoss will distribute costs appropriately to the various
cost centers of that model. (For more alddatnBoss accountingeeAccounting

Facilities on page20.)

Viewing Cost Centers

You open the Cost Center table viewer withding Definitions | Cost Centers The
window contains the following:

View section: Shows the list of current cost centers.
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Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or viaFsa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Print: Opens a window to let you print cost centéormation. For more, see
Printing CostCenterson pages6.

Defaults for Cost Centersection: Shows any defaults to be used when creating
new cost centsr

Edit Defaults: Opens a window to let you change the displayed default values.
Refresh Updates the list to reflect any recent changes.

Editing Cost Centers

You create or modify cost centers using the cost center editor. The usual way to open
the editor is to clicklew Cost Centeror Edit in theView section ofCoding
Definitions | Cost Centers

The cost center editor window contains the following:
Code A brief code to identify this record. No two records may have the sadee
Description: A longer description of the cost center.

General Ledger Account The general ledger account to be associated with this
cost center.

Comments Any comments you want to associate with the cester.

Billable Requestorssection: Shows any billable requestassociated with this cost
center. For more on billable requestors, Beeble Requestorsen page203.

Chargeback Categoriessection: Shows any chggback categoriesssociated with
this cost center. For more on chargeback categorie§isegeback Categories
on page20s

Item Adjustment Codessection: Shows any item adjustment coaesociated with
this cost center. For more on adjustment codesjseeAdjustment Codes
page87.

Item Issue Codessection: Shows any item issue codssociated with this cost
center. For more on issue codes, Iseae Codesn pageds.

Storage Assignmentsection: Shows any storages@mmentsassociated with this
cost center. For more on storage assignments;tseeroom Assignmenis
page99.
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Miscellaneousltems section: Shows any miscellaneous purchase aftiEnges
associated with this cost center. For more on such charges,isgéese Order
Miscellaneou®n pagell6.

Hourly Inside section: Shows any hourly insidecords associated with this cost
center. For more on hourly inside records, 8early Insideon page217.

Expense Modelssection: Shows any expense modki contain this cost center.
For more on expense models, &e@ense Modelsn page?1L

Expense Model Entriessection: Shows any expense model entries that use this cost
center. For more on expense model entrieskEseense Mappingsn page214.

Vendors section: Shows any vendassociated with this cost center. For more on
vendors, segendorson pagelo4

Printing CostCenters
You can print your current cost centers by clickingRhiat button inCoding
Definitions | Cost Centers This opens a window thaontains the following:

Filtering section: Options controlling what information will be included in the
report. You can only select [iyode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any moneinformation that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed dhe beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used fanformation that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font siz¢o be used for all standard characters in thet{ourn
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitheyiew
section, se&eport Controlon pager4.
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Item Adjustment Codes

From time to time, you may find it necessarytpadst Mai nBossd6s i nvento
For example, when you take a physical I nvent
counts of how much stock you have on hand for some items. As another example, when

you move items from one storeroom to another, you shaalord the transfer so that

Mai nBosso6s records continue to be an accur at
contains. Your organization may have a number of other common situations where

inventory levels need to be adjusted.

Some types of adjustmentsi¢h as changing the value of inventory items) have
specific entries in the MainBoss menu; other types must be handledissedianeous
adjustment. With these miscellaneous types of adjustments, MainBoss asks you to
specify aradjustment codthat tells vy the adjustment was required. Here are some
sample adjustment codes:

Breakage

Theft

Transferred to other department
Physical count adjustment

By assigning adjustment codes to adjustments, you can track special adjustments and
calculate their cost tgour organization.

Viewing Adjustment Codes

You open the Adjustment Code table viewer vithding Definitions | ltems |
Adjustment Codes The window contains the following:

View section: Shows the list of current adjustment codes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by descriptioniclagain to
reverse the order.

Details section: Shows details from the selected record.

Adjustments section: Shows adjustment transactions that actually use the
selected adjustment code. For more information)\&geng ltem
Adjustment®n page38.

Physical Countssecton: Shows physical counts that use the selected
adjustment code. For more information, seording Physical Counts
page89.

Defaults for Item Adjustment Codesection: Shows any defaults to be used when
creating new adjustment codes.
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Editing Adjustment Codes

You create or modify adjustment codes using the adjustment code editor. The usual way
to open the editor is to clidkew Item Adjustment Code or Edit in theView section
of Coding Definitions | Items | Adjustment Codes

The adjustment code editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the adjustment code.

Cost Center. The cost center to be used when adjesiis use this code. For
more on cost centers, s€est Centeran paged4.

Comments Any comments you want to associate with the adjustment code.

Adjustments section:Shows any adjustments that use this adjustment code. For
more information, seklaking ltem Adjustments pages8.

Physical Countssection: Shows any physical counts that use this adjustment code.
For more information, seeecording Physical Counts) pageso.

Making Item Adjustments

Inventory adjustments are necessary when you neegdod a change in your

inventory that 1isndét handled by standard op:¢
break an item, you should record the loss with an inventory adjustment. This ensures

that your inventory records remain up to date.

You donothave to record inventory adjustments for standard operations like usin
items during the course of a work order.

To record an adjustment, goltems | Storeroom Assignmentor Coding Definitions

| tems | Storeroom Assignmentsand select the record for the item and the storeroom
where you want to make an adjustment. Clickt to open the storeroom assignment
recor d. Th e nActviy rsetiorh drop the arrow otllévsPhysical Count
and clickNew Item Adjustment. This opens a window where you can record
information about the adjustment.

There are other ways to get to the same window. For example, you can start fromp an
adjustment code recorhd clickNew Item Adjustment in the Adjustments section.

The window contains the following:

Entry Date: A readonly field giving the date that this record was created.
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Effective Date Theeffectivedate when the adjustmietook place. By default, this
is ¢t to the current date and time, but you can set it to some other date/time.

Creator: Areadonl y field giving your user name. T
accounting history to show who made the adjestin

StorageAssignment A storeroom assignment record indicating the item and
storeroom where the count should be changed. For more on storeroom
assignment records, se&reroom Assignmends paged9.

Adjustment Code: The adjustment code used for this adjustment. For more on
adjustmencodes, segem Adjustment Codes) pages7.

Quantity : The new quantity on hand in the storeroom. (Remember that quantity on
hand is the quantity actually present in the storeroom.)

On Hand: Readonly fields giving the quantity of the item on hand in the given
storeroom, plus the unit cost and totastco

Calculated On Hand Cost A readonly field giving the cost of changing from the
ol d quant i Quantity®w, tthaes emcd worm Mai nBossbds exi s
information for the item. For example, if you are decreasing the quantity by one
because you broke n i Cadcutlgted@n HandCosto i s t he expected
the broken item.

Use @alculated On Hand cost If this box is checkmarked, MainBoss will use
fiCalculatedOn HandCostbh as t he act ual cost of t he a
use some oth r cost , | eave t@Goed® box bl ank and fi

Cost The cost involved in the adjustment. For example, if the adjustment is
necessary because you broke an item, this is the cost of the broken item. You
can f i UditCaosto t b &he Gost of a single unit of the item) or the
fiTotalCostd (t he tot al cost of the adjustment)
MainBoss automatically fills in the other column. If you checknmask
calculated On Hand cost, MainBoss automatically fills in b columns.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Acgcounting license key. For more, see
Accounting Facilitieon page?0.

Recording Physical Counts

Most organizations occasionally take inventory, to make sure that computer records

match whatoés actually in each storeroom. | f
guantity of an item and the actual quantity on hand, you psgsical ountrecord to

state the actual quantity.
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To record a physical count, goltems | Storeroom Assignmentor Coding

Definitions | Items | Storeroom Assignmentsand click on the record for the storeroom

and item whose count you want to record. Clickit o open t he codebs rec
i n t he Adtwic seatiahbclickNew Physical Count This opens a window

where you can record the resultsyotir physical count. The window contains the

following:

Entry Date: A readonly field giving the date that this record was created.

Effective Date The effective date when the physical count took place. By default,
this is set tdhe current date and time, but you can set it to some other date/time.

Creator: Areadonl y field giving your user name. T
accounting history to show who recorded the physical count.

Storeroom Assignment A storeroom assignment record indicating the item and
storeroom where the count was taken. For more on storeroom assignment
records, se&toreroom Assignments paged9.

Adjustment Code: A readonly field identifying the adjustment code used for this
physical count. For more on adjustment codes|isee Adjustment Codes
page87.

Voided on: A read-only field giving the date on which this physical count was
voided, if applicable.

Void Code: A readonly field giving the void code used to void this physical count
record, if applicable.

Quantity : The new quantity on hand in te®reroom, as determined by the
physical count.

Item Pricing and Purchasing History. This area lets you specify a pricing record
for the item you want to purchase. Pricing records may be price quotes or actual
prices paid in the past. (For more aitp quotes, seeem Pricingon page369.)

At the bottom of ths area is a dregown list which will display storage
assignments based on Stotage Assigpnmendb nar s@aeci f i ¢
By choosing appropriate options, you can reduce the entries that are shown in

the dropdown list, making it quicker and easie choose the one you want. The

possible options are:

Do not include Purchasing History If you checkmark this box, the drajmwn
list will only contain price quotes. If you leave the checkbox blank, the drop
down list will also contain actual ges paid to vendors in the past.

Drop-down list: Thedrogd own | i st attemtPhcegamchd of t he A
Purchasing Historyd ar ea shows pricing records t
have specified.

F

On Hand: Readonly fields giving the quantitgxpected in the given storeroom and
the price for that quantity.
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Pricing Basis Readonly fields giving pricing information frorthe record selected
i nitenfi Pricing and Purchase Historyo .

Calculated Item Price Cost A readonly field giving the unit cost and total cost of

new quantity on hand, as calculated from existing MainBoss pricing
information.

Usecalculated item price cost If this box is checkmarked, MainBoss will use

fiCalculated Cosb as t heo factt heQuanitwoesnn If you want t

use some ot her cost , Casave the box

bl

Cost The c ostQuartityot.h eY ogui vceandnifiCastb | ¢ D humh e
(the cost of a s i nTptaleCostonh¢ totalodst oftthee i t e m)

adjustment). Whichever column you fill in, MainBoss automatically fills in the
other column. If you checkmailsecalculated item price cost, MainBoss
automatically fills in both columns.

From Cost Center, To Cost Center. Readonly fields telling the cost centers

involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting licensekey. For more, see

Accounting Facilitieon page?0.

Voiding Physical Counts

If you click Correct on a physical count record, Main&oopens a window where you
del ete the physical count. The physical
returns to what it was before you made the physical count adjustment.

can

The window for voiding a physical count contains:
Voided Physical Count Information taken from the physical count record being

voided.

Void Code: A code that explains why this physical count was voided. For more on

void codes, se€oid Codesn pagel08.

From Cost Center, To Cost Center. Readonly fields telling the cost centers

involved in this operation. MainBoss createsammting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Aacounting license key. For more, see

Accounting Facilitieon page0.

Printing Adjustment Codes

You can print your current adjustment codes by clickingPthiet button inCoding
Definitions | Items | Adjustment Codes This opens a window that contains the
following:
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Grouping and Sorting section: Options controlling how the report is organized.
You can onlygroup byCost Centerandsort byCode

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesOescending.

Filtering section Options controlling which codes will be included in the report.
The only optios areselecting byCodeandCost Center.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in theeport.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that willbe used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostlynit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that i1isnd6t a heading).

ShowcheckboxesA list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays aisual preview of the report. If you click thi&eview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiiteiew
section, seeReport Controlon pager/4.

Item Categories

The Item Categories table lets you group inventory items together by type or function.
Here are some examples of item categories:

Filters

Belts

Lubricants
Plumbing supplies
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While it is not necessary to create any such categories, most MainBoss users find that
such classes are a helpful method of organization. In particular, you camveotbry
reports by item category to see how much you spend on each category. This may help
you make informed decisions about managing your maintenance inventory.

Note: Item categories are used when entering information about inventory items. JFor
furtherinformation on inventory items, séeventory ltenRecord on page366.

Viewing Item Categories
You view item categories witBoding Definitions | ltems | Categories The window
contains the following:

View section: Shows the list of current item categories.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this headig to sort the list by description. Click again to
reverse the order.

Details section: Shows details from the selected record.
Items section: Shows items that belong to the selected item category.

Defaults for Item Category section: Shows any defaults to be used when creating
new item categories.

Editing Item Categories

You create or modify item categories using the item category editor. The usual way to
open the editor is to clickew Item Category or Edit in theView section ofCoding
Definitions | Items | Categories

The tem category editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the item category.
Comments Any comments you want to associate with the item category.

Items section: Shows any items that use this item category. For more on items, see
Inventory ItenRecord on page366.
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Printing Item Categories
You can print your current item categories by clickingRhiat button inCoding
Definitions | Items | Categories This opens a window that contains the following:

Filtering section: Options controlling which categories will be included in the
report. The only option is selecting Byde.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be usedf most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly urspecifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more omgghePreview
section, se&eport Controlon pager4.

Issue Codes

Issue Codes specify reasons for issuing items from your inventoryn@$tecommon

case, of course, is when an item is issued for use on a work order. However, there are
other situations in which you may issue materials from your inventory. For example, a
rental management company might issue inventory items directly tat$eioa simple

jobs that the tenants can do on their own (e.g. changing light bulbs). You might also
remove materials from inventory in this way if they are being given to another
department.

Here are some sample issue codes:

Purchased by tenant
Transfer red to other department
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In order to use issue codes, you must create an issue record. For mor®gjisgetems

on paged’.

Adjustment Codes vs. Issue CodeSFher eés no clear dividing |
and item adjustmerdsi t 6s up to you when to describe so
to describe it as an adjustment. However, we suggest the following principle: call it an

issue when you expect that the item will actually be usethd@pesrby a tenant or

another department), and otherwise call it an adjustment. For example, if you give a

tenant some spare | ight bulbs to use when ng¢
bulb, write it up with an adjustment.

(Note that adjustmentsn either add or subtract from the stock on hand, while issues
always subtract.)

Viewing Issue Codes
You view issue codes witioding Definitions | Items | Issue CodesThe window
contains the following:

View section: Shows the list of current issue codes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again
reverse the order.

Details section: Shows details from the selected record.

Issuessection: Shows issue transactions that actually use the selected issue
code.

Defaults for Item Issue Codesection: Shows any defaults to be used when creating
new issue codes.

Editing Issue Codes

You create or modify issue codes using the issue code editor. The usual way to open the
editor is to clickNew Item Issue Codeor Edit in the View section ofCoding
Definitions | Items | Issue Codes

The issue codeditor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the issue code.
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CostCenter: The cost center to be used when item issues use this code. For
more on cost centers, s€est Centeran paged4.

Comments Any comments you want to associate with the issue code.

Issuessection: Shows any issues that use this issue code. You can b\ttiem
Issuebutton in this section to creaa new issue. For more, degsuing ltem®n
pageo’.

Printing Issue Codes

You can pmnt your current issue codes by clicking faent button inCoding
Definitions | Items | Issue CodesThis opens a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.
You can onlygroup byCost Centerandsort byCode

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section Options controlling which codes will be included in the report.
The only optios areselecting byCodeandCost Center.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in theaport.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will beised for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly irspecifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Dsplays a visual preview of the report. If you click theview
button, you automatically go to this section.
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ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiteiew
section, se&eport Controlon pager4.

Issuing Items

Inventory items are usually used in the course of a work order. However, you might
occasionally use items for other purposes, as describeslia Codesn paged4. To
record such a usage, you must tezemissuerecord.

You can create an issue record by gointidms | Storeroom Assignmentor Coding
Definitions | Items | Storeroom Assignmentor by usingNew Item Issuein the
Resourcessection of a work order. Select the storeroom assignment corresponding to
the item and the storeroom where the issue took place. Eilitko open the storeroom
assignment record and then cligkw Item Issue MainBoss will open a window

where you can record information about the issue action. The window contains the
following:

Entry Date: A readonly field giving the date that this record was created.

Effective Date The date when the issue took plaBg.default, this is set to the
current date and time.

Creator: Areadonl y field giving your user name. T
accounting history to show who recorded the issue.

StorageAssignment A storeroom assignemt record indicating the item issued and
storeroom from which it was taken. For more on storeroom assignment records,
seeStoreroom Assignments paye 99.

Issue Code The code to be used for this issue. For more on issue codéssisee
Codeson page94.

Issue Ta The person to whom the item was issued. This should be someone from
your Employeestable. For more, seéemployee®n page?215.

Quantity : The quantity being issued.

On Hand: Readonly fields giving the gantity that will remain in the storeroom
after the issue takes place, plus the cost of that quantity.

Calculated On Hand Cost Readonly fields giving the expected cost of
fiQuanttyd0 as cal cul ated from existing price

Use @lculated On Hand cost If you checkmark this box, MainBoss will fill in the

AThisEntryd | i ne with figures cal ©ol ated from
Hando | i ne. Ot her wiTlséEntryy owomusea | ff i | | i n A
ThisEntry: The ¢ ostQuantityot.h eY ogui vceandnifiCastb | in the A

column (the cost of a Tatal Gogiol e( tuhnei tt ootfa It hceo
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of the adjustment). Whichever column you fill in, MainBoss automatically fills
in the other column. Ifqu checkmarlJsecalculated On Hand cost,
MainBoss automatically fills in both columns.

As Corrected If there has been a correction for this record, this linehaiie read
only fields givingthe corrected values.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting license key. For more, see
Accounting Facilitieon page?0.

Correcting Item Issues

To correct an Item Issue, you select the issue record where it appears, e.g. in the
Activity section é a storeroom assignment record. (For more Seegzroom
Assignmentsn paged9.) Then clickCorrect. This opens a window where you can
correct the record:

Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time when the item was issued.

Creator: Areadonl y field giving your user name.
accounting history to show who made the correction.

StorageAssignment A readonly field giving information from the original item
issue record.

Issue de A readonly field giving the issue code from the original item issue
record.

Issue Ta A readonly field giving the person to whom the item was issued (in the
original item issue record).

Quantity : Corrects the quantity actuallyissued Ty pi cal | yAs you f i |
Correctedo f i el d with the correct quantity
originally recor ded.ThisTEnteyo awit ehnabheveifkerl
between the quantity you originally entered and thedquamtity issued.

For example, suppose you really issued 3 but you accidentally typed 1 in the

original recor Als.Corréaredd cwoi utlhd 3f i(Itlhei ncofr r ect
f il ThisEmryoih wi th 2 (the difference between
ard t he tr uThisEntrydn tmatyy o.e @ negative number

typed in too much.

| f y o uAsCoarrecteddoi, n Miai nBoss adUhsEmgad i zad | y set

vice versa.
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On Hand: Readonly fields giving the quantity that will remain the storeroom
after the issue takes place, plus the cost of that quantity.

Calculated On Hand Cost Readonly fields giving the expected cost of
fiQuanttyd0 as cal cul ated from existing price

Use @lculated On Hand cost If you checkmark this box, MainBoss will fill in
fiThis Entry0 a AsdCorfectedd wi t h t he v alCalaustedobt ai ned
On Hand Cost . I f you dondét want to use these
bl ank aihisEftryd | AsiCoffectedd .

This Entry, As Corrected: Corrects the actual cost (if necessary). Typically, you
fil AsCorrecteildo wi t h the correct cost of the ¢
alternati vieisbntsyot wi thlthendiffference bet we
originally entered and the true cost.

| f y o uAsCarrecteddoi, n Miai nBoss adUhsEmyad i zmad | y set
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting licensekey. For more, see
Accounting Facilitieon page?0.

Storeroom Assignments

Storeroom assignment records specify where specific items may be stored. In addition,
these records spify control information for the storage locations.

For example, a storeroom assignment record 1
3 in Storeroom 10. The record specifies whi
information such as the maximuquantity that should be stored in that location and the

minimum amount you always want to keep on hand. In other words, a storeroom

assignment record specifies:

[ Atype of item (for more on inventory items, deeentory ltenRecord on page
366)

1 One location where that item is stored; fbisation must be a storeroom or a
sublocation within a storeroom (for more on storeroomssggeroom®n page
105

(1 An item pricing record giving price information about the item (8&e Pricingon
page369

[ Information about the quantity that can be or should be stored in that location

If the sane type of item is stored in several locations, you must have a storeroom
assignment for each place.
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When you reserve materials for use in a job, you specify a storeroom assignment record,

not just the item itself . yltemobtheheguredwor ds, vy«
type, you reserve specific items in specific locations. This ensures that you know where

to get the materials you need, and that s ome¢
Note: A storeroom assignment record does not specify the actaatityuof an item

thatds currently in a particular | oclati on. I
are allowed to be stored. For exampllje, a st

be stored i n Bi n Notstate t(héhcarrdmguargity. gHowevemyou |d 0 e s
can use @hysical counto record information about the quantity in a particular
location. For more, seeecording Physical Count page39.

Permanent vs. Temporary Storage LocationsStoreroom assignments deal with
permanenstorage locations, as opposedamporarystorage locations. Temporary
storage locations are used in the short term to store materials before and during a
specific job; permanent storage locations are used in the long term to store materials
that might be used ianyjob. For more on tengrary storage locations, séemporary
Storage Locationen page320

Viewing Storeroom Assignments

You view storeroom assignments withms | Storeroom Assignmentor Coding

Definitions | Items | Storeroom Assignments The window contains the following:
View section: Shows the list of curreribseroom assignments.

Code Depicts the location of items using a location map. The picture only
shows locations that contain storerooms, the storerooms themselves,
sublocations within the storerooms, and items at such sublocations. For more
on storeroomsseeStoreroomsn pagelos

Description: A description of the item, as given in the item record.
Details section: Showsdsic information from the selected record.

Activity section: Shows inventory activity for the selected item in the specified
storeroom.

Defaults for Storeroom Assignmentsection: Shows any defautts be used when
creating new storeroom assignments.

Editing Storeroom Assignments

You create or modify storeroom assignments using the storeroom assignment editor.
The usual way to open the editor is to clidkw Storeroom Assignmentor Edit in the
View section ofitems | Storeroom Assignmentsr Coding Definitions | Items |
Storeroom Assignments
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The storeroom assignment editor window contains the following:
Details section: Shows basic information for the record.

Item: The inventory itemwh®e | ocati on youdre recording
inventory items, segventory ltenRecord on page366.

Location: A storeroom where the item may be stored. For more on storerooms,
seeStoreroom®n pagelos

Preferred Pricing: A price or price quote on theeitn Typically, this is used to
indicate the vendor from whom you prefer to purchase the Femmore on
item pricing, seétem Pricingon page369.

Minimum : The minimum quantity of this item that you want to keep on hand in
this location.

Maximum: The maximum quantity of this item that you want to keefhand
in this location.

Readonly fields: Show current information on the items actually stored in the
given storeroom, including quantities on haowl,orderon reserve, and
pricing information.

Cost Center. The cost center to be used for holding costs associated with this
item and storeroom. For more on cost centersCsee Centeran paged4.

Activity section: Shows any changes to items in the given location (e.g. items
issued for use in work orders, or received from incoming shipments). This
section als lets you record various activities for the items.

New Physical Count Opens a window where you can record the quantity of the
item that is actually present in the storeroom. For more on recording
physical counts, seeecording Physical Counts page39. The button also
has the following on its drojlown arrow:

New ltem Adjustment: Opens a window where you can record an
adjustment to the quantity that is present in the storeroom. For example,
if you accidentally break an item, you can use this to record the
breakage. For mre on itemadjustmentsseeMaking ltem Adjustments
on pages8.

Correct: Opens a window where you can make a correction to an existing
activity record.

New Item Issue Opens a window where you can record the issue of an item,
i.e. using an item fosome purpose thats nndatwork order. For more on
item issues, selesuing ltem®n page7. The button also has the following
on its dropdown arrow:
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New Item Transfer To: Transfers a quantity of this item from the current
storeroom to another storeroom. For morenmiation, sed ransferring
Items from One Storeroom to Anotloer pagel02

New Item Transfer From: Transfers a quantity of this item from another
storeroom to this one.

Receive Records the receipt of an item. For more information, see
Receiving Itemen page315

Refresh Updates the list toeflect any recent changes.

Transferring Items from One Storeroom to Another

You record the transfer of items from one storeroom to another with an item transfer
record. To create such a record, ywbart with a storeroom assignment record (see
Editing Storeroom Assignmerds pagel00). In theActivity section, drop the arrow on
New Item Issueand click eitheNew Item Transfer To or New Item Transfer From.
MainBoss opens a window containing the following:

Entry Date: A readonly field giving the date that this record was created.

Effective Date The date when the transfer took place. By default, this is set to the
current date and time.

Creator: A readonly field giving your user name. Thiswilpagp ear i n Mai nBoss
accounting history to show who made transfer

From StorageAssignment A storeroom assignment record indicating where the
item came from. (This is reazhly if you opened this window usiridew Item
Transfer To.)

To StorageAssignment A storeroom assignment record indicating where the item
is going. (This is readnly if you opened this window usirgew Item
Transfer From.)

Quantity : The quantity being transferred.

Readonlyfields Gi ve the current quantity of cost
Aitoo storerooms.

Manually Enter Cost: If you select this option, you must enter the cost of the
transf er rTaiglEnrypems i n A

Use @lculated &romd0On Hand cost If you select this option, the cost of the

transferred items wil/|l CaculatedFomd at ed fr ol
On Hand Cosb .

Usecalculated 6ro6On Hand cost If you select this option, the cost of the

transferred t e ms wi | | be c¢al c uQalauaeddilobOnom t he un
Hand Cosb .
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ThisEntry: The ¢ ostQuantityot.h eY ogui vceanbnifiCastb| i n t he
column (the cost of a Tatal Gogo e( tuhnei tt ootfa It hceo
of thetransfe). Whichever column you fill in, MainBoss automatically fills in
the other column. If you checkmallse @lculatedd Fr o mé OuastoHa nd ¢
Use cal cul at ed ,MdnBadss a0tmatidaldy filld in looth s t
columns with the appropriate sto

As Corrected: If there has been a correction for this record, this line will have read
only fields giving the corrected values.

Corrections of Item Transfers

To correct an Item Transfer, you select the transfer record where it appears, e.g. in the
storeroom assignments section of the item record. (For moregdgesy Item Records

on page368) Then clickCorrect. This opens a window where you can correct the
record:

Entry Date: A readonly field giving e date that this record was created.
Effective Date The date/time when the item was transier

Creator: Areadonl y field giving your user name. T
accounting history to show who made twgrection

From StorageAssignment A readonly field giving the original location of the
items transferred.

To StorageAssignment A readonly field giving the destination of the items
transferred.

Quantity : Corrects the quantityactlay t r ansferred. TMypically,
Correctedo fi el d with the &tbhecarmdtquantitgast i ty tr a
opposed to the quantity you originally recorded. The alternative is to fill in
AiThisEntryd0 wi t h t he di f f e tygouoriginallyernterede n t he g
and the true quantity.

For example, suppose you really transferred 3 but you accidentally typed 1 in

the original re®sCodectedYowi cbuB8d(fhélconr éc
number ) This Enfryiol Ilwiitm R (betiveenwhatfioler enc e
originally typed THsEdiryd hmmay rlue a@mumedgatiyye
if you originally typed in too much.

| f y o uAsfarréctedoi, n Mai nBoss aUhisEmga i zmd |l y set
vice versa.

Readonly fields:Gi ve t he current quantity of cost o
iftoo storerooms.

Manually Enter Cost: If you select this option, you must enter the cost of the
transf er rTaislEnirybe ms i n
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Use @lculated &=rom60On Hand cost If you select this option, the cost of the
transferred items wil/l CaculatedtFomd at ed fr ol
On Hand Cosb .

Use cal cul at e astyowselectthis optianytkhe cast of the
transferred items/i | | be cal cul at €aculitedélfadOn he uni t (
Hand Cosb .

This Entry, As Corrected: Corrects the actual cost (if necessarigu only need to
fill in these fields if you selected tiidanually Enter Cost option.

Typically, yau f i AslCorrectedoi wi t h t he correct cost of
guantity. The aThis&nmryoatwivteh itshet odiffiflelr einnc e
the cost you originally entered and the true cost.

| f y o uAsfarrécteddi, n Mai nBoss aUhisEmya i zmd | y set
vice versa.

Printing Storeroom Assignments

You can print your current storeroom assignments by clickingtime button inltems
| Storeroom Assignmentsor Coding Definitions | Items | Storeroom Assignments
This opens a window that contains the following:

Grouping and Sorting section: Options controlling howetreport is organized.

Group by list: These options determine how the report is broken into sections.
For example, if you seletiem Category, the report will have a separate
section for each category.

Sort by list: These options determine how items amdex] within each section.
For example, if you sele€thysical Count Sheet Sort Ordeyitems will be
sorted according to the order positions specified in the item records.

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which storeroom assignment records will be
included in the report.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.

Storerooms

A storeroom is any location where you keep inventory materials. If you have more than
one storeroom, it o6s dishvsioreraosnicontainswhichitema nt t o |
so that workers can find the materials they need.

Before you create a storeroom record, you should create a location record for the room
(in theLocationst ab |l e) . Herebs an exampl e:

1. Create d.ocationsrecord for Room 101.
2. Create a@&toreroomsrecord specifying that Room 101 is an inventory storeroom.

A storeroom can contain sublocations. For example, if you number the bins or shelves
within a storeroom, each bin or shelf can be a sublocation of tleeatan itself. If you
specify that a particular location is a storeroom, all the sublocations are considered valid
possibilities forstoreroom assignmentSor more, se&toreroom Assignments page

99

Permanent vs. Temporary StorageStorerooms are considerpdrmanenstorage
facilities. MainBoss also has the conceptashporarystorage facilitied places where
items are stored for short periods of time in preparation for being used on a job. For
more informationseelemporary Storage Locations page320.

Physical Count Sheet Sort Order A physical count she&t a printout designed to

help you perform a physical inventory count. Each storerooordenay have aort

order number that determines where the storeroom will appear in a physical count

sheet. For example, a storeroom numbered 1 would appear first on the count sheet; a

storeroom numbered 2 would appear second, and so on. (More prebsatprerooms

are sorted from | owest sort order number to
and if some of the numbers arendt consecuti

- 105-



Viewing Storeroom Records
You view storeroom records withoding Definitions | ltems | Storerooms The
window contains the following:

View section: Shows a location map that lists current storerooms.

Code Click this heading to sort the map by code. Click again to reverse the
order (from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Storeroom Assignmentssection: Shows storeroom assignments associated with
the selected storeroom. For more, Segeroom Assignmenis pagedo.

Temporary Storage and Itemssection: Shows temporary storage and
temporary assignments associated with the selected storeroom. For more, see
Temporary Storage Locatioms page320andTemporary Storage
Assignmentsn page320.

Defaults for Storeroom section: Shows any defaults to be used when creating new
storerooms.

Editing Storeroom Records

You create or modify storerooms using the storeroom editor. The usual way to open the
editor is to clickNew Storeroom or Edit in theView section ofCoding Definitions |
Items | Storerooms

The storeroom editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longerdescription of the storeroom.

Location: The actual location of the storeroom. Ttém be either a location
from the Locations tableor a unit from theéJnits table For more, see
Locationson pagel09andUnits on page349,

Physical Count Sheet Sort Order A number indicating where this storeroom
should appear in the physical count sheet fwutt Storerooms are prirtten
ascending order by sort order number. (For more information, see
Storeroom®n pagelis.)

Comments Any comments you want to associate with the storeroom.
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Storeroom Assignmentssection: Shows storeroom assignments associated with the
storeroom. For more, ségoreroom Assignmends page99.

Temporary Storage and Itemssection: Shows temporary storage and temporary
assignments associated with the storeroom. For moré esegorary Storage
Locationson page320andTemporary Storage Assignments page320.

Printing Storeroom Records

You can print your current storeroom records by clickingithet button inCoding
Definitions | Items | Storerooms This opens a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Sort by list: These options determine how entries are sorted within each section.
The only option is sorting b§ode.

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which storeroom records will be included in
the report. The only available option is selecting storerooni3oloiz.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that mightherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixedwidth characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anythidmg. t hat i sndét a hea

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.
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ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For neasn using th&review
section, se&eport Controlon pager4.

Void Codes

If you make a mistake when recording a physical count, MainBoss lets you void
(cancel) the physical count record. In this situation, you are asked to speaifly a

code This code explains why you decided to void the physical count. Here are some
sample void codes:

Mistake in counting
Mistake in number entry

Viewing Void Codes
You open the Void Code table viewer wittoding Definitions | ltems | Void Codes
The window contains the following:

View section: Shows the list of current void codes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again t
reverse the order.

Details section: Shows information from the selected record.

Defaults for Void Codesection: Shows any defaults to be used when creating new
void codes.

Editing Void Codes

You create or modify void codes using the void code editor. The usual way to open the
editor is to clickNew Void Codeor Edit in theView section ofCoding Definitions |
Items | Void Codes

The void code editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the void code.
Comments Any comments you want to associate with the void code.
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Printing Void Codes
You can print your current void codes by clicking Ehét button inCoding
Definitions | Items | Void Codes This opens a window that contains the following:

Filtering section: Options controlling which codes will be included in the report.
The only option is selecting kyode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted records If this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used fanost of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit speciitions). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visuakreview of the report. If you click théreview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteriew
section, se Report Controlon pager4.

Locations

TheLocationstable stores information aal locations used in your work. This
includes buildings, storerooms, addresses of vendors, and even the locations of the units
you maintain.

The simplest type of location isp@stal addressA record for a postal address stoaés
the usual address informatidrstreet address, city, country, etc.

A sublocationis a location inside another location. For example, suppose you have a
postal address record representing an office building. You might createatidsioc

records for each floor inside that building. You might then create more sublocations for
office suites on each floor; these recordsiaselethe individual floor records. You

could also create records for each room inside each office suite, and so
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This setup is similar to the way that folders under Windows can contain subfolders,

which can contain other subfolders, which can contain individual files. When MainBoss

di splays the Locations table, yesaméway see a |
that Windows Explorer shows the structure of your folders and files. This is called a

location map

In practice, you set up one or more postal address records first, then define locatjons
within each postal address.

Locationrecords are used extensively throughout MainBoss Advanced. Here are some
examples:

7 A contact record can have an associated | o
address information. The same goes for personnel records.

1 A unit record has a location recasdling where the unit is.

1 An item record can have multiple locations associated with it, indicating places
where the item is stored (i.e. what MainBoss Basic called storerooms).

In addition to the types of locations already discussed, MainBoss allouwslzen of
other location types:

1 Unitsmay be considered locations. For example, you can talk about the location of a
piece of equipment; for more, seeits on page349.

[1 Temporary storage locatiorese places where spare parts and other materials may
be stored before and during a spegiie. For more, se€emporary Storage
Locationson page320.

[0 Temporary storage locations for task® places where spare parts and other
materials may be stored every time you do a planned maintenance task. For more,
seeEditing Task Temporary Storage Assignmempagel60.

[ Storeroomsre locations where spare parts and other materials may be stored in the
long term (as opposed to just for a single job). For moresseeroom®n page
105

Viewing Locations
You view the locations witiCoding Definitions | Locations. (Both control panel
entries have the same information.) The display contains the following:

View section: Shows current locations using a location map. The main entries are
postal addresses. Each postal addressomatain sublocations which can
contain more sublocations, to any level necessary.

Code Click this heading to sort the list by code (i.e. the names associated with
postal addresses). Click again to reverse the order.
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Description: Click this headingo sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Contactssection: Shows contact people at the selected location. For more, see
Contactson page81.

Units section: Shows units at the selected location. For moré)rseeon page
349,

Storeroomssection: Shows storerooms at the selecteatioe. For more, see
Storeroom®n pagelos.

Temporary Storage and Itemssection: Shows temporary storage and
temporary storage assignments at the selected location. For more, see
Temporary Storage Locatioms page320andTemporary Storage
Assignmentsn page320.

New Postal AddressOpens a window to create a new postal address record.
Fields in the new record will either be blank or assigned default values (as
specified in thedefaults for Postal Addresssection).

New Sub Location Opens a window to create a new sublocation under the
currently selected location. Fields in the new record will either be blank or
assigned default values (as specified inRiéaults for Sub Location
sectian).

Defaults for Postal Addresssection: Shows any defaults to be used when creating

new postal addresses.

Defaults for Sub Locationsection: Shows any defaults to be used when creating

new sublocation records.

Viewing NoRTemporary Locations

In some situations, you will be asked to specify a-teonporary location. In particular,
if you are trying to define temporary
a location that can be u$éor temporary storage. In this case, MainBoss can display a

list of all your nont e mpor ary | ocations (i .e. al
location list).

The NonrTemporary Location viewer is exactly like the normal Locations viewer,

exceptt hat it doesnodot display temporary
Viewing Location®n pagel10. For more on temporary storage, Seenporary Storage

Locationson page320.
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Editing Postal Addresses

You create or modify postal addresses using the postal address editor. The usual way to
open the editor is to clickew Postal Addressor Edit in theView section ofCoding
Definitions | Locations.

The postal address editor contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two oeds may have the same
code.

Description: A longer description of the postal address.

Address Line 1, Address Line 2 The street address and any related
information (e.g. unit number).

City: The city containing the address.

Territory : Thestate or province containing the address.

Country: The country or region containing the address.

Postal Code The zip code or postal code for the address.

Comments Any comments you want to associate with the postal address.

Contacts section: Shows any contacts at this address. You can also create contacts
using this section, but you can only do so onceSauethe postal address
record. For more on contacts, seentactson page31.

Units section: Shows units at this location. For more, $eiés on page349.

Storeroomssection: Shows storerooms at this location. For moreSisgerooms
on pagelos

Temporary Storage and Itemssection: Shows temporary storage and temporary
storage assignments at this location. For moreJ seeorary Storage Locations
on page320andTemporary Storage Assignments page320.

Editing Sublocations

You create or modify sublocations using the sublocation editor. The usy&bwpen
the editor is to clicklew Sub Locationor Edit in theView section ofCoding
Definitions | Locations.

The sublocation editor contains the following:

Details section: Shows basic information for the record.
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Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the sublocation.

Contained Within: The location that contains this sublocation. This may be a
postal address or another sublocation.

Comments Any comments you want to associate with the sublocation.

Contactssection: Shows any contacts at this sublocation. You can also create
contacts using this section, but you can only do so onc&guoethe
sublocation record. For more on contasegContactson page3l.

Units section: Shows units at thisclation. For more, séénits on page349.

Storeroomssection: Shows storeoms at this location. For more, s&é®rerooms
on pagel0a

Temporary Storage and ltemssection: Shows temporary storage and temporary
storage assignments at this location. For more] seeorary Storage Locations
on page320andTemporary Storage Assignments page320.

Printing Location Information

You can print your current locations by clicking thent button inCoding Definitions
| Locations. This opens a window that contains thkowing:

Grouping and Sorting section: Options controlling how the report is organized.

Sort by list: These options determine how entries are sorted within each section.
The only option is sorting b§ode.

Sort Direction: Determinesvhether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which location records will be included in the
report.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed dhe beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

-113-



Fixed-width Font: The font that will be used fonformation that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizé¢o be used for all standard characters in thet-ourn
(i .e. anything that i1isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and fa actually printing the information. For more on using Emeview
section, se&eport Controlon pager4.

Purchase OrderAssignees

The purchase order assignee digécifies people who can be assigned to purchase
orders. Assigning someone to a purchase order means that person has some special
interest inthe purchase order; for more, seesignmentsn page30.

Viewing Purchase Order Assignee Records

You view purchase ordassigneeecords withPurchase Orders| Assigneeor
Coding Definitions | Purchase Orders| AssigneesThe window contains the
following:

View section: Shows the list of current records.

Name: Click this heading to sort the list lagsignee nam€lick again to
reverse the oragfrom ascending to descending or vice versa).

Business PhongeClick this heading to sort the list by business phone number.
Click again to reverse the order.

Mobile Phone Click this heading to sort the list by mobile phone number. Click
again to reverse the order.

Number New: Click this heading to sort the list by the number of new purchase
orders associated with the assignees. Click again to reverse the order.

Number In Progress Click this heading to sothe list by the number of in
progress purchase orders associated with the assignees. Click again to
reverse the order.

Defaults for Purchase Order Assigneesection: Shows any defaults to be used
when creating newurchase order assigneszords.
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Editing Purchase Order Assignee Records

You create or modify purchase ordesigneeecods by clickingNew Purchase
Order Assigneeor Edit in theView section ofPurchase Orders| Assigneeor
Coding Definitions | Purchase Orders| AssigneesThe editorcontains the following:

Details section: Contains basic information about this assignee.

Name The name of the assignee, selected fronCthetactstable For more on
contacts, se€ontactson pages1.

Business PhongMobile Phone Email: Information obtained from the
Contactst abl e once ydNamewe specified a i

Comments Any comments you want to associate witls assignee

Purchase Order Assignmentsection: Lists any purchase orders to whidh th
person has been assigned.

Printing Purchase Order Assignee Records

To print information from your Purchase Ordéyssigneedable, usé’urchase Orders
| Assigneesr Coding Definitions | Purchase Orders| Assigneesand clickPrint .
MainBoss opens a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how entries are organized into groups.
The only option is grouping hiyocation.

Sort by list: These options determine how entries are sorted within each section.
The only option is sorting byame.

Sort Direction: Determines whether sorting will go from lowest to highest
(Ascending or highest to lowesOesceming).

Filtering section: Options controlling which records will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that mightherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windystem and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.
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Font Size The font siz¢o be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is chetkked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pagera.

Purchase Order Miscellaneous

Purchase orders may contain miscellaneous line items, such as surcharges for extra

delivery or accounting fees. Before you can specify $inehtems on a purchase order,

you must create a fApurchase olngtemr. Thni scel | anc
record describes what thige item is, gives its cost, and tells which cost center should

be charged.

Note: There is no connection between purchase order miscellaneous items and work
order miscellaneous items. A purchase order miscellaneous itenicellyypn extra

cost associated with the act of purchasing (e.g. sales tax). A work order miscellapeous
item is typically an extra cost associated with doing a job (e.g. parking for a worker).

Viewing Purchase Order Miscellaneous Records
You view fipurchase or deodinmbesntiens|Padnas® us o r ec (
Orders | Miscellaneous The window contains the following:

View section: Shows the list of current recards

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Unit Cost: Click this heading to sort the list by unit cost. Click again to reverse
the order.

Defaults for Miscellaneous Itemsection: Shows any defaults to be used when
creating newniscellaneous item records
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Editing Purchase Order Miscellaneous Records

You create or modify ApurchaseNewr der mi
Miscellaneous Itemor Edit in theView section of Coding Definitions | Purchase
Orders | Miscellaneous The editor contains the following:

Code A brief code to identify this record. No two records may have the same code.

Description: A longer description of the miscellaneous item.

Order Line Text: The entry that should appear in a printed purchase order when
this item is included.

Cost Center. The cost center to be used for the cost of this item. For more on cost
centers, se€ost Centersn page34.

Unit Cost: The cost of one of these itentis.many cases, you migtgave this
blank; you will fill in the cost when you actually use this record in a purchase

order.
Comments Any comments you want to associate with the item.

Printing Purchase Order Miscellaneous Records

To print information from your Purchase Orders Miscellaneous tabl&; asag
Definitions | Purchase Orders| Miscellaneousand clickPrint. MainBoss opens a
window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how entries are grouped in the report.
The only option is grouping b§ost Center.

Sort by list: These options determine how entries are sorted within each section.

The only option is sorting bgode
Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowestOescending.

Filtering section: Options controlling which records will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, delétrecords are omitted from the report.

Title: The title to be printed at the beginning of the report.
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both YWirdows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and ywimter.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a baxcheckmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.
Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to thisction.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.

Payment Terms

MainBoss purchase ordezanspecify payment terms. The Payment Terms tidtie
all the payment terms that might be used by your organization, so that these terms may
appear on purchase orders. Sample payment terms might include

Pay on receipt
C.O.D.
Net 30
Net 60
Net 90

Note: For more on creating purchase orders with MainBossysegase Ordersn
page377.)

Viewing Payment Terms
You view the payment terms withoding Definitions | Purchase Orders| Payment
Terms. The window contains the following:

View section: Shows the list of current payment terms.

Code Click this heading to sort the list by codeicklagain to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.
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Purchase Orderssection: Shows purchase orders that beestlected payment
term codeFor more on purchase orders, Seechase Ordersn page377.

Defaults for Payment Termsection: Shows any defaults to be used when creating
newpayment termrecords.

Editing Payment Terms

You create or modify payment terms using the payment term editor. The usual way to
open the editor is to clickew Payment Term or Edit in theView section ofCoding
Definitions | Purchase Orders| Payment Terms

The payment term editor contains the following:
Code A brief code to identifyhis record. No two records may have the same code.
Description: A longer description of the payment term.
Comments Any comments you want to associate with the payment term.

Purchase Orderssection: Showsrey purchase orders that use this payment term.
For more on purchase orders, Seechase Ordersn page377.

Printing Payment Terms

You can print your current payment terms by clickingRhiat button inCoding
Definitions | Purchase Orders| Payment Terms This opens a window that contains
the following:

Filtering section: Options controlling which records will be included in the report.
The only option is selecting iyode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deletedords are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windgstes and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.
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Font Size The font siz¢o be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this sea.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Shipping Modes

When you create a purchase order with MainBoss, it is often useful to specify how the
goods should be shipped. Thegting Modes table lists all the shipment methods that
your organization might request, making it possible for these terms to appear on
purchase orders. Here are some examples:

Standard freight
Overnight courier
Pick - up
Regular malil

Note: For more on creating purchase orders with MainBossyseghase Ordersn
page377.)

Viewing Shipping Modes
You view shipping modes witBoding Definitions | Purchase Orders| Shipping
Modes The window contains the following:

View section: Shows the list of current shipping modes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows basic information about the selattede

Purchase Orderssection: Shows purchase orders that use the selected shipping
mode.For more on purchase orders, Segchase Ordersn page377.

Defaults for Shipping Mode section: Shows any defaults to bedisénen creating
newshipping modeecords.

-120-



Editing Shipping Modes

You create or modify shipping modes using the shipping mode editor. The usual way to
open the editor is to clickew Shipping Mode or Edit in the View section ofCoding
Definitions | Purchase Orders| Shipping Modes

The shipping mode editor window contains the following:
Details section: Specifies basic information about the shipping mode.

Code A brief code to identify this record. No two records rhaye the same
code.

Description: A longer description of the shipping mode.
Comments Any comments you want to associate with the shipping mode.

Purchase Orderssection: Shows any purchase orders that usestipping mode.
For more on purchase orders, egchase Ordersn page377.

Printing Shipping Modes

You can print your current shipping modes by clickingRhiet button inCoding
Definitions | Purchase Orders| Shipping modes This opens aindow that contains
the following:

Filtering section: Options controlling which records will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any moneinformation that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed dhe beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used fanformation that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font siz¢o be used for all standard characters in thet{oum
(i .e. anything that isndét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.
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ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon pager4.

RequestAssignees

The request assignee list specifies people who can be assigned to reqsa&stsigAs
someone to a request means that person has some special interest in the request; for
more, seé\ssignmentsn page30.

Viewing Request Assignee Records

You view regiest assignee records wigequests Assigneer Coding Definitions |
Requestg AssigneesThe window contains the following:

View section: Shows the list of current records.

Name Click this heading to sort the list by assignee name. Click again to
reverse the order (from ascending to descending or vice versa).

Business PhoneClick this heading to sort the list by lesss phone number.
Click again to reverse the order.

Mobile Phone Click this heading to sort the list by mobile phone number. Click
again to reverse the order.

Number New: Click this heading to sort the list by the number of neyuests
associated with the assignees. Click again to reverse the order.

Number In Progress Click this heading to sort the list by the number ef in
progress requests associated with the assignees. Click again to reverse the
order.

Defaults for Reguest Assignesection: Shows any defaults to be used when
creating new request assignee records.

Editing Request Assignee Records

You create or modify request assignee records by clidking Reguest Assigneer
Edit in theView section ofRequestsg Assigneeor Coding Definitions | Requesty
AssigneesThe editor contains the following:

Detalls section: Contains basic information about this assignee.

Name The name of the assignee, selected fronCilvetactstable For more on
contacts, se€ontactson page81l.Business PhongMobile Phone Email:
Information obtained from th€ontactst abl e once youdve
fiNameo .
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Comments Any comments you want to associate with this assignee.

Request Assignmentsection: Lists any requests to which this person has been
assigned.

Printing Request Assignee Records

To print information from your Requests Assignees tableRaspiests Assigneeor
Coding Definitions | Requestg Assigneesand clickPrint. MainBoss opens a window
that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how entries are organized into groups.
The only option is grouping hiyocation.

Sort by list: These options determine how entries are sorted within each section.
The only option is sorting bame.

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesescending.

Filtering section: Options controlling which records will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specificat&). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview sedion: Displays a visual preview of the report. If you click Breview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
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and for actually printing the information. For more on ushePreview
section, se&eport Controlon pager4.

Request Priorities

When you create a work request withiNBoss, it is often useful to specify how urgent
the job is. The Request Priorities table lists priorities that may be assigned to the
request. Here are some examples:

Immediately
Within 8 hours
Within 24 hours
When time permits

|Note: For more on work mguests with MainBoss, sé&questean page238.)

Every request priority may have a rakkrank is a number used to sort priorities by
urgency Give the most urgent priority the lowest numlban example, yo might give

the most urgent priority a rank of 1, the next most urgent a rank of 2, and so on.
However, the rank numbers dot have tostart at 1 and they do not haveb®
consecutive; you might give the most urgent priority a rank of 10, the nexungesit

a rank of 20, and so on. This leaves room so that you can add new priorities between
existing prioritiesjn future

The priorities available for work requests may be different from the priorities used for
work orders. For more on work order prias, see/Nork Order Prioritieson page23.1L

Viewing Request Priorities
You viewrequest priorities witlCoding Definitions | Requestg Priorities. The
window contains the following:

View section: Shows the list of current request priorities.

Code Click this heading to sorhe list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Rank: Click this heading to sort the list by rank. Click ag reverse the
order.

Details section: Shows information from the selected record.
Reguestssection: Shows work requests that use the selected request priority.

Defaults for Request Priority section: Shows any defaults to be used when
creating new request priorities.
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Editing Request Priorities

You create or modify request priorities using the request priority editor. The usual way
to open the editor is to clidkew Request Priority or Edit in theView section of
Coding Definitions | Requestg| Priorities.

The request priority editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No dwecords may have the same
code.

Description: A longer description of the request priority.

Rank: A rank number to associate with this recdrde most urgent priority
should have the lowest number and less urgent priorities should have
increasingly higher numbers. Ranks do not have to start at 1 or be
consecutive.

Comments Any comments you want to associate with the request priority.

Requestssection: Shows any requests that use this priority. For more on requests,
seeRequesteon page?238.

Printing Request Priorities
You can print your current request priorities by clicking et button inCoding
Definitions | Requestg| Priorities. Thisopens a window that contains the following:

Filtering section: Options controlling which priorities will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money infonation that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning loé treport.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information thatfprinted with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.
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Font Size The font siz¢o be used for all standard characters in the {ourmt
(le.anythh g t hat i sndét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Requestors

A requestolis someone who is authorized to submit work requests directly to the
maintenance department. This may be someone in another department of your
organization or a customer served by your orzgtion.

Before adding someone to the requestor list, you should create a record for that person
intheContactslistd you record the personbés contact inf
the person is an authorized requestor. For more on contactsyiseetson page3l.

Licensing RequestorsiYour MainBoss RequestsServicelicense will specify the
maximum number of entries allowed to receive acknowledgements ltethesstors
list.

Viewing Requestor Records
You view requestors witoding Definitions | Requests Requestors The window
contains the following:

View section: Shows the list of current requestors.

Name Click this heading to sort the list by name. Click again to reverse the
order (fromascending to descending or vice versa).

Business PhoneClick this heading to sort the list by business phone number.
Click again to reverse the order.

Mobile Phone Click this heading to sort the list by mobile phone number. Click
again toreverse the order.

Details section: Shows information from the selected record.
Reguestssection: Shows work requests submitted by the selected requestor.

Work Orders section: Shows work orders resulting from the selected
requestorobés requests.

Defaults for Requestorsection: Shows any defaults to be used when creating new
requestors.
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Editing Requestor Records

You create or modify requestor records using the requestor editor. The usual way to
open the editor is to clickew Requestoror Edit in theView section ofCoding
Definitions | Requests] Requestors

The requestor editor window contains the following:

Details section: Shows basic information for the record.

Requestor Cantact: An entry in theContactstable that refers to this requestor.
ThisContactsr ecor d must g-mail addresk. Eormaeos on 0s e

contacts, se€ontactson pages1.

Business PhongE-mail: Readonl y fi el ds giving the per sc
number and-enail address. This information is obtained from the
requestor 0 €ontackstalbler d i n t he

ReceiveAcknowledgements This box is only active if you have the
@Requests module. If you checkmark the box, the requestor will
automatically be sent acknowledgements whenever his/her submitted
requests change state (e.g. when they are marked as in progresg)rd-or
on request states, seequesten page238

Comments Any comments you want to associated with this requestor.

Requestssection: Shows work requests submitted by this requestor.
WorkOrderssecti on: Shows work orders resulting

Printing Requestor Records

You can print your current requestors by clicking Bt button inCoding
Definitions | Requests Requestors Note that the report will contain comments both
from theRequestorsrecords and from the associatédntactstable record.

Grouping and Sorting section: Options controlling how the report is organized.
You can only group bizocation and sort byName.

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: @tions controlling which requestors will be included in the
report. You can select requestorshymeor by theirLocation.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in theeport.
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Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that willbe used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostlynit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(1. e. anything that i1isndét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Dsplays a visual preview of the report. If you click theview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Unit Maintenance Plans

I n order to use Mai nBo s snmaistenbr@ecwork ordens, f or ge ne
you must connect three things:

[ Tasks: what work should be done (Seekson pagel52)
(1 Timing: when the work should be done ($égintenance Timingn pagel36)
[ Units: where the work should be done (s8&®is on page349)

Unit maintenance plans put it all together.
MainBoss can create planned maintenance work orders for all the appropriate units. The

work orders are created using inf@ton from the task record, and according to the

schedule given by the timing record.

Timing Basis Thetiming basidor a unit maintenance plan helps to determine when

PM jobs should be scheduled. For example, suppose you do a particular job several
days later than it was actually scheduled. The next time you do the same job, should it
be scheduled relative to when fob wassupposedo be done or when it wastually

done?
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As anexample, suppose a particular job takes several days. If the job is supposed to be
done every 90 days, does that mean 90 days after the job starts or 90 days after the job
ends?

To answer sch questions, a unit maintenance plan offers you several options for how
you reschedule the next job. These options are callgdrimg basis Possibilities are:

Work Start:  The next job i s scWakSwkitee dd ated adfi ve
the prewously scheduled job.

Work End:  The next job is scWaklEndoe d art el aotfi u eh et
previously scheduled job.

Schedule Date The next job is scheduled relative to when the previous job was
supposedo take place, whether or not the jebs actually done on that date.
Note that the other two possibilitied/ork Start andWork End) use the actual
start and end dates, which may not be the same as the dates originally scheduled.

Selecting the Scheduling Basid/Vhen you first set up a unit maintenance plan, you
must select the scheduling basis. This tells MainBoss when to start the clock ticking for
future tasks.

For example, suppose youobOre setting up Mainl
vehicle needs an aihange every three months. During-8pt you have to tell

MainBoss the last time the vehicle had an oil change; then MainBoss can correctly

schedule oil changes in future.

Similarly, when you buy new equipment that needs planned maintenance, you must
speify when to start the clock for future maintenance. Usually, you start the clock on
the day you start using the equipment.

For tasks that are scheduled by meter readings rather than date, the scheduling basis is
the meter reading on which to base futplenned maintenance. For example, if a

vehicle gets an oil change every 3000 miles, the scheduling basis is the odometer
reading for the most recent time the oil was changed.

You may choose to change the scheduling basis after your maintenance plaguhas be

For example, suppose youbre repairing a vehi
the same time, even though the oil change i ¢
scheduling basis as the current date, so that the next oil change will take phace at t

proper time.

Scheduling Examples Suppose you want a particular job to be scheduled on the
second Tuesday of every month. You can do this using a month schedidei{seg
Monthly Periodson pagel4?) with the following settings:

(1 Create anaintenance timing record with a period of one month (i.e., one month
between jobs).

[ In theExceptionssection of the timing record, turn off every day of the week
exceptTuesday.
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O 1n the unit mai ntTenngBasi® $Pcoeduled DageThisr d, s et
ensures that the next job is based on when the previous job was supposed to be
done, as opposed to when it was actually done.

1 Lastly, clickSelect Scheduling BasisThis opens a window where you can set the

scheduling basis to the second Tuesday®ftpast mont h. (For examp

October 1, set the scheduling basis to the second Tuesday in September.) This starts
the clock ticking on the second Tuesday in September, so the next job will be
scheduled for the second Tuesday in October.

Youcanuse a similar procedure for schedul es

Athe fourth Monday of the montho. Unfortunat

Monday of the montho since some months have
the four

Mondays. Fomost or gani zations, however,

fi
probably an acceptable compromise for fithe

Deferrals and Inhibits: 1 f t her e are days that a particul

you do if the jobcomes due on such a day? For example, what if a job can only be done
on weekends but it comes due in the middle of the wekkifBoss offers you two
choices:

1 You candeferthe job. This means delaying the job until the first day it caumaily
be done. For example, if a job can only be done on weekends but it comes due on
Wednesday, you cateferthe job until Saturday.

[ Alternatively, you carinhibit the job. This means skipping the job entirely. You
dondt do themexttimeibcomesdue. |

I n most cases, youoll defer jJjobs rather thai
ASweep al IYosui deiwgahltk sdod t his job every day yo

however, on days wlamsafelyskipéhejeb. not open, you

For more on deferrals and inhibits, $éeintenance Timinon pagel36.

Unscheduled Maintenance PlansYou can use unit maintenance plans to create

immedi ate work orders. For example, suppose

some reason you want to do an oil change anywayCTéete unplanned
Maintenance Work Order button (found inJnit Maintenance Plang can create a
corresponding work ordémmediately, without going through the usual scheduling
process.

This same facility can be used to create st
typically done on any schedul e. For exampl e
muffl er . While this is a common sort of job,

schedule.

You can still create a unit maintenance plan for this sort of job. As usual, this unit
maintenance plan will have a task (describing what shmeildone in the muffler
change) and a unit (specifying which car should have its muffler changed). However,
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for the maintenance timing record, you can specify one that has no associated periods.
Such a timing record indicates that the job never comesrdiie own;the job will
only bedone when you explicitly clickreate unplanned Maintenance Work Order.

Using this approaglyou can associate any number of standardized unscheduled jobs
with a unit. For example, you can write up standaeditask descriptions for all

standard maintenance jobs on cars and create unit maintenance plans for those jobs on
every car you maintain. In each case, the unit maintenance plan will have a maintenance
timing record that has no periods, so the job valler come due on its own. Instead,

you can just us€reate unplanned Maintenance Work Orderwhenever you want to

do the job on the car. You only have to write up the job description(aien you

create the task record); from that point on, you can chesediatework ordersrom

the unit maintenance plan.

Viewing Unit Maintenance Plans
You view unit maintenance witbinit Maintenance Plansor Coding Definitions |
Unit Maintenance Plans The window contains the following:

View section: Lists unit maintenance ptamising a task map.

Task: Click this heading to sort the list by task name. Click again to reverse the
order (from ascending to descending or vice versa).

Unit: Click this heading to sort the list by unit. Click again to reverse the order.

Timing: Click this heading to sort the list by timing schedule. Click again to
reverse the order.

Next Available Date Click this heading to sort the list by the next available
date (i.e. the next possible date on which the task might be scheduled,

typicallythe dayafe any wor k order thatdos alread)
again to reverse the order.

Details section: Shows information from the selected record.

Scheduling History section: Lists work orders previously created from the
selected unit maintenance plan.

New Unit Maintenance Plan Opens a window to set up a maintenance plan for
a specific unit. Fields in the new record will either be blank or assigned
default values (as specified in thefaults for Unit Maintenance Plan
section).

Create unplanned MaintenanceWork Order : Uses the selected unit
maintenance plan to make a work order immediately. For example, suppose
the plan specifies an oil change on a particular vehicle. Clicking this button
immediately creates an oil change work order for the vehicle. For more
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information, se€reating an Unplanned Maintenance Work Orderpage
135

New Select Scheduling Basi©pens a window to let you set the scheduling
basis for an existing unit maintenance plan. The scheduling basis is when the
clock starts ticking for future planned maintenancedotypically the date
or meter reading for the most recent such job donéennit. For more, see
Selecting a Scheduling Basis pagel34.

Defaults for Unit Maintenance Plansection: Shows any defaults to be used when
creating new unit maintenance plans.

Editing Unit Maintenance Plans

You create or modify unit maintenance plans using the unit maintenance plan editor.
The usual way to open the editor is to cliégkw Unit Maintenance Planor Edit in the
View section ofCoding Definitions | Unit Maintenance Plans

The unit maintenance plan record includes the following information:

(1 What planned maintenance work shoulddbee (the task)

[0 When the work should be done (the schedule)

[0 What location or piece of equipment should receive the work (the unit)

The unit maintenance plan record also has to spedtiifyiag basis Roughly speaking,
this means whethe clock starts ticking for rescheduling the same work again. For
examples of how the timing basis works, seg Maintenance Planen pagel28

The unit maintenance plan editor contains the following:
Details section: Shows basic information for the record.
Task: The task to be scheduled. For more about tasks,sseeon pagel52

Unit: The unit on which the task should be scheduled. For more on units, see
Units on page349.

Inhibit entire Unit Maintenance Plan: If this box is checkmarked, this unit
maintenance plan record will be ignored whenever MainBoss generates
planned maintenance work orders. This is an easy way to suspend a
particular plan indefinely, without actually deleting the record. For
example, suppose that a piece of equipment is temporarily taken out of
service and you dondét know when it
planned maintenance on that equipment by checkmabkinljit ent ire
Unit Maintenance Plan When the equipment comes back into service,
remove the checkmark and MainBoss will resume the usual schedule. In this
way, VYou donét have to delete-1the
create them again later.
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Maintenance Timing: A timing record telling when the task should be
scheduled. For more about schedules)\ég@tenance Timinon pagel36.

Timing Basis: Options that control when the task will be rescheduled again. For
the sake of clarity, weol/l use Job X to
completed ad Job Y to be the next time the same job should be performed
on the same unit. Possible rescheduling options are:

Work Start : Job Y should be rescheduled relative to when Job X actually
began. For exampl e, i f tJobeywdlbehedul e s:
scheduled to begin 30 days after Job X began.

Work End: Job Y should be rescheduled relative to when Job X ended. For
example, if the schedule says fevery
scheduled for 3000 miles past the meterirgpdshen Job X ended.

Scheduled DateJob Y should be rescheduled relative to when Job X was
scheduled, whether or not Job X was actually done at that time. For
example, if the schedule says fevery
for 3 morths after Job X was supposed to be done, even if Job X was
delayed or not done at all.

Readonly fields: If this unit maintenance plan has been used to create a work
order in the past, the reaxhly fields in theDetails section provide
information about the most recent such work order.

Scheduling History section: Lists work orders that have previously been created
from this unit maintenance plan record.

New Select Schedulind@asis Opens a window to set the scheduling basis for this
unit maintenance plan. The scheduling basis is when the clock starts ticking for
future planned maintenance jébsypically the date or meter reading for the
most recent such job done on the unit. Foraneeeselecting a Scheduling
Basison pagel34.

Printing Unit Maintenance Plans

You can print your current unit maintenance plans by clickind’tiveé button in
Coding Definitions | Unit Maintenance Plans MainBoss will open a window that
contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how unit maintenance plans will be
grouped into sections in the output.

Filtering section: Options controlling what kind of unit maintecaplans will be
included in the report. For example, if you filter Bgit Location, you can
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restrict the prinbut to unit maintenance plans on a particular unit or in a
particular location.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printedt the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be usefbr information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in ti&-jout
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that g@f information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for atually printing the information. For more on using theview
section, se&eport Controlon pager/4.

Selecting a Scheduling Basis

Thescheduling basifor a unit maintenance plan is when MainBoss should start the

clock ticking for scheduling future tasks.

MainBoss and you specify that a particular vehicle needs an oil change every three
months. Dumg setup, you have to tell MainBoss the last time that vehicle had an oil
change; then MainBoss can correctly schedule oil changes in future.

Similarly, when you buy new equipment that needs planned maintenance, you must
specify when to start the cloc@&rffuture maintenance. Usually, the scheduling basis
will be the day you start using the equipment.

For tasks that are scheduled by meter readings rather than date, the scheduling basis is
the meter reading on which to base future planned maintenancexdfople, if a
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vehicle gets an oil change every 3000 miles, the scheduling basis is the odometer
reading for the most recent time the oil was changed.

To set the scheduling basis for a unit maintenance plan, go to the unit maintenance plan
viewer (Coding Definitions | Unit Maintenance Plang. Select the task whose basis

you want to set, then clicRelect Scheduling BasidMainBoss opens a window that
contains the following:

Unit Maintenance Plant A readonly field giving the unit maintenance plan record
for which youdre specifying a basis.

New SchedulingBasis The date or meter reading that should serve as the basis for
future task scheduling.

Comments: Any comments you want t@cord (e.g. an explanation of why a
particular date was chosen as the scheduling basis).

Creating an Unplanned Maintenance Work Order

You can use a unit maintenance plan record to create a work order imnye caeitelr

than following the specified timing. For example, suppose you have a unit maintenance
plan that describes an oil change on a particular vehicle. You can use this record to
create an immediate oil change work order, even if the usual oil changeéa ¢ o0 me
due.

Creating this kind of work order automatically updates the schedule of maintenance on
the associated unit. In other words, MainBoss sets the clock back to zero when
calculating future service. For example, suppose that a job is suppdseddoe every

30 days. However, after 10 days, you create an unplanned work order for the job
immediately. MainBoss sets the clock back to zero; the next time the job will be
scheduled is 30 days after the work order you just created.

To create this kindf work order, you go t€oding Definitions | Unit Maintenance
Plans, select the plan you want to use, then dlickate unplanned Maintenance
Work Order . This opens a window that contains the following:

Unit Maintenance Plan The plan that you want to use as a basis for the work
order.

Purchase Order Creation State override Thi s f i el dUnhay be wusefu
Maintenance Plarto has an associated template for
The unt maintenance plan will specify the state of a purchase order created
from such a templat@raft ,Issued , Closed , Voided . When you create a
work order Aby hand, 06 you may deci de t hat
Ther ef or e, PuycbaseOrlex Greatios Btatdioverrided t o speci fy
the state of any purchase order thatos ci
templates, seéurchase Ordefemplate®n pagel42.)
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Work Order Creation State override:  Si miPlrchase @raer Gieation
State overrided . By ahd geaetated work order ¢seated in the draft
state. However, you may wish to put generated work orders into some other
state insteadl most likely the open state, indicating that the work order is ready
to be printed. (Remember though that if a work orsl@pen, some of its
i nformation i s Ibeckakgednlessyou firsEaspehdthe a n 6 t
work order)

For Access Codeptions: Let you specify what to do when the access code for a
unit is different than théonaccess code f ¢

Prefer value from Task If both the task and the unit record specify an access
code, MainBoss assigns generated work orders the access code from the
t ask. However, if the task record doesn
uses the code from the unit.

Prefer value from Unit: If both the task record and the unit record specify an
access code, MainBoss assigns generated work orders the access code from
the unit. However, if the wunit record d
uses the code from the task.

Only use value from Task MainBoss always uses the access code from the

task record. (If the task record doesnbo

orders wondét have an access code either
Only use value from Unit MainBoss always uses the access doala the unit

record. (I f the unit record doesndt hav

orders wonot have an access code either

For Expense Modeloptions: Let you specify what to do when the expense model in
the unit record is different fro the one in the task record. The options work the
same way as the optionskior Access Code

Comments Any comments you want to record abo!

Commit: Clicking this button creates the work order. The work order will be
recorded in th&dieduled History section of the unit maintenance plan record.

Close Closes the window.

Maintenance Timing

Maintenance timing records are used when scheduling planned maintenance jobs. A
timing record represenisn f or mati on | i ke fAevery three mont
Tuesdayo or fievery 5000 kil ometerso.

Most timing records are simple. However, some maintenance organizations have
complicated scheduling needs (fievery ten da)
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schelul e the Job on Mondays because Joe doesnd¢c
accommodate such complexities, but setting up such a schedule requires more work.

Periods A single timing record can contain several conditions under which a job be

done. For example, vehicle oil changes are often required every three months or 3000

miles, whichever comes first. Therefore, MainBoss lets you create a single timing

record with two conditions: one for fHAevery t
miles 0. ( These c @eridd)tAijolbwithk suehitiming evid he ldanel when

either condition comes true.

Enabled Days:In many organizations, some or all of the personnel only work on
weekdays. Therefore, planned maintenance | ol
In other situations, however, certain types of jobs shonlgbe scheduled on

weekends, to avoid interfeig with normal weekday operations.

To accommodate such considerations, MainBoss lets you specify which days of the
week are acceptable for a particular job. For example, suppose a timing record has
checkmarks for Monday through Friday, but not for SatymteSunday. This says that
any jobs using this timing should only be performed on weekdays, not on weekends.
Therefore, MainBoss will never schedule such jobs for Saturday or Sunday.

As another example, if you only checkmark Wednesday (with all otherldagk),
MainBoss will only schedule corresponding jobs on Wednesdays. You might do this if
you want to schedule a job for the first Wednesday in every month.

SeasonsMainBoss lets you specify timing based on seasons. For example, giou mi

perform planned maintenance on@anditioners in summer but not in winter; you

might perform planned maintenance on heaters in winter but not in summer. Therefore,
every timing rSeasan Stdd | ®8edsomEdu vsaeltuefis i f you w
For exampl eSeasanfStady otuo s MdSedstn Eadh dt di Oct ober 31,
corresponding maintenance jobs will only be scheduled between those two dates.

Seasons are often related to Acohdédtwbavieer /|
to be. For example, the maintenance department in a shopping mall might try to avoid

scheduling work during the busy Christmas shopping se&swmiilarly, the

maintenance department for a school might try to schedule certain types of jobs for

holiday periods when there will be no students around.

Deferrals and Inhibits: If you tell MainBoss not to schedule jobs for certain days of
the week or for certain times of year, what should MainBoss do if ejoles due on a
dat e t élemed?s not

For example, suppose you say that a job should be scheduled every 30 days. What
happens if the next job should be schedul ed
permitte®

Normally, you wantMainBossto schedule the job for theext permissible day. For
exampl e, if the jJjob should be scheduled on
you probably wanMainBossto schedule the job for the first acceptable day (Monday).
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In some cases, however, it may be more appropriate to skjplilcompletely. This is
particularly true of seasonal jobhEyou want to skip certain jobs in summer, you

probably dondét want them all to be schedul e
Therefore, MainBoss gives you the option ofisayg, A Schedul e as soon a
the datedo or fAJust skip the job and catch it
situations:

Overdue work ordersA work order isoverduewhen the job comes due before the
date when you generate planned maintenance work orders. For example, you
generate new work orders on June 4, but there was a job you should have done
on June 1. Your options are:

Defer overdue work ordersto the date maintenance is generatedn our
example, this means scheduling the job for June 4, the day you generate the
work orders.

Inhibit generation of overdue work orders: This means skipping the work
entirely® you missedtheJuneldat so youol | do the job t
comes around on the schedule.

Seasonal exceptionghis applies when a particular job is seasonal (for example,
you only inspect aiconditioners during summer months). You state the start
and end di@s of the season when the job can be scheduled, then you specify one
of the following options:

Defer work orders triggered outside the season until the start of the season
In our airconditioner example, this means scheduling the negectsn for
the starting day of the summer months.

Inhibit generation of work orders outside the seasonThis means skipping
the work entirely if a job comes due outi# the season, just ignore it. You
only do jobs that come due within teeason.

Weekday exceptions: This applies when a particular job can only be done on certain
days of the week. You specify which days are allowed, then you specify one of
the following options:

Defer work orders triggered on dsabled weekdays until the next enabled
weekday. For example, if a job can only be done on Saturdays and it comes
due on a Thursday, you schedule the jolitierSaturday as soon after the
Thursday as possible.

Inhibit generation of work or ders on disabled weekdaysThis means
skipping the work entirey if a Saturdayjob comes duen a Thursday, you
just donét do it. You keep skipping the
Saturday.

These options are set on a reebyerecord basis. You caspecify which jobs should be
skipped and which should be scheduled as soon as possible after they come due.
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Scheduling Jobs:The process of scheduling jobs goes like this:
1. Create atask record that describes the job. (For detail§aseson pagel52.)
2. Create a maintenance timing record that describes the schedule, e.g. every 3 months.

3. Create a unit maintenance plan record that assigns timing to a task, and specifies
which units should be scheeudl for such tasks. For details, $&&t Maintenance
Planson pagel2§ that section alsoontains a number of scheduling examples.

Viewing Maintenance Timing Records
You view maintenance timing records wifloding Definitions | Unit Maintenance
Plans| Maintenance Timing. The window contains the following:

View section: Shows the list of current timing records.

Code Click this heading to sort the list by code. Click again to reveserder
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Periods section: Listsall the conditions associated with the selected timing
record.

Exceptionssection: Lists exceptions to tperiods(e.g. seasons or weekday
exceptions).

Unit Maintenance Planssection: Shows all the unit maintenance plans that use
the selected timing.

Defaults for Maintenance Timing section: Shows defaults to be used when
creating new timing records.

Editing Maintenance Timing Records

You create maintenance timing records using the timing editor. The usual way to open
the editor is to clicklew Maintenance Timing or Edit in theView section ofCoding
Definitions | Unit Maintenance Plans| Maintenance Timing.

The timing editor window contains the following:
Details section Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the timing record.
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Comments Any comments you want to associate with the timing.

Periodssection Lists conditions under which this timing record is fulfilled. For
example, an oil change might have tpgriods one f or fevery three
and one for fAevery 3000 mileso.

New Daily Period Opens a window toreate a new period measured in days
(e.g. fAevery 30 EditiagyDsilo PeriodBroppgeliio r e, s ee

New Monthly Period: Opens a window to create a new period measured in
mont hs (e.g. HfAevery tEHimMmeMontnoPertodss 0) . For

on pagel42

New Meter Period Opens a windowotcreate a new period based on meter
readings (e.g. fever gditiBgdvetdr Penbdere s 0 ) . For
pageld?2

Exceptionssection: Lets you adjust thiening to deal with any special conditions.
For more information on any of these exceptions)\ég@tenance Timinon
pagel36.

Defer overdue work orders to the date maintenance is generatedpplies
when work is already overdue on the daie generate work orderSor
example, younight generate work orders on Junb& a jobcame due on
June 1. If you choose this option, MainBoss will schedulgathéor the
date you generate the work orders (in this example, June 2).

Inhibit generation of overdue work orders: Is the alternative to the previous
option: if a job is alreadgverdue on the date you generate work orders,
Mai nBoss simply skips the job. It wonot
comes due.

SeasonStart andEnd: Used when timing only applies to part of the year. For
exampl e, Staftot pyo May &ido fatna @ct ober 31, job
only be scheduled in the period from May 1 to October 31. On the other
hand, i $tatpotios &t t dEHnér t1 Marnyd 1 j obs wi l
scheduled in the period from October 31 to May 1.

Exampl e us i n:BShowstledoynatsthatdszotuldebe used when
entering dates intBStartoandfEndo. | f e btartbedEndd A has an
incorrect format, both will have error markers displayed beside them.

Your Windows settings determinewhatfam i s r equi r &wdrtof eampddat es |
fEndo f & differeérg people will have different formats. Therefore, you should gheck
fAExample using ttodmylbes gdwane youdre uging the

Defer work orders triggered outsidethe season until the start of the season
Applies when a job comes due outside the allowed season. For example,
suppose the allowed season is from May 1 to October 31, but a job comes
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due in January. If you choose this option, MainBoss will schedul®lhi®y
the first date in the allowed season (in this example, May 1).

Inhibit generation of work orders outside the seasanls the alternative to the
previous option: if a job comes due in the-séason, MainBoss simply skips
thejob.twon 6t be scheduled again until i1t <c

Weekday exceptionsUsedwhen a job can only be done on certain days of the
week.| n Eralded Wweekday® | i specify whichudays are allowed

Defer work orders triggered on disabled weekdays until the next enabled
weekday Applies when a job comes due on a weekday that is not allowed.
For example, a jothatcan only be done on Saturdays comes due on a
Thursday If you choose this optigiMainBoss wil schedule the job fdahe
next allowable weekday (in this example, the Saturday immediately
following the Thursday when the job comes due).

Inhibit generation of work orders on disabled weekdaysls the alternative to
the previous option: if a job comes due on a weekldatyis not allowed,
Mai nBoss simply skips the job. 't wonodt
due on a day thatodés all owed.

Unit Maintenance Plans Lists unit maintenance plans these this timing record.

New Unit Maintenance Plan Lets you create a unit maintenance plan using the
current timing record. For more, seéditing Unit Maintenance Plansn
pagel32

Create nplanned Maintenance Work Order: Uses the selected unit
maintenance plan to make ank order immediately. For example, suppose
the plan specifies an oil change on a particular vehicle. Clicking this button
immediately creates an oil change work order for the vehicle. For more
information, see&reating an Unplanned Maintenance Work Orderpage
135

New Select SchedulingBasis Let s you specify the start)
schedule. For example, if a job is to be done every 30 days, the scheduling
basis should state the last time the job d@se; using this information,
MainBoss can then calculate when the job should be done next. Without a
scheduling basis to use as a starting p
maintenance jobs. For more on setting a scheduling basiSesea®ing a
Scheduling Basien pagel34.

Editing Daily Periods

You create daily periods for maintenance timing records using the daily period editor.
The usual way to open the editor is to start inRBgods section of a maintenance
timing record, then clicklew Daily Period
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The daily period editor window contaitise following:

Days The number of days in the period. For example, if you &tethe work
should be done every 30 days.

Editing Monthly Periods

You create monthly periods for maintenance timing records using the monthly period
editor. The usual way to open the editor is to start ilPth@ds section of a
maintenance timing record, then clidlew Monthly Period.

The monthly period editor windocontains the following:

Months: The number of months in the period. For example, if you éntiye work
should be done every three months.

Editing Meter Periods

You create metebbased periods for maintenance timing records using the meter period
editor. The usual way to open the editor is to start ilPth@ds section of a timing
record, then clicklew Meter Period

The meter period editor window contathe following:

Interval : The meter measurement for the period. For example, if youzouerfor
a meter that measures miles, the work should be done every 3000 miles.

Meter Class The class of the meter that will be used in taking measurements. For
more on meter classes, séeter Classesn pagel70.

UOM: A readonly field giving the units of measurement used by the specified class
of meter.

Purchase OrderTemplates

Suppose that a preventive maintenance task requires help from an outside contractor.
Every time you generate a work order from the task, you also want to generate a
purchase order that pays foeth cont r act or 6 s wor k.

I n this situation, you can associate a fAmod:¢
called apurchase order templatéésn ot a r e all purchase order; i
of information that can be used to ceeatreal purchase order whenever a work order is

generated. By associating therchaserder with the task, you can get MainBoss to

create a correct purchase order automatiéalyo u don o6t have to r emembe
the purchase order yourself.
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As another example, suppose that a task requires that you replace a particular spare part
in a piece of equipment. Every time you perform the task, you want to reorder the part
immediately, sahatyou always have the part on hand. You coirld the task to a

purchase orddemplatefor the required part; every time MainBoss creates a work order
from the task, it also creates a purchase order for the part.

In order to create such a purchase order:

1. You begin wih Coding Definitions | Unit Maintenance Plans| Purchase Orders
Templates This lets you create and edit purchase orelaplate that can be
associated with tasks.

2. Once vy ou o0 veaplaterya asntistindl it ta the task(s) that will use the
purchase order. To do this, go to freskssection of the purchase ordemplate
and clickNew Task to Purchase Order Template Linkage MainBoss will open a
window whereyou can specify a task to be associated with the purchase order.

Alternatively, you can go to thHeurchase Orderssection of a task record. Clicking
New Task to Purchase Order Template Linkag®pens a window where you can
specify a purchase ordemplae to be associated with the task.

Viewing Purchase OrdeFemplats
You view purchase ordéemplate with Coding Definitions | Unit Maintenance
Plans| Purchase OrderTemplates The window containthe following:

View section: Shows the list of current purchase oteleplates

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Desciption : Click this heading to sortthe listipyur c hase or der 6 s des (
Click again to reverse the order.

Details section: Shows information from the selected record.

Line Items section: Lists the items that should be purchagédthe
corresponding purchase order.

Taskssection: Lists tasks that use the selected purchase order template.

Defaults for Task Purchase Order Templatesection: Showsrgy defaults to be
used when creating nepurchase order templates

Editing Purchase Ordefemplats

You create or modify purchaseder templateasing the appropriate editor. The usual
way to open the editor is to clitgkew Purchase Order Templateor Edit in theView
sedion of Coding Definitions | Unit Maintenance Plans| Purchase Order

Templates
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The editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the purchase ortiamplate
Summary: A line summarizing what the purchase ordemplate covers

Initial State: Whenever MainBoss creates a work order from a task record, it
automatically creates purchase orders fromtamplatesassociated with the
t a slkitial St@ated0 s p e c stdteifoe sUchthdwly created purchase
orders. The initial state can bésed , Issued , Open, or Voided . For
exampl e, Initiél Stytedu Itsoel t, angi purchase order created
from this record will be putintothesued st at e as saon as itoés

Required By Date A number used to determine ttate by which the goods
and/or services are requirécis number signifies a number of days after
the effective date of the generated work order. For example, suppose that
whenaworkordr i s generated from a task, the
is June 1. Al so s ujReqairekBy Ddteh ait st Be Tleewpl
t hBequiredByDated on t he purchase order gener .
will be June 4.

Vendor: The outside contractor supplier who will satisfy the generated
purchase order. The vendor should be in yéemdors table. (For more on
vendors, seg'endorson pagel94.)

Payment Terms How the purchase order should be paid. For more, see
Payment Termen pagell18

Shipping Mode: How the goods should be shipped. For moreS$eeping
Modeson pagel20.

Deliver to Location: Where the goods should be delivered. This should be a
location from your_ocationstable. For more on locations, seecationson
pagel09

Comments to Vendor Comments that should be printed on the purelader.

Comments Internal comments for maintenance personieése willnotbe
printed on the purchase order but wil/l

Select for Printing: If this box is checkmarked, purchase orders generated from
this template will be markefelect for Printing. Thismakes it simpler to
print the purchase orders after they have been genefFatechore on the use
of Select for Printing, seeSelect For Printingon pager7.

Line Items section: Lists the items and labor that should be included in this
purchase order. These are created with the following:
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New PurchaseTemplate Iltem: Specifies an item that shoudghpear on
purchase orders generated frtns templateFor more details, seeask
PurchaseTemplatdtens on pagel46.

New Purchaselemplate Hourly Outside: Specifies contractor work, paid by
the hourthat should appear on purchase orders generated from this
template For more details, séeurchaselemplateHourly Outsideon page
148

New Purchase Template Per Job OutsideSpecifies contractor work, paid by
the job, that should appear on purchase orders generated from this template.
For more details, seeurchaseTemplatePer Job Outsiden pagel50.

New PurchaseTemplate Miscellaneous ltem Specifies miscellaneous charges
that should appear on purchase orders generated from this terRptate.
more details, seéask RirchaseTemplateMiscellaneous lteron pagel5L

Delete Deletes the selectemhtry.

Taskssection: Lists any tasks associated with teraplate
Delete Deletes the selected entry.
Refresh Updates the list taeflect any recent changes.

Printing Purchase OrdeTemplats

You can print your current purchase ortlamplatesy clicking thePrint button in
Coding Definitions | Unit Maintenance Plans| Purchase OrderTemplates This
opens a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.
For example, if you selettendor Category, the report will have a separate
section for each cagery.

Filtering section: Options controlling which records will be included in the report.
Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.
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Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for akktandard characters in the prout
(i .e. anything that i1isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for kiag through the report preview
and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon pager4.

Linking Purchase Order Templates to Tasks

. In order to use a purchase order template, it must be linked to one or more tasks.
Whenever a work order is generated frone of thetasks, a purchase ordevill be
generated fronthe associatedemplae.

There are two ways to link a purchase otdenplateto a task:

[0 From a task recordJpit Maintenance Plans| Tasksor Coding Definitions | Unit
Maintenance Plans| Tasks): go to thePurchaseTemplatessection of the task
record and clicklew Task to Purchase Order Template LinkageThis lets you
associateraexistingpurchase ordegemplatewith the task.

1 Froma purchase ordéemplaterecord Coding Definitions | Unit Maintenance
Plans| Purchase OrderTemplateg: go to theTaskssection of the purchase order
templaterecord and clicklew Task to Purchase Order Template LinkageThis
lets you associate an existing task record with the cuesdlate

In both cases, the window that opens contains the following:

Task: The task that should be linked teetpurchase order. For more on tasks, see
Taskson pagel52

Purchase Order Template: The purchase ordéemplatethat should be linked to
the task. For more, s€airchase Ordeflemplatesn pagel42

Task RirchaseTemplatdtens

Clicking New PurchaseTemplate Item in theLine Items secton of apurchase order
templateopens a window that lets you add an item ta¢ineplate When a purchase
order is generated from the template, the item will be included in the purchase order.

The editorwindow contains the following:
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Item Number Rank: A number indicating where this item should be placed on
generated purchase orders. This is useful when a task has multiple purchase
templates associated with it, and line items from the different templates must be
merged to make a single purchase order.

Line items on the generated purchase order will be sorted from lowest rank
number to highest (so an item numbered 1 will come before one numbered 2).
Ranks do not have to be completely sequential (so that you might have ranks, 1,
4,5, 10, with gaps betwedime numbers). If multiple items have the same rank,
MainBoss will randomly choose which one goes first.

Purchase OrderTemplate: A readonly field identifying the purchase order
templatewhere this item will appear.

StorageAssignment This area lets you specify a storage assignment that states
what item you want to purchase and where you want to store it. At the bottom of
this area is a dredown list which will display storage assignments based on the
options specified int e Stofiage Assignmem ar ea. By choosing ap
options, you can reduce the entries that are shown in theddwap list, making
it quicker and easier to choose the one you want. The possible options are:

Only include Storage Assignments whiclnave a preferred Price Quote
associated with themA storage assignment recarthy or may nospecify
apreferred pricfor anitem!l f you sel ec®tordghi s opti on,
Assignmend  d-dowrplist will only show storage assignms that have
sucha price

Only include Storage Assignments for items which have a Price Quote
associated withthem | f you s el eStotagetAssigrsnerd pt i on, t
drop-down list will only show storage assignments for items whose records
give a price quote.

Only include Storage Assignments for items which have previously been

received | f you s el eStotagetAssigrsnend p tl-doerp, t he A
list will only show storage assignments for items which have been
previously purchased (ie.hat show up in MainBossods pl

Typically, this option is combined withise Pricing or Purchasing history
onl v for the Pur cimwhghecas®theldesgpodrslistv e nd or
only shows items youbve purchased from

Do not filter Storage Assignments based on Pricing or Purchasing History
| f you s el ec BtoragdAssgnmepdt idalowyplistwill @ot A
be affected by any of the preceding options.

Use Pricing or Purchasing history only for the Purchga e  Or der:fs vendor
you c¢heckmar Btoragh Assigniemix , d-doalmpést oily
shows storage assignment records with price quotes or purchases from the
same vendor as the purchase order.
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Drop-down list: The droglown list at the end oht e Stofiage Assignmend
area shows storage assignments that satisfy the options you have specified.
For more on storeroom assignments, Segeroom Assignments page99.

Quantity : Readonly fields telling current quantities of the item in the storeroom
s p e c i fdtoeade Absignmemn .

Usingorder line text: Readonly field gving the textfor this item as given in
fiStorage Assignmemd (i f any) .

Useminimum_quantity : I f you checkmar k t hOrder box, Mai
Quantitydo wi t Minimuimé ¥Yial ue gi 0@ hQuanfityot hlei nree a d
Ifyouleavete box bl ank, Oy Quantty@ty duaddel fn. i

Order Quantity : The quantity of the item that you want to order.

PurchaseTemplateHourly Outside

If you select an hourly outside demand in Besourcessection of task record and then
click New Purchase TemplateOutside, MainBoss opens a window where you can add
an appropriate item to a purchase tempMthen a purchase order is generated from
the template, theesulting purchase order will contain theurly outside expenditure as
a line item.

The editor window contains the following:

Item Number Rank: A number indicating where this labor expense should be
placed on generated purchase orders. This is useful when a tasiltiple
purchase templates associated with it, and line items from the different templates
must be merged to make a single purchase order.

Line items on the generated purchase order will be sorted from lowest rank
number to highest (so an item numberedlllcome before one numbered 2).
Ranks do not have to be completely sequential (so that you might have ranks, 1,
4,5, 10, with gaps between the numbers). If multiple items have the same rank,
MainBoss will randomly choose which one goes first.

Purchase Order Template A readonly field identifying the purchase order
template where thibor expenswill appear.

Hourly Outside Demandarea: This area ends with a drdgwn list where you can
specify an hourly outside demand recorlle Dptions preceding this list dictate
what you see when you drop down the list. By choosing appropriate options,
you can reduce the entries that are shown in the-divam list, making it
quicker and easier to choose the one you want. The possible agptons

Only include Demand Templates for work specifically from this Purchase
Or der Te mp | alf yeuselect\this optiansthe drajown list
only shows hourly outside demand records that specifically mention the
S p e c iVéndoeod. i
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Only include Demand Templates for work that this Purchase Order
Templ at ed s Ve n d:df you seleat thisloptomr, thé dnop m
down list shows hourly outside demand records that have the specified
fiVvendoro who d/endaic f i el d i s bl ank.

Do not filter Demand Templates based on the Vendor associated with the
work: If you select this option, the dragown list will not be restricted by
vendor or trade.

Only include demands for work previouslyperformed by this vendor. If you
checkmark this box, the dragown list only shows hourly outside demands
that have been used in previous purchase orders to this vendor.

Only include demands where guantity demanded exceeds guantity
currently ordered: If you checkmark this box, ¢hdropdown list will only
show hourly outside demands where the demand is greater than the quantity
of hourly outside work currently on order.

Drop-down list: Thedrogd own | i st a HoutlylDatsidend of t he
Demandd ar ea s hows mamuvecoldythab satisfg thedoptiond e
you have specified.

Hours:Readonl y fi el ds giving information about
information is taken from the hourly outside demand record and from other
tables in MainBoss.

Demanded The total amount of time contained in the labor demand.

Already Ordered: The amount of time (i f any) tha
on this purchase order. For example, suppose a job is expected to take
several days. At the end of each day, yaghtuse the purchase order to
record how much labor you received on that day.

Remaining Demand E q Dembrsledi mi Alreasly Gideredo .
Hourly Rate: The hourly rate paid to the contractor.

Usingorder line text: Readonly field giving the text for this item as given in
fiHourly Outside Demandd (i f any) .

Useremainingdemand asquantity to order: If you checkmark this box,
Mai nBo s s Order Tinhed s &€ bRefhdineng DPemand val ue. | f you
leave the box blank, yamu s t  Oiddr Timeon yur sel f .

OrderTime: The amount of the contractordés ti me
entry. This may not be the full time expected. For example, if a job takes several
days, you may deci de tawlyrecord each dayo:
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PurchaseTemplatePer Job Outside

If you select a per job outside demand infesourcessection of task record and then

click New Purchase Template OutsideMainBoss opens a window where you can add
anappropriate item to a purchase template. When a purchase order is generated from
the template, the resulting purchase order will contain the per job outside expenditure as
a line item.

The editor window contains the following:

Item Number Rank: A number indicating where this labor expense should be
placed on generated purchase orders. This is useful when a task has multiple
purchase templates associated with it, and line items from the different templates
must be merged to make a singleghase order.

Line items on the generated purchase order will be sorted from lowest rank
number to highest (so an item numbered 1 will come before one numbered 2).
Ranks do not have to be completely sequential (so that you might have ranks, 1,
4,5, 10, wih gaps between the numbers). If multiple items have the same rank,
MainBoss will randomly choose which one goes first.

Purchase Order Template A readonly field identifying the purchase order
template where this labor expense will appear.

Per Job Outside Demandarea: This area ends with a didpwn list where you can
specify a per job outside demand record. The options preceding this list dictate
what you see when you drop down the list. By choosing appropriate options,
you can redce the entries that are shown in the ddogvn list, making it
quicker and easier to choose the one you want. The possible options are:

Only include Demand Templates for work specifically from this Purchase
Or der Te mp | alf yeusekctthis option,ithe dredown list
only shows per job outside demand records that specifically mention the
S pecivVéndaod. 0

Only include Demand Templates for work that this Purchase Order
Templ at ed s Ve n d:df you seleat thisloptm,¢he drapr m
down | ist shows per job deNemdod roegcor ds
whod/endaido fi el d is bl ank.

Do not filter Demand Templates based on the Vendor associated with the
work: If you select this option, the dragown list will notbe restricted by
vendor or trade.

Only include demands for work previously performed by this vendor If you
checkmark this box, the dragown list only shows per job outside demands
that have been used in previous purchase orders to this vendor.

Only include demands where guantity demanded exceeds guantity
currently ordered: If you checkmark this box, the drajmwn list will only
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showper joboutside demands where the demand is greater than the quantity
of per joboutside work currently on der.

Drop-down list: Thedrogd own | i st a PerdobhQutsidend of t he
Demandd ar e ger plhootside demand records that satisfy the options
you have specified.

Quantity: Readonl y fi el ds giving information abou

This information is taken from theer joboutside demand record and from other
tables in MainBoss.

Demanded The total amount of time contained in the labor demand.

Already Ordered: The amount of time (if any) tha

on this purchase order. For example, suppose a job is expected to take
several days. At the end of each day, you might use the purchase order to
record how much labor you receivedtbat day.

Remaining Demand E q Dembrsledi mi Alreasly Gideredo .
Per Job Rate: Theper jobrate paid to the contractor.

Using ader linetext Readonl vy fi el d giving theetext fo
Job Outside Demando (i f any) .

Use remaining demand asquantity to order: If you checkmark this box,
Mai n Bo s s Onrder Quantityde tt dRemdineng Demand v al ue. | f
you | eave the boxOrberQuarkityd yyau rmeuesltf .f i | |

Order Quantity: The amount ovork that you want covered by this entry. This
may not be the fuljuantityexpected. For example, if a job takes several days,
you may decide to record each dayo6s ti me

Task RirchaseTemplateMiscellaneous Item

Clicking New PurchaseTemplate Miscellaneous Itemin theLine Items section of a

purchase orddemplateopens a window that lets you add a miscellaneous item to the
template This window contains the following:

Item Number Rank: A number indicating where this item should be placed on
generated purchase orders. This is useful when a task has multiple purchase
templates associated with it, and line items from the different templates must be
merged to make single purchase order.

Line items on the generated purchase order will be sorted from lowest rank
number to highest (so an item numbered 1 will come before one numbered 2).
Ranks do not have to be completely sequential (so that you might have ranks, 1,
4,5, 10, with gaps between the numbers). If multiple items have the same rank,
MainBoss will randomly choose which one goes first.
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Purchase Order Template A readonly field identifying the purchase order
template where thisliscellaneougem will appear.

Miscellaneous Itemarea: This area ends with a drdpwn list where you can
specify a miscellaneous item.

Only include Miscellaneous items previously provided by this vendoif you
checkmark this box, the dragpown list on tle next line only shows
miscellaneous items that have been used in previous purchase orders to this
vendor.

Drop-down list: Thedrogd o wn | i st a Miscellareougltedd a@fr etahe i
shows miscellaneous items that satisfy any option you havdiegec

UnitCost: Areadonl y fi el d giving t h#liscellanedqus cost fr
Itemo .

Using ader linetext Areadon | y f i el d gi Miscalgneoushitendt e xt f r c
that will appear on any generated purchaskers.

Order Quantity : The quantity of the miscellaneous item that you want to order.

Tasks

Tasks are lists of instructions needed to carry out planned maintenance. For example,
you might create a task describing everything shaiuld be done for monthly
maintenance on a forklift truck. This task might include such details as:

The personnel who are usually assigned to the job
The expected time to perform the job

The materials that are usually required

Estimates for labor and neatals costs

The tools that will be needed

O o o o o

Templates fopurchaseshat might be associated with the task
[0 Stepby-step instructions for the job or a checklist of things that should be done

Often the same task cae applied to several units. For example, if your organization
has several forklift trucks of the same model, the task describing monthly maintenance
can be applied to each of the trucks. Similarly, a task describing yearly inspections on
heating ducts migt be appropriate for every space in each of your buildings.

MainBoss uses the information in task descriptions to create work orders. For example,
MainBoss can automatically create work orders calling for monthly maintenance on
each of t h e liftarackspuaing yhé gersdnmel, rkaterials, and other
information from the task description. The work orders generated in this way can be
edited afterwards, if necessary; for example, if one of the people normally assigned to a
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task will be on vacation ghnext time that task is scheduled, you can edit the work order
to assign the job to someone else (or perhaps to reschedule the job to a date when the
regular worker will be back from holiday).

Important: Tasks can also be used as standard (boilerplatd) evders For example,
you might create a task defining everything that should be done when changing the
muffler on a vehicle. MainBoss makes it easy to create a work order directly fromj such
a task, saving you the trouble of typing up such a work order yourself. For more, fee
Work Orders Created from Tasés pagel59.

Task Specializations

A task pecializationis a specialized version of another task. For example, suppose you
have a standardil Change task which describes a standard oil change. However, the
oil change for a particular vehicle might require a different type of oil, extra inspection
operations, or other differences from the standard. In this case, you can create a task
specialization based on the origital Change task. The specialization states ways in
which the special job differs from the original. The following rules contratwh

happens when a work order is generated from a task specialization:

O Information in the specialization &ldedto the original whenever possible. For
example, the task description in a generated work order will consist of the
description in the originabskplusany description in the specialization. Similarly,
the work order will contain all resources from the origplakall resources from
the specialization.

O Information in the specializatio®placesinformation from the original when the
t wo coaxistd Ror example, a work order can only have a single priority.
Therefore, if the original task description has one priority and the specialization has
a different one, the work order will take its priority setting from the specialization.

A task spemalization can be used wherever a task can. For example, you can schedule a
specialized task in the same way that you schedule a basic task. Similarly, you can
create a specialization of a specialization.

In the Tasksviewer and other viewers, tasks apeéaalizations are shown using a map
similar to a location map. Specializations are shown under and indented from their base
tasks.

Viewing Tasks

You view task records withinit Maintenance Plans| Tasksor Coding Definitions |
Unit Maintenance Plans| Tasks The window contains the following:

View section: Shows a map of curréasks and specializations.
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Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.
Resourcessection: Shows demands from the selected task.

Task Temporary Storagesection: Shows any temporary storage locations
associated with the task.

Purchase Templates Shows any purchase order templates associated with the
task. For more, se€eurchase Ordefemplatesn pagel42

Unit Maintenance Planssection: Shows any unit maintenance plans that use
the selected task.

New Task Opens a window to create a new task redéields in the new
record will either be blank or assigned default values (as specified in the
Defaults for Task section).

New Task Specialization Opens a window to create a new specialization for
this task. For more, seégliting Task Specializatioron pagel58

New Work Order From Task: Opens a window where you can create a new
work order that uses this task as a template (often called boilerplate work
orders). For example, suppose you have a task that describes what should be
done when changing a mlgf. When the time comes to change the muffler
on a particular car, you can usew Work Order From Task. For more,
seeWork Orders Created from Tas&s pagel59.

Defaults for Task section: Shows any defaults to be used when creating new task
records.

Editing Tasks

You create or modify task records using the task editor. The usual way to open the
editor is to clickNew Taskor Edit in theView section ofunit Maintenance Plans|
Tasksor Coding Definitions| Unit Maintenance Plans| Tasks

The task editor window contains the following:
Details section: Shows basic information for the record.
Code A brief code to identify this task. No two tagkay have the same code.
Description: A longer description of the task.

Subject A subject line to be used for work orders generated from this task. For
more on work orders, ségork Orderson page258
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Note:Th eubjecto f i el d i s not mandiareqoireginwork jJa t as k |
orders. Thereforaye r ec ommend t h atSubgettdl Ilyionuers .t 4 sks hav

Specialized Work Duration: If this task is a specialization of another task,
fiSpecialized Work Durationd i s -oaly fieleegividg the work duration
for the original task.

Specialization of Used wien this task should be a specialization of another
task. If so, set the field to the name of the containing task. For more on task
specializations, seeask Specializationsn pagel53.

Work Duration : The number of days that the task is expected to take.

Work Category: Thetype of work involved in this task. For more on work
categories, seé/ork Categoriesn page235.

Access CodeAn access code to be associated with work orders generated from
this task. For more on access codes /seess Codesn pagero.

Work Order Priority : A priority to be associated with work orders generated
from this taskFor more on such priorities, sééork Order Prioritieson
page231+

Expense Model The expense model to be associated with work orders
generated from this task. For more on expense modelsxgseese Models
on page?21l

Project: A project to be associated with this task (if any). For more on projects,
seeProjectson page233

Work Description: A description of the work to be done in this task. You
should enter stepy-step instructions or a checklist of things to be done
during this planned maintenance job. You should also enter any othe
information that workers might find useful, e.g. the tools that will be needed
or tips on dealing with special problems.

Downtime: A default downtimé how long the unit is expected to be down
during the maintenance.

Closing Code A default closing code tbe assigned to work orders generated
from this task. For more on closing codes, Seesing Code®sn page207.

Work Order Comments: Any comments that should be filled into the
Commentssection of generated work orders.

Comments Comments about this task record. These commentsetidippear
on generated work orders.

Select for Printing: If this box is checkmarked, work orders generated from this
task will be markedelect for Printing. This makes it simpler to print the
work orders after they have been generaf@d.more on the use &fkelect
for Printing , seeSelect For Printingon pager7.
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Resourcessection: May specify materials that should be reserved for the task. This
section may also assign inside worker®utside contractors to the task. Note
that these ardefaultassignments to be used when work orders are generated
from the task description. Such assignments may be changed on the actual
generated work order. (For example, if a job is usually dorvedoker X but
that person is on vacation, you can edit a generated work order to assign the job
to someone else.)

Number of Demands A readonly field giving the total number of demands
current specified for the task.

Items section: Specifies items to bendanded by the task. The list shows
current demands; the buttons let you add new demands and temporary
storage assignments.

New Task Demand ltem Reserves an item for the task. Sesk Cemand
ltemon pagel6l

Inside section: Specifies inside labor that should be assigned to the task.

New Task Demand Hourlylnside: Assigns inside personnel to the task,
charging on an hourly basis; seask Cemand Hourly Insiden page
162

New Task Demand Per Job InsideAssigns inside personnel to the task,
charging on a per job basis. SeeskDemandPer Job Insideon page
163

Outside section: Specifies outside contractors who should be assigned to the
task.

New Task Demand Hourly Outside Assigns an outside contractor to the
task, charging on an hourly basis. Seek Bemand Hourly Outsiden
pagel64

New Task Demand Per Job OutsideAssigns an outside contractor to the
task, charging on a per job basis. $Seek Cemand Per Job Outsidm
pagelos

Miscellaneoussection: Specifies miscellaneous costs that should be associated
with the task.

New Task Demand Miscellaneous CosiAssigns a hew miscellaneous cost
to the task. Seéask emand Miscellaneous Cosih pagel66.

Task Temporary Storagesection: Specifies temporary storage locations and
assignments for this task.

New Task Temporary Storage Specifies a temporary storage location for this
task. For more information, séeliting Task Temporary Storage Locations
on pagel60
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New Task Temporary Storage AssignmentSpecifies a temporary storage
assignment for this task. For more information, seg&ng Task Temporary
Storage Assignments pagel60.

Purchase Templatesection: Lists any purchase order templates associated with
this task. If a task has an associated purchase order template, a purchase order is
generated from the template any time a work order is generated from the task.
For more on purchase order tempiaseePurchase Ordeflemplate®n page
142

Code Listspurchase order templates associated with the task

Description: Thedescription fieldrom each template.

New Task to Purchase Order Template LinkageOpens a window to link a
new purchase order template to this task. For more information on this
window, sed.inking Purchase Ordefemplats to Task®n pagel46.

Unit Maintenance Planssection: Lists any unit maintenance plan records that use
this task. A unit maintenance plan includes a task, a timing record (e.g. every
three months) and unit to be serviced according to the timing and the task. For
more on unit maintenance plans, ket Maintenance Planen pagel28.

Unit: Lists units to receive planned maintenance using this task. For more on
units, seeJnits on page349.

Timing: Lists the timing for the plan. For more on maintenance timing, see
Maintenance Timingn pagel36.

Next Available Date The next date on which the task could be performed.

New Unit Maintenance Plan Opens a window to set up a unit maintenance
plan using this task.

Create unplanned Maintenance Work Order. Uses the selectahit
maintenance plato make a work order immediately. For example, suppose
the planspecifies an oil change on a particular vehicle. Clicking this button
immediately creates an oil change work order for the vehicle. For more
information, se€reating an Unplanned Maintenance Work Orderpage
135

New Select Scheduling Basi©pens a window to let you set the scheduling
basis for arexisting unit maintenance plan. The scheduling basis is when the
clock starts ticking for future planned maintenancedotypically the date
or meter reading for the most recent such job done on the unit. For more, see
Selecting a Scheduling Basis pagel34
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Editing Task Specializations

A task specialization is a specialized version of another task. (For moreysee
Specialization®n pagel53)

To create a task specialization, you Msev Task Specializatiorfrom Unit
Maintenance Plang| Tasksor from Coding Definitions | Unit Maintenance Plans|
Tasksor from theSpecialization Taskssection of a task record.

The contents of a specialized task are similar to a normal task. Therefore, editing a
specialized task is the same adiadia normal task, with all the information fields
having the same meaning. For more on editing tasks$;&éeg Taskon pagels4.

Printing Tasks

You can print your current tasks by clicking #aent button inUnit Maintenance
Plans| Tasksor Coding Definitions | Unit Maintenance Plans| Tasks This opens a
window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Filtering section: Options controlling what contact information will be included in
the eport.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font thawill be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (ostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more omgghePreview
section, se&eport Controlon page/4.
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Work Orders Created from Tasks

Tasks provide a description of work to be done in planned maintenance. However, you
may also want to perform the work as an inestuled job. For example, you may want
to perform an oil change on a car even t houq

In this case, you can create a-affwork order based on the information in a task
record. This lets you create a work ordemmguicklyd all you have to do is fill in the
name of the unit, and a few other fields.

To create a work order from a task, select the task imdkksviewer, then clickNew
Work Order From Task . This opens a window that contains the following:

Task: Specifies the task record to use as the basis for the new work order.

For Access Cod@ptions: Let you specify what to do when the access code for a
task is different from the access code for the unit:

Prefer value from Task: If both the task and the unita@rd specify an access
code, MainBoss uses the access code from the task. However, if the task
record doesnot have an access code, Ma i

Prefer value from Unit: If both the task record and the unit record specify an
access ade, MainBoss uses the access code from the unit. However, if the
uni t record doesnot have an access code
task.

Only use value from Task MainBoss always uses the access code from the
task record. (1 thave hAneaccesa @de, thegenerated d o e s n
wor k order woné6ét have an access code ei

(@}

Only use value from Unit MainBoss always uses the access code from the unit
record. (I f the wunit record doesndt hav
or der wo raccess dode either.p n

For Expense Modeloptions: Let you specify what to do when the expense model
for a task is different from the one for the unit. The options work the same way
as the options ifror Access Code

Purchase Qder initial State override: Lets you specify an initial state for any
purchase orders generated in connection with this task.

Purchase orders will be generated from any purchase order templates associated
with the task. Each template may have a defaitlal state associated with it:

Closed , Issued , Open, or Voided . By default, generated purchase orders

are put into the specified state; however, you can override the default by
specifying a different state in this field.

Work Order initial State override:  Si miPlrchase @raerinitial State
overrideo . By defaul t, each generated work or
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However, you may wish to put generated work orders into some other state

instead most likely the open state,ditating that the work order is ready to be

printed. (Remember though that if a work order is open, some of its information

i s |l ocked down and c anSogpendihe wakilomerped unl e:

Work Order Number : Identifies the new work order. Mdioss automatically
generates a new work order number.

Unit: The unit on which you want the work to be done.
Start Date: The date on which the work should begin.
Subject A readonly field giving the subject line to be used for the work order.

Access CodeA readonly field giving the access code to be used for the work order
(det er mi rrer dccdsyCodeh eo pft i ons) .

Expense Model A readonly field giving the expense model to be used for the
wor k order ( dEorExpense Maldb y tti loen s .

Editing Task Temporary Storage Locations

A task temporary stage location is a location that can be used to store items during the
course of a job. When a task specifies a temporary storage location, any work orders
generated from that task will specify the same temporary storage location.

To speciy a task temporary storage location, you clickv Task Temporary Storage
in theTask Temporary Storagesection of a task record. This opens a window that
contains the following:

Task: A readonly field specifying the task that will useigtemporary storage
location.

Containing Location: The location that you want to use for temporary storage.

Editing Task Temporary Storage Assignments

Task temporary storage assignments specify an item and a temporary storage location

that might be used to hold that item during planned maintenance tasks. For example,

you might specify that every time yalo a 300mile checkup on a vehicle, various

materials (like engine oil, air filters, etc.) should be put out on a particular work bench

so theyol |l be available if needed. The work
used in such tasks.

For more on temporary storage assignments during work orderssisemrary Storag
Locationson page320. For more on task temporary stordgeations see=diting Task
Temporary Storage Locatioms pagel60

D
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Before you carcreate a task temporary storage assignmentimyi first associate a
temporary storage location with the tasken youclick New Task Temporary
Storage Assignmentin theTask Temporary Storagesection of the task recard@his
opens a window that contains the following:

tem: The inventory item whose | ocation youbo
items, seénventory ItenRecord on page366.

Location: A temporary storage location. This must already be a temporary storage
location associated with the task.

Preferred Pricing: A price or price quote on the item. Typically, this is used to
indicate the vendor from whom you prefer to purchase the item. For more on
item pricing, seétem Pricingon page369.

Task emand Item

In theltems subsection of th&esourcessection of a task recortllew Task Demand
Item lets you state that an item should be reserved for use in the associated task.
Whenever a work order is genexdtfrom the task, the work order will contain a
Demand Itemfor the associated item. (For more on demand items)sesnd ltem
on page279)

When you clickNew Task Demand Itemin a task record, MainBoss opens a window
that contains the following:

Storage Assignmentrea: Lets you specify the type of item you want to reserve
andthe storage location where you intend to get the item. The area contains
two dropdown lists:

Show Storage Assignments forA drop-down list showing all items. Select
the item you wish to add to this task:q

Unlabeled drogdown list: Onceyodve sel ect&odwSioragei tem i n
Assignmentsfoo , t h e u ndoandig shews alldtorage
assignments for the SeowbSterageed it em. I f
Assignments foo b | @& onkabeledirbp-down list show all storage
assignments.

For more orstorageassignments, se&oreroom Assignmends page99.

Leave estimated total demand cost blank when work order is createtf you
choose this option, generated work orders will not include cost estimates for this
entry. You can supply an estimate after a work oiglgenerated, or simply
enter the actual cost once the job is finished.

Estimate total demand cost when work order is createdf you choose this
option, generated work orders will have cost estimates for this entry.
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Estimated Quantity: The quantity of the item that you want to reserve for this task.

Actual default: Specifies the default method for calculating costs when someone
creates an fnactual itemd in response to t
Aact ua Iformatior ma® sufficrent security permissions, he or she can
specify item costs in a different way. However, if the person who records the

Aactual itemo information does not have |
specify on this demand determines whicists MainBoss will use. The possible
options are:
Manual entry: If you choose this option, you expect the person recording
Aactual itemo information to have appro

the actual cost of the items.

Current value calculation: If you choose this option, the default is to calculate
factual itemd costs from MainBossbds exi

Demand estimate If you choose this ofuin, the default is toise the stimated
costinthedemandhs a basis for the fAactual item

Expense Category The expense category to which this expense belongs. For more
on expense categories, $eeense Categories page209.

Task emand Hourly Inside

In thelnside subsection of th&esourcessection of a task recortliew Task Demand

Hourly Inside lets you assign inside personnel to the associated task. Whenever a work
order is generated from the task, the work order will cont@iarmand Hourly Inside

for the specified worker. (For more on demand hourly inside recorddgeseend

Hourly Insideon page282)

When you clickNew Task Demand Hourly Insidein a task record, MainBoss opens a
window that contains the following:

Hourly Inside: An hourly inside record specifying the pen you want to assign to
the job and the hourly price paid for the
inside records, sdeourly Insideon page217.

Estimate costs when work order createdlf you checkmark this, MainBoss will
automatically create a cost estimate for this labor whenewerlaorder is
generated from this task. If you leave it blank, MainBoss will not create such a
cost estimate.

Leave estimated total demand cost blank when work order is createtf you
choose this option, generated work orders will not includeestghates for this
entry. You can supply an estimate after a work order is generated, or simply
enter the actual cost once the job is finished.
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Estimate total demand cost when work order is createdf you choose this
option, generated work orderslvhave cost estimates for this entry.

Estimated Hours: The time you expect the worker will spend on the task.

Actual default: Specifies the default method for calculating costs when someone
creates an i a dntrasmohse th thisiderhand. If thegpérsbreveho
records the actual cost has sufficient security permissions, he or she can specify
the cost in a different way. However, if the person who records the actual cost
does not have permission to specify costs, whatspecify on this demand
determines the cost that MainBoss will use. Possible options are:

Manual entry: If you choose this option, you expect the person who actualizes
this demand to have appropriate security permissions to specéyttied
cost of the work.

Current value calculation: If you choose this option, the default is to calculate
actual costs from the original hourly inside record.

Demand estimate If you choose this option, the default is t@ tlseestimated
costin the demand as a basis for the actual cost.

Expense Category The expense category to which this expense belongs. For more
on expense categories, $eeense Categoriem page209.

TaskDemandPer Job Inside

In the|nside subsection of th&esourcessection of a task recortliew Task Demand

Per Job Insidelets you assign inside personnel to the associated task, paid on a per job
basis. Whenever a work order is generated from the task, the work order will contain a
Demand Per Job Insiderecord for the specified worker. (For more on demand per job
inside reords, seé&emand Per Job Insiden page284.)

When you clickNew Task Demand Per Job Insidén a task record, MainBoss opens a
window that contains the following:

Per Job Inside A per job inside record specifying the person you want to assign to
the job and the price paid fortheor k er 6 s ser vi ces. For mor e
records, se€er Job Insiden page222.

Estimate costs when work order createdif you checkmark this, MainBoss will
automatically create a cost estimate for this labor whenever a work order is
generated from this task. If you leave it blank, MBoss will not create such a
cost estimate.

Leave estimated total demand cost blank when work order is createtf you
choose this option, generated work orders will not include cost estimates for this
entry. You can supply an estimate after a wander is generated, or simply
enter the actual cost once the job is finished.
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Estimate total demand cost when work order is createdf you choose this
option, generated work orders will have cost estimates for this entry.

Estimated Quantity : The quantity of work expected. This is usually 1 (i.e. you
expect the job to be done as described in the per job inside record.)

Actual default: Specifies the default method for calculating costs when someone
creates penm fjabtualsi ded in response to th
records the actual cost has sufficient security permissions, he or she can specify
the cost in a different way. However, if the person who records the actual cost
does not have permission to sibg costs, what you specify on this demand
determines the cost that MainBoss will use. Possible options are:

Manual entry: If you choose this option, you expect the person who actualizes
this demand to have appropriate security permissmapecify the actual
cost of the work.

Current value calculation: If you choose this option, the default is to calculate
actual costs from the original per job inside record.

Demand estimate If you choose this ofuin, thedefault is to use thestimated
costin the demand as a basis for the actual cost.

Expense Category The expense category to which this expense belongs. For more
on expense categories, $eeense Categories page209.

Task emand Hourly Outside

In theOutside subsection of th&esourcessection of a task recortliew Task

Demand Hourly Outsidelets you state that an oite contractor should be hired for

the associated task. Whenever a work order is generated from the task, the work order
will contain aDemand Hourly Outsidefor the contractor. (For more on demand

hourly outside recordseeDemand Hourly Outsiden page286.)

When you clickNew Task Demand Hourly Outsidein a task record, MainBoss opens
a window that contains the following:

Hourly Outside: An hourly outside record specifying the contractor you want to
hire for the job and the hourly price paidfoh e contractor és servi
on hourlyoutsiderecords, seelourly Outsideon page220.

Estimate costs when work order createdlf you checkmark this, MainBoss will
automatically create a cost estimate for this labor whenever a work order is
generated from this task. If you leavélank, MainBoss will not create such a
cost estimate.

Leave estimated total demand cost blank when work order is createtf you
choose this option, generated work orders will not include cost estimates for this
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entry. You can supply an estimatier a work order is generated, or simply
enter the actual cost once the job is finished.

Estimate total demand cost when work order is createdf you choose this
option, generated work orders will have cost estimates for this entry.

Estimated Hours: The time you expect the contractor will spend on the task.

Actual default: Specifies the default method for calculating costs when someone
creates an fnactual hourly outsideodo in re:
records the actual cost has sufficient security permissions, he or she can specify
the cost in a different way. However, if the person who records the actual cost
does not have permission to specify costs, what you specify on this demand
determines the cothat MainBoss will use. Possible options are:

Manual entry: If you choose this option, you expect the person who actualizes
this demand to have appropriate security permissions to specify the actual
cost of the work.

Current value calculation: If you choose this option, the default is to calculate
actual costs frornthe original hourly owgide record.

Demand estimate If you choose this opin, the default is to use the estimated
costin the demand aslzasis for the actual cost.

Expense Category The expense category to which this expense belongs. For more
on expense categories, $eerense Categoriem page209.

Task Bemand Per Job Outside

In theOutside subsection of thesourcessection of a task recorbllew Task

Demand Per Job Outsiddets you assign outside contractors to the associated task,
paid on a per job basis. Wheneverarkvorder is generated from the task, the work
order will contain @emand Per Job Outsiderecord for the specified contractor. (For
more on demand per job outside records,seeand Per Job Outsidm page288)

When you clickNew Task Demand Per Job Outsidin a task record, MainBoss opens
a window that contains the following:

Per Job Outside A per job outside record specifying the contoagou want to
assign to the job and the price paid for
job outside records, séer Job Outsiden page224.

Estimate costs when work order createdlf you checkmark this, MainBoss will
automatically create a cost estimate for this labor whemework order is
generated from this task. If you leave it blank, MainBoss will not create such a
cost estimate.

Leave estimated total demand cost blank when work order is createtf you
choose this option, generated work orders will not incha$t estimates for this
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entry. You can supply an estimate after a work order is generated, or simply
enter the actual cost once the job is finished.

Estimate total demand cost when work order is createdf you choose this
option, generated work aeds will have cost estimates for this entry.

Estimated Quantity: The quantity of work expected. This is usually 1 (i.e. you
expect the job to be done as described in the per job outside record.)

Actual default: Specifies the default methdak calculating costs when someone
creates an fdactual per jJjob outsideo in
records the actual cost has sufficient security permissions, he or she can specify
the cost in a different way. However, if the person wdemrds the actual cost
does not have permission to specify costs, what you specify on this demand
determines the cost that MainBoss will use. Possible options are:

Manual entry: If you choose this option, you expect the person attoalizes
this demand to have appropriate security permissions to specify the actual
cost of the work.

Current value calculation: If you choose this option, the default is to calculate
actual costs from the original per job outside record.

Demand estimate If you choose this option, the default is to usedsimated
costin the demand as a basis for the actual cost.

Expense Category The expense category to which this expense belongs. For more
on expense categories, $eeense Categories page209.

Task Bemand Miscellaneous Cost

In the Miscellaneoussubsection of th&esourcessection of a tdsrecord,New Task
Demand Miscellaneous Codets youadd a miscellaneous cdstthe associated task.
Whenever a work order is generated from the task, the work order will contain a
DemandMiscellaneousrecord for thecost (For more on demandiscellaneas
records, se®emand Miscellaneousn page291) The window for creating a
miscellaneous cost for tasksntains he following:

Miscellaneous CostA miscellaneous cosécorddescribing the cosFor more on
miscellaneous cost recordsee/Vork Order Miscellaneousn page228

Leave estimated total demand cost blank when work order is createtf you
choose this option, generated work orders will not include cost estimates for this
entry. You can supply an estimate after a work order is generated, or simply
enter the actual cost once the job is finished.

Estimate total demand cost when work orér is created If you choose this
option, generated work orders will have cost estimates for this entry.
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Actual default: Specifies the default method for calculating costs when someone
creates an fdactual mi shiseldmaral.rnféhe pessonc o st 0 i |
who records the actual cost has sufficient security permissions, he or she can
specify the cost in a different way. However, if the person who records the
actual cost does not have permission to specify costs, what you speitify on
demand determines the cost that MainBoss will use. Possible options are:

Manual entry: If you choose this option, you expect the person who actualizes
this demand to have appropriate security permissions to specify the actual
cost of he work.

Current value calculation: If you choose this option, the default is to calculate
actual costs from the originaliscellaneous cosecord.

Demand estimate If you choose this option, the default is to usedstarated
costin the demand as a basis for the actual cost.

Expense Category The expense category to which this expense belongs. For more
on expense categories, $seeense Categories page209.

Asset Codes

The Asset Codes table lets you record any fixed asset balance sheet account numbers
that are used to capitalize equipment in yol
it possible to crosgeferenceyour equipment assets with your general accounts.

Viewing Asset Codes
You view asset codes withoding Definitions | Units | Asset CodesThe window
contains the following:

View section Shows the list of current asset codes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
revesse the order.

Details section: Shows information from the selected record.
Units section: Shows units that use the selected asset code.

Defaults for Asset Codesection: Shows any defaults to be used when creating new
asset codes.
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Editing Asset Codes

You create or modify asset codes using the asset code editor. The usual way to open the
editor is to clickNew Assd Code or Edit in theView section ofCoding Definitions |
Units | Asset Codes

The asset code editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to iderify this record. No two records may have the same
code.

Description: A longer description of the asset code.
Comments Any comments you want to associate with the asset code.

Units section: Shows any units that use this code. For more on unitspgeen
page349.

Printing Asset Codes
You can print your current asset codes by clickingithiet button inCoding
Definitions | Units | Asset CodesThis opens a window that contains the following:

Filtering section: Options controlling whictsset codes will be included in the
report. The only option is selecting Byde

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this boxis checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters indpert.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be atiant
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the jourt
(i .e. anything that isndét a heading).

Preview section: Displays a visual preview of the report. If ghok thePPreview
button, you automatically go to this section.
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ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon pager4.

Unit Categories

The Unit Categories table makes it possible to group units into classes. Here are some
typical unit categories:

Pumps

Manufacturing equipment

Vehicles

Office space

Washrooms
Elevators

Whil e you dondét have to create any unit cat ¢
reports and for getting detailed breakdowns on time and expeHsesnfuch do we

actually spend to maintaour vehicle® What 6s our current i nvestn
types of manufacturing machines?)

Viewing Unit Categories
You view unit categories witboding Definitions | Units | Categories The window
contains the following:

View section: Shows the list of current unit categories.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.
Units section: Shows units that belong to the selected category.

Defaults for Unit Category section: Shows any defaults to be used when creating
new unit categories.

Editing Unit Categories

You create or modify uhcategories using the unit category editor. The usual way to
open the editor is to clickew Unit Category or Edit in theView section ofCoding
Definitions | Units | Categories

The unit category editor witow contains the following:
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Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the unit category.
Comments Any comments you wanb associate with the unit category.

Units section: Shows any units that belong to this category. For more on units, see
Units on page349.

Printing Unit Categories
You can print your current unit categories by clicking et button inCoding
Definitions | Units | Categories This opens a window that contains the following:

Filtering section: Options controlling which categories will be included in the
report. The only option is selecting byde

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be usedf most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit spfcations). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {oumt
(i .e. anything that isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more omggshePreview
section, se&eport Controlon page/4.

Meter Classes

The Mete Classes table lets you define types of meters such as:

-170-



Odometer (miles)
Odometer (kilometers)
Kilowatt - hours
Hours of operation

Meter classes define the various types of meters relevant to your maintenance
operations. You must create an appropriateemaass before you can define a meter.

For example, you must create an appropriate odometer type before you can define any
odometers used by your equipment.

Viewing Meter Classes
You view meter classes withoding Definitions | Units | Meter Classes The window
contains the following:

View section: Shows the list of current meter classes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click thisheading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Meters section: Shows meters that belong to the selected class. For more, see
Meterson pagel73

Maintenance Timingssection: Shows maintenance timing records associated
with the selected aks. For more, sééaintenance Timingn pagel36.

Defaults far Meter Class section: Shows any defaults to be used when creating
new meter classes.

Editing Meter Classes

You create or modify meter classes using the meter class editor. The usual way to open
the editor is to clicklew Meter Classor Edit in theView section ofCoding
Definitions | Units | Meter Classes

The meter class editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the meter class.
UOM: The units of measure used by this type of meter.
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Comments Any comments you want to associate with the meter class.

Meters section: Shows any meters that belong to this class. For more on meters, see
Meterson pagel73

Maintenance Timingssection: Shows any maintenance timing records associated
with this class. For more, sé&intenance Timingn pageL36

Printing Meter Classes

You can print your current meter classes by clickingithet button inCoding
Definitions | Units | Meter Classes This opens a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.
The only option is grouping BbYyOM (unit of measuremengnd sorting by
Code

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which meter classes will be included in the
report. You can select classes@®@ydeor by UOM (unit of measurement).

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might othesavbe
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.
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ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more omgghePreview
section, se&eport Controlon pager4.

Meters

Pieces of equipment and other units may have meters measuring hours of use, power
consumption, mileage, and so on. MainBoss lets you schedule planned maintenance

work by meter readings (for ample, every 500 hours of use); therefore, it is useful to

set up a regular schedule for recording met

Before you create a record for a specific meter, you must define a correspmeténg
class For example, before you can create a record for the odometer of a specific
vehicle, you must create a meter class record for such odometers. For more on meter
classes, seeter Classesn pagel70.

When you define a meter record, you must specify its meter class and the unit with
which the meter is @sciated. You may record the current meter reading at the same
time that you create the meter record.

MainBoss retains a list of all meter readings made on a particular meter. You can

examine these readings to see the pattern of use over time. Wherlisgh@daned

maintenance, MainBoss uses past meter readings to estimate future ones. For example,

if a car is scheduled for an oil change every 3000 miles, MainBoss can use past

odometer readings to estimate when the car will be due for its next oil cAdmege

more readings you record, the more accurate
recording readings regularly, you can also ensure that MainBoss has frequent updates

on each metero6s value.

Effective vs. Actual Readingsin order for MainBoss to schedule planned

maintenance based on meter readings, the reading values must keep ir&réeesing

should never go backwards. In practice, however, meters sometimes go down instead of
up. Thiscan happen, for example, if an old meter is replaced by a new meter, or if an
existing meter rolls over back to zero.

To deal with such situations, MainBoss lets you specifieter offsefor each meter.
The offset is a number thatd¥hBoss adds to the actual meter reading in order to
calculate theffective(true) reading for the meter.

For example, suppose a meter only shows four digits so that values run from 0000 to
9999. When the meter rolls over after 9999, you would set ther wiéset to 10000.

After that, when a worker enters a meter reading like 0100, MainBoss adds the offset to
determine that the effective meter reading is now 10100. This is what the meter would
read if it could display more digits. The next time the meiks over, you set the meter
offset to 20000, and so on. In this way, MainBoss can determine true measurements (as
opposed to what the meter actually says).
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As another example, suppose that a meter breaks and has to be replaced. The old meter
broke athe 273 mark, but the new meter stadt zero. In this case, you would set the
meter offset t&273 MainBoss can then make appropriate corrections so that it keeps
track of how long equipment has actually been in use, no matter what the meter says.

Viewing Meter Records
You view meters wittCoding Definitions | Units | Meters . The window contains the
following:

View section: Shows the list of current meters.

Meter Class Click this heading to sort the list by meter class. Click again to
reverse the order (from ascending to descending oversa).

Unit: Click this heading to sort the list by unit. Click again to reverse the order.

Last Reading Date Click this heading to sort the list by date of last reading.
Click again to reverse the order.

Last Effective Reading Click this heading tsort by the effective value of the
most recent reading.

Details section: Shows information from the selected record.
Readingssection: Lists readings for the selected meter.

New Meter Reading Lets you record a new reading for the meter currently
selected. For more information, seeiting Meter Readingsn page358

Defaults for Meter section: Shows any defaults to be used when creating new
meter records.

Editing Meter Records

You create or modify meters using the meter editor. The usual way to open the editor is
to click New Meter or Edit in theView section ofCoding Definitions | Units | Meters

The meter editor window contains the following:
Details section: Shows basic information for the record.

Meter Class Indicates what type of meter this is. For more information, see
Meter Classesn pagel70.

Unit: The unit (e.g. piece of equipment) with which this meter is associated. For
moreon units, seélnits on page349.
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Unit of Measure: A readonly field givingthe units of measure used by this
type of meter. This information is obtained from the chddeter Class
record.

Offset: The current meter offset. For more about meter offsetsylsgson
pagel73

Last Reading Date A readonly field giving the most recent date on which a
reading was taken.

Last Effective Reading A readonly field giving the value of the last effective
reading. (Effective reading is the value actually shown on the meter plus the
meter offset.)

Comments Any comments you want to associate with the meter.
Readingssection: Shows all readings recorded fos imeter.

New Meter Reading Opens a window where you can record a new reading for this
meter. For more on recording meter readingsfEsgeng Meter Readingsn
page358

Ownerships

There are many situations in which units may be ownaddiyiduals or groups, either
in different departments of your organization or by third parties. Here are some typical
ownerships:

Department A
Tenant B
Chris Smith

Whil e you dondédt have to create any owner shij
repats and for getting detailed breakdowns on time and expenses.

Viewing Ownerships
You view ownerships witlicoding Definitions | Units | Ownerships The window
contains the following:

View section: Shows thigst of current ownerships.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.
Units section: Shows units with the selected ownership.
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Defaults far Ownership section: Shows any defaults to be used when creating new
ownerships.

Editing Ownerships

You create or modify ownerships using the ownership editor. The usual way to open the
editor is to clickNew Ownership or Edit in theView section ofCoding Definitions |
Units | Ownerships

The ownership editor window contains the following:
Details section: Shows basic information for the record.

Code A brief cade to identify this record. No two records may have the same
code.

Description: A longer description of the ownership.
Comments Any comments you want to associate with the ownership.

Units section: Shows any units that have this ownership. For more t=) see
Units on page349.

Printing Ownerships
You can print your current ownerships by clicking Brént button inCoding
Definitions | Units | Ownerships This opens a window that contains the following:

Filtering section: Options controlling which ownerships will be included in the
report. The only option isetecting byCode

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otheise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both yourd®ivs system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer

Font Size The font sizéo be used for all standard characters in the jourt

(i .e. anything that isndét a heading).
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Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingztteiew
section, se&eport Controlon pagera.

Spare Parts

A spare partis an inventory item that has been designated as spare parts for one of
more unitsldentifying spare parts is useful for any workers sent to do work on the
unitd they can check to see what they might need before they head out to the job site.

For example, suppose you get a report that a fluorescent light is out in a particular room.
You can check in advance to see what kind of bulb is used in that room, so that you
dondét have to make two trips.

You donét have to record every part |used
you do record, the better prepared your workers can be adiag out to a job.

Before you can record that a unit uses a particular spare part, you must have a record for
the unit in yourUnits table and a record for the spare part in yoems table. (For

more, seéJnits on page349andinventory ltenrRecord on page366.) There are

several ways to record the parts information:

[ In theSpare Rarts section of the unit record, clidkew Spare Part

[ In theUsagesection of the item record, clidgkew Spare Part.

O In Coding Definitions | Units | Parts, click New Spare Part

Viewing Spare Parts
You view spare parts witGoding Definitions | Units | Parts. The window contains the
following:

Unit: Click this heading to sort the list by unit name. Click again to reverse the
order (from ascending to descending or vice versa).

Item: Click this heading to sort the list by item (i.e. the ID code of the spare part).
Click again to reverse the order.

Quantity : Click the heading to sort the list by the number of spare parts uties in
item. Click again to reverse the order.

UOM: Click the heading to sort the list by units of measurement. Click again to
reverse the order.

Unit area: Shows information about the unit from the selected record.
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Item area: Shows information about thenit¢the spare part) from the selected
record.

Editing Spare Parts Information
The Spare Parts editor records information about an item that is used as a spare part for
a unt.
Unit: Identifies the unit. (This field is reazhly if you started from a unit record.)
Description: Areadonl y f i el Descgptiond nfgi ¢ lhd &f t he unit

Make, Model, andSerial Number. Readonly fields giving more information about
thespecified unit.

Item: Identifies a spare part used by the unit. (This field is-oedg if you started
from an item record.)

On Hand: A readonly field giving the quantity of the item that you have on hand
(the total in all your storerooms).

Description:Areado n |l y f i e | Descgptiond nfgi ¢ he @&f t he i tem
Quantity : The maximum quantity of the item that can be used by the unit. For

examplUeitp 168 A kem@m sana IAi ght bul b used ir
fQuantityd s houl d b e unmbkrefbais that mighirbe needed in
the room.

UOM: A readonly field giving the units of measure for the item.

Comment Any comments you want to record about how the unit uses this spare
part.

Printing Spare Parts

You can print information about your current spare parts by clickingtiné¢ button in
Coding Definitions | Units | Parts. This opens a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.
For example, if you seledtnit Category, the report will have a separate
section for each category.

Sort by list: Parts will always be sorted by the number of parts usedde
Quantity).
Sort Direction: Determines whether sorting will go from lowesthighest

(Ascending or highest to lowesOescending.
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Filtering section: Options controlling what kind of units and spare parts will be
included in the report. The window allows several types of selection:

Unit Filters: Make selections based on basict umiormation. For example, if
you filter by Unit Location, you can restrict the prigut to units at a
particular location (e.g. all units in a specific building).

Unit Value Filters: Make selections based on other properties of the unit. For
example, ifyou filter by Purchase Vendor you can restrict the pridut to
units purchased from a particular vendor.

Item Filters: Make selections based on properties of the items. For example, if
you filter byltem Category, you can restrict the prigut to itemsn a
particular set of categories.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
delekd records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that ssipported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Winds system and your printer.

Font Size The font sizéo be used for all standard characters in the {oumt
(i .e. anything that isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Service Contracts

MainBoss can keep track of any service contracts on your equipment and spaces. Before
you can create a service contract record, you must create a Veratdrfordhe
contractor and Unit records for all the units covered by the contract.

Warranties: In order to record warranty information, just treat it like a service contract
from the manufacturer. For example, if a unit has ayear warranty, create a two
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year service contract from the manufacturer and link it to the unit record. You can use
t h€omiment field of the service contract recor

Preferred Service Providers:Service contracts may also be used to repoeterred

service provides. For examplegonsider a situation where a head office manages

maintenance at many branches in different cities. If the branch in City X needs a

plumber, who shoultieadoffice call? This kind of question can be answered easily if

every unit in every branch has an associ at e
local contractor to call if something goes wroiigh e€Confimentd f i el d of t he r e
can not e tthuadervide bantseaét it Smpl§ statea a preference for whom to

call if the unit needs servicing.

In other words, you use the service contract to specify a preference rather than a true

senice contractThis makes it easy to know who to call if something goes wrong. You

can add additional service contracts to the unit record if you want to specify alternative
contractors to call i f your first choice i st

Viewing Service Contracts
You view service contracts withoding Definitions | Units | Service Contracts The
window contains the following:

View section: Shows the list of current service contracts.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Clglain to
reverse the order.

Vendor: Click this heading to sort the list by vendor. Click again to reverse the
order.

Contract Number: Click this heading to sort the list by contract number. Click
again to reverse the order.

Details section: Shows detailsdm the selected record.

Units section: Shows units covered by the selected service contract. For more
about units, seenits on page349.

Defaults for Service Contractsection: Shows any defaults to be used when
creating new service contracts.

Editing Service Contracts

You create or modify serviantracts using the service contract editor. The usual way
to open the editor is to clidgkew Service Contractor Edit in theView section of
Coding Definitions | Units | Service Contracts
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The serviceontract editor window contains the following:
Code A brief code to identify this record. No two records may have the same code.
Description: A longer description of the service contract.

Vendor: The contract who provides the service. You must have tay fen this
vendor in your vendor list. For more on vendors,\seedorson pagel94.

Service PhoneAreadonl y fi el d giving the vendor 0s
comes from the chosen vendor record.

Contract Number: Any identification number associated with the service contract.
Start Date: The start date for theontract.
End Date The ending date for the contract.

Parts: Checkmark this box if the service contract covers parts; blank out the box if
not.

Labor: Checkmark this box if the service contract covers labor; blank out the box if
not.

Total Cost: The cost bthe service contract.
Comments Any comments you want to associate with the service contract.

Units section: Shows any units covered by this service contract. For more on units,
seeUnitson page349.

Associating Units with Service Contracts

When creating a unit record, you can useShevicesection of the record to specify
that the unit is covered by arsice contract. By the same token, when creating a
service contract record, you can uselilmis section of the record to list the units that
are covered by the contract. In both cases, if you 8lisk Unit Service Contractor
Edit, MainBoss will open avindow that contains the following:

Unit: Specifies a unit that is covered by the service contract.

Description, Make, Model, Serial Number. Readonly fields giving information
taken from the record for the specified unit.

Service Contract The serviceontract that covers the unit.

Readonly fields: Provide information from the record for the specified service
contract.
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Printing Service Contracts

You can print your current service contracts by clickingRhet button inCoding
Definitions | Units | Service Contracts This opens a window that contains the
following:

Grouping and Sorting section: Options controlling how the report is organized.
The only options are grouping bendor or Vendor Category, and sorting by
Code

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling what employee information will be included
in the report.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to beprinted at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that wilbe used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard charactarthe printout
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blankhat type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitheyiew
section, se&eport Controlon page/4.
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Specification Forms

|l tds useful to i ncl udeinysy ManBdss records.Féror mat i
example, for a forklift truck, i1tdéds wusefu

height, width, and so on. For a space like a hotel suite, you might want to record room
layout, the number of chairs and beds, spelcial characteristics (e.g. smoking vs.-non
smoking).

Specification forms let you record any type of information. You create your own
specification forms by stating what fields you want to appear in the form. For a hotel
room, for example, you might ate a form with blanks to fill in for number of beds,
number of chairs, number of lamps, and any other information that you keep track of.

Although specifications are most commonly used to record naméapfiatmation

about guipment, they can also be used to create forms for storing information about
other types of units. For example, you might record room dimensions, the type of bulbs
used in light fixtures, the location of fuse boxes and so on.

Specification forms are madgp offields. Each field contains the following:

A label namadentifying what kind of information the field contains.

O

A field namestanding for the actual value of the field.
[ A field sizegiving the maximum number of characters in the field.

1 An optionalfield order. This is a number used to determine the order in which fields
should be listed. Fields are arranged from lowest to highest (e.g. from 1 up).

Here is a typical list of fields describing a motor.

Label Field name Size Order
Manufacturer Mfr 30 1

Model # Mod 20 2

Horsepower HP 5 3

RPM RPM 7 4

Voltage \% 7 5

This specification definition leads to a form that looks like this:
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Mew Specification

D@ﬂh

Basedon  Maotorl
Code |

Standard Maotor

Description [

Lnit
Manufacturer [

Model # |

Horsepower [

RPM |

Voltage [

Comments

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

Active

e

Note that

fiDescriptiond

when

a Godhmentd

you use the for @gdedMai nBoss al
n addition to the fields the

Once you have created a specification form, it can be used in a unit record. A form
filled in with information about a particular unit is calledecification A unit may
have multiple specifications; for example, a truck mighvehane specification for its
engine and another about its carrying capacity. For more informatio&pseéications
on page3s7.

The information from a filleebut specification may be displayed in unit reports. You
can control the format in which this information is displayed:

[ Everyspecification has a default layout format, where each field is on a separate

Il ine and

t he

fieldbs | abel name i s used to

[ Alternatively, you can specify a customized layout. In this kind of layout, you use
constructs of the formFieldName/> to represent blank areas where values should

be filled in.

For example, you might define the following customized layout:

Manufacturer: <Mfr/>

Model #: <Mod/>
HP: <HP/> RPM: <RPM/> Volts: <V/>
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This might lead to displays like

Manufacturer: XYZ Inc.
Model #: AG1234
HP: 300 RPM: 3000 Volts: 220

Once a specification form is used in connection with a unit, the form cannot be cljanged
(although the actual specification values can be changed).

Viewing Specification Forms
You view specification forms witoding Definitions | Units | Specification Forms
The window contains the following:

View section: Shows the list of current specification forms.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by descripti@tick again to
reverse the order.

Details section: Shows information from the selected record.
Fields section: Lists the fields of the selected specification form.

Default Report Layout section: Shows the default layout for specification
information whentiappears in a report.

Custom Report Layout section: Shows any custom layout for specification
information in a report.

Specificationssection: Shows units that use the selected specification form.

Defaults for Specification Formsection: Shows any defaults to be used when
creating new specification forms.

Editing Specification Forms

You create or modify specification forms using the specification form editor. The usual
way 1o open the editor is to clidkew Specification Formor Edit in theView section
of Coding Definitions | Units | Specification Forms

The specification form editor window contains the following:
Detalls section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the specification form.
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Comments Any comments you want to associate with the gpation form.

Fields section: Opens a window that lets you specify the fields of the specification
form. For more information on how specification fields work, Specification
Formson pagel83. For a description of the field editor, geeiting
Specification Form Fielden pagel87.

Default Report Layout section: Shows the default layout for this specification.
(This is a reagbnly field.) The default layout consists of a separate line for
every field, where each line has the form:

Label: Value

Custom Report Layout section Shows the customized layout (if any) for this
specification.

You create a cusCustom Remod Layoaty oaurt e da no ft hteh ifis
section. This area can contain any text. You use a symbol of the form

<FieldName/> to represent the values of fields. For example, if the report

layout contains

The horsepower is <HP/>

you woul d s e eTheshorsemwehii400g 101 kvdhefdn i nf or mat i
is displayed about a particular unit (e.g. in a report).

Specificationssection: lists units that use this specification form.

Printing Specification Forms

You can print your current specification forms by clicking et button inCoding
Definitions | Units | Spedfication Forms. This opens a window that contains the
following:

Filtering section: Options controlling which specification forms will be included in
the report.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted recordewitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your prirter.
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Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The nt sizeto be used for all standard characters in the {ourmt
(i .e. anything that i1isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section cotains buttons for looking through the report preview
and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon pager4.

Editing Specification Form Fields

You create or modify the fields e specification form using the specification field
editor. The usual way to open the editor is to chilekv Specification Form Field or
Edit in theFields section of a specification form record. (S&&ting Specification
Formson pagel85)

If a specification form is being used by a unit record, MainBoss will not let you chipnge
the fields in the form.

The specification field editor window contains the following:

Specification Form: A readonly field speifying the form that contains this
specification field.

Field Name A unigue name identifying this field. In custom layouts, you can use
this field name in a construct that represents the value of the field. For example,
if the name of the field islyFiel d, then<MyField/> represents the value of
the field in a custom layout.

Edit Label: The label that should appear when people are actually filling out the
specification form. |t &ésFieddNamed aseéf ul (ail
AEdit Labeld a r amet Howeves, see below for exceptions.

Field Size The maximum number of characters that can be used in the value of the
field.

Field Order: A number that is used when determining the order in which fields are
di spl ayed. Fied prdecda | tfaythd fieddeydu waint to appear
first on FddeOrderormp 28etof the field you w:e
and so on. (1 n gen eHelOrderd i ferl am laad vee satr rvaal
to highest.)

- 187-



Field Names and LabelsField names must be unique; labels do not. As an example,
consider a heat pump that can be used as either a heater or an air/conditioner. You
might want a specification that looks like this:

Heating
Power consumption:
Volts:
BTU:

Cooling
Power consumption:
Volts:
BTU:

Notice that several fields have the same labels: two fields labelest
consumption , two labeledvolts and two labele®TU However, every field must
have a unique field name. You miglrse field names like

Heating Power
Heating Volts
Heating BTU
Cooling Power
Cooling Volts
Cooling BTU

Systems

A systemis a set of units that make up a single entity. For example, the various pieces
of equipment for heating and aionditioning might all be considered to belong to a
single HVAC system. Here are some other examples:

Electrical
Plumbing
Security

Defining s/stems gives you another way to organize reports about your units. You can
get detailed cost breakdowns to see how much time and resources you spend
maintaining each system.

Systems are most useful for organizing units that are spread across manydotfation
you have a number of wunits that are all/l
classify them as sudbnits of a larger unit. For example, you might consider an assembly
line as a single unit; the machines that make up the line would all hengstof the

larger unit.
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Viewing Systems
You view systems witicoding Definitions | Units | Systems The window contains the
following:

View section: Shows the list of current systems.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice @grs

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.
Units section: Shows units that belong to the selected system.

Defaults for Systemsection: Shows any defaults to be used when creating new
systems.

Editing Systems

You create or modify systems using the system editor. The usual way to open the editor
is to clickNew Systemor Edit in theView section ofCoding Definitions | Units |
Systems

The system editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code

Description: A longer description of the system.
Comments Any comments you want to associate with the system.

Units section: Shows any units that belong to this system. Before you can record
any units in this list, you mu§tavethe system record. (For more on units, see
Unitson page349)

Printing Systems

You can print your current systems by clicking Brent button inCoding Definitions |
Units | Systems This opens a window that contains the following:

Filtering section: Options controlling which systems will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.
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Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records arttezhirom the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printe.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that i1isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview secton contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Usage Classifications
Usage classification codes let you classify units according to their use. This provides yet
another way to organize units for the purposes of reports.

Conversion Classifications:Usageclassifications serve a special purpose if you

convert an old database from MainBoss Basic into the new form of MainBoss
Advanced. Usage classifications will tell whether MainBoss Basic considered the unit a
piece of equipmentr a spaceUsage classifications are also used to mark equipment
that was marked obsolete MainBoss Basic.

Whether or not your database was created by converting a MainBoss Basic database,
usage classifications offer one more optior organizing your units.

Viewing Usage&Classifications

You view usage classifications wi@oding Definitions | Units | Usage
Classifications The windowcontains the following:
View section: Shows the list of current usage classifications.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).
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Description: Click this heading to sbthe list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.
Units section: Shows units that belong to the selected usage classification.

Defaults for UsageClassification section: Shows any defaults to be used when
creating new usage classifications.

Editing Usage Classifications

You create or modify usage classifications using the usage classification editor. The
usual way to open the editor is to cliskw Usage Classificatioror Edit in theView
section ofCoding Definitions | Units | Usage Classifications

The usage classification editor window contains the following:

Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the sam
code.

Description: A longer description of the usage classification.
Comments Any comments you want to associate with the usage classification.

Units section: Shows any units that belong to this usage classification. Before you
can record any units itis list, you musBavethe usage classification record.
(For more on units, seénits on page349.)

Printing Usage Classifications

You can print your current usage classifications by clickingtiet button inCoding
Definitions | Units | Usage ClassificationsThis opens a window thabntains the

following:

Filtering section: Options controlling which usage classifications will be included
in the report. The only option is selecting Gyde.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money informatiomat might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and

your printer.

Fixed-width Font: The font that will be used for information thapisnted with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i.,e. anythingh at i sndédt a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.

Units of Measure

The Units of Measure table records the various units of measure that are used for meters
and for different types of inventohyp,items.
for materials that come as individual items (for example, light bulbs). Other common
units of measure might be:

Pounds
Kilograms
Gallons
Liters
Yards
Meters

[Note: MainBossoftenab br evi at es fiUnits of Measdreodo to

Viewing Units of Measure
You view units of measure withoding Definitions | Units of Measure The window
contains the following:

View section: Shows the list of current units of measure.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.
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Items section: Shows inventory items that use the selected unit of measure.

Meter Classessection: Shows meter classes that use the selected unit of
measure.

Defaults for Unit of Measuresection: Shows any defaults to be used when creating
new units of measure.

Editing Units of Measure

You create or modify units of measure using the Unit of Measure editor. The usual way
to open the editor is to clidkew Unit of Measure or Edit in theView section of
Coding Definitions | Units of Measure

Theeditor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the unit of measure.
Comments Any comments you want to associate with the unit of measure.

Items section: Shows any items that use this unit of measure. Before you can record
any items in this list, you muStavethe unit of measure record. (For more on
units, seeénventory ItemRecord on page366)

Meter Classessection: Shws any meter classes that use this unit of measure.
Before you can record any meter classes in this list, you $austthe unit of
measure record. (For more on units, Seger Classesn pagel70.)

Printing Units of Measure

You can print your current units of measure by clickingRheat button inCoding
Definitions | Units of Measure This opens a window that contains the following:

Filtering section: Options controlling which units of measure will be included in the
report. The only option is selecting Byde.

Advancedsection: Miscellaaous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from te rep

Title: The title to be printed at the beginning of the report.
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be usedor all standard characters in the pronit

(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons fordking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.

Vendors

You can use the Vendors table to record information about people and companies
outside your organization. Vendors typically fall into the following classes:

0
U

Suppliers who sell you maintenance materials.

Outside contractors o may be hired from time to time to do specialized work. For
example, if you dondét have a plumber on
table to record contact information for the plumber(s) you call when necessary.

People or organizations who provigeu with service contracts.

Viewing Vendor Records

You view vendor records witRurchase Orders| Vendors or Coding Definitions |
Vendors. The window contains the following:

View section: Shows the list of current vendors

Code Click thisheading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from tiselected record.
Item Pricing section: Lists price quotes from the selected vendor.

Hourly Outside section: Lists hourly outside rates associated with the selected
vendor. For more information, semurly Outsideon page220.
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Per Job Outsidesection: Lists per job outside rates associated with the selected
vendor. For more information, séer Job Outsiden page224.

Service Contractssection: Lists service contracts with the selected vendor. For
more onservice contracts, sé&rvice Contracten pagelL79.

Purchase Orderssection: Lists purchase orders created to purchase goods and
services from this vendor. For more on purchase order8,sekase
Orderson page377.

Purchase Templatesection: List purchase order templates created to purchase
goods and services from this vendor, in connection with preventive
maintenance jobs. For mora purchase order templates, Seschase
Order Template®n pagel42

Units section: Lists units purchased from the selected vendor. For more
information, seéJnits on page349.

Defaults for Vendor section: Shows any defaults to be used when creating new
vendor records.

Editing Vendor Records

You create or modify vendor records using the vendor editor. The usual way to open the
editor is to clickNew Vendor or Edit in theView section ofPurchase Orders|
Vendors or Coding Definitions | Vendors.

The vendor editor window contains the following:

Details section: Provides general informatidooart the vendor. This section
contains the following:

Code A brief code to identify this record. No two records may have the same
code

Description: A longer description (usually the full name of the vendor).

Vendor Category: A vendor category for this vendor. (For more on vendor
categories, segéendorCategorieson pagel99)

Sales Contact The person to contact for matters relating to sales. This should
refer to an entry in youContactstable. For more about contacts, see
Contactson page31.

Once you SaldsCatm@d, athe persondésmaphone nun
address are displayed in reauly fields. This information is taken from the
Contactstable.

Service Contact The person to contact for matters relating to service. This
should refer to an entry inSewcar Cont ac
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Contactot he per son6s pnhabaddresraverdibplayedia nd e
readonly fields.

Accounts PayableContact: The person to contact for matters relating to
accounts payabl@ his should refer to an entry in your Contacts table. Once
you choose& nAcéountsPayableContacto , t he personés phone
and email address are displayed in reamly fields.

Accounts Payable Cost CenterThe cost center to be associated with bills paid
to this vendor. For more on cost centers,Seet Centeran page34.

Account Number: Your account amber with this vendor.
Comments Any comments you want to record.

Item Pricing section: Displays information about price quotes from this vendor.
Before you can use this section to record information, you 8mistthe record
first. Then you can add reas to the item list.

Item: Click this heading to sort the list by item code. Click again to reverse the
order.

Order Line Text: Click this heading to sort by the text that should be placed on
any purchase order for this item from tiaendor. Click again to reverse the
order.

Quantity : Click this heading to sort by quantity. Click again to reverse the
order.

Unit Cost: Click this heading to sort by unit cost. Click again to reverse the
order.

Total Cost: Click this heading to sort byt cost. Click again to reverse the
order.

Hourly Outside section: Lists hourly outside rates associated with the selected
vendor. Before you can use this section to record information, youSaust
the record first. Then you can add records to the list. (For more on hourly
outside records, seééurly Outsideon page220.)

Code Click this heading to sort the list by code. Click again to reverse the
order.

Description: Click this heading to sort by description. Click again to reverse the
order.

Trade: Click this heading to sort by vendor trade. Click again to reverse the
order.

Hourly Rate: Click this heading to sort by hountgate Click again to reverse
the order.
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Per Job Outside section: Similar to thélourly Outside section but deals with Per
Job Outside records. For more, See Job Outsiden page224.)

Service Contractssection: Displays information about any service contracts you
hawe with from this vendor. Before you can use this section to record
information, you musbavethe record first. Then you can add records to the list.

Code Click this heading to sort the list by code. Click again to reverse the
order.

Description: Click this heading to sort by description. Click again to reverse the
order.

Contract Number: Click this heading to sort by contract number. Click again to
reverse the order.

Purchase Orderssection: Lists purchase orders created to purchase goods and
services from this vendor. For more on purchase order§,,sekase Ordersn
page377.

Number: Click this heading to sort the list by purchase order number. Click
again to reverse the order.

Summary: Click this heading to sort by summary. Click again to reverse the
order.

Issue Issues the selected purchase order.

ClosePurchase Order. Closes the selected purchase ordénen you click the
button, MainBoss opens a window where you can record a comment and
other information.

Close Purchase Order (No Comment)Same ag£lose Purchase Ordey
except that MainBoss doesndét open a wi
information.

Withdraw Purchase Order. Withdraws a purchase order that has already been
issued. This puts the purchase order back intotee (unissued) state.

ReActivate Purchase Order. Reopens a closed purchase order.

Void: Cancels the selected purchase order.
Draft Purchase Order. Turns a wided purchase order back into an open one.

Purchase Templatesection: List purchase order templates created to purchase
goods and services from this vendor, in connection with preventive maintenance
jobs. For more on purchase order templatesPseehase Ordeilemplateon
pageld?2

Code Click this heading to sort the list by code. Clickiaga reverse the
order.
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Description: Click this heading to sort by description. Click again to reverse the
order.

Print: Prints purchase order templates. For morePsegng Purchase Order
Templats on pagel4s.

Units section: Displays units purchased from this vendor. Before you can use this
section to record information, you mu&ivethe record first. Then you can add
records to the list.

Code Click this heading to sort the list by code. Click again to reverse the
order.

Description: Click this heading to sort the list lolescription Click again to
reverse the order.

Printing Vendor Records

You can print information about your current verslby clicking thePrint button in
Purchase Orders| Vendors or Coding Definitions | Vendors. This opens a window
that contains the following:

Grouping and Sorting section: Options coralling how the report is organized.

Group by list: These options determine how the report is broken into sections.

Sort by list: These options determine how items are sorted within each section.
You can only sort by/endor.

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which vendors will be included in the report.
You can select by vendor name or vendor category.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted rdsare omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.
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Font Size The font siz¢o be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, tha bfpnformation
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section cotains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pagera.

Vendor Categories
The Vendor Categories table makes it possible to group vendors into classes. Here are
some typical vendor categories:

Electrical contractor
PI umbing contractor
Stationery stores
Equipment vendor

Whil e you dondét have to create any vendor c:
organizing reports and for getting detailed breakdowns on time and expenses.

Viewing Vendor Categories
You view vendor categories withoding Definitions | Vendors | Categories The
window contains the following:

View section: Shows the list of current vendor categorie

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Showsiformation from the selected record.
Vendors section: Shows vendors that belong to the selected category.

Defaults for Vendor Category section: Shows any defaults to be used when
creating new vendor categories.
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Editing Vendor Categories

You create or modify vendor categories using the vendor category editor. The usual
way to open the editor is to cli¢kew Vendor Categoryor Edit in theView section of
Coding Definitions | Vendors | Categories

The vendor category editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the vendor cgbey.
Comments Any comments you want to associate with the vendor category.

Vendors section: Shows any vendors that belong to this category. For more on
vendors, segendorson pagelo4

Printing Vendor Categories
You can print your current vendor categories by clickingihet button inCoding
Definitions | Vendors | Categories This opens a window that contains the following:

Filtering section: Options controlling which categories will be included in the
report. The only option is selecting Byde

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in theeport.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will le used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostlynit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the jourt
(i .e. anything that isndét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.
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ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more omgghePreview
section, se&eport Controlon pager4.

Work Order Assignees

The workorder assignee lisipecifies people who can be assigned to work orders.
Assigning someone to a work order means that person has some special interest in the
work order; for more, seéssignmentsn page30.

Viewing Work Order Assignee Records

You view work order assignee records wittork Orders | Assigneesor Coding

Definitions | Work Orders | AssigneesThe window contains the following:
View section: Shows the list of current records.

Name Click this heading to sort the list by assignee name. Click again to
reverse the orderr@m ascending to descending or vice versa).

Business PhoneClick this heading to sort the list by business phone number.
Click again to reverse the order.

Mobile Phone Click this heading to sort the list by mobile phone number. Click
againto reverse the order.

Number New: Click this heading to sort the list by the number of new work
orders associated with the assignees. Click again to reverse the order.

Number In Progress Click this heading to sort the lisy the number of in
progress work orders associated with the assignees. Click again to reverse
the order.

Defaults for Work Order Assigneesection: Shows any defaults to be used when
creating new work order assignee records.

Editing Work Order Assignee Records

You create or modify workrder assignee records by clickingw Work Order
Assigneeor Edit in theView section ofWork Orders | Assigneesor Coding
Definitions | Work Orders | AssigneesThe editorcontains the following:

Details section: Contains basic information about this assignee.

Name The name of the assignee, selected fronCiheactstable For more on
contacts, se€ontactson pages1.

Business PhongMobile Phone Email: Information obtained from the
Contactst abl e once ydNamew e specified a
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Comments Any comments you want to associate with this assignee.

Work Order Assignments section: Lists any work orders to which this person has
been assigned

Printing Work Order Assignee Records

To print information from your Work Orders Assignees table \Wisek Orders |
Assigneesr Coding Definitions | Work Orders | Assigneesand clickPrint .
MainBoss opens a window that contains the following:

Grouping and Sorting section: Options controlling how the rep@organized.

Group by list: These options determine how entries are organized into groups.
The only option is grouping hiyocation.

Sort by list: These options determine how entries are sorted within each section.
The only option is sortingy Name.

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesescending.

Filtering section: Options controlling which records will be included in the report.
The only options selecting by ode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: Thefont that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width chagacters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
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and for actually printing the information. For more omgghePreview
section, se&eport Controlon pager4.

Billable Requestors

A billable requestor is a person who can request work and be billed for the job. For
example, a property management company might bill tenants for certain types of
requested work.

Beforeyou create a billable requestor record for someone, you should create a record
for that person in the contacts table.

Viewing Billable Requestor Records
You view billable requestors witeoding Definitions | Work Orders | Billable
Requestors The window contains the following:

View section: Shows the list of current billable requestors.

Name Click this headig to sort the list by name. Click again to reverse the
order (from ascending to descending or vice versa).

Business PhoneClick this heading to sort the list by business phone number.
Click again to reverse the order.

Mobile Phone Click this head to sort the list by mobile phone number. Click
again to reverse the order.

Details section: Shows information from the selected record.

Chargebackssection: Shows chargebacks associated with the selected billable
requestor.

Defaults for Billable Requestorsection: Shows any defaults to be used when
creating new billable requestors.

Editing Billable Requestor Records

You create or modify billable requestor records usingthable requestor editor. The
usual way to open the editor is to clidkw Billable Requestoror Edit in theView
section ofCoding Definitions | Work Orders | Billable Requestors

The billablerequestor editor window contains the following:
Details section: Shows basic information for the record.

Billable Requestor Contact The name of the billable requestor. This refers to
an entry in theContactstable. For more information, s€®ntactson page
81 (Once you specify the Dbillabl e
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readonly fields that folowT hese fi el ds give the
and email address.)

Accounts Receivable Cost CentefThe cost center to be used for any accounts
receivable associated with this requestor. For more on cost centersissee
Centerson paged4.

Comments: Any comments you want to associate wita tillable requestor.

Chargebackssection: Shows any chargebacks associated with this billable
requestor. Before you can record any chargebacks in this list, yolseethe
billable requestor record. (For more on chargebacks;sesjebackan page
322)

Printing Billable Requestor Records

You can print your current billable requestors by clickingRhet button inCoding
Definitions | Work Orders | Billable Requestors This opens a window that contains
the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.

Group by list: These options determine how the report is broken into sections.
You can group byocation or Accounts Receivable Cost Center

Sort by list: These options determine how items are sorted within each section.

You can only sort bjName.
Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which requestors will be included in the
report.

Advancedsection:Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are onfittedthe report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.
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Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisndét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of informatio
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

The Preview section contains buttonerflooking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Chargeback Categories

The Chargeback Categories table makes it possible to group chargebacks into classes.
Here are some typical chargeback categories:

Repair

Renovation

Leasehold improvement

Whil e you dondédt have to create any chargebac
organizing reports and for getting detailed breakdowns on time and exgémgees.

have licensed th&ccounting package, chargebachtegories are also important for

associating expenses with the correct ledger account.

Viewing Chargeback Categories
You view chargeback categoriegth Coding Definitions | Work Orders |
Chargeback Categories The window contains the following:

View section: Shows the list of current chargeback categories.

Code Click this heading to sothe list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Defaults for Chargeback Categorysection: Shows any defaults to be used when
creating new chargeback categories.
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Editing Chargeback Categories

You create or modify chargeback categories using the chargebacryagddgor. The
usual way to open the editor is to clidkw Chargeback Categoryor Edit in theView
section ofCoding Definitions | Work Orders | Chargeback Categories

The chargeback categoeditor window contains the following:
Code A brief code to identify this record. No two records may have the same code.
Description: A longer description of the chargeback category.

Cost Center(only visible if your database has Ancounting license key): The
cost center to be used for any chargebacks made to this category. For more on
cost centers, se€eost Centeren pages4.

Comments Any comments you want to associate with the chargeback category.

Printing Chargeback Categories

You can print your current chargeback categories by clickin@time button in
Coding Definitions | Work Orders | Chargeback Categories This opens a window
containing thedllowing:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.
The only choice is to group liyost Center.

Sort by list: These options determine how entries are sorted within each section.
The only option is sorting b§ode.

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which categories will be included in the
report. The only option is selecting Byde.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the repart

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be usefibr most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.
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Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit spifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(1. e. anything that i1isndét a heading).

Showcheckboxes: A lisof checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visuatgview of the report. If you click théreview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Closing Codes

Closing codes are assigned to work orders when the work orders are closed. Many
organizations use closing codes to indicate the underlying cause of the problem; this
leads to codes like:

Operator error
Accidental breakage
Poor lubrication
Normal wear
Vandalism

Such closing codes provide valuable information for analyzing the oceralition of
your operations. You can obtain reports organized by closing code, letting you
determine how time and resources you spend on various types of problems. This is
often useful in answering questions from upper management. (How much does
vandalisn cost us each year?)

Viewing Closing Codes
You view closing codes witlboding Definitions | Work Orders | Closing Codes The
window contains the following:

View section: Shows the list of current closing codes.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.
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Details section: Shows information frometselected record.
Work Orders section: Shows work orders that use the given closing code.
Taskssection: Shows tasks that use the given closing code.

Defaults far Closing Codesection: Shows any defaults to be used when creating
new closing codes.

Editing Closing Codes

You create or modify closing cosl@ising the closing code editor. The usual way to
open the editor is to clickew Closing Codeor Edit in theView section ofCoding

Definitions | Work Orders | Closing Codes
The closing code editavindow contains the following:

Details section: Shows basic information for the record.
Code The closing code. No two records may have the same code.
Description: A longer description of the closing code.
Comments Any comments you want to associate with closing code.

Work Orders section: Shows any work orders that use this closing code. For more
on work orders, seé/ork Orderson page2s8

Taskssection: Shows any tasks that use this closing code. For more on tasks, see
Taskson pagel52

Printing Closing Codes

You can print your current closing codes by clicking et button inCoding
Definitions | Work Orders | Closing Codes This opens a window that contains the

following:

Filtering section: Options controlling which codes will be included in the report.
The only option is selecting iyode.

Advancedsection: Miscellaneousptions.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used foall standard characters in the proit
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for loolgithrough the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.

Expense Categories

An expense categoig associated with a type of expense that may appear on work
orders. For example, you might have the following expense categories:

Spare parts
Equipment rental
Work materials
Outside labor

Whenever you place an item on a work order (whether a demand or an actual use), you
specify what category it belongs in.

For more information on expensescategories
accounting facilities, se&ccounting Facilitieon page?0.

You must specify a category for every item on a work order. However, if you are hot

using MainBossbés accounting f#an®eéfduli tijes, you

Work Order Expense Category . This is acatchall category that you can use if

you donét want to define your own cajtegori e:

Viewing Expense Categories

You view expense categesd withCoding Definitions | Work Orders | Expense
Categories For an overview of expense categories and MainBoss accounting in
general, seéccounting Facilitieson page20.

The expense category table viewer contains the following:

View section: Shows the list of current records.
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Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descendingvice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Expense Mappingssection: Shows which expense models allow thpeasze
category. For more on expense models Fsgense Modelsn page2l1l

Defaults for Expense Categorysection: Shows any defaults to be used when
creating new expensmtegories.

Editing Expense Categories

You create or modify expense categories by clickiegy Expense Categoryor Edit

in theView section ofCoding Definitions | Work Orders | Expense CategoriesFor
an overview of expense categories and MainBoss accounting in generatcseeting
Facilities on page?0.

The expense category editor contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the expense category.
Comments Any comments you want to associate with the category.

Expense Mappingssection: Lists any expeasnodels that allow this expense
category. For more on expense mappingsEseense Mappingsn page2 14,

Printing Expense Categories

You can print your current expense categories by clickin@threg button inCoding
Definitions | Work Orders | Expense CategoriesThis opens a window that contains
the following:

Filtering section: Options controlling which categories will be included in the
report. The only option is selecting Byde.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the repart

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.
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Title: The title to be printed at the beginning of the report.

Main Font: The font that will be usefibr most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit spifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that i1isnd6t a heading).

Preview section: Displays aisual preview of the report. If you click thi&eview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, seeReport Controlon pager4.

Expense Models

An expense model tells what expense categaresllowed on a particular type of

work order. For example, you might have a separate expense model for each tenant or
client your maintenance department serves. For more about expense models, see
Accounting Facilitieon page?0.

When you create a wio order, you must specify the expense model to be used. If, for
example, you have an expense model for each
for Tenant X, so | just specify the Tenant ;

When creating an expense mqade¢ strongly recommend doing so in the following
order:

1. Create the expense categories first (usinding Definitions | Work Orders |
Expense Categories For more, seBxpense Categoriam page209.

2. Create the expense model record and save it.

3. Go to the expeklxseese Mapuingdsectioreandocreatedttse
expense mappings. For more, 8e@ense Mappingsn page214.

4. Save the expense model record again (if necessary), then set the default expense
categories in th®etails section of the expense model record.
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Viewing Expense Models

You view expense models withoding Definitions | Work Orders | Expense Models
For an overview of expense models and MainBoss accounting in general, see
Accounting Facilitieon page?0.

The expense model table viewer contains the following:

View section: Shows the list of current records.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or viegsa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Expense Mappingssection: Lists the expense categories associated with the
selected expese model. For more on expense mappingsi-spense
Mappingson page214.

Units section: Lists the units associated with the selected expense model. If a
unit is associated with a specific expense model, that model is used as the
default for any work ordersnathe unit. For more about units, deéeits on
page349,

Work Orders secton: Lists work orders that use the selected expense model.
For more on work orders, seé¢ork Orderson page258.

Taskssection: Lists tasks that use the selected expense model. For more on
tasks, seé@askson pagel52

Defaults for Expense Modekection: Shows any defaults to be used when creating
new expense models.

Editing Expense Models

You create or modify expense models by clickivey Expense Modelor Edit in the
View section ofCoding Definitions | Work Orders | Expense ModelsFor an
overview of expense adlels and MainBoss accounting in general,/sesunting
Facilities on page20.

The expense model editor contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two recorday have the same
code.

Description: A longer description of the expense model.
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Comments Any comments you want to associate with the model.

Default Item Expense The expense category to be used by default whenever a
new item is demanded on the work ord&r more on expense categories,
seeExpense Categoriam page209. For more on item demands, see
Demand Itenon page279.

Default Hourly Inside Expense The expense category to be used by default
whenever hourly inside work is demanded on the work order. For more on
hourly inside demands, seemand Hourly Insiden page282.

Default Hourly Outside Expense The expense category to be used by default
whenever hourly outside work is demanded on the work order. For more on
hourly outside demands, seemand Hourly Outsiden page286.

Default Per Job Inside ExpenseThe expense category to be used by default
whenever per job inside work is demanded on the work order. For more on
per job inside demands, seemand Per Job Insiden page284.

Default Per Job Outside ExpenseThe expense category to be usedibfault
whenever per job outside work is demanded on the work order. For more on
per job outside demands, deemand Per Job Outsidm page?88.

Receive Item to Temporary Holding Cost CenterThe expense category
associated with receiving an item from a vendor and putting it into a
temporary storage location. For more on receiving itemsRseeiving
ltemson page315.

Expense Mappingssection: Lists the expense categories associated with this
expense model. For more on expense mappiegs,ense Mappingsn page
214,

Units section: Lists the units associated with this expense model. If a unit is
associated with an expense model, the model is used as the default for any work
orders on the unit. For more about units, \Seés on page349.

Work Orders section: Lists work orders that use this expense model. For more on
work orders, seé/ork Orderson page258

Taskssection: Lists tasks that use this expense model. For more on tasksssee
on pagels2

Work Orders section: Lists the work orders that use this expense model.
Printing Expense Models

You can print youcurrent expense models by clicking thent button inCoding
Definitions | Work Orders | Expense ModelsThis opens a window that contains the
following:
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Filtering section: Options controlling which models will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted records If this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used fonost of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit spacdtions). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visupreview of the report. If you click thereview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiteiew
section, seReport Controlon pager/4.

Expense Mappings

An expense model mapping says that a particular expense category is allowed within
the expense model. For more on expense modelexg@hse categories, see
Accounting Facilitieon page?0.

There are several ways to create a new mapping. For example, you cafealick
Expense Mappingin the Expense Mappingssection of an expense model record. You
can also clickNew Expense Mappingin the Expense Mappingssection of an expense
category record. Either way, you get a window that contains the following:

Expense Model The expense model in which the mapping will be allowed. If you
got to this window from an expense model relgdhis field will be reagbnly
(giving the name of the expense model record).

Expense Category An expense category which will be allowed in the expense
model. If you got to this window from an expense category record, this field will
bereadonly (giving the name of the expense category record).
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Cost Center. The cost center to be associated with this expense category in this
expense model. For more on cost centersCsee Centerean page84. (The
fiCostCenteo f i el d i s odathbpshasanddcduntieg modile y o u
licensekey.)

Employees

The employees table is a list of your employees. When you want to add someone to
your employee list, you must create a contact record for that person first (specifying
contact information for the person). Then you create an employee record that refers to
the contact record. For more on contacts,(Seeactson pag 81.

Employee records typically have one or more assoclaiady insiderecords. An
hourly inside record tells the hourly rate for the employea particular type of job.

Often, an employee will only have one associ
electrician, and we pay all our Il icensed el
empl oyees may have mul ti pl ticianjebs wepdys$X ( i When |
an hour, but for other types of jobs we pay

records, seelourly Insideon page217.

Viewing Employee Records
You view employee records withoding Definitions | Work Orders | Labor |
Employees The window contains the following:

View section: Shows the list of current employees.

Employee Contact Click this heading to sort the list by employee name. Click
again to reverse the order (fincascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Hourly Inside section: Shows any hourly inside ratesaciated with the
selected employee. For more on hourly inside rates;isegy Insideon
page217.

Per Job Insidesection: Shows any per job inside rates associated with the
selected employee. For more on per job inside rate$)ese&b Insiden
page222.

Defaults for Employee section: Shows any defaults to be used when creating new
employees.
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Editing Employee Records

You create or modify employee records using the employee editor. The usual way to
open the editor is to clickew Employeeor Edit in theView section ofCoding
Definitions | Work Orders | Labor | Employees

The employee editor window contains the following:

Details section: Shows basic information for tlezord.

Employee Contact A record in the contacts table giving contact information
for the employee. You must create the contact record before you can create
the employee record. For more on contacts(Beeactson page31. (Once

you specify a contact record, Mai nBoss
and email address in readnly fields.)
Description. Typically the employeeds name.

Comments Any comments you wdro associate with the employee.

Hourly Inside section: Shows any hourly inside rates associated with the selected
employee. Before you can record any entries in this list, you Saystthe
employee record. For more on hourly inside recordstiseely Insideon page

217.
Per JobInside section: Shows any per job inside rates associated with the selected
employee. Before you can record any entries in this list, you Saystthe
employee record. For more on per job inside records;seéob Insiden page
222

Printing Employee Records

You can print your current employees by clicking Eent button inCoding
Definitions | Work Orders | Labor | Employees This opens a window that contains

the following:

Grouping and Sorting section: Options controlling how the report is organized.
The only option is grouping byocation and sorting i Name.
Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling what employee information will be included
in the report. You caselectemployeedy Name or by theirLocation.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.
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Show deleted recordslf this box is checkmarked, the report wilciude
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font th& supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with

fixed-width characters (mostly unit specifications). This should be a font that

is supported by both your Mlows system and your printer.
Font Size The font sizéo be used for all standard characters in the {ourmt

(i .e. anything that iisndét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information

is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.
Preview section: Dsplays a visual preview of the report. If you click theview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Hourly Inside

The hourly inside table lists hourly rates for work done by your employees. (For more

on employees, seéemployee®n page2ls. ) Hourly inside records s
enpl oyee on this type of job, our costs are

For example, suppose you pay the same hourly rate for all your licensed electricians. In

this case, you only need to create one hourly inside record specifying this rate; in the
employees table, yowssign this hourly inside rate to all your electricians. On the other

hand, if you have different grades of electricians being paid at different rates (or if each

electrician gets paid a distinct rate), you need to create hourly inside records for each

possble rate.

You only need to create hourly inside records for the rates that you actually pay. If, for

example, you pay the same hourly rate for all employees, you only need one hourly
inside record.

Note:l f a workerdéds hourly rate changes
to make sure your records stay correct. For more information, see the sectidratid
Changesn the MainBos<Configuration Guide

174

d
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Viewing Hourly Inside Records
You view hourly inside records witGoding Definitions | Work Orders | Labor |
Hourly Inside. The window contains the following:

View section: Shows the list of current hiyuinside records.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Employee Click this heading to sort the list by employee name. Click again to
reverse the order.

Trade: Click this heading to sort the list by employee trade. Click again to
reverse the order.

Hourly Rate: Click this heading to sort the list by hourly rate. Click again to
reverse the order.

Defaults for Hourly Inside section: Shows any defaults to be used when creating
new hourly inside records.

Editing Hourly Inside Records

You create or modify hourly inside records using the hourly inside editor. The usual
way to open the editor is to cli¢kew Hourly In sideor Edit in theView section of
Coding Definitions | Work Orders | Labor | Hourly Inside.

The hourly inside editor window contains the following:
Code A brief code to identify this recordNo two records may have the same code.
Description: A longer description of the record (employee and trade).

Employee A record in the employees table specifying an employee to associate
with this hourly inside record. You must create the employee réajode you
can fill in this field. For more on contacts, seeployee®n page2l1h

Trade: A trade to associate with this type of work. You must create the trade record
before youcan fill in this field. For more on trades, seexdeson page227.

Hourly Rate: The hourly rate paid for the work.

Cost Center. The cost center to be used in connection with this labor expense. For
more on cost centers, s€est Centeren paged4.

Comments Any comments you want to associate with the hourly inside rate.
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Printing Hourly Inside Records

You can print your current hourly inside records by clickingRhet button inCoding
Definitions | Work Orders | Labor |Hourly Inside. This opens a window that
contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.

Sort by list: These options determine how entries are sorted within each section.
The only optim is sorting byCode.
Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which hourly inside records will be included
in the report.

Advanced section: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted recordsimitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your prirter.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font siz¢o be used for all standard characters in the {oumt
(i .e. anything that isnd6t a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, tha tfpnformation
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section cotains buttons for looking through the report preview
and for actually printing the information. For more on usingitheyiew
section, se&eport Controlon pager4.
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Hourly Outside

Hourly outside records contain information to be used when an outside contractor is

hired to do a job for your organization. Such records are intended to provide

background information whenever the contractor is hiedypposed to specific
information for a specific job. This means,
general hourly rate, but do not record the time spent on any particular work. You only

record a specific time when you write up a work ordeiafgpecific job done by the

contractor.

Note:l f a workerdéds hourly rate changes t herebo
to make sure your records stay correct. For more information, see the sectidratidgd
Changesn the MainBos<Configuration Guide

174

Viewing Hourly Outside Records

You view hourly outside records withoding Definitions| Work Orders | Labor |
Hourly Outside. The window contains the following:

View section: Shows the list of current hourly outside records.

Code Click this heading to sort the list by cod#lick again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Vendor: Click this heading to sort the list by vendor (caotor name). Click
again to reverse the order.

Trade: Click this heading to sort the list by contractor trade. Click again to
reverse the order.

HourlyRate:Cl i ck t hi s heading to soré the 1|ist
Click again to reverse the order.

Defaults for Hourly Outside section: Shows any defaults to be used when creating
new hourly outside records.

Editing Hourly Outside Records

You create or modify hourly outside records using the hourly outside editor. The usual
way to on the editor is to clicklew Hourly Outside or Edit in theView section of
Coding Definitions | Work Orders | Labor |Hourly Outside.

The hourly outside editor window contains the following:

-220-



Code A code to identify this record. No two records may have the same code.
Description: A description of what the record covers.

Vendor: The vendor who supplied the labor. This vendor should already exist in
your vendors table. For more information, seedorson pagel94.

Trade: A trade classification for the contractor. This trade should already exist in
your trades table. For more information, Seedeson page227.

Hourly Ratee The contractorodds hourly rate.

Order Line Text: What should be written on a purchase oxgleen ordering
hourly work from this contractor.

Cost Center. The cost center to which this labor expense should be charged. For
more on cost centers, s€est Centeren paged4.

Comments Any comments you want to associate with this contractor.

Printing Hourly Outside Records

You can pint your current hourly outside records by clicking Bréent button in
Coding Definitions | Work Orders | Labor | Hourly Outside. This opens a window
that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.

Sort by list: These options determine how entries are sorted within each section.
The only option is sting by Code

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which hourly outside records will be included
in the report.

Advancedsecton: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted recordsimitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your prirter.
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Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The nt sizeto be used for all standard characters in the {ourmt
(i .e. anything that iisndét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that typdaimation
will be displayed; if a box is blank, that type of information will not be
displayed.
Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

The Preview section containsuitons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon page74.

Per Job Inside

The Per Job Inside table is used when you attach a fixed rate to a particular type of job,
as opposed to charging by the hour. A Per Job Inside record gives the cost of a
particular type of job when it is done by your emplesg(If work is done on a per job

rate by an outside contractor, you use the Per Job Outside table. For mbre, S&e
Outsideon page224.)

Note:l f a wor kerdéds hourly rate changes t herebo
to make sure your records stay correct. For moanmdtion, see the section titl&hte
Changesn the MainBos<Configuration Guide

Viewing Per Job Inside Records
You view per job inside records withoding Definitions | Work Orders | Labor | Per
Job Inside. The window contains the following:

View section: Shows the list of current per job inside records.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Employee Click this heading to sort the list by employee name. Click again to
reverse the order.
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Trade: Click this heading to sort the list by employee trade. Click again to
reverse the order.

Per Job Cost Click this heading to sort the list by per job cost. Click again to
reverse the order.

Defaults for Per Job Insidesection: Shows any defaults to be used when creating
new per job inside records.

Editing Per Job Inside Records

You create or modify per job inside records using the per job inside editor. The usual
way to open the editor is to cli¢kew Per Job Insideor Edit in theView section of
Coding Definitions | Work Orders | Labor | Per Job Inside

The per job inside editor window contains the following:

Code A brief code to identify this record. No two records may have the same code.
Description: A description of the job associated with this record.

Employee Specifies an employee. The per job inside record says how much this
employee will be paid for this type of job. For more on employees, see
Employeesn page215.

Trade: Specifies a trade. The per job inside recgagshow much employees in
this tradeclasswill be paid for this type of job. For more on trades, Begles
on page227.

Per Job Cost The cost of this type of job.

Cost Center. The cost center to which this labor expense should be charged. For
more on cost centers, s€est Centeren paged4.

Comments Any comments you want to associate with this record.

Printing Per Job Inside Records

You can printyour current per job inside records by clicking Ehét button in
Coding Definitions | Work Orders | Labor | Per Job Inside This opens a window
that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.

Sort by list: These options determine how entries are sorted within each section.
The only gtion is sorting byCode

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.
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Filtering section: Options controlling which per job inside records will be included

in the report. Ya can select by identification code or cost.
Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report wiltlude

deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.

This should be a font th# supported by both your Windows system and

your printer.

Fixed-width Font: The font that will be used for information that is printed with

fixed-width characters (mostly unit specifications). This should be a font that

is supported by both yoWindows system and your printer.
Font Size The font sizéo be used for all standard characters in the {ourmt

(i .e. anything that iisnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information

is displayedn the report. If a box is checkmarked, that type of information

will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatdly go to this section.

ThePreview section contains buttons for looking through the report preview

and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon pager/4.

Per Job Outside

The Per Job Outside table is used when you attach a fixed rate to a particular type of

job, as opposed to charging by the hour. A Per Job Outsidedrgives the cost of a

particular type of job when it is done by an outside contractor. (If work is done on a per

job rate by your own personnel, you use the Per Job Inside table. For maéte; Seb
Insideon page222)

Note:l f a workerdéds hourly rate changes
to make sure your records stay correct. For more information, see the sectidratid
Changesin the MainBos<Configuration Guide

174
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Viewing Per Job Outside Records
You view per job outside records witoding Definitions | Work Orders | Labor |
Per Job Outside The window contains the following:

View section: Shows the list of current per job outside records.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Vendor: Click this heading to sort the list by vendor (contractor name). Click
again to reverse the order.

Trade: Click this heading to sort the list by contractor trade. Click again to
reverse the order.

Per Job Cost Click this heading to sort the list by cost. Click again to reverse
the order.

Defaultsfor Per Job Outsidesection: Shows any defaults to be used when creating
new per job outside records.

Editing Per Job Outside Records

You create or modify per job outside records using the per job outside editor. The usual
way to open the editor is to cli¢kew Per Job Outsideor Edit in theView section of
Coding Definitions | Work Orders | Labor | Per Job Outside

The per job outside editor window contains the following:
Code A brief code to identify this record. No two records may have the same code.
Description: A description of the job associated with this record.
Vendor: The outside contractor you hire to do this job.

Trade: A trade classification for the contractor. This trade should already exist in
your trades table. For more information, Seedeson page227.

Order Line Text: What should be written on a purchase order when ordering per
job work from thiscontractor.

Per Job Cost The cost charged by the contractor.

Cost Center. The cost center to which this labor expense should be charged. For
more on cost centers, s€est Centeren paged4.

Comments Any comments you want to associate with this record.
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Printing Per Job Outside Records

You can print your current per jolutside records by clicking tHerint button in
Coding Definitions | Work Orders | Labor | Per Job Outside This opens a window
that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.

Sort by list: These options determine how entries are sorted within each section.
The only optbn is sorting byCode
Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which records will be included in the report.
You can select by pgob outside ID code, vendor name and/or vendor category.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, thep@rt will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported byoth your Windows system and your printer.

Font Size The font siz¢o be used for all standard characters in the {oumt
(i .e. anything that isnd6t a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitheyiew
section, se&eport Controlon pager4.
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Trades
Trades define the skills or crafts of inside maintenance staff. Examples of commonly
used trades include:

Mechanic
Electrician
Plumber
Cleaner

Viewing Trades
You view trade records witboding Definitions | Work Orders | Labor | Trades. The
window contains the following:

View section: Shows the list of current trade records.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descendingwice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Hourly Inside section: Shows hourly inside records that refer to the currently
selected trade. For more information, geeurly Insideon page217.

Hourly Outside section: Shows hourly outside records that refer to the currently
selected trade. For more information, seirly Outsideon page220.

Defaults for Trade section: Shows any defaults to be used when creating new trade
records.

Editing Trades

You create or modify trade records using the trade editor. The usual way to open the
editor is to clickNew Trade or Edit in theView section ofCoding Definitions | Work
Orders | Labor | Trades.

The trade editor window contains the following:
Details section: Shows basic informatidor the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the work order priority.
Comments Any comments you want to associate with the trade.
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Hourly Inside section: Shows haly inside records that refer to this trade. Before
you can record any entries in this list, you nfbistethe trade record. For more
information, seelourly Insideon page217.

Hourly Outside section: Shows hourly outside records that refer to this currently
selected trade. Before you can record any entries in this list, youSansthe
trade record. For more infmation, seéfourly Outsideon page220.

Printing Trades

You can print your current trade records by clickingRhi@t button inCoding
Definitions | Work Orders |Labor | Trades. This opens a window that contains the
following:

Filtering section: Options controlling which trades will be included in the report.
The only option is selecting yode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printedt the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will baused for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font siz¢o be used for all standard characterdangrintout
(i .e. anything that isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon page/4.

Work Order Miscellaneous

Miscellaneous work order costs cover anythiegides labor expenses and direct costs
of materials. For example, if you have to repécial equipment iarder to do a
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particular job, you may choose to record that as a miscellaneous expense. Simaarly, if
worker is sent out on a job and has to pay for parking, the cost could be a miscellaneous
expense.

Before you can specify miscellaneaigenses on a work order, you must create a
Awor k order miscell aneouso record for each
nature of the expense, the expected cost, and which cost center should be charged.

Note: There is no connection between purchase order miscellaneous items and work
order miscellaneous items. A purchase order miscellaneous item is typically an eiktra
cost associated with the act of purchasing (e.g. sales tax). A work order miscellapeous
item istypically an extra cost associated with doing a job (e.g. parking for a workgr).

Viewing Work OrdeMiscellaneous Costs
You view work ordemiscellaneous costgith Coding Definitions | Work Orders |
Miscellaneous CostsThe winaw contains the following:

View section: Shows the list of current work ordescellaneous cost records

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice @grs

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Cost Click this heading to sort the list lexpected cosClick again to reverse
the order.

Defaults for Miscellaneous Cossection: Shows any defaults to be used when
creating new work ordeniscellaneous cost records

Editing Work OrdeMiscellaneous Costs

You create or modify work ordeniscellaneous cost recordsing themiscellaneous
costeditor. The usual way to open the editor is to chiekv Miscellaneous Cosor
Edit in theView section ofCoding Definitions | Work Orders | Miscellaneous Costs

The edtor window contains the following:
Code A brief code to identify this record. No two records may have the same code.
Description: A longer description of thmiscellaneous cost

Cost The expected cost of the exgerin many cases, you may leave this blank;
you will fill in the real cost when you actually use this record in a work order.

Cost Center. The cost center to be associated with costs of this nature. For more on
cost centers, se€eost Centeran pages4.

Comments Any comments you want to associate with tiscellaneous cost.
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Printing Work Order Miscellaneous Costs

You can print your currework order miscellaneougcords by clicking therint
button inCoding Definitions | Work Orders | Miscellaneous CostsThis opens a
window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.
The only options by Cost Center.

Sort by list: These options determine how information is sorted within each
section. The only option is iyode

Sort Direction: Determines whether sorting will go from lowest to highest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling which trades will be included in the report.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that willbe used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostlynit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

ShowcheckboxesA list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarked, that type of information
will be displayed; if a box is blank, that type of information will not be
displayed.

Preview section: Disphys a visual preview of the report. If you click thesview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitheyiew
section, se&eport Controlon pager4.
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Work Order Priorities

When you create a work order with MainBoss, it is often useful to specify how urgent
the job is. The Work Order Priorities table lists priorities that may be assigned to the
work order. Here are some examples:

Immediately

Within 8 hours
Within 24 hour S
When time permits

Note: For more on work orders, s&¢ork Orderson page258)

Every work order priority may have a rakrank is a number used to sort priorities by
urgency. Give the most urgent priority the lowest number. For exangulenight give

the most urgent priority a rank of 1, the next most urgent a rank of 2, and so on.
However, the rank numbers dothave to start at 1 and they do not have to be
consecutive; you might give the most urgent priority a rank of 10, the nexungesit

a rank of 20, and so on. This leaves room so that you can add new priorities between
existing priorities, in future.

The priorities available for work orders may be different from the priorities used for
work requests. For more on work requesbiities, seerequest Prioritiesn pagel24.

Viewing Work Order Priorities
You view work order priorities witliCoding Definitions | Work Orders | Priorities.
The window contains the following:

View section: Shows the list of current work order priorities.

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Rank: Click this heading to sort tHist by rank. Click again to reverse the
order.

Details section: Shows information from the selected record.

Work Orders section: Shows work orders that use the selected priority. For
more on work orders, ségork Orderson page2s8.

Taskssection: Shows tasks that use the selected work order priority. For more
on tasks, seéaskson pagel52
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Defaults for Work Order Priority section: Shows any defaults to be used when
creating new work order priorities.

Editing Work Order Priorities

You create or modify work order priorities using the work order priority editor. The
usual way tapen the editor is to clickew Work Order Priority or Edit in theView
section ofCoding Definitions | Work Orders | Priorities.

The editor window contains the following:
Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the work order priority.

Rank: A rank number to associate with this record. et urgent priority
should have the lowest number and less urgent priorities should have
increasingly higher numbers. Ranks do not have to start at 1 or be

consecutive.
Comments Any comments you want to associate with the work order priority.

Work Order s section: Shows any work orders that use this priority. For more on
work orders, se&/ork Orderson page258&

Taskssection: Shows any tasks that use this priority. For more on tasksaSee
on pagels2

Printing Work Order Priorities

You can print your current work order priorities by clicking Evét button inCoding
Definitions | Work Orders | Priorities. This opens a window that contains the

following:

Filtering section: Options controlling which priorities will be included in the report.
The only option is selectg byCode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwisggleted records are omitted from the report.

Title: The title to be printed at the beginning of the report.
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windystem and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.

Projects

Sometimes a number of separate work orders are all related to the same overall project.
For example, suppose youob6re doing a signifi«
renovation might result inlarge number or work orders for various aspects of the job.

When you create a work order ypmaectdan speci f)
example, you can create a project natd@dRenovation and mark all work orders

that are part of the renation. This makes it possible for you to obtain reports about

each project, thereby tracking the time and resources that the project uses.

Note the distinction between projects and work categories; a project covers a specific
set of related jobs, whilewsork category deals with a general type of job. For example,
you might have a work category nanehovation which deals with renovations
anywhere, as well as a project narkRenovation which deals with a specific set

of renovation jobs in your headqters.

Viewing Projects
You view projects withiCoding Definitions | Work Orders | Projects. The window
contains the following:

View section: Shows the list of current prdgc

Code Click this heading to sort the list by code. Click again to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.
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Details section: Showmformation from the selected record.

Work Orders section: Shows any work orders associated with the selected
project. For more on work orders, séerk Orderson page?58.

Taskssection: Shows any tasks associated with the selected project. For more
on tasks, se€@askson pagel52

Defaults for Project section: Shows any defaults to be used when creating new
projects.

Editing Projects

You create or modify projects using the project editor. The usual way to open the editor
is to clickNew Project or Edit in theView section ofCoding Definitions | Work

Orders | Projects.
The project eddr window contains the following:

Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the project.
Comments Any comments you wanb associate with the project.

Work Orders section: Shows any work orders associated with the selected project.
Before you can record any work orders in this list, you rBastthe project
record. For more on work orders, s&erk Orderson page2s8.

Taskssection: Shows any tasks associated with the selgrbject. Before you can
record any tasks in this list, you m&ivethe project record. For more on tasks,
seeTaskson pagel52

Printing Projects

You can print your current projects by clicking thent button inCoding Definitions |
Work Orders | Projects. This opens a window that contains the following:

Filtering section: Options controlling which projects will be included in the report.
The only option is selecting Wyode.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deletedords are omitted from the report.
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Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows systdm
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that i1isnd6t a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Work Categories
When work orders are issued they ba@massigned a work category. Examples of work
categories might be:

Mechanical repair
Electrical repair
Safety inspection
Clean - up

Planned maintenance

Viewing Work Categories
You view work categories witboding Definitions | Work Orders | Work
Categories The window contains the following:

View section: Shows the list of current work categories.

Code Click this heading to sort the list by code.dglagain to reverse the order
(from ascending to descending or vice versa).

Description: Click this heading to sort the list by description. Click again to
reverse the order.

Details section: Shows information from the selected record.

Work Orders section:Shows any work orders that belong to the selected work
category. For more on work orders, $&erk Orderson page258
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Taskssection: Shows any tasks that belong to the selected work category. For
more on tasks, seeaskson pagels2

Defaults for Work Category section: Shows any defaults to be used when creating
new work categories.

Editing Work Categories

You create or modify work categories using the work category editor. The usual way to
open the editor is to clickew Work Category or Edit in theView section ofCoding
Definitions | Work Orders | Work Categories.

The work category editor window contains the following:

Details section: Shows basic information for the record.

Code A brief code to identify this record. No two records may have the same
code.

Description: A longer description of the avk category.
Comments Any comments you want to associate with the work category.

Work Orders section: Shows any work orders that belong to the selected work
category. Before you can record any work orders in this list, you $austthe
work category remrd. For more on work orders, sé&rk Orderson page258.

Taskssection: Shows any tasks associated that belong to the selected work
category. Before you can record any tasks in this list, you Smstthe work
category record. For more on tasks, Seekson pagel52

Printing Work Categories

You can print your current work categories by clickingBmet button inCoding
Definitions | Work Orders | Work Categories. This opens a window that contains the

following:

Filtering section: Options controlling which categories will be included in the
report. The only option is selecting Byde.

Advancedsection: Migellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Show deleted recordslf this box is checkmarked, the report will include
deleted records. Otherwise, deleted records are omitted i@nreport.

Title: The title to be printed at the beginning of the report.
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Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font siz¢o beused for all standard characters in the pount
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttorisr looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager/4.
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Requests

Requests (often called work requests, abbreviated to W/R) make it easy-for non
specialized staff to capture the essentials of a reported problem originating from outside
the maintenance department. The information can even be entertfteictamputer

during a phone call with a complainant.

Basic Principle: A Request is a simple way for someone to write down informatio

about a compl aint. Even i f the persoln who t:
your maintenance policies, the qReest form guides the person to record informatio

that maintenance personnel will need later on. A maintenance manager can turnfa basic

Request into a real Work Order, and then finish off the Work Order by adding moye

i nformati on ( wh ondrg wizges the jap sheuld bé¢ donedand so dije

Request StatesRequests can lescribed aany of the following:

New: A new request has just been created and has not been processed in any other
way.

In Progress A request isn progresswvhen someone has clicked tineProgress
button for the requesTypically, this is done when someone notices that the
request has come in and begins to take action on the request. Clicking
Progressbasi cally means, AWedve seen this anct

Transferred: A request is considerdthnsferredwhen you have created a work
order to deal with the problem. Specifically, the request is transferred when you
have created a work order by clicking thezate Work Order button for the
request.

Open: Arequestiopeni f it 6s new, in progress, or tra

Closed You closea request once the work has been done. You do so by clicking
the Closebutton. Requests are alsonsideredlosed if they are canceled by
clicking Void. However, a voided request can never be reogemmed c e i t
canceled, itds canceled permanent |

0s
y .
Viewing Requests

You view requests witRRequests The window contains the following:

View section: Shows the list of current requests.

Number: Click this heading to sort the list by request number. Click again to
reverse the order (from ascenglito descending or vice versa).
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Requestor Click this heading to sort the list by requestor. Click again to reverse
the order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section: Shows informationdm the selected record.
Assigneessection: Shows people assigned to this request.

E-mail Reguestssection: Lists requests submitted bgnail. (Email requests
are only possible if you have licensed the @Requests module.)

Work Orders sectio: Lists work orders associated with the selected request.

State History section: Contains an entry for each time the selected request
changed its state. For example, this section might list when a request was
created, when it wawhemiawakaoged.ii n progres

CloseReqguest Closes the currently selected work requésise Requesalso
has the following droown choices:

Close Request\\Vith Comment): Closes the selected requestd also
opens awindow whereyoucane cor d a comment about wk
doing.

Reopen Reopens a request that has been closedided MainBoss will
also open a window where you may record a comment explaining why
youbdbre reopening the request.

In Progress Marks the request d@n progress.

~

In Progress (With Comment} Mar ks t he request as fAin
MainBoss will also open a window where you can record a comment
about what youdre doing.

Void: Cancels the selected requédainBoss will also open a window
where you can record a comment explaining why you are canceling the
request.

As noted above;chaonme 00 foptehatidinast ®pgn a win
record comments ab o uwindow llsotgiveg youdanomortdndlyi ng. Thi
to record comments to be sent to the original requestor. If you have the @Requefts

module, these comments are automaticaltyadled to the requestor. The commentsjare

alsor ecor ded i Btate History seetignu Fosfurtibes information, see
Editing Request State History Recoaspage253

Link to Wor k Order : Lets you indicate that this request is associated with an
existing work order. This is useful if you get several requests reporting the
same problem. The first time someone submparéicular complaint, you
can useCreate Work Order to make a work order to fix the problem. If
other people complain about the same thing, you cahiokeo \Work
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Ordert o associate their requests with the
created. This makesetsier to keep track of which requests are associated
with which work orders.

Note that i1itos also possible for a sing
work orders. For example, you might create one work order for atenort

work-around fix, andanother work order for a more permanent repair. Using

Link to Work Order_ lets you associate the request with both work orders.

A request may be linked to any number of work orders and vice versa. When
you click Link to Work Order _, you get the window describedftequested
Work Orderson page318

Create Work Order: Opens a window that lets you create a work order based
on the selected request. Information from the request will be copied into the
new work order; however, this information can be cleanfdesired. For
more on creating and editing work orders, Seeing Work Order®n page
268

New Reguestor CommerttLets you record a comment for the requestor. If you
have the @Requests module, this comment willuidematically emailed to
the requestor. If not, you will have to convey the comment to the requestor
in some other way.

You can clickNew Requestor Commenbn a request as often as you like;
each time, MainBoss will give you a chance to record a comatenit the
requestNew Requestor Commentherefore gives you a good way to keep
track of problems, delays, and other special situations that arise during the
course of a request, and to keep the requestor informed about these

situations.

Eachrequestocmme nt i s r e c o rSlaedistorynsection.e r eques:
For more on state histories, deg@ting Request State History Recoois

page253

Defaults for Reqguestsection: Shows any defaults to be used when creating new
requests.

The general request viewer shaaisof your requests. In many cases, you may prefer
to use one of the viewers that are restricteckttain types of requests:

1 New requestsRequests New): Requests that have just been cre@tsdeViewing
New Requesisn page?41

[ In progress requestRéquesty In Progress: Requests that someone has marked
as in progress see Viewing In Progress Requesis page243

[ Transferred request&¢équesty Transferred): Requests that have been used as a
basis for creating a work ordeiseeViewing Transferred Requesis page244
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[ Closed requestfkequesty Closed: Requests that have been closed, either because
the job was finished or because the request was refesesl/iewing Closed
Requesten page246

Viewing New Requests

You view new requests witRequests| New. A requests new if it has not been
marked as in progress, has not been used as the basis of a work order, and has not been
closed. The viewer contains the following:

View section: Shows the current list of new requests. New requests are ones that
have not yet beemarked as in progress.

Number: Click this heading to sort the list by request number. Click again to
reverse the order (from ascending to descending or vice versa).

Requestor Click this heading to sort the list by requestor. Click again to reverse
the oder.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section: Shows information from the selected record.
Assigneessection: Shows people assigned to this request.

E-mail Reguestssecton: Lists requests submitted byrail. (Email requests
are only possible if you have licensed the @Requests module.)

Work Orders section: Lists work orders associated with the selected request.

State History section: Contains an entry feach time the selected request
changed its state. Fexample this section might list when a request was
created, when it was marked Ain progres

In Progress Marks the request as in progreissProgressalso has the
following drop-down choices:

In Progress (With Comment} Mar ks the request as #din
MainBoss will also open a window where you can record a comment
about what youdre doing.

Void: Cancels the selected request. MainBoss will also open a window
where you can record a comment explaining why you are canceling the
request.

Close RequestClose Request\(Vith Comment), Reopen Are disabled in
this table viewer becaagsheyc a n 6 t bte new rquésis.e d
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As noted aboveschsamnmge 00 foptehatih othast epdn a win
record comments about what youdre dojing. Thi
to record comments to be sent to the oagmequestor. If you have the @Requests
module, these comments are automaticaltyatled to the requestor. The commentsjare
al so r ecor de Btate Histoty $eetionr Ferguntleesinfodnsation, see
Editing Request State History Recoaspage?53

Link to Work Order _: Lets you indicate that this request is associated with an
existing work order. This is usefdlyou get several requests reporting the
same problem. The first time someone submits a particular complaint, you
can use&Create Work Order to make a work order to fix the problem. If
other people complain about the same thing, you cahiokeo \Work
Ordert o associate their requests with the
created. This makes it easier to keep track of which requests are associated
with which work orders.

Note that ités also possible for a sing
work orders. For example, you might create one work order for a-s#romt

work-around fix, and another work order for a more permanent repair. Using

Link to Work Order_ lets you associate the request with both work orders.

A request may be linked to any numbémork orders and vice versa. When
you click Link to Work Order _, you get the window describedftequested
Work Orderson page318

Create Work Order: Opens a window that lets you create a work order based
on the selected request. Information from the request widbped into the
new work order; however, this information can be changed if desired. For
more on creating and editing work orders, Seeing Work Orderon page
268

New Reguestor CommerttLets you record a comment fibre requestor. If you
have the @Requests module, this comment will be automatieaibiled to
the requestor. If not, you will have to convey the comment to the requestor
in some other way.

You can clickNew Requestor Commenbn a request as often asuyike;

each time, MainBoss will give you a chance to record a comment about the
requestNew Requestor Commentherefore gives you a good way to keep
track of problems, delays, and other special situations that arise during the
course of a request, andkeep the requestor informed about these
situations.

Each requestor c¢omme n tState distorysecton. ded i n t
For more on state histories, ge@ting Request State History Recoois
page253

-242-



Defaults for Requestsection: Shows gndefaults to be used when creating new
requests.

Viewing In Progress Requests

You view inprogress requests witkequestg In Progress A request is in progress if

someone has marked it as fAin progressao

contains the following:

Number: Click this heading to sort the list by request number. Click again to
reverselte order (from ascending to descending or vice versa).

Requestor Click this heading to sort the list by requestor. Click again to reverse the

order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section Shows information from the selected record.
Assigneessection: Shows people assigned to this request.

E-mail Reguestssection: Lists requests submitted bgnail. (Email requests are
only possible if you have licensed the @Requests module.)

Work Orders section: Lists work orders associated with the selected request.

State History section: Contains an entry for each time the selected request changed
its state. For example, this section might list when a request was created, when it
c |

was mar kedresrop and when it was

Close RequestCloses the currently selected work requésise Requesalso has
the following dropdown choices:

Close Request (With Comment)Closes the selected request, and also opens a
window where you can record a comment

Reopen In Progress Void: Ar e di sabl ed in this tabl

be applied to irprogress requests.

As noted aboveZlose Request (With Commentppens a window where you can
record comments about what youdre do

to record comments to be sent to the original requestor. If you have the @Requepts
module, theseomments are automaticallyneailed to the requestor. The commentsjare

al so r ecor de Btate Histoty $eetionr Fergurtleesinfodnsation, see
Editing Request State History Recoaspage253

Link to Work Order _: Lets you indicate that this request is associated with an

existing work order. This is useful if you get several requests reporting the same
problem. The first time someone submits a particular complaint, you can use

Create Work Order to make a work order to fix the problem. If other people
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complain about the same thing, you canlusé& to Work Order_to associate
their request s wiealladycreatedwhis nkakes it edsterto y o u 6 v
keep track of which requests are associated with which work orders.

Not e that Ileforasingtelreguest tp lmesassaciated with multiple
work orders. For example, you might create one work order for atenort
work-around fix, and another work order for a more permanent repair. Using
Link to Work Order_ lets you associate the requesthwboth work orders.

A request may be linked to any number of work orders and vice versa. When
you click Link to Work Order _, you get the window describedftequested
Work Orderson page318

Create Work Order: Opens a window that lets you create a work order based on
theselected request. Information from the request will be copied into the new
work order; however, this information can be changed if desired. For more on
creating and editing work orders, ge@ting Work Ordersn page268.

New Reguestor CommeritLets you record a comment for the requestor. If you
have the @Requests module, this comment will be automatieaibiled to the
requestor. If not, you will have to convey the comment to the requestor in some
other way.

You canclick New Requestor Commenbn a request as often as you like; each
time, MainBoss will give you a chance to record a comment about the request.
New Reguestor Commentherefore gives you a good way to keep track of
problems, delays, and other specialaitons that arise during the course of a
request, and to keep the requestor informed about these situations.

Each requestor c¢omme n tState distorysectom.oe d i n t h
more on state histories, sediting Request State History Recoaspage?53

Viewing Transferred Requests

You view transferred requests witequests Transferred. A request is transferred if
it has been used as the basis of a work order, and hgstrimen closed. The viewer
contains the following:

Number: Click this heading to sort the list by request number. Click again to
reverse the order (from ascending to descending or vice versa).

Requestor Click this heading to sort the list by reques@ick again to reverse the
order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section: Shows information from the selected record.
Assigneessection: Shows people assigned to this request.
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E-mail Requestssection: Lists requests submitted bgnail. (Email requests are
only possible if you have licensed the @Requests module.)

Work Orders section: Lists work orders associated with the selected request.

State History section: Contains an entryrfeach time the selected request changed

its state. For example, this section might list when a request was created, when it

it W a ¢

was mar ked Ain progresso, and when

Close RequestCloses the currently selected work requésise Requesalso has
the following dropdown choices:

Close Request (With Comment)Closes the selected request, and also opens a
window where you can record a comment a

Reopen In Progress Void: Ar e di sabled in this
be applied taransferredequests.

As noted aboveZlose Request (With Commentppens a window where you can
record comments about wh atvesyouni opeortuthityi

to record comments to be sent to the original requestor. If you have the @Requefpts

tabl e

ng. Thi

module, these comments are automaticaltyagled to the requestor. The commentsjare

al so r ecor de Btate Histoty $eetionr Forquitleeiaforrbagion, see
Editing Request State History Recoaspage?53

Link to Work Order _: Lets you indicate that Ehrequest is associated with an

existing work order. This is useful if you get several requests reporting the same

problem. The first time someone submits a particular complaint, you can use
Create Work Order to make a work order to fix the problem. lhet people
complain about the same thing, you canllisé& to Work Order_to associate
their requests with the work order
keep track of which requests are associated with which work orders.

Not e t hogpossibletfad & singld request to be associated with multiple
work orders. For example, you might create one work order for atenort
work-around fix, and another work order for a more permanent repair. Using
Link to Work Order_ lets you associate thequest with both work orders.

A request may be linked to any number of work orders and vice versa. When
you click Link to Work Order _, you get the window describedftequested
Work Orderson page318

Create Work Order: Opens a window that lets you create a work order based on
the selected request. Information from the request will be copied into the new
work order; however, this farmation can be changed if desired. For more on
creating and editing work orders, deg@ting \Work Orderon page268.

New Reguestor CommeritLets you record a comment for the requestor. If you
have the @Requests modulleis comment will be automaticallyreailed to the

youodv

requestor. If not, you will have to convey the comment to the requestor in some
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other way.

You can clickNew Requestor Commenbn a request as often as you like; each
time, MainBoss will give you a chaa to record a comment about the request.
New Reguestor Commentherefore gives you a good way to keep track of
problems, delays, and other special situations that arise during the course of a
request, and to keep the requestor informed about theseosituati

Each requestor c¢omme n tState distorysectom.oe d i n t h
more on state histories, seeiting Request State History Recoaspage?53

Viewing Closed Requests

You view closed requests witkequestg Closed A request is closed if it has been
marked as closed (because the job is finished) or because the request was rejected (by
clicking Void). The viewer contains the following:

Number: Click this heading to sort the list by request number. Click again to
reverse the order (from ascending to descending or vice versa).

Requestor Click this heading to sort the list by requestor. Click again to reverse the
order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section: Shows information from the selected record.
Assigneessection: Shows people assigned to this request.

E-mail Reguestssection: Lists requests submitted bgnail. (Email requests are
only possible if you have licensed the @Requests module.)

Work Orders section: Lists work orders associated with the selected request.

State History section: Contains an entry for each tithe selected request changed
its state. For example, this section might list when a request was created, when it
was mar ked Ain progresso, and when it wa:

Reopen Reopens aequest that has been closed or voided. MainBoss will also open
a window where you may record a comment ¢
the requestkeopenalso has the following dregown choices:

Close RequestClose Request\(Vith Comment), In Progress In Progress
(With Comment), Void: Are disabled in this table viewer because they
candt beclosegrggueste d t o
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As noted aboveReopenopens a window where you can record comments about W
youor e dwndowglso givds yos an opportunity to record comments to bg

to the original requestor. If you have the @Requests module, these comments alfe

automatically enailed to the requestor. The comments are also recorded in the
r e q u 8tada Hiswry section. For further information, seéediting Request State

History Record®n page?53

Link to Work Order : Lets you indicate that this request is associated with an

hat
sent

existing work order. This is useful if you get several requests reporting the same

problem. The first time someone subnatparticular complaint, you can use

Create Work Order to make a work order to fix the problem. If other people

complain about the same thing, you canllisé& to Work Order_to associate

their requests with the wor k iteasier®r

keep track of which requests are associated with which work orders.

A

Note that itds also possible for
work orders. For example, you might create one work order for atenort

a

work-around fix,and another work order for a more permanent repair. Using

Link to Work Order_ lets you associate the request with both work orders.

A request may be linked to any number of work orders and vice versa. When

you click Link to Work Order_, you get the windowekcribed irRequested
Work Orderson page318

Create Work Order: Opens a window that lets you create a work order based on
the selected request. Information from the request will be copied into the new
work order; however, this farmation can be changed if desired. For more on

creating and editing work orders, gegting Work Ordersn page268.

New Reguestor CommertLets you record a comment for the requestor. If you
have the @Requests moduleis comment will be automaticallyreailed to the

requestor. If not, you will have to convey the comment to the requestor in some

other way.

You can clickNew Reguestor Commenbn a request as often as you like; each
time, MainBoss will give you a chaa to record a comment about the request.

New Reguestor Commentherefore gives you a good way to keep track of

problems, delays, and other special situations that arise during the course of a

request, and to keep the requestor informed about theseosituati

Each requestor ¢ omme n tState ldistorysecton. idoe
more on state histories, sediting Request State History Recooispage253.

Editing Requests

d

youovV

singl e

in t he

You create or modify requests using the request editor. The usual way to open the editor

is to clickNew Requestor Edit in theView secton of Requests However, you can
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also get to this window by clickingdit Defaults in the Defaults for Reguestsection
of theRequestsviewer.

The request editor window contains the following:
Details section: Shows basic information fitve record.

Number: A code identifying this work request. No two requests may have the
same code.

Subject A subject line that briefly states the nature of the problem.

Number Format [only appears when editing defaults]: Specifies the format to
be used wln numbering new requests. The defawvis{0:D8} . This
means that the numbering format consists of the latefsllowed by a
space and then eight decimal digits.

TheO before the is necessary. The number after bis the minimum

number of decimal digits in the resulting number. As an example, suppose

you want to include the yedumbern your r e
Formatd Re@ 2007-{0:D6} , youol I get numbers | i ke
Reqg 2007 - 000001 . You can also put text &ift the closing ; for example,

you could writeReq {0:D6} - 2007 to get numbers like

Reqg 000001 - 2007 .

For more on number formats, deember Formaten page25.

We recommend that you use enough digits in your numbers to ensure that there |s
always a leading zero.

Number Sequencdonly appears when editing defa]ttSpecifies the number
to used the next time you create a new request. For example, if you set this
to 1000, the next request you create will be given the number 1000.

| f you i ncl NudeerRoimato y epaou i shdul d chanljge the f

beginn ng of e ac hNuymeeaSequantal tre sk.t 0

Requests are set In Progress when linked to a work order, and are closed
when work order closeqonly appears when editing defaults]: If you
checkmark this option, closing a work orderaamatically closes all linked
requests, provided that the requests are only linked to a single work order. (If
a request is linked to multiple work orders, it will never be closed
automatically, even if you close all the linked work orders.) In addition, if
you create a work order from a request, the request is automatically marked
as Ain progresso.

If you leave this option blank, closing a work order does not affect any
linked requests and creating a work order from a new request does not
changethe equest 6s st at e.
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Current State: Areadonl y field indicating the reque
values are:

New No work order has been created yet from this request.

In Progress @ The request has been marked as being in progress.
Closed : The request has been closed.

Void : The request has been cancelled.

Current St at e DAsreadohly field divinytliee dédedtimethat the
request entered its current state.

Estimated Completion Date A readonly field telling whe the job is expected
to be completed. This date is taken from information specified when you

change the state of the request; for ex
progresso, you have a chance to specify
date shownn this field is taken from the most recestate history change

record.

Requestor The person who submitted the work
number). You specify this person by referring to (or creating) an entry in the
Requestorstable. For mor@about requestors, séequestoren pageL26.

Unit: The unit where the work is needed. For more on units,/séson page
349

Use access code from unitf this is checkmarked, MainBoss will fill in
fAccessCodé wi th the default access code as
i s bl ank, KmcoessCoden wfi itdhdilableopdefi

Access CodeAn access code indicating any restrictions on access to the unit.
For more on access codes, seeess Codesn page’9.

Request Priority: A code indicating the priority of this job. For more on
priorities, seerequest Prioritie®n pagel24.

Description: A more detailed description of the problem.

Comments Any additional comments that may be useful to maintenance
personnel.

Select for Printing: If this box is checkmarkedhe requestvill be marked
Select for Printing. This makes it simpler to prinéquestsfter they have
been generated. For more on the us@eabéct for Printing, seeSelect For
Printing on pagéer7.

Assigneessection: Lists people who have been assigned to this request. For more
information on assignments, séesignmentsn page30.
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New Request AssignmentOpens a window where you can assign someone to
this request. For more details, geesigning Someone to a Requespage
252

E-mail Reguestssection: Lists information about requests received-maé. In
particular, you can obtain the text of the originathail message that led to a
request. (Requests can be submitted-tnaé if you have the @Requests
module.)

Received Click on thisheading to sort the list by the date/time the requests
were received. Click again to reverse the order.

E-mail: Click on this heading to sort the list byreil address. Click again to
reverse the order.

Work Orders section: Lists information about work orders associated with this
request. Notehiat this section has ridew button. If you want to associate a new
work order with this request, usgeate Work Order at the bottom of window.

If you want to associate an existing work order with the requesL,inisé¢o
Work Order .

Work Order : Click on tis heading to sort the list by work order number. Click
again to reverse the order.

Unit: Click on this heading to sort the list by unit. Click again to reverse the
order.

Subject Click on this heading to sort the list by subject line. Click again to
reverse the order.

State History section: Lists the states that this request has been in and the
date/times when the request entered each state.

Effective Date Shows the effective date/time when the request entered the
associated state. Effective date can be set manually by clicking the
associateddit button.

Entry Date: Shows the actual date/time when MainBoss put the request into the
associated state. The entry date cannot be changed.

Request State Shows the states through which the request has passed.

Close RequestCloses the currently selected work requésise Requesalso has
the following dropdown choices

Close Request (With Comment)Closes the selected request, and also opens a
window where you can record a comment a

Reopen Reopens a request that has been closed or voided. MainBoss will also
openawindow whereyamay r ecord a comment expl ain
reopening the request.

In Progress Mar ks the request as Ain progressoc
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In Progress (With Commenty Mar ks the request as fAin

will also open a window where you can record a comraeémto ut what you?o.l

doing.

Void: Cancels the selected request. MainBoss will also open a window where
you can record a comment explaining why you are canceling the request.

As noted above;chsaonme 00 foptehathoinast eapgdgn a wi
record comments about what youdre doli ng.
to record comments to be sent to the original requestor. If you have the @Requepts
module, these comments are automaticaltyadled to the requestor. The commentsjare

al so r ecor de Btate Histoty $eetionr Ferdurtleesinfodnsation, see
Editing Request State History Recoaspage253

Link to Work Order : Lets you indcate that this request is associated with an
existing work order. This is useful if you get several requests reporting the same
problem. The first time someone submits a particular complaint, you can use
Create Work Order to make a work order to fix thergblem. If other people
complain about the same thing, you canllisé& to Work Order_ to associate

their requests with the work order youodv:e

keep track of which requests are associated with which work orders.

Notet hat i1 tds also possible for a single
work orders. For example, you might create one work order for atenort

work-around fix, and another work order for a more permanent repair. Using

Link to Work Order _lets you asociate the request with both work orders.

A request may be linked to any number of work orders and vice versa. When
you click Link to Work Order_, you get the window describedfitequested
Work Orderson page318

Create Work Order: Opens a window that lets you create akvander based on
this request. Information from the request will be copied into the new work
order; however, this information can be changed if desired. For more on creating
and editing work orders, ségliting Work Orderon page268

New Reguestor CommeritLets you record a comment for the requestor. If you
have the @Requests module, this comment will be automatieaibiled to the
requestor. If not, you will have to convey the comment to the requestor in some
othe way.

You can clickNew Reguestor Commenon a request as often as you like; each
time, MainBoss will give you a chance to record a comment about the request.
New Requestor Commentherefore gives you a good way to keep track of
problems, delays, and @hspecial situations that arise during the course of a
request, and to keep the requestor informed about these situations.

Each requestor c¢omme n tState distorysecton. Boe d 1 n
more on state histories, seeiting Request State History Recoaspage?53
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Assigning Someone to a Request

You can assign someone to a request, provided that the person has an entry in the
Requests Assignedsible Requestg Assigneeor Coding Definitions | Requests|
Assigneey Whensomeone is assigned to a request, it indicates that the person has
some interest in the request. For further information on assignments;sgements

on page30.

To assign someone to a request, clickMleer Request Assignmenbutton in the
Assigneessection of a request. This opens a window that contains the following:

Request A field identifying the request.

Request Assignearea: An area where you specify the person whom you are
assigning to this reque&the bottom of the area contains a ddmwn list where
you can specify the assignee. The options in the area let you reduce the number
of possibilities shown in the dregiown list.

Showprospects for Request Assignee for this Requedt you click this
option,the dropdown listwill show peoplevho are in théRequest
Assigneetableand who are currently associated with this request in some
way. This may include people like the Requestor and person who created the
request.

Show all Assignees not currently assigned to this Requefftyou click this
option, the droglown list will show everyone in thHeequest Assignegable
who isndédt already assigned to this requ

Drop-down list: A list of allpotentialassignees who match the criteria specified
above.

Printing Requests

You can print your current requests usigquests| Print or by clicking thePrint
button in anyRequestgable viewerMainBoss will open a window that contains the
following:

Grouping and Sorting section: Options controlling how the report is organized.

Sort by list: These options determine how requests will be sorted in the
resulting printout.

Sort Direction options: Determine whether the report is sorted from lowest
values to highest or vice versa.

Filtering section: Options controlling what kind of requests will be included in the
report. The window lets you select requests in several ways:
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Request Filters Make selections based on properties of the request. For
example, if you filter byReguestor, you can restrict the priut to requests
from a particular set of requestors (e.g. all requests from a specified person).

Unit Filters: Make selections based on the unit involved in the request. For
example, if you filter bydnit Location, you can restrict the priagut to
requests on units at a particular location (e.g. all requests for work in a
specific building).

Unit Value Filters: Make selections based on properties of the unit involved in
the request. For example, if you filter byit Purchase Vendor, you can
restrict the printout to requests on units purchased from a particular vendor.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This shauld be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is suppoted by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisnét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingziteiew
section, se&eport Controlon pager/4.

Clear Select for Printing: If you click this button, MainBoss removes the
checkmark from alEelect for Printing boxes on all requests. Typically, you do
this after printing requests that have been mafiegdct for Printing. For more,
seeSelect For Printingon pager?.

Editing Request State History Records

Each time a work request changes its étdte example, when a work order is cret

from a work request, thereby changing the requestaosferredd MainBoss creates a
request state history record. The state history records associated with a request tell the
history of that request.
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You can change t he ef édancatreques staledist@y récorane t hat
if so, this will be the date/time that appears on the request (although MainBoss also

records the actual date/time of the state change). You can also record comments for the
requestor and comments for maintenance perso

On the operations) Progress (With Comment) Close Regquest (With Comment)
ReopenandVoid, MainBoss opens a window where you can record comments and
other information. The window contains the following:

Request A readonly field identifying therequest.
Current Request State A readonly field giving the current state of the request.

Effective Date Theeffectivedate/time on which the requesill enter the new
state Typically, this is the current date/timdowever, you may wish to
backdate some state changes; for exampl e,
wish to backdate the state change to the date/time when you actually finished
work on the request.

Creator: A readonly field identifying the person who created this record.

Request State A readonly field giving the state that the requestl enter once
you save this record.

Estimated Completion Date The date when you expect this request will be
completed. If you fillin this field, the information will be displayed in several
other records; if this request was created by the @Requests module, the
information will also be sent to the requestor.

Comments to RequestarComments for the requestor. If you have the @Reguest
module, these comments will be included in an acknowledgement to the
requestor.

Other Comments Comments for maintenance personnel only. Presumably, these
will explain why the history record needed to be changed.

Save & Close Saves the current record and closes the editor window. This changes
the state of the request.

Close Closes the widow withoutchanging the state of the request.

You can edit some of the information in an existing state history record; for example,

you can add comments. To edit a requestods st
State History section of the requestcord. Select the state history record you want to

edit, then clickedit.

Request History Report

The Requests History report provides information about past work requests. For
example, you cangj a listing of all the requests associated with a particular unit.
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To print this kind of report, useequestsg Reports | History . This opens a window that
contains the following:

Grouping and Sorting section: Optiongontrolling how the report is organized.

Group by list: These options determine how the report is broken into sections.
For example, if you sele€iurrent Status, the report will have a separate
section for each request status.

Sort by list: These optiondetermine how information is sorted within each
section. For example, if you seléctirrent Status Date, requests will be
sorted according to the date when they entered their current status.

Sort Direction: Determines whether sorting will go from lowesthighest

(Ascending or highest to lowesfescending.

Filtering section: Options controlling what kind of requests will be included in the
report. The window lets you select requests in several ways:

Request Filters Make selections based on propertiethe request. For
example, if you filter byRequestor, you can restrict the pritut to requests
from a particular set of requestors (e.g. all requests from a specified person).

Unit Filters: Make selections based on the unit involved in the request. For
example, if you filter bydnit Location, you can restrict the pridut to
requests on units at a particular location (e.g. all requests for work in a
specific building).

Unit Value Filters: Make selections based on properties of the unit involved in
therequest. For example, if you filter lnit Purchase Vendor, you can
restrict the printout to requests on units purchased from a particular vendor.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that mightherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a font that is supported by both your Windows systdm
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(1. e. anything that isnét a heading).

Showcheckboxes: A list of checkboxes that let you determine what information
is displayed in the report. If a box is checkmarkedt tipe of information
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will be displayed; if a box is blank, that type of information will not be
displayed.
Preview section: Displays a visual preview of the report. If you clickRheview
button, you automatically go to this section.

ThePreview sectbn contains buttons for looking through the report preview
and for actually printing the information. For more on usingitteiew
section, se&eport Controlon pager4.

Request Status History Report

The Request Status History report provides information about when your work requests
changed their status. Typically, this means when the requests were created, marked as in
progress, transferred into work orders, and finally closed.

To print this kind of report, useéequestg Reports | Status History. This opens a
window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Group by list: These options determine how the report is broken into sections.
Forexample, if you selecturrent Status, the report will have a separate
section for each request status.

Filtering section: Options controlling what kind of requests will be included in the
report. The window lets you select requests in several ways:

Reques Filters: Make selections based on properties of the request. For
example, if you filter byReguestor, you can restrict the priut to requests
from a particular set of requestors (e.g. all requests from a specified person).

Unit Filters: Make selectios based on the unit involved in the request. For
example, if you filter byJnit Location, you can restrict the prigut to
requests on units at a particular location (e.g. all requests for work in a
specific building).

Unit Value Filters: Make selectionbased on properties of the unit involved in
the request. For example, if you filter byit Purchase Vendor, you can
restrict the printout to requests on units purchased from a particular vendor.

Advancedsection: Miscellaneous options.

SuppressCosts Omits any money information that might otherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of the characters in the report.
This should be a forthat is supported by both your Windows system and
your printer.
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Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications). This should be a font that
is supported by both yw Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the {ourmt
(i .e. anything that iisndét a heading).

Preview section: Displays a visual preview of the report. If you clickRheview
button, youautomatically go to this section.

ThePreview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon pager4.
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Work Orders

When youopena workorder, you create a new work order to deal with corrective
maintenance.

[0 Work orders can be based on existing work requests. If so, MainBoss copies
information from the work request into the
type everything again.

1 Work arders can also be created on their own, without a previous work request.

While creating a work order, you often estimate the labor and materials that will be
required for the job. You also provide information for the people who will do the work:

a descrigbn of the problem, how to obtain access to the work area, and so on. When all
the relevant information has been entered, you typically print off the work order and
hand it to the personnel who have been assigned to the job.

Labor and materials are calldtkeresourcesf a work order. Resource estimates made
for a job are calledemands

When youclosea work order, you indicate that the work has been finished. Typically,
you also fill in details of the job: how much &#mvas actually taken (as opposed to the
initial estimates), what materials were actually used, and so on.

Work Order States

A work order can be in one of the following states:

Draft: The work order has been created and saved, but is still constdesetb
changeYou may be waiting for additional informati@m some sort of approval
before the work order can be finalized.

Open: The work ordecontains all the information you want ahdsreceived any
approvals it mi ghsueditoewerlers. Thaewbrk ordeevalldy t o b e
remain in the open state until the job is actually finished.

Closed The job is finished and all information about the work has been recorded. A
work ordehaogedt when itds cl osed. Howeve
closed work order, make changes, then close it again.

Void: The work order was created but it was canceled béafbezameOpen.

Each of these states has its own table viewer. For exavipl& Orders | Openlists

open work orders. In addition, there is a combivéatk Orders table that lists all

work orders in all states. (Sincedworki s can |
orders in one of the other work order lists.)
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MainBoss has various buttons for changing the state of work orders. These are
summarized below:

[ Void: Change®raft to Void, and also opens a window where yoayrecod a
comment abouwvhy you decided to cancel the work order

[ Draft Work Order_: Changeg$/oid to Draft, and also opens a window where you
may record a comment about why you decided to reactivate the canceled work

[0 Open: Change®raft to Open

[0 Open Work Order (With Comment) : Change®raft to Open, and also opens a
window where youmayr ecor d a comment about what youbo

[ Suspend Change®pento Draft, and also opens a window where you may record
a comment explaining why you suspended the work order

Close Work Order: Change®pento Closed

[0 Close Work Order (With_ Comment): ChangeOpento Closed and also opens a
wi ndow where you can record a comment abou

[0 Reopen Change£losedto Open, and also opens a window where you can record
acommene x pl ai ning why youdre reopening the w

An open work order can also bererdue. When you create a work order, you can
specify dates for when the work should start and end. A work order is considered
over due dpdn pasttitdspeciiet entl datéork Orders | Overdue lists any
work orders that are overdue.

Viewing Work Orders

You view work orders wittiWork Orders. The window contains the following:
View section: Showall work orders.

Number: Click this heading to sort the list by work order number. Click again
to reverse the order (froascending to descending or vice versa).

Priority : Click this heading to sort the list by priority. Click again to reverse the
order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section:Shows basic information from the selected record.
Assigneessection: Shows people assigned to the selected work order.

Service Contractssection: Lists any service contracts associated with the unit
in the selected work order. For mores®ivice contracts, séesrvice
Contractson pagel79. For more on units, seénits on page349.
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Resourcessection: Lists any labor and materials associated with the selected
work order. For more on resources, Besourcesn page278.

Meters section: Lists any meters in the unit of the selected work order. For more
on meters, se€leterson pagel’73

Purchase Orderssection: Lists any purchase orders associated with the selected
work order. For more on purchase orders,Fsegehase Ordersn page377.

Chargebackssection: Lists any chargebacks associated with the selected work
order. For more onhargebacksseeChargeback®n page322

Requestssection: Lists any requests associated téhselected work order.
For more on requests, seequesten page238,

State History section: Lists records that show when the selected work order
changed state. For more on work order state history; sé&eg \Work Order
State History Recordsn page275

New Work Order From Task: Opens a window where you can create a new
work order that uses a task as a template (ofteacchbhilerplate work
orders). For example, suppose you have a task that describes what should be
done when changing a muffler. When the time comes to change the muffler
on a particular car, you can usew Work Order From Task. For more,
seeWork Orders Created from Tas&s pagel59.

State change action& drop-down button which offers a list of actions that can
be used to change the state of the work order. Therdistate of the work
order determines which actions are enabled; it also determines which action
is displayed as the label for the buttdhe available options are:

Open: Changes draft work ordemto an open onépening a work order
suggests that the work order contains all the informatiomged before
starting the jolandis ready to be issued to workers.

Open Work Order (With Comment): Same a®pen, except that
MainBoss will also open a window where you can reeéocdmment
about what youdre doing.

Close Work Order: Changesan operwork order into a closed one. Closing
a work order suggests that the job is finished and you have recorded alll
relevant information about the work.

CloseWork Order (With Comment) : Same aflose Work Order, except
that MainBoss will also open a window where you can record a comment
about what youdre doing.

Reopen Changes a closed work order back into an open one. You might do
this if you ned to correct some information on the work order.
MainBoss opens a window where you may record a comment explaining

why youdre reopening the work order.
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Suspend Changes an opemork orderinto a draft oneYou might do this if
you find tha you need to make significant changes to the work order.
MainBoss opens a window where you may record a comment explaining
why youodre suspending the work order.

Void: Changes a draft work order into a void one. This means canceling the
job. MainBoss opens a window where you may record a comment
explaining why youod6re canceling the w

Draft Work Order_: Changes a void work order into a draft one. This means
reactivating a canceled joblainBoss opens a window where you may
record a comment explaining why youor ¢

Add Work Order Comment: Adds a comment to the selected work order. The
comment isecorded in a state history record. For more Esgeng Work
Order State History Recorams page275.

Defaults for Work Order section: Shows any defaults to be used when creating
new work orders.

Details section: Defaults for basic work order information, including the format
for work order numbers.

Printed Form section: Defaults to be used when printing a work order. For
more on printing work orders, s€einting Work Orderon page277.

Additional Labor/Material Lines : Specifies a number. MainBoss will
leave that number of blank lines in the work order, so thatevsthave
space to write in notes about labor and/or materials. For example,
wor kers might use this area to write |
included in the original work order but were unexpectedly needed on the
job.
Additional Information : Specifies additional text to be added to each
printed work order (in addition to the standard information that
MainBoss puts in). For example, this text might include a signihére
so that workers can have customers sign off when a job is completed.

The general work order viewer showls of yourwork orders. In many cases, you may
prefer to use one of the viewers that are restricted to certain types of work orders:

[ Draft work orders\(Vork Orders | Draft): Work orders that have just been
created seeViewing Draft Work Ordersn page263

1 Open work ordersWork Orders | Open): Work orders thatontain all information
needed before actually starting thegokeeViewing Open Work Ordei@n page
264

[1 Closed work orders/{ork Orders | Closed: Work orders that have been closed
because the job was finislkedeeViewing Closed Work Ordemn page266
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[0 Overdue work orders/ork Orders | Overdue): Open vork orders that are past
t heWorkEndDatedo but have n6seeWewihgOhezdeenWodk! os ed
Orderson page262

1 Void work orders \(Vork orders | Void): Work orders that have canceledee
Viewing Void Work Orderen page267

Viewing Overdue Work Orders

You view overdue work orders wittvork Orders | Overdue.

A work order is overdue if is open and t WorkfEnd Date0 has passeld but
order has not yet been closed.

The overdue work order table viewer contains the following:

Number: Click this heading to sort the list by work order number. Click again
reverse the order (from ascending to descending or vice versa).

Priority : Click this heading to sort the list by priority. Click again to reverse the
order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section: Shows basic information from the selected record.
Assigneessection: Shows people assigned to the selected work order.

Service Contractssection: Lists any service contracts associated with the unit in
the selected work order. For more on service contract§eeee Contracten
pagel79 For more on units, séénits on page349.

Resourcessection: Lists any resources associated with the selected work order. For
more on resources, seesourcesn page278

Meters section: Lists any meters in the unit of the selected work order. For more on
meters, se®leterson pagel73

Purchase Orderssection: Lists any purchaseders associated with the selected
work order. For more on purchase orders,Fseehase Ordersn page377.

Chargebackssection: Lists any chargebacks associated with the selected work
order. For more onhargebacksseeChargeback®n page322

Requestssection: Lists any requests associated with the selected work order. For
more on requests, seequesten page?38

State History section: Lists records that show when the selected work order
changed state. For more on work orst@te history, seediting Work Order
State History Recordsn page275.
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State change actions: A dropwn button which offers a lisf actions that can be
used to change the state of the work order. The current state of the work order
determines which actions are enabled; it also determines which action is
displayed as the label for the butt&ince all overdue work orders are in the
open state, the onlgnabledstatechange actions are

Close Work Order: Changes an open work order into a closed one. Closing a
work order suggests that the job is finished and you have recorded all
relevant information about the work.

CloseWork Order (With Comment) : Same aflose Work Order, except
that MainBoss will also open a window where you can record a comment
about what youdre doing.

Suspend Changes an open work order into a draft one. You might do this if you
find that you ned to make significant changes to the work order. MainBoss
opens a window where you may record a ¢
suspending the work order.

Add Work Order Comment: Adds a comment to the selected work order. The
comment is recorded in a state history record. For moré&;&eeg Work Order
State History Recordsn page275

Viewing Draft Work Orders

A draftwork orderis in the early stages of preparation. Its information may be
incomplete or it may not have received any necessary authoriZzétiorview draft
work orders withWork Orders | Draft. The window contains the following:

View section: Shows all work orders that are curremtithe draft state

Number: Click this heading to sort the list by work order number. Click again
to reverse the order (from ascending to descending or vice versa).

Priority : Click this heading to sort the list by priority. Click again to reverse th
order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section: Shows basic information from the selected record.
Assigneessection: Shows people assigned to the selected work order.

ServiceContracts section: Lists any service contracts associated with the unit
in the selected work order. For more on service contract§eseee
Contractson pagel79. For more on units, seénits on page349.

Resourcessection: Lists any resources associated with the selected work order.
For more on resources, séesourcesn page27a
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Meters section: Lists any meters in the unit of the selected work order. For more
on metes, seéVieterson pagel’73

Purchase Orderssection: Lists any purchase orders associated with the selected
work order. For more on purchase orders,Fsegehase Ordersn page377.

Chargebackssection: Lists any chargebacks associated with the selected work
order. For more on chargebacks, Séergeback®n page322

Reqguestssection: Lists any requests associated with trected work order.
For more on requests, seequesten page238,

State History section: Lists records that show when the selected work order
changed state. For more on work order state history;sé&eg \Work Order
State History Recordsn page275

State change actions: A drdpwn button which offers a list of actions that can
be used to change the state of the work order. The tsteda of the work
order determines which actions are enabled; it also determines which action
is displayed as the label for the buttomthe draft work order viewer, the
only enabledstatechange actions are:

Open: Changes a draft work order an&n open one. Opening a work order
suggests that the work order contains all the information you need before
starting the job and is ready to be issued to workers.

Open Work Order (With Comment) : Same a®pen, except that
MainBoss will also open window where you can record a comment
about what youdre doing.

Void: Changes a draft work order into a void one. This means canceling the
job. MainBoss opens a window where you may record a comment
explaining why youod6re canceling the w

Add Work Order Comment: Adds a comment to the selected work order. The
comment is recorded i state history record. For more, &&gting \Work
Order State History Recoras page275.

Viewing Open Work Orders

An open work ordecontains all the information you need before stardigb. You

view open work orders witii/ork Orders | Open. The window contains the following:
View section: Shows all work orders that are currently open.

Number: Click this heading to sort the list by work order number. Clickraga
to reverse the order (from ascending to descending or vice versa).

Priority : Click this heading to sort the list by priority. Click again to reverse the
order.
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Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Details section: Shows basic information from the selected record.
Assigneessection: Shows people assigned to the selected work order.

Service Contractssection: Lists any service contracts associated with the unit
in the selected work ordeffor more on service contracts, Segvice
Contractson pagel79. For more on units, seénits on page349.

Resourcessection: Lists any resources associated with the selected work order.
For more on resources, séesourcesn page278

Meters section: Lists any meters in the unit of the selected work order. For more
on meters, se€leterson pagel’/3

Purchase Orderssection: Lists any purchase orders associated with the selected
work order. For more on purchase ens] seé’urchase Ordersn page377.

Chargebackssection: Lists any chargebacks associated with the selected work
order. For more onhargebacksseeChargeback®n page322

Requestssection: Lists any requests associated with the selected work order.
For more orrequests, seeéequesten page?38,

State Histay section: Lists records that show when the selected work order
changed state. For more on work order state history;séeg \Work Order
State History Recordsn page275

State change actions: A drojpwn button which offers a list of actions that can
be used to change the state of the work order. The current state of the work
order determines which actions are enabled; it also determines which action
is disphyed as the label for the buttdn.the open work order viewer, the
only enabledstatechange actions are:

Close Work Order: Changes an open work order into a closed one. Closing
a work order suggests that the job is finished and you have reaitded
relevant information about the work.

Close Work Order (With Comment): Same aflose Work Order, except
that MainBoss will also open a window where you can record a comment
about what youdre doing.

If you have turned on theequegs are set In Progress when linked to a work order
and are closed when work order closegption (for requests), closing a work order
automatically closes each linked request, provided that the request only has one
work order. For more on this optipsee=diting Requesten page247.

linked

Suspend Changes an open work order into a draft one. You might do this if
you find that you need to make significant changes to the work order.
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MainBoss opens a window where you may record a comment explaining
why youodre suspending the work order.

Add Work Order Comment: Adds a comment to the selected work order. The
comment is recorded in a state history record. For moré&;&eeg \Work
Order State History Recorams page275.

Viewing Closed Work Orders
A closed work order represents a job that has been marked as finished. You view closed
work orders withWork Orders | Closed The window contains the following:

Number: Click this heading to sort the list by work ordenrher. Click again to
reverse the order (from ascending to descending or vice versa).

Priority : Click this heading to sort the list by priority. Click again to reverse the
order.

Subject Click this heading to sort the list by subject. Click agairet@rse the
order.

Details section: Shows basic information from the selected record.
Assigneessection: Shows people assigned to the selected work order.

Service Contractssection: Lists any service contracts associated with the unit in
the selead work order. For more on service contracts,Sseegice Contracten
pagel79 For more on units, séénits on page349.

Resourcessection: Lists any resources associated with the selected work order. For
more on resources, seesourcesn page278

Meters section: Lists any meters in the unit of the selected work order. For more on
meters, se®leterson pagel73

Chargebackssection: Lists any chargebacks associated with the selected work
order. For more onhargebacksseeChargeback®n page322

Reqguestssection: Lists any requests associated with the selected work order. For
more on requests, seequesten page?38

State History section: Lists records that show when the selected work order
changed state. For more on work order state history;&é&eg \Work Order
State History Recordsn page275.

State change actions: A drdpwn button which offers a lisf actions that can be
used to change the state of the work order. The current state of the work order
determines which actions are enabled; it also determines which action is
displayed as the label for the buttémtheclosedwork order viewer, the only
enabledstatechangeactionis:
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Reopen Changes a closed work order back into an open one. You might do this
if you need to correct some information on the work order. MainBoss opens
a window where you may record a comment
reopening the work order.

Add Work Order Comment: Adds a comment to the selected work order. The
comment is recorded i state history record. For more, &&gting \Work Order
State History Recordsn page275

Viewing Void Work Orders
A void work order is one that has been canceled before the work was done. You view
void work orders withVork Or ders | Void. The window contains the following:

Number: Click this heading to sort the list by work order number. Click again to
reverse the order (from ascending to descending or vice versa).

Priority : Click this headingo sort the list by priority. Click again to reverse the
order.

Subject Click this heading to sort the list by subject. Click again to reverse the
order.

Assigneessection: Shows people assigned to the selected work order.

Service Contractssection: Lists any service contracts associated with the unit in
the selected work order. For more on service contract§eseece Contracten
pagel79 For more on units, séénits on page349.

Resourcessection: Lists any resources associated with the selected work order. For
more on resources, seesourcesn page2’/a

Meters section: Lists any meters in the unit of the selected work order. For more on
meters, se@leterson pagel’3

Chargebackssection: Lists any chargebacks associated with the selected work
order. For more onohargebacksseeChargeback®n page322

Requestssection: Lists any requests associated with the selected work order. For
more on requests, s&equesteon page?38

State History section:Lists records that show when the selected work order
changed state. For more on work order state history; sé&eg \Work Order
State History Recordsn page275

State change actions: A dropwn button which offers a list of actions tlcan be
used to change the state of the work order. The current state of the work order
determines which actions are enabled; it also determines which action is
displayed as the label for the buttémthe void work order viewer, the only
enabled statehange action is:
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Draft Work Order_: Changes a void work order into a draft one. This means
reactivating a canceled job. MainBoss opens a window where you may
record a comment explaining why youore

Add Work Order Comment: Adds a comment to the selected work order. The
comment is recorded in a state history record. For more;sgeqg \Work Order
State History Recordsn page275

Editing Work Orders

You create or modify work orders using the work order editor. The usual way to open
the editor is to clicklew Work Order or Edit in theView section ofWork Orders.

The work order editor window containsetfollowing:
Details section: Shows basic information for the work order.

Number: A code identifying this work order. No two work orders may have the
same code.

Number Format [only appears when editing defaults]: Specifies the format to
be used when numbering new work orders. The defawlg0:D8} . This
means that the numbering format consists of the latt€fsllowed by a
space and then eight decimal digits.

TheO before the: is necessary. The number after bis the minimum

number of decimal digits in the resulting number. As an example, suppose

you want to include the year in your work orders numbers. If you set

ANumber Formatd W@R007-{0:D6} , youobl | liget number s
WO2007 - 000001 . You can also put text after the closingor example,

you could writewO {0:D6} - 2007 to get numbers likgvO000001 - 2007 .

For more on number formats, deéember Formaten page?s.

We recommend that you use enough digits in your numbers to ensure that there |s
always a leading zero.

Number Sequencdonly appears when editing defaults]: Specifies the number
to used theext time you create a new work order. For example, if you set
this to 1000, the next work order you create will be given the number 1000.

~

you i ncl MudbeerRorimato y epou i shdul d chanjge t he f
i nning of eNumlerSeqence atnod 1lr.es et i

| f
beg

Subject A brief description of what the associated work involves.

Current State: Areadonl y field indicating the work
Possible values are:

Blank: The work order has not yet been saved.
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Draft : The work order has been saved but does not contain all the
information that you want to record before starting the actual work.

Open: The work ordecontains all the information required to begin the job.
The work order remas in the open state until the job is finished.

Closed : The work has been finished and all relevant information from the
job has been recorded.

Voided : The work order has been voided (cancelled).

Current St at e DAsreadohly field givinytie daiz4irneehat the

work order entered its current state.

Requestor The person who originally requested the work. If this work order

was derived from a work request, the requestor will be taken from the
original request.

Requestors cannot be named inak order until they have an entry in the
Requestorstable. For more about this table, $&sjuestoren pagel26.

Once you specify a requestor, this

number and-enail address (as recorded in thentactstable).

Unit: The unit where the work is needed. For maraunits, seénits on page

349

Work Start Date: When a work order is fitcreated, this may be filled in with

the date/time when the job is expected to begin. When the work order is

closed, this should be filled in with the date/time that the job actually began.

Work End Date: When a work order is first created, this may Hediin with

the date/time when the job is expected to be finished. When the work order
is closed, this should be filled in with the date/time that the job was actually
finished.

Duration: The length of the job, measured in days.

Note: | f
aut o
wh ol
Mai n

y 0 uWofkiStait Date;n dWatk Efid Dateo, Mai nBos
mat i cal | Quratoad caid catfeisl Itshei M t he
e number of day sStart DaBd ma hudatiohoy,, i
Boss aut omat Emd®datdoby cal cul ates t

s

v
fly
h

Work Category: A code classifying the nature of the work required. For more

on work categories, ségork Categorie®n page235.

Use access code from unitf you checkmark this box, MainBoss will fill in

fAccessCodé with the unitos defaul t access

fAccess Codémanually.

Access CodeAn access code indicating any restrictions on access to the unit.

For more on access codes, seeess Codesn pagero.
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Work Order Priority : A code indicating the priority of this job. Note that work
orders and work requests have separate priority codes. A good rule of thumb
is toleaveWork Order Priority bl ank wunl ess thereds a go
assigning a specific priority. For more on work order priorities)\/geg
Order Prioritieson page231

Use expense model from unitif you checkmark this box, MainBoss|inill in
fiExpense Moded wi t h the unitds default expens
c an Esperise Niodeb manual |l y.

Expense Model The expense model to be used for this work order. For more on
expense models, séepense Modelsn page?211.

Project: The project (if any) that this work is associated with. For more, see
Projectson page233

Work Description: Describes the required work in as much detail as necessary.
Work descriptionsmage si mpl e (AFind out why room
may be more detailed, perhaps giving chists of things to do or stelpy-
step instructions.

Comments Any comments you wish to record in connection with this work
order.

Downtime: The anount of downtime caused by the problem.

Closing Code Different organizations use the closing code for different
purposes. One common purpose is to specify the overall cause of the
problem, e.g. normal wear and tear, operator eaamidental breakage, etc.
This makes it possible to organize your work orders and their costs
according to cause; not only does this give you a picture of the sources of
maintenance trouble, it may help you allocate resources more effectively to
reduce futire difficulties. For more on closing codes, §gesing Code®n
page207.

Select for Printing: If this box is checkmarked, the work order will be marked
Select for Printing. This makes it simpler to print work orders after they
have been generated. For more on the uSelefct for Printing, seeSelect
For Printing on pager7.

Assigneessection: Lists people who have been assigned to this work order. For
more information on assignmengeeAssignmentsn page30.

New Work Order Assignment: Opens a window where you can assign
someone to this work order. For more details,/seggning Someone to a
Work Orderon page321

Service Contractssection: Lists any service contracts associated with the specified
unit. Doubleclicking an entry in this list opens a record showing the details of
the service contract. For more on service i@mts, se&ervice Contracten
pagel79
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Resourcessection: Lists labor and materials associated with this job. These can be
eitherdemandsreceipts or actualresource usages.

A demand is recorded in advance of the work. For labor, a demand specifies one
or more workers who have been assigned to the job and the time each worker is
expected to be needed. For materials, a demand states that specified items
should be reserved fose on this job. (For more about demandsfsesurces

on page278

A receipt records when youdve purchased

For example, if you purchase items with petty cash in order to make a repair,
you should record the expenditure with a receipt on the work order.

Actual resource usages aezorded after the job is done. They state the labor
and materials that were actually used in the work, as opposed to the preliminary
estimates.

Labor expenses are eithasideandoutside Inside labor is performed by your
own personnel, while outsidedar is performed by outside contractors.

Note: If you make a mistake when actualizing a demand, you correct the mistake|by
selecting the demand, then clicking theéit button. In the resulting demand window,
use theCorrect button in theActuals section.

Total: Readonly fields giving a running total of demand records and actual
records. These totals sum up information fromlthens, Inside, and
Outside subsections.

Iltems subsection: Lists demands and actual uses of materials.

New Demand Item Opens a new window where you can reserve materials
before the job begins. For more information, Seenand ltenon page
279.

Actualize: Opens a new window where you can create an actual resource
usage entry from an existing demand entry. You should click the demand
first, then clickActualize. Typically, actual resource usage records are
createdhftera job is completed (when actual resource usage is known).
For more about actual item usages, Seeial ltemon page292

Edit: Lets you edit an existindemandn the list.

View: Lets you view an entry in the li@vithout changing any information
in the entry).

View Storage AssignmertOpens the storeroom assignment record
associated with the currently selected ent¥file you cannot make
changes in the storeroom assignment itself, you can useghe o r d 6 s
Activity section to perform inventory operations such as transferring
items to or from the storeroom, and receiving items into the storeroom.
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For example, if you buy materials for this work order, you canMise

Storage Assignmento open a st@ge assignment record for those
materi al s, t h eAdtivitg sectioroand ukBeceiveerc or d 6 s
Receive (with PO)to record the materials you bought.

For more on storage assignment recordsSéeesroom Assignmenis
page99.

Inside subsection: Lists demands and actual uses of inside labor.

New Demand Hourly Inside Opens a window where you can assign your
own personnel to this job; expenses will be paid on an hourly basis. For
more, se®emand Hourly Insiden page282

New Demand Per Job InsideOpens a widow where you can assign your
own personnel to this job; expenses will be paid on a per job basis. For
more, se®emand Per Job Insiden page284.

Actualize: Opens a new window where you can create an actual labor usage
entry from an existing demand entry. You should click theatehdirst,
then clickActualize. Typically, actual labor usage records are created
aftera job is completed (when actual labor usage is known). For more
about actual inside labor usages, &erial Hourly Insideon page295
andActual Per Job Insiden page298

Edit: Lets you edit an existingemandn the list.

View: Lets you view an entry in the list (without changing any information
in the entry).

Outside subsection: Lists demands and actual uses of outside contractors.

New Demand Hourly Outside Opens a window where you can assign
outside contractors to this job; expenses will be paid on an hourly basis.
For more, se®emand Hourly Outsiden page286.

New Demand Per Job OutsideOpens a window where you can assign
outside contractors to this job; expenses will bel pai a per job basis.
For more, se®emand Per Job Outside page288.

Actualize: Opens a new window where you can create an actual labor usage
entry from an existing demand entry. You should click the demand first,
then clickActualize. Typically, actual labor usage records areated
aftera job is completed (when actual labor usage is known). For more
about actual inside labor usages, £erial Hourly Outsiden page301
andActual Per JolOutsideon page307.

Edit: Lets you edit an existingemandn the list.

View: Lets you view an entry in the list (without changing any information
in the entry).
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Miscellaneoussubsection: Lists miscellaneous costs to be added to the work
order.

New Demand Miscellaneous CosOpens a window where you can
associated a miscellaneous cost with this job. For moré&)eseend
Miscellaneousn page29l

Actualize: Opens a new window where you agaaord theactualcost ofan
existingmiscellaneouslemand. You should click the demand first, then
click Actualize. For more about actualiscellaneous costseeActual
Miscellaneousn page313

Edit: Lets you edit an existingemandn the list.

View: Lets you view an entry in the list (without changing any information
in the entry).

Temporary Storagesection:Lets you associate temporary storage locations with
this work order. Temporaryatage may be used to hold some or all of the work

orderd6s materi al s. This all ows for situat
materials are transferred from their usual storerooms to some more convenient
pl ace so theyol]l be accéeWeinblyoufoore woe ko

a unit, the best temporary storage location is often the unit itself, indicating that
items have been transferred to the unito:

New Temporary Storage Associates a tempary storage location with this
work order. For more, seéeemporary Storage Locations page320.

New Temporary Storage AssignmentSpecifies an item that should be
placed inatemporary storaglecation Note that you must specify the
temporary storage location (usihgw Temporary Storagg before you
can assign items to that locatidfar moreon temporary storage
assignmentsseel emporary Storage Assignments page320.

Edit: Opens a windw where you can corretite selected entry (either a
temporary storage location or a temporary storage assignment).

View: Opens a window where you can look at the selected entry (but not
change it).

Meters section: Provides information about any meters associated with the unit
covered by th work order. It also lets workers record any meter readings taken
during the course of this job. For more about metersyisgerson pagel73

Purchase Orderssection: Lets you associate one or more purchase orders with this
job. For example, you might create a purchase order to cover the cost of outside
labor expenses if the work will lwlone by an outside contractor.

Chargebackssection: Lets you specify that some or all of the costs of this work
order will be charged to some other party (callecbiiable requestoy. For
example, property management companies may charge tenants some portion of
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the msts involved in certain types of jobs. For more about chargebacks, see
Chargeback®n page322

Reguestssection: Shows any requests associated with this work order. For more
about regeasts, se®equesten page238

Some work orders may have no associated requests, while the rest usually only

have one request. However, i1ito6s possible
multiple requests; for example, several people might submit complaints about

the same problem. To ingte that a request is related to an existing work order,

use theLink to Work Order _ button in theRequestsviewer.

State History section: Lists the states that this work order has been in and the
date/times when it entered each state. For more about work order st@aitg hi
records, se&diting Work Order State History Recoros page275.

Effective Date This column shows the effective date/time whsmwork order
entered the associated state. Effective date can be set manually by clicking
the associateHdit button.

Entry Date: This column shows the actual date/time when MainBoss put the
work order into the associated state. The entry date cancbibged.

Work Order State: This column shows the states through which the work order
has passed.

Printed Form section [only appears when edg defaults]: Specifies information
that will be used when printing work orders.

Additional Labor/Material Lines : A number. MainBoss will add this number
of blank lines after thlEabor/material line itemd~or example, if you specify
the numbes, MainBoss will add six blank lines after tlaor/material line
items leaving space for people Wite in any useful information (e.g. the
actual time the job took, and any materials that were used but nditespec
in the original demands).

Additional Information : Zero or more lines of text that should appear at the
end of thework order. For example, you might use this to indicate whare
authorization signature goes, as well as other stanmfarmation.

State change actions: A drdpwn button which offers a list of actions that can be
used to change the state of the work order.CLineent state of the work order
determines which actions are enabled; it also determines which action is
displayed as the label for the button. The available options are:

Open: Changes a draft work order into an open one. Opening a work order
suggess that the work order contains all the information you need before
starting the job and is ready to be issued to workers.
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Open Work Order (With Comment): Same a®pen, except that MainBoss
will also open a window where you can record a commenttabowh at youdr e
doing.

Close Work Order: Changes an open work order into a closed one. Closing a
work order suggests that the job is finished and you have recorded all
relevant information about the work.

Close Work Order (With Comment): Same aClose Work Order, except
that MainBoss will also open a window where you can record a comment
about what youdre doing.

Reopen Changes a closed work order back into an open one. You might do this
if you need to correct some information on the wandter. MainBoss opens
a window where you may record a comment
reopening the work order.

Suspend Changes an open work order into a draft one. You might do this if you
find that you need to make significant changes to the wat&r. MainBoss
opens a window where you may record a ¢
suspending the work order.

Void: Changes a draft work order into a void one. This means canceling the job.
MainBoss opens a window where you may record a commelsiexg
why youdre canceling the work order.

Draft Work Order : Changes a void work order into a draft one. This means
reactivating a canceled job. MainBoss opens a window where you may
record a comment expl aini nglerwhy youodr e

If you have turned on theequests are set In Progress when linked to a work ordel,
and are closed when work order closeaption (for requests), closing a work order
automatically closes each linked request, provided that the request oolyehlatked
work order. For more on this option, gegiting Requesten page247.

Add Work Order Comment: Adds a comment to ¢éhselected work order. The
comment is recorded in a state history record. For moré&;&eeg Work Order
State History Recordsn page275.

Editing Work Order State History Records

Various actions change the state of a work order. For exampke changes a work

order from theéDraft state to thé/oid state. When you change the state ovark order,
MainBossmayopera wi ndow where you can record comme
doing. This window also lets you specify the effective date of the change; for example,

if you close a work order the day after the job actually finishes, you maytavant

backdate the state change record to indicate when the job was actually finished.
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The editor window normally contains the following:
Work Order : A readonly field identifying the work order whose state is changing.

Current Work Order St ate: A readonly field giving the current state of the work
order (the state before the intended change).

Effective Date The date that you want to associate with the change.
Creator: A readonly field identifying the person who created this record.

Work Order State: A readonly field giving the statéhat the work order will enter
once youSave & Closethis record.

Comments Any comments you want to record.

Save & Close Saves the current record and closes the editor window. This changes
the state of the work order.

Close Closes the windowithoutchanging the state of the work order.

If you closea work order by clickingCloseWork Order (With Comment) in awork

order table viewera number of additional fields are displayed in the window. These let
you change a number of fields in the work ordeforeit is actually tosed. (Once the

work order is closed, most fields become reaty.) MainBoss lets you change these
fields to show what actually happened on the job, as opposed to estimates made when
the work order was first filled out:

Work Start Date: The date that #hjob actually started.
Work End Date: The date that the job actually ended.
Duration: The length of the job (in days).

Downtime: The actual amount of downtime caused by the problem.

Closing Code Different organizations use the clogicode for different purposes.
One common purpose is to specify the overall cause of the problem, e.g. normal
wear and tear, operator error, accidental breakage, etc. This makes it possible to
organize your work orders and their costs according to caasenly does this
give you a picture of the sources of maintenance trouble, it may help you
allocate resources more effectively to reduce future difficulties. For more on
closing codes, se€losing Codesn page207.

Closing Comments Any additional comments you want to record in connection
with this work order.

Note that these fields also appear whenYoid a draft work order.
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Printing Work Orders

You can print your current work orders by clicking fhent button inWork Orders or
with Work Orders | Print. Both methods open a window that contains the following:

Grouping and Sorting section: Options controlling how the report is organized.

Sort by list: These options determine how work orders will be sorted in the
resulting repar

Sort Direction options: Determine whether the report is sorted from lowest
values to highest or vice versa.

Filtering section: Options controlling what kind of work orders will be included in
the report. The window lets you select work orders in severgs:

Work Order Filters: Make selections based on properties of the work order.
For example, if you filter b)Requestor, you can restrict the prigut to
work orders from a particular set of requestors (e.g. all work orders
requested by apecified person).

Unit Filters: Make selections based on the unit involved in the work order. For
example, if you filter bydnit Location, you can restrict the pridut to
work orders on units at a particular location (e.g. all work orders in a specific
building).

Unit Value Filters: Make selections based on properties of the unit involved in
the work order. For example, if you filter Byurchase Vendoy you can
restrict the printout to work orders on units purchased from a particular
vendor.

Advancedsection: Miscellaneous options.

Suppress CostsOmits any money information that might otherwise be
displayed in the report.

Title: The title to be printed at the beginning of the report.

Main Font: The font that will be used for most of tblearacters in the report.
This should be a font that is supported by both your Windows system and
your printer.

Fixed-width Font: The font that will be used for information that is printed with
fixed-width characters (mostly unit specifications)isishould be a font that
is supported by both your Windows system and your printer.

Font Size The font sizéo be used for all standard characters in the jourt
(i .e. anything that isndét a heading).

Additional Labor/Material Lines : May be filledin with a number. If so,
MainBoss will add that number of blank lines in the labor/material section of
the work order. Workers can write in this blank area to record labor and/or
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materials not included in the toriginal

expect to need).

Additional Information : Extra information to be printed in the work order. For
example, you can use this area to specify that the work order should contain
a signature line where customers can sign off once the job is finished.

You canset the default text for this additional information by using the
Work Orders table viewer. Go to thBefaults for Work Order section
and then td’rinted Form.

Suppress Labor Duration Estimate By default, the printed work order will
show the estimated labtimes for anyone assigned to the job. If you
checkmark this box, the estimated times will be omitted from the printed
work order.

Include Unit Specifications and Attachments If you checkmark this box, the
work order will include any specifications assded with the unit being
serviced. It also will include the names of attachment files (though not the
file contents). Workers may find this additional information useful. For
more, se&pecification®n page357 andAttachment®n page356.

Preview section: Displays a visual preview of the report. If you clickRheview

button, you automatically go to this section.

The Preview section contains buttons for looking through the report preview
and for actually printing the information. For more on usingiiteiew
section, se&eport Controlon pager4.

Clear Select for Printing: If you click this button, MainBoss removes the

checkmark from alEelect for Piinting boxes on all work orders. Typically, you
do this after printingvork orderghat have been markéklect for Printing.
For more, se&elect For Printingon pager7.

Resources

TheResourcessection of a work order deals with materials and labor. More
specifically, it deals with:

0

Items Spare parts and other materials needed in the job. For moteyse®ry
ltemRecord on page366.

Hourly inside Work done by your own employees and paid by the hour. For more,
seeHourly Insideon page217.

Per job inside Work done by your own employees and paid on a per job basis. For
more, se€’er Job Insideon page222.

Hourly outside Work done by outside contractors anddoay the hour. For more,
seeHourly Outsideon page220
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[ Per job outsideWork done by outside contractors and paid on a per job basis. For
more, seé’er Job Outsiden page224.

[ MiscellaneousMiscellaneous expenses, such as service charges or equipment
rentals. For more, se&ork Order Miscellaneousn page228

The actions you can perform on these resources are:

1 Demand For materials, this means reserving the materials for use in this particular
job. For people, this means assigning workers to do thégthmiscellaneous
costs, this simply means recording that the work order incurred a particular type of
expense.

Demands are typically madeeforethe job begins, but can be made afterward too.

[0 Actuat For materials, this means recording what was actually used on the job. For
people, it means recording the actual time or cost of labor. These recordseindic
actualfigures for the job, as opposed to preliminary estimates. Actual records are
usually written up after the job is finished; however, if a job takes place over many
days, it may be better to record actual figures as you go along (e.g. at tHe end o
every workday) rather than leaving everything till the end.

There must be a demand for every actual use of labor and materials.

Sorting the Resource List:In a work order, demands, receipts and actuals are sorted
by item or labor record (hourly insidegurly outside, etc.). When entries have the same
item or labor record, they are sorted according to date. More specifically:

[0 Demands are sorted by entry date: the time/date the entry was first saved, according
to the clock on the Server computer (the ahere SQL Server is running).

[0 Actual and Receipt records are sorted according to effective date. The default
effective date is the time/date when you first open the editor window to create the
record; this is taken from the clock on the computer wherey@usingMainBoss,
as opposed to the computer that holds the database.

Differences in the clocks on different computers can occasionally make it look as if an
Actual or Receipt record was created before the Demand.

Demand ltem

An item demand requests that an item be held in reserve for a particular work order.
Since itbs possible that tdiceagesaesgtee t ype of
demand must specifysiorageassignment: not just the item you want, butstweag

location where you intend to get the iteéhie storage location may be a storeroom or a
temporary storage locatiofiFor more on storeroom assignments, Segeroom

Assignmentsn paged9. For more on temporary storage location assignments, see
Temporary Storage Assignments page320)
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To seehe Demand Item editor, cligkew Demand Itemin theltems subsection of the
Resourcessection of a work order. The editor contains the following:

Details area: Provides informaticsboutthe demand.
Work Order : A readonly field identifying the worlorder.

StorageAssignmentarea Lets you specify thgype of item pu want to reserve
and the storagecation where you intend to get the itéfine area ends in a
drop-down list that lets you choose a storage assignment. Before that are
fields that let ya shorten the length of the drdpwn list:

Only include ltems on the Spare Parts listlf you select this option, the
fiShow Storage Assignments fardrop-down list will only show itera
from the spare parts lisif the unit associated with this work ordear
more on spare parts, sépare Parton pagel/7.

Show all Items If you select this option, thi&Show Storage Assignments
forodropd own | i st wil |l sitanesw all of Mai nBo.

Show Storage Assignments forA drop-down list showingtems. If you
selecteddnly include Items on the Spare Parts listthe dop-down list
only shows such spare part items. Otherwise, the-dowam list shows

all items.
Drop-down list of storage assignments: Shows all storage assignments for
t he it em ShpweStaorafjei Aestynmiemts fdi . I f you | eave
AiShow Storage Assignrants foro b | a n k ;down kst wiéll shdw o p
all of MainBossods storage assignment s.

Readonly fields: The editor window contains a number of reaty fields
giving information from thestorageassignmentrecodou 6 ve .l el ect ed
you have the same item in several differgotage locatios, changing
fiStorageAssignmend and c h e c-dnly fielgls ntay help yoe a d
decide on thetorage locatioyou want to use for this particular work order.

On hand: The quantity of the ita that is actually present in tkerage
location This line also gives the cost per unit and total cost of the
storage locatiodls st ock of the item.

Available: The quantity of the item that is available for use. This takes into
account any stock that niigbe on reserve for use with other work

orders.
Via purchase If there is a price quote for this item associated with the given
storage location t YMipurchdsed wi | | provide infor mat
price quote: how much it will cost to purchase a gigeantity of the
it em. (Note that this |ine is only fil

guote record.)
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Demand from on hand: The outstanding quantity demanded from the
storage locationThis value only takes into account the current demand
record, noany other demands in any other work orders.

Demand via purchase [Estimafed Demandd exceeds t he quant.
hand in thestorage location Ddinand viapurchas® t el I s t he i tem
guantity youoll have to purchase in ol
line also gives the unit cost and total cost of such a purchase.

Already Used The quantity of such items already used on this work order.
This quantity reflects how much of the demand has already been
actualized.

Remainingg The di f f eEsttmatedeDertamdd w & Adréad)ii
used .

Estimated Demand The quantity of the item that you want to reserve.

Calculated Cost Readonly fields giving the unit cost and total cost of
fEstimated Demandd . These figures are based on
the selectedtorage location

Use @lculated cost If you checkmark this box, MainBoss will fill in
AEstimated Cosb wi t h t he Calcllateel €osty.i viefn y emu idon 6
want to use the calculated cost, leave the checkbox blank and enter an

appropr i &dtimatedGostt. i n A

Estimated Cost Can be filled in with a unit cost or a total cost, if different from
t h €alcilated Cosb .

Actual default: Specifies the defauihethod for calculatingosts when
someone creates an fAact ualftheipereomo i n r es
who recor ds # ac thassufficiert secadty permiEsmomsmat i on
he or she can specify item costsidifferentway. However, ifthe person
who records the fAact dulmabvepérmissiondo i nf or mat i
specify costs, what yagpecify on this demand determines which costs
MainBoss will use. The possible options are:

Manual entry : If you choose this option, you expect the person recording
Aactual iitemd information to have appi
specify the actual @b of the items.

Current value calculation: If you choose this option, the default is to
calcul ate Aactual itemd costs from Mai
information.

Demand estimate If you choose this option, the default is to use the
fiEstimatedCosto i n t his window as a basis fol

Expense Category The expense category to which this item belongs. For more
on expense categories, $eeense Categories page209.
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Actuals section: Records what theovk order actually used (as opposed to the
preliminary estimates given in tliEetails section). TheActuals section also lets
you correct any mistakes made in previou:

List: The centr al part of tebifgingwadtuald ow i s
uses of this item on this work order.

New Actual Iltem: Lets you recor@nactual use of this item on this work order.
For more information, seéctual ltemon page292.

Correct: Lets you correct an existing actual entry. For more(see=ctions of
Actual ltemson page294.

Edit: Lets you edit an existing actual entry. You widit be able to change the
cost or quantity specified in the entry; for that, you mustGiseect.

Demand Hourly Inside

An hourly inside demand assigns one of your workers to do some or all of the work

associated with a work order. You specify the worker using an hourly inside regsrd;

gives the workero6s name and the hourly rate
on hourly inside records, semurly Insideon page217.)

Note: MainBoss has two ways of recording labor expenses: with an hourly rate (vhere
the cost depends on how long the worker takes to do the job) or with a per job raje
(where all jobs of a particular type cost the same, no matter how long they take). [This
secton covers hourly payment. For more on per job payment)seend Per Job
Insideon page284.

To see the Demand Hourly Inside editor, clidkw Demand Hourly Insidein the
Inside subsection of th®esourcessection of a work order. For more on resources, see
Resourcesn page278

The Demand Hourly Inside editor contains thedwiing:
Details area: Provides information about the demand.
Work Order : A readonly field identifying the work order.

Hourly Inside: An hourly inside record specifyir
hourly rate.

Readonly fields: The editor window contains amber of reaebnly fields
giving information about the hourly ins
information is taken from the hourly inside record and from other tables in
MainBoss. The readnly fields provide details about labor and relevant
price information.

If you have the choice of several workers who might be assigned to the job,
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¢ h a n gHounlyginsided and c h e cdniyfielgls mayhelp yoe a d
decide who should be assigned to this work order.

Hourly Rate: The wor ker 0 giverchy the hoplgimsidehour , as
record.

Already used A readonly field giving the amount of the demanded time
that has already been used on this work order. This amount is set by
recording that a certain amount of time has already been used. For
example, supps®e you expect a job to take three days and have created a
demand for a particular worker to spend 20 hours on this job over those
three days. At the end of each day, you @etaializesome of the
demanded time to indicate how much was actually used dilvenday.
| n t hiAkeadyased®d, witl | show how much ti me
used on previous days.

Remaining: A readonly field giving the amount of demanded time that has
not yet been u <Estihated Ddmarsd insi neugsual t o A
AAlready usedd .

Estimated Demand The total length of time that the worker is expected to
spend on this job.

Calculated Cost Readonly fields giving the expected cost of the demanded
work, based on the HooarlyRaeb 6 sohaoamnl gi vaste
the costperhouran t Q@ostd ficol umn gi ves the total C

Use @lculated cost If you checkmark this box, MainBoss will fill in
fEstimated Cosb wi t h t he Cacllateel €osty.i viefn y mmu idon d
want to use the calculated cost, leave the checkbox blank and enter an

appropr i &dtimatedGostt. i n A

Estimated Cost Can be filled in if you expect the cost to be different than
fiCalculated Cosb (e . g. i f you have to pay the w
because of overtime). YoHourlgRatedO emtt er an

~

the tot alCosho st under i

Actual default: Specifies the default method for calculating costs when
someone creates an fAactual hourly insid
person who recordbe actualcosthas sufficient security permissgrhe or
she can specifthe cosin a different way. However, if the person who
records the actualostdoes not have permission to specify costs, what you
specify on this demand determirtee cost thaMainBoss will usePossible
options are:

Manual entry: If you choose this option, you expect the penstio
actualizes this demarnd have appropriate security permissions to
specify the actual cost of theork.
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Current value calculation: If you choose this option, the default is to
calculate actual ctsfromthe original hourly inside record.

Demand estimate If you choose this option, the default is to use the
fiEstimatedCosb i n t hi s windacwalcess a basi s f ol

Expense Category The expense category to which this expense belongs. For
more on expense categories, Beeense Categorias page209.

Actuals section: Records what the work order actually used (as opposed to the
preliminary estimates given the Details section). TheActuals section also lets
you correct any mistakes made in previou:

List: The centr al part of the window is :
hourly inside labor expenses this work order.

New Actua Hourly Inside: Lets you record aactuallabor expense fahis
work order. For more information, séetual Hourly Insideon page295s

Correct: Lets you correct an existing actual entry. For more(see=ctions of
Actual Hourly Insideon page297.

Edit: Lets you edit an existing aciuentry. You willnotbe able to change the
cost or quantity specified in the entry; for that, you musiGiseect.

Demand Per Job Inside

A per job inside demand assigns one of your workers to do some or all of the work

associated with a work order. You specify the worker using a per job inside record; this

gives the workerds name and t haticumetypej ob r at ¢
of job. (For more on per job inside records, Bee Job Insiden page222.)

Note: MainBoss has two ways of handling labor expenses: with an hourly rate (wpere
the cost depends on how long the worker takes to do the job) or with a per job raje
(where all jobs of aguticular type cost the same, no matter how long they take). This
section covers per job payments. For more on hourly paymeribeseend Hourly
Insideon page282

To see the Demand Per Job Inside editor, dliekv Demand Per Job Insiden the
Inside subsection ofhe Resourcessection of a work order. For more on resources, see
Resourcesn page278

The Demand Per Job Inside editor contains the following:
Details area: Provides information about the demand.
Work Order : A readonly field identifying the work order.

Per Job Inside A per job inside recordpecifying a worker and price paid for
the worker on this type of job.
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Readonly fields: The editor window contains a number of reaty fields
giving information about the per
information is taken from the per jofiside record and from other tables in
MainBoss. The readnly fields provide details about labor and relevant
price information.

j ob

If you have the choice of several workers who might be assigned to the job,
c handerdap Infidd and c¢ h e c-dniyfielgls ayhelp yoe a d

decide who should be assigned to this work order.

Per Job Rate The workerods cost for t hi
record.

S

Already used A readonly field giving the quantity of work that has already

been used on thisawk order. This amount is set by recording that a

certain amount of work has already been done. For example, suppose

that a worker is painting rooms and is paid by the room. If the job
requires painting six rooms and the worker finishes three the first day

you canactualizea quantity of three rooms at the end of that day. After

you dOAdArdadyusedd Wi ll show how much
used and actualized.

wor k

Remaining: A readonly field giving the amount of demanded work that has

notyetbeenactul i zed. T hkssmatedsDermagd a mi h o
AAlready usedd .

Estimated Demand The total amount of work the worker is expected to spen
on this job.

Calculated Cost Readonly fields giving the expected cost of the demanded
wor k, based penr tjheeb WmueCdsts.r 6TeH eu nth
cost per urCostdo jcawb uanmd gtitve si t he t

Use calculated ost If you checkmark this box, MainBoss will fill in

s i

d

gi v

ot al

n

fEstimated Cosb wi t h t he Cacllateel €osty.i viefn y mmu idon 6

want to use the calculated cost, leave the checkbox blank and enter an

appropr i &dtimatedGostt. i n A

Estimated Cost Can be filled in if you expect the cost to be different than
fiCalculated Cosb (e . g. i f you have toepa
job is being done on a hol i daity) .

~

Costt or the t €ostal cost under i

Actual default: Specifies the default method for calculating costs when
someone creadrjebs nam diéeadcti mal es pfthe s
person who records the actual cost has sufficient security permissions, h
she can specify the cost in a different way. However, if the person who

y the

You

e
eor

records the actual cost does not have permission to specify costs, what you
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specify on this demandetermines the cost that MainBoss will use. Possible
options are:

Manual entry: If you choose this option, you expect the person who
actualizes this demand to have appropriate security permissions to
specify the actual cost of the work.

Current value calculation: If you choose this option, the default is to
calculate actual costs from the origipair jobinside record.

Demand estimate If you choose this option, the default is to use the
fiEstimatedCosb i n this window as a basis fol

Expense Category The expense category to which this expense belongs. For
more on expense categories, Beeense Categories page209.

Actuals section: Records what the work order actually used (as opposed to the
preliminary estimates given in tietails section). The\ctuals section also lets
youcorrectanyni st akes made in previous fAactual o

List: The central part of the window is
per jobinside labor expenses on this work order.

New Actual Per JobInside: Lets you record an actual labor expense for this
work order. For more information, séetual Per Job Insiden page298

Correct: Lets you correct an existing actual entry. For more(see=ctions of
Actual Per Job Insiden page299.

Edit: Lets you edit an existing actual entry. You widit be able to change the
cost or quantity specified in the entry; for that, you mustQseect.

Demand Hourly Outside

An hourly outside demand assigns one of your workers to do some or all of the work

associated with a work order. You specify the worker using an hourly outside record;

this gives the worker 6g namda awvod ktelre& sh slerrlvyi
more on hourly outside records, séeurly Outsideon page220.)

Note: MainBoss has two ways of handling labor expenses: with an hourly rate (where
the cost depends on how long the worker takes to do the job) or with a per job raje
(where all jobs o& particular type cost the same, no matter how long they take). Tihis
section covers hourly payments. For more on per job paymentSgseend Per Job
Outsideon page288,

To see the Demand Hourly Outside editor, clickiv Demand Hourly Outsidein the
Outside subsection of th®esourcessection of a work order. For more on resources,
seeResourcesn page278

The Demand Hourly Outside editor contains the following:
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Details area: Provides information about the demand.
Work Order : A readonly field identifying the work order.

Hourly Outside: An hourlyoutsi@ r ecor d specifying a wor Keé
hourly rate.

Readonly fields: The editor window contains a number of reaty fields
giving information about the hourly out
information is taken from the hourly outside regt@and from other tables in
MainBoss. The readnly fields provide details about labor and relevant
price information.

If you have the choice of several workers who might be assigned to the job,
¢ h a n gHounlygOutSideo and c¢ h e c-dnly frelglsmayhhelp yowe a d
decide who should be assigned to this work order.

Hourly Rate: The workerés cost per hour, as ¢
record.

Already used A readonly field giving the amount of the demanded time
that has already been used on this wodenrThis amount is set by
recording that a certain amount of time has already been used. For
example, suppose you expect a job to take three days and have created a
demand for a particular worker to spend 20 hours on this job over those
three days. At thend of each day, you cactualizesome of the
demanded time to indicate how much was actually used during the day.
Il n t hiAfreadyased, wiil |l show how much ti me |
used on previous days.

Remaining: A readonly field giving the amountf demanded time that has
not yet been u <Estithated Ddmarsb insi neugsual t o A
AAlready used .

Estimated Demand The total length of time that the worker is expected to
spend on this job.

Calculated Cost Readonly fields giving the expected castthe demanded

work, based on the hoorlyRecdob6sohamnl gi vaste

t he cost peQostoh ocuorl uanmnd gtihvee si t he t ot al C
Use @lculated cost If you checkmark this box, MainBoss will fill in

fiEstimated Cosb wi t h ¢ h e e @acllaieel 8osD . I f you doné

want to use the calculated cost, leave the checkbox blank and enter an

appropr i &dtimatedGostt. i n A

Estimated Cost Can be filled in if you expect the cost to be different than
fiCalculated Cosb ( e . ughave to pay theoworker a higher hourly rate
because of overtime). YoHourlgRateo et er an
the totalCostbost wunder A
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Actual default: Specifies the default method for calculating costs when
someone createeutsameMmadthualestpowmrsley t o t hi
person who records the actual cost has sufficient security permissions, he or
she can specify the cost in a different way. However, if the person who
records the actual cost does not have permission to spediy wbsit you
specify on this demand determines the cost that MainBoss will use. Possible
options are:

Manual entry: If you choose this option, you expect the person who
actualizes this demand to have appropriate security permissions to
specify the actualast of the work.

Current value calculation: If you choose this option, the default is to
calculate actual costs from the original howlyside record.

Demand estimate If you choose this option, the default is to use the
fiEstimated Cosb i n t h iss& bagis for the astuahcost.

Expense Category The expense category to which this expense belongs. For
more on expense categories, Beeense Categorias page209.

Actuals section: Records what the work order actually used (as opposed to the
preliminary estimates given in tlietails section). TheActuals section also lets
you correct any mistakes made in previou:

List: The central part of the windowidai st of HfAactual 06 entries
hourly outsidelabor expenses on this work order.

New Actual Hourly Out side: Lets you record an actual labor expense for this
work order. For more information, séetual Hourly Outsiden page301

New Actual Hourly Outside (with PO): Lets you record an actual labor
expense that appears on an associated purchase order. For more information,
seeActual Hourly Outside (with PQ)n page304.

Correct: Lets you correct an existing actual entry. For more(see=ctions of
Actual Hourly Outsiden page302andCorrections of Actual Hourly
Outside(with PO)on page305.

New Purchase Hourly Outside Opens a window where you can add this
demand to a purchase order. For morefseehase Hourly Outsiden page
393

Edit: Lets you edit an existing actual entry. You widit be able to change the
cost or quantity specified in the entry; for that, you mustGiseect.

Demand Per Job Outside

A per job outside demand assigns an outside contractor to do some or all of the work
associated with a work order. You specify the contractor using a per job outside record;
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thisgivestheeant r act or 6s name and the per job rate
particular type of job. (For more on per job outside recordsyseéob Outsiden
page224.)

Note: MainBoss has two ways of handling labor expenses: with an hourly rate (where
the cost depends on how long therker takes to do the job) or with a per job rate
(where all jobs of a particular type cost the same, no matter how long they take). [This
section covers per job payments. For more on hourly paymentsgseend Hourly
Outsideon page286.

To see the Demand Per Job Outside editor, &liekk Demand Per Job Outsidén the
Outside subsection of th®esourcessection of a work order. For more on resources,
seeResourcesn page278

The Demand Per Job Outside editor contains the following:
Details area: Provides information ahbiothe demand.
Work Order : A readonly field identifying the work order.

Per Job Outside A per job outside record specifying a worker and price paid
for the worker on this type of job.

Readonly fields: The editor window contains a number of reaty fields
giving information about the per job ou
information is taken from the per job outside record and from other tables in
MainBoss. The readnly fields provide details about labor and relevant
price information.

If you have the choice of several workers who might be assigned to the job,
c h an ¢gPerdap Oditsid®d and c h e cdnlyfelgls naphelp r e a d
you decide who should be assigned to this work order.

PerJobRate The worker s cost drjobroutsidei s | ob,
record.

Already used A readonly field giving the quantity of work that has already
been used on this work order. This amount is set by ésihgalize on
the demand, and recording that a certain amount of work has already
been done. For exple, suppose that a worker is painting rooms and is
paid by the room. If the job requires painting six rooms and the worker
finishes three the first day, you cAntualize a quantity of three rooms
at the end of t haAlreadyauged Avfitldr syhouw o w
much work has already been used and actualized.

Remaining: A readonly field giving the amount of demanded work that has
not yet been act uEstimateddmand hmisnus equal
AAlready usedd .
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Estimated Demand The total amoundf work the worker is expected to spend
on this job.

Calculated Cost Readonly fields giving the expected cost of the demanded
work, based on the WunCdster 6l pen pobesat
cost per urCostdo jcwmb uanmd @tedstee st he t ot

Usecalculated cost If you checkmark this box, MainBoss will fill in
fEstimated Cosb wi t h t he Cacllateel €osty.i viefn y omu idon 6
want to use the calculated cost, leave the checkbox blank and enter an

appropr i &dtimatedOGostt. i n A

Estimated Cost Can be filled in if you expect the cost to be different than
fiCalculatedCosb (e. g. i f you have to pay the w
job is being done on a holidaty). You ca

Costt or t hen destail cost u

Actual default: Specifies the default method for calculating costs when
someone creadrpbpuasi laot ual response to t
the person who records the actual cost has sufficient security permissions, he
or she can spegifthe cost in a different way. However, if the person who
records the actual cost does not have permission to specify costs, what you
specify on this demand determines the cost that MainBoss will use. Possible
options are:

Manual entry: If you choose thigption, you expect the person who
actualizes this demand to have appropriate security permissions to
specify the actual cost of the work.

Current value calculation: If you choose this option, the default is to
calculate actual costs from the origipair job outside record.

Demand estimate If you choose this option, the default is to use the
fiEstimatedCos®t i n t his window as a basis fol

Expense Category The expense category to which this expense belongs. For
more on expense categoriesesxpense Categories page209.

Actuals section: Records what the work order actually used (as opposed to the
preliminary estimates given in tietails section). The\ctuals section also lets
you correct any mistakes made in previou:

List: The central part of the window is
per joboutside labor expenses on this work order.

New Actual Per Job Outside: Lets you reord an actual labor expense for this
work order. For more information, séetual Per JolOutsideon page307.

New Actual Per Job Outside (with PO): Lets you record an actual labor
expense that appears on an associated purchase order. For more information,
seeActual Per Job Outside (with P@) page310.
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Correct: Lets you correct an existing actual entry. For more((see=ctions of
Actual Per Job Outsiden page308andCorrections of Actual Per Job
Outside (with POpn page311

New PurchasePer Job Outside: Opens a window where you can add this
demand to a purchase order. For morefseehase Per Job Outiton
page396.

Edit: Lets you edit an existing actual entry. You widit be able to change the
cost or quantity specified in the entry; for that, you musiGseect.

Demand Miscellaneous

A miscellaneouslemandspecifies a cost that is neittfer labor or for directly used
materials For example, it may deal with equipment rentals or with expenses paid out of
t he wor ker 6s p.éoa nad omisecllageousqgsta sedNom Qriler
Miscellaneousn page228.

Note: There is no connection between purchase order miscellaneous items and wWork
order miscellaneous items. A purchase order miscellaneous item is typically an eiktra
cost associatkwith the act of purchasing (e.g. sales tax). A work order miscellangpus
item is typically an extra cost associated with doing a job (e.g. parking for a worker).

To see the Demardiscellaneousditor, clickNew DemandMiscellaneousCostin
the Miscellaneoussubsection of th®esourcessection of a work order. For more on
resources, seéesourcesn page2’/8a

The DemandViscellaneougditor contains the following:
Detalls area: Provides information about the demand.
Work Order : A readonly field identifying the work order.

MiscellaneousCost A miscellaneousostrecord specifyinghe nature of the
expense, the cost center, and the expected cost.

Suggested ast A readonly field giving the cost from the miscellaneous cost
record.

Usesuggestedcost: If you checkmark this box, MainBossliill in
fEstimated Cost wi tvdluedg ihvee Bugdestecdsd . | f you donodt
want to use theuggestedost, leave the checkbox blank and enter an
appropr i &dtimatedGostt. i n A

Estimated Cost Can be filled in if you expect the cost to b#etient than
fiSuggestedCosdo ( | n many cases, the miscellaneo
specify a suggested cost, because miscellaneous costs tend to vary from job
to job.)
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Actual default: Specifies the default method for calculating costs when
someone createsn i anis¢ellaaebus codtrecordin response to this
demand. If the person who records the actual cost has sufficient security
permissions, he or she can specify the cost in a different way. However, if
the person who records the actual cost doebangt permission to specify
costs, what you specify on this demand determines the cost that MainBoss
will use. Possible options are:

Manual entry: If you choose this option, you expect the person who
actualizes this demand to have appropriate security ggions to
specify the actual cost of the work.

Current value calculation: If you choose this option, the default is to
calculate actual costs from the origimaiscellaneous cosecord.

Demand estimate If you choose this option, the default is to use the
fiEstimatedCosb i n this window as a basis fol

Expense Category The expense category to which this expense belongs. For
more on expense categories, Beeense Categorias page209.

Actuals section: Records vat the work order actually used (as opposed to the
preliminary estimates given in tlietails section). TheActuals section also lets
you correct any mistakes made in previou:

List: The centr al par t ories, spécidyingractiad ow i s
miscellaneous cost: this work order.

New Actual Miscellaneous CostlLets you record an actual labor expense for
this work order. For more information, seéetual Miscellaneouon page
313

Correct: Lets you correct an existing aatientry. For more, seeorrections of
Actual Miscellaneoun page314

Edit: Lets you edit an existing actual entry. You widit be able to change the
cost or quantity specified in the entry; for that, you nusstCorrect.

Actual Item

To record the use of materials in connection with a work order, you uge e
subsection of th&esourcessection of the work order. First, you create a demand for
each item you expect to use (for m@eeDemand Itenon page279). Then when you
actually use an item, select the corresponding Demand Item from the list of resources
and clickActualize. This opens a window where you can record the item use:

Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time wheyou want to sayhe item was used. By default,
this is set to the current date/time.
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Creator: Areadonl y field giving your user name. T
accounting history to show withd the actualization

Readonly fields: Providenformation from the originalemand and from storeroom
assignment records.

Use all remaining demand If you checkmark this box, MainBoss completes the

record to indicate that Rynmmnngused t he quai
Demandd If you leave the box blank, you will have to fill iQuantity 0
yourself.

Quantity : The quantity of the item that you actually used.

On Hand, Calculated On Hand Cost The quantity of the item present in the
specified location and the costs associated thehquantity.

Demand Estimatal, Demand Estimated Cost The estimated quantignd cost
stated in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
the item({hlsEntyd.ed i n A

Use @lculated On Handcost I f you s eThes&ntrydt hwisl o pbte osnet 7
the cost of the item(s) as taken from inventory records.

Use cemandestimated cost I f you s eThes&ntryct hwisl o pbte osnet it
the cost of the item(s) as given iretbriginal estimated demand.

This Entry: The actual cost of the quantity us@this will be reagonly unless you
selectedManually Enter Cost.

As Corrected ™ Wi | | b e Thistcetry® aumrel easss iyou have made
to this record after it was ofitally created.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your databaséas arAccounting license keyFor more, see
Accounting Facilitieon page0.

When you dondét have peivooisscsritysolesmaymermgee it em
you to recordactual item usage but not to view the costs of items. In this case,
MainBoss automatically assigns cotghe items used.

[ If MainBoss intends to use the cost given in the original demand, MainBoss marks
the Usedemand estimated cost option.

[ If MainBossintends to use the cost specified in iteen record, MainBoss marks
theUsecalculated On Hand costoption.
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Corrections of Actual Iltems

To correct an Actual Iltem recqgrgou start inthe ltems subsection of th&esources

section of the work orde&elect the demand corresponding to the Actual ltem you want
to correct. Clickedit to open the Demand Item record. Go toAlnguals section of that
record, click on the Actual Item entry you want to corrdentclickCorrect. This

opens a window where you can correct the record:

Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time when the item was used.

Creator: Areadonl y field giving your user name. T
accounting history to show who made the correction.

Readonly fields: Provide information from the originalrdand and from storeroom
assignment records.

Use all remaining demand If you checkmark this box, MainBoss completes the

record to indicate that Rynmnngused t he qual
Demandd . I f you | eave t hteo bfoQdahbtyéoam ki, you wi
yourself.

Quantity:Corrects the quantity actmasally used. T
Correctedd f i el d wi t h t Iddhe eoodctigaahtity,cpsicpposed t y us e

to the quantity you originally recordetihe alte nat i ve ThsErtrpo f i | | i n
with the difference between the quantity you originafiyeeed and the true
guantity.

For example, suppose you really used 3 but you accidentally typed 1 in the
original recorAls.Corméatedd cwoi utlhd 3f i(Itlhei ncofr r ect
fil ThiseEmryod wi th 2 (the difference between
and the true (dThisbntryiot way Ket a hleghtiive nul
originally typed in too much.

| f y o uAsfarrecteddi, n Bas s aut omdhisiEotrgd | gnd et s A
viceversa( Not e tAfhCotrecttdh eqgdiant i ty may be the sa
original guantity, i f youdbre correcting I

On Hand, Calculated On Hand Cost The quantity of the &m present in the
specified location and the costs associated with that quantity.

Demand Estimated Demand Estimated Cost The estimated quantity and cost
stated in the original demand.

Manually Enter Cost: If you select ths option, you must enter the actual cost of
t he i t e m(tes)Entnysoer As Giorrectdto.
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Use @lculated On Handcost If you select this optiorthe costs ifiThis Entry 0
a n ds Gorrectedo will be setusingthe cost of the item(s)kaaken from
inventory records.

Use demand estimatedast If you select this optiorthe costs ifiThis Entry 0
a n d\s Gorrectedowill be setusingthe cost of the item(s) as given in the
original estimated demand.

This Entry, As Corrected: Corrects theactual cost (if necessarylypically, you
fil AsCorrecteildo wi t h the correct cost of the ¢
alternati vieisbntsyot wi thlthendiffference bet we
originally entered and étrue cost.

| f y o uAsCarrectedoi, n Miai nBoss adUhsEmyad i xad | y set
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records imgj¢ae
transfer of money from the first cost center to the secbinelse fields are only
visible if your database has Acgcounting license key. For more, see
Accounting Facilitieon page?0.

Actual Hourly Inside

An Actual Hourly Inside record specifies that one of your personnel worked on a

paticular job, with the work paid at an hourly rate. You identify the worker by
specifying an hourly inside record; this rei
(For more on hourly inside records, séeurly Insideon page217.)

The usual way to reach the Actual Hourly Insidéar is to select a Demand Hourly
Inside in thenside subsection of th&esourcessection of a work order, then click
Actualize. (For more on hourly inside demands, Begnand Hourly Insiden page
282)

A single hourly inside demand can produce multiple Adtleaurly Inside records. For

example, suppose the original Demand Hourly Inside estimates that a job will take eight

hours. You might do four hours one day and four hours the next. In this case, you could

create two Actual Hourly Inside records: one fag tinst four hours, and one for the

next. Each of t heHouwsor e &:@0r. kbh genenat ifid jab takea v e i

pl ace over sever al days, 1itbés up to you whet
record for each day, or a single Actual iHgunside record covering the whole job.

The Actual Hourly Inside editor contains the following:
Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time when the work was done. By default, thsstiso the
current date/time.
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Creator: Areadonl y field giving your user name. T
accounting history to show who did the actualization.

Readonly fields Provideinformation relevant to the jold his indudes the work
order number, the estimated time required and the time already actualized.

Use all remaining demand If you checkmark this box, MainBoss completes the
record to indicate t haRemgnngDemandbd tiHe t i m
you leavethe box blank, you will have to fill in this information yourself.

Hours: Thetimeu n d €his Eritry0 g i vnemsbertoftheurs actually used.

Calculated Labor Cost Readonly fields giving theexpected cost of thieme
worked.

Demand Estimated Demand Estimated Cost The estimated hours and cost stated
in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
thelabori nThifiEntryo .

Use @lculatedlabor cost I f you s eThes&ndntrydt hwisl lo pbtei osnet fit o
cost of thdaboras taken fronthe chosen hourly inside record

Usedemandestimatedcost | f you s eThes&ntrydt hwisl lo pbtel osne t fit
the cost of théaboras given in the original estimated demand.

This Entry : The actual cost of tHaborused. This willbe readonly unless you
selectManually Enter Cost.

As Corrected Will be the same a8ThisEntryd unl ess you have made
to this record after it was originally created.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating th
transfer of money from the first cost center to the secbnesse fields are only
visible if your database has Aacounting license key. For more, see
Accounting Facilitieon page0.

When you donét h aJabor @mstsYour sesurityproles mayerrsite e
youtorecorda wor k er 0 shutaat to wviewlthe bostaitiaspe s on 6.dn wor k
this case, MainBoss automatically assigns costs takioe

[ If MainBoss intends to use the cost given in the original demand, MainBoss marks
the Usedemand estimated cost option.

[ If MainBoss intends to use the cost specified innibwerly insiderecord, MainBoss
marks théJsecalculated labor costoption.
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Corrections of Actual Hourly Inside

To correct an Actual Hourly Inside record, ystartin thelnside subsection of the
Resourcessection of the work orde&elect the demand corresponding to the Actual
Hourly Inside you want to correct. Cligkdit to open the Demand Hourly Inside

record. ® to theActuals section of that record, click on the Actual Hourly Inside entry
you want to correct, then clicRorrect. This opens a window where you can correct the
record:

Entry Date: A readonly field giving the date that this record was ceeat
Effective Date The date/time when the work was done.

Creator: Areadonl y field giving your user name. T
accounting history to show who made the correction.

Readonly fields: Provide information relevant tioe job. This includes the work
order number, the estimated time required and the time already actualized.

Use all remaining demand If you checkmark this box, MainBoss completes the
record to indicate t haRemgnngDemanddf t he t i m
you leave the box blank, you will have to fill in this information yourself.

Hours: Corrects the hours act tAaColrecteddsed. Typ
field with the actual hous the correct time, as opposed to the time you
originally recor ded.ThisTEnteyo awit ehnaheveiitket
between théime you originally entered and the trtime.

For example, suppose you really use@Dahoursbut you accidentally typed

1:00in the original record. You codl f i AsICorrectedoit w i:00 (the 3

correct numihhie Enjryoo rwi.00(kHe Wfferemce etween what

you originally typ¢&dsEm@dmod niahye bter uae ngeugaanttii vi
number if you originally typed in too much.

| f y o uAsCarrecteddoi, n Miai nBoss aUhisEmyad izmad | y set
vice versa.

Calculated Labor Cost Readonly fields giving the expected cost of the corrected
guant i Hourly Ritédbe cfol umn gi ves t heE&tacost per h
Costd ¢ o bivesriime total cost.

Demand Estimated Demand Estimated Cost The estimated hours and cost stated
in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
thelabori nThisiEntry0  &s$ Cofrectedd .

Use @lculatedlaborcost | f you sel ect ThbkEngyoo mtnidon, t h.
fAs Correctedd wi | | b e lalomredstgiven in thegriginahheurly
inside record

- 297-



Usedemandestimatedcost | f you sel ect TheEngyoopti on, t|
a n ds Qorrectedd wi | | b e lal®omrdst give in theg originale
estimated demand.

This Entry, As Corrected: Corrects the actual cost (if necessary). Typically, you
fillin fAs Correctedd wi t h t he c¢ or rrumberokchousstheof t he ¢
alternati vieisbntsyot wi thlthendinfference bet we
originally entered and the true cost.

| f y o uAsfarréctedoi, n Mai nBoss aUhisoEmed i &md |y set
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting licensekey. For more, see
Accounting Facilitieon page0.

Actual Per Job Inside

An Actual Per Job Inde record specifies that one of your personnel worked on a

particular job, with the work paid at a per job rate. You identify the worker by
specifying a per job inside record; this re:q
job. (For more on per joimside records, seeer Job Insiden page222)

The usual way to reach the Actual Per Job Inside editor is to select a Demand Per Job
Inside in thenside subsection of th&esourcessection of a work order, then click the
Actualize button. (For more on per job inside demands,“s@eand Per Job Insiden
page284.)

A single per job inside demand can produce multiple Actual Per Job Inside records. For

example, suppose the original Demand Per Job Inside specifies painting four rooms,

with a per job rate for painting each room. You might p&uat rooms one day and two

rooms the next. In this case, you could create two Actual Per Job Inside records: one for

the first two rooms, and one f oQuartithee next . |
set to2 (for two rooms). In general, ifajobtaked ace over several days,
whether to create a separate Actual Per Job Inside record for each day, or a single

Actual Per Job Inside record covering the whole job.

The Actual Per Job Inside editor contains the following:
Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time when the work was done. By default, this is set to the
current date/time.

Creator: Areadonl y field giving your user name. T
accounting history to show who did the actualization.
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Readonly fields: Provide information relevant to the job. This includes the work
order number, the estimated fAper jobo uni
actualized.

Use all remainingdemand If you checkmark this box, MainBoss completes the
record to indicate t haRemaningDemandd tiHe t i me
you leave the box blank, you will have to fill in this information yourself.

Quantity: The quantity unde Thils Entryd gi v e s t jokeunits actuddle r o f
performed

Calculated Job Cost Readonly fields giving the expected cost of therk done

Manually Enter Cost: If you select this option, you must enter the actual abst
t he | &hisoEntryd n A

Usecalculatedjob cost I f you seThes&ntryd hwisl lo pbte osnet fit o
cost of the labor as taken from the chogenjobinside record.

Usedemandestimated cost If you selectth s o prhis Emtnyp @i | | be set t
the cost of the labor as given in the original estimated demand.

This Entry: The actual cost of the labor used. This will be realy unless you
selectedManually Enter Cost.

As Corrected: Wi | | b e Thistcetry® aumrel easss iyou have made
to this record after it was originally created.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting licensekey. For more, see
Accounting Facilitieon page?0.

When you dondét have perYoursesuritproles maypermsite e | ab ot
you t o r ecor dguantitywbwolkoritrndt & vienmthte aoats$ of that
personb6s wor k. | antontaticallyg assigas<asts to MalaborB o s s

[ If MainBoss intends to use the cost given in the original demand, MainBoss marks
theUse cemand estimated cost option.

[ If MainBoss intends to use the cost specified inpiiejobinside record, MainBoss
marks theJsecalculated job costoption.

Corrections of Actual Per Job Inside

To correct an Actual Per Job Inside record, you start ilmthide subsection of the
Resourcessection of the work order. Select the demand corresponding to the Actual
Per Job Inside you want to correct. ClEkit to open the Demand Per Job Inside
record. Go to théctuals section of that record, click on the Actual Pel Jnside entry
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you want to correct, then clicRorrect. This opens a window where you can correct the
record:

Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time when the work was done.

Creator: Areadonl y field giving your user name.
accounting history to show who made the correction.

Readonly fields: Provide information relevant to the job. This includes the work
order number, dbhe wrsittignanequifipmed gnd t he
actualized.

Use all remaining demand If you checkmark this box, MainBoss completes the
record to indicate t haRemanogDemdandl. t he wor k
you leave the box blank, you will have to filltinis information yourself.

Quantity: Corrects the quantity of woAsk actual
Correctedo f i e | dvorkvguantityy thencerrectjuantity as opposed to
whatyou originally recorded. The alternative isfta | ThisEmryoi wi t h t he
difference between thguantityyou originally entered and the trgaantity.

For example, supposke worker really did 3 units of wotkut you accidentally

typedli n t he original rAe Cooectddd itkwp(the coul d f i |
correct numlhhieEnjryoo rwi (thendifidencenbetiieen what you
originally typedTHsEdiryd hrmay rlue a@mumegatiyye
if you originally typed in too much.

| f y o uAsCarrecteddoi, n Miai nBoca&l layThiskettgad i A nd
vice versa.

Calculated Job Cost Readonly fields giving the expected cost of the corrected
guant i tUntCostbheofi umn gi ves t HWetalCostt per j o
column gives the total cost.

Demand Estimated Demand Estimated Cost The estimated quantity and cost
stated in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
t he | d&hisoEntryd n AgiCofrectedo .

Use @lculatedjobcost | f you sel ect TheEngyoo mtnidon, t he
fAs Correctedd wi | | be set using thperjiobabor cost
inside record.

Usedemandestimated cost If you selectthisopton, t h €his&Emrgdt s i n A
a n @ds Gorrectedd wi | | be set wusing the | abor cos

estimated demand.

This Entry, As Corrected: Corrects the actual cost (if necessary). Typically, you
f i | AsCorrecteild wi t hrectcbseof theaorregtork quantity The
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alternati vieisbntsyot wi thlthendiffference bet we
originally entered and the true cost.

| f y o uAsCoarrecteddoi, n Miai nBoss adUhsEmyad i xad | y set
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has accounting licensekey. For more, see
Accounting Facilitieon page?0.

Actual Hourly Outside

An Actual Hourly Outside record specifies that an outside contractor worked on a

particular job, with the work paid at an hourly rate. You identify the contractor by
specifying an hourly outside record; this r
rate. (For more on hourly outside records, $&eurly Outsideon page220.)

The usual way to reach the Actual Hourly Outside editor is to select a Demand Hourly
Outside in théDutside subsection of th®esourcessection of a work order, then click

the Actualize button. (For more on hourly outside demands,se@and Hourly

Outsideon page286.)

A single hourly outside demand can produce multiple Actual Hourly Outside records.

For example, suppose the original Demand Hourly Outside estimates that a job will take
eighthours. The contractor might do four hours one day and four hours the next. In this

case, you could create two Actual Hourly Outside records: one for the first four hours,

and one for the next. EQuantityoo fs dtoh .dinsoe r ecor ds
general, if a job takes place over several dée
Actual Hourly Outside record for each day, or a single Actual Hourly Outside record

covering the whole job.

The Actual Hourly Outside editor contains the following:
Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time when the work was done. By default, this is set to the
current date/time.

Creator: A readonly field giving your user name. Thiswdlppear i n Mai nBos s
accounting history to show who did the actualization.

Readonly fields: Provide information relevant to the job. This includes the work
order number, the estimated time required and the time already actualized.

Vendor: The contractor who did the work. For more on vendorsYseeorson
pagelos
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Hours: Readonly fields listing the hours originally demanded and the hours that
have already been actualized.

Use all remaining demand If you checkmark this box, MainBoss completes the
record to indicate that you used the me | i sRemathinguDendaadd . A | f
you leave the box blank, you will have to fill in this information yourself.

Hours: The t iThmeEntyadgrvés the number of hours

Calculated Labor Cost Readonly fields giving the expected cost of the time
worked.

Demand Estimated Demand Estimated Cost The estimated quantity and cost
stated in the original demand.

Manually Enter Cost: If you select this option, you mugtter the actual cost of
t he | d&hisoEntrydo n

Use @lculatedlabor cost I f you s eThes&ndntrydt hwisl lo pbtei osnet fit o
cost of the labor as taken fraime chosen hourly oside record.

Usedemandestimatedcost | f you s eThes&ntrydt hwisl lo pbtel osne t fit
the cost of the labor as given in the original estimated demand.

This Entry : The actual cost of the labor used. This will be realy unless you
selectManually Enter Cost.

As Corrected ™ Wi | | b e THistEetry®s aumrel easss Ayou have made
to this record after it was originally created.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Aacounting licensekey. For more, see
Accounting Facilitieon page20.

When you donét have pe rYoursesuiitproles maypersite e | ab ot
you to record a workerdés actual hours but n«
this case, MainBoss automaticatlgsigns costs to the labor.

[ If MainBoss intends to use the cost given in the original demand, MainBoss marks
the Usedemand estimated cost option.

[ If MainBoss intends to use the cost specified in the haurdgiderecord, MainBoss
marks theJsecalculated labor costoption.

Corrections of Actual Hourly Outside

To correct an Actual Hourly Outside record, you start inQhéside subsection of the
Resourcessection of the work order. Select the demand corresponding to the Actual
Hourly Outside you want to correct. Cliéldit to open the Demand Hourly Outside
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recod. Go to theActuals section of that record, click on the Actual Hourly Outside
entry you want to correct, then cli€lorrect. This opens a window where you can
correct the record:

Entry Date: A readonly field giving the date that this record wasated.
Effective Date The date/time when the work was done.

Creator: Areadonl y field giving your user name.
accounting history to show who made the correction.

Readonly fields: Provide information relevatd the job. This includes the work
order number, the estimated time required and the time already actualized.

Use all remaining demand If you checkmark this box, MainBoss completes the
record to indicate t haRemgnngDeman@d tiHe t i m
you leave the box blank, you will have to fill in this information yourself.

Hours: Corrects the hours act tAaColrecteddsed. Typ
field with the actual hou#s the correct time, as opposed to the tyoa
originally recor ded.ThisTEnteyo awit ehnaheveiibket
between the time you originally entered and the true time.

For example, suppose you really used 3:00 hours but you accidentally typed

1:00 in the original record. Yoo u | d AE Cofrdctedd nwiit h 3: 00 (the
correct numhhekEnjryoo rwiftihl 12:i0 A the differen
you originally typeEdEm@dmod niahye bter uae ngeugaanttii vi
number if you originally typed in too much.

If you fill i nAs Gorrectedo , Mai nBoss aUhisEmga i xmd | y set
vice versa.

Calculated Labor Cost Readonly fields giving the expected cost of the corrected
guant i Hourly Ratdbe cfol umn gi ves t heEtacost per h
Costo olemn gives the total cost.

Demand Estimated Demand Estimated Cost The estimated hours and cost stated
in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
the labor iMiThis Entry0  &\s Coftectedo .

Use @lculatedlaborcost | f you sel ect ThibeEngyoo mtnidon, t h
fAs Correctedd wi | | be set using theurlf abor cost
outside record.

Usedemandestimated cost I f you sel ect ThisEngyoopti on, t |
a n @ds Gorrectedd wi | | be set wusing the | abor cos
estimated demand.

This Entry, As Corrected: Corrects the actual cost (if necessary). Typically, you
fil AsCorrecteioc wi t h the correct cost of the ¢
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alternati vieisbntsyot wi thlthendiffference bet we
originally entered and the true cost.

| f y o uAsCarrecteddoi, n Miai nBos s tasThisiEniga i armad | v se
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the seconeselfields are only
visible if your database has Accounting license key. For more, see
Accounting Facilitieon page?0.

Actual Hourly Outside (with PO)

An Actual Hourly Outside record specifies that an outside contractor worked on a

particular job, with the work paid at an hourly rate. You identify the contractor by

specifying an hourly outside record; this record givestltent r act or 6 s name an
rate. (For more on hourly outside records,gearly Outsideon page220.)

If a work order has an attachesduedo ur chase order for the contr
can go to thé@utside subsection of th®esourcessection of a work order, click on a
corresponding Apurchase ho WNewAgtuabHourhsi de o r eco
Outside (with PO). MainBoss opens a window to let you record what work actually

took place(The purchase ordenustbe in the issued state.)

A single hourly outside demaman produce multiple Actual Hourly Outside records.

For example, suppose the original Demand Hourly Outside estimates that a job will take

eight hours. The contractor might do four hours one day and four hours the next. In this

case, you could create twatal Hourly Outside records: one for the first four hours,

and one for the next. EQuantityoo fs atot disoe r ecor ds
general, if a job takes place over several
Actual Hourly Outsideecord for each day, or a single Actual Hourly Outside record

covering the whole job.

The Actual Hourly Outsidéwith PO)editor contains the following:
Entry Date: A readonly field giving the date that this record was created.

Effective Date Thedate/time when the work was done. By default, this is set to the
current date/time.

Creator: Areadonl y field giving your user name. T
accounting history to show who did the actualization.

Readonly fields: Provide informationelevant to the job. This includes therchase
order numbeand the vendor.

Receipt A receipt to be used for recording that the labor was actually received. For
more, seéeceipton paget02
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Readonly fields: Provide more information relevant to the job. This includes the
work order number and thgrantity of work that was specified in the original
demand/purchase entries.

UseOrder Remaining Quantity: If you checkmark this box, MainBoss completes
the record to indicate tOhderRempioingd .uslefd t he
you leave the boklank, you will have to fill in this information yourself.

Hours: If you have not checkmarkeédseOrder Remaining Quantity, fill in
fiHoursO wi th the time actually spent.

Readonly fields Provide cost information from the original hourly outside record
andthe demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
theworki nThi§iEntryo .

Usecalculated remaining order _cost I f you s eThes&ntrydt hwisl lopt i or
be set to the cost of thweork as taken from the oiiigal hourly outside record.

Usedemandestimatedcost | f you s eThes&ntrydt hwisl lo pbtel osne t fit
thecosgi ven i n the or i @emardlEstichagech@asdd) .( st at e d

This Entry : The actual cost of the quantity used. This will be tealgt unless you
selectedManually Enter Cost.

As Corrected ™ Wi | | b e THistEetry®s aumrel easss Ayou have made
to this record after it was originally created.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Aacounting licensekey. For more, see
Accounting Facilitieon page20.

When you donét have pe rYoursesuiitproles maypersite e | ab ot
you to record a workerdés actual hours but n«
this case, MainBoss automatically assigns codisetéabor.

[ If MainBoss intends to use the cost given in the original demand, MainBoss marks
the Usedemand estimated cost option.

O If MainBoss intends to use the cost specified in the hourly outside record, MainBoss
marks theJsecalculated remaining order_cost option.

Corrections of Actual Hourly Outsidavith PO)

To correct an Actual Hourly Outsideiith PO)recod, you start in théDutside
subsection of th&esourcessection of the work order. Select the demand
corresponding to the Actual Hourly Outside you want to correct. Elitkto open the
Demand Hourly Outside record. Go to thetuals section of that read, click on the
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Actual Hourly Outside entry you want to correct, then clickrect. This opens a
window where you can correct the record:

Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time when theork was done.

Creator: Areadonl y field giving your user name. T
accounting history to show who made the correction.

Readonly fields: Provide information relevant to the job. This includegtirehase
order numberwork order numberand the amount of time remaining to be
accounted for.

UseOrder Remaining Quantity: If you checkmark this box, MainBoss completes
the record to indicate tOhderRemainingdo .uslefd t he
you leave the box blank, you whhave to fill in this information yourself.

Hours: Corrects the hours actually Aspent on
Correcteddo f i el d wi t & the comectawnbear, ad opposedito vehat
you originally recorded. The alternative isfta | ThisEmryod wi t h t he
difference between the hours you originally entered and the true amount.

For example, suppose you really used 3:00 but you accidentally typed 1:00 in

the original re®sCodectedYowi cbuB8d00®i (theéencadr
t i me) Orhis BEntryb | wi:00 (thé difference between what you

originally typed and the trumoun} .ThisiEntry0 may be a negati ve

if you originally typed in too much.

| f y o uAsCarrecteddoi, n Miai nBoss aUhisEmgad i zad | y set
vice versa.

Calculated Remaining Order Cost Readonly fields giving the expected cost of
the correct erburlgRatem t ¢ a lyu mam hgi Wies t he cost
t h€otafiCostt col umn gives the total <cost.

Demand Estimated Demand Estimatal Cost The estimated hours and cost stated
in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
t he | d&hisoEntryd n AgiCofrectedo .

Usecalculated labor cost If you select this option, the doss ThisiEntfiyd a n d
fAs Correctedd wi | | be set using the | abor cost
outside record.

Usedemandestimated cost I f you sel ect ThisEngyoopti on, t |
a n @ds Gorrectedd wi | | be set wusitihegrigndie | abor cos
estimated demand.

This Entry, As Corrected: Corrects the actual cost (if necessary). Typically, you
fil AsCorrecteildo wi t h the correct cost of the ¢
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al ternati vieisintsyo0t wi f h |l t h ewedniitfe tostyainc e be
originally entered and the true cost.

| f y o uAsCoarrecteddoi, n Miai nBoss adUhsEmyad i xad | y set
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBs creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting license key. For more, see
Accounting Facilitieon page?0.

Actual Per JolOutside

An Actual Per Job Outside record specifies that an outside contractor worked on a

particular job, with the work paid at a per job rate. Yaentify the contractor by

specifying a per job outside record; this r
this job. (For more on per job outside records,Fseelob Outsiden page224.)

The usual way to reach the Actual Per Job Outside editor is to select a Demaol Per
Outside in théDutside subsection of th®esourcessection of a work order, then click
the Actualize button. (For more on per job outside demandsPseeand Per Job
Outsideon page288)

A single per job outside demand can produce multiple Actual Per utsid® records.

For example, suppose the original Demand Per Job Outside specifies painting four

rooms, with a per job rate for painting each room. The contractor might paint two rooms

one day and two rooms the next. In this case, you could create twal RetuJob

Outside records: one for the first two rooms, and one for the next. Each of these records

wo ul d Quamtity® & e (for ttvaorooms). In general, if a job takes place over

several days, itodés up to yodliobQuisiderdted t o cr e:
for each day, or a single Actual Per Job Outside record covering the whole job.

The Actual Per Job Outside editor contains the following:
Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time when the work was done. By default, this is set to the
current date/time.

Creator: Areadonl y field giving your user name. T
accounting history to show who did the actualization.

Readonly fields: Provide information relevant to the job. This includes the work
ordernumbeand t he fiper jobo rate of the contr

Vendor: The contractor who did the work. For more on vendorsYseeorson
pagelos
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Quantity : Readonly fields listing thequantity of workoriginally demanded and the
guariity thathasalready been actualized.

Use all remaining demand If you checkmark this box, MainBoss completes the
record to indicate that yaare actualizinghe amount ofwork listed under
fiRemainingDemand . | f you | eave thefillibthisk bl ank,
information yourself.

Quantity: Thevalueu n d €&his Eritry0 g i vaensuntifliwerk actually done.
Calculated Job Cost Readonly fields giving the expected cost of therk done

Demand Estimaed, Demand Estimated Cost The estimated quantity and cost
stated in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
t he | d&hisoEntrydo n

Use @lculatedjobcostl f you sel eThisEnttybi swi bpt bensefi to
cost of the labor as taken from the chogenjoboutside record.

Usedemandestimatedcost | f you s eThes&ntrydt hwisl lo pbtel osne t fit
the cost of the labor as giventhe original estimated demand.

This Entry : The actual cost of the labor. This will be ready unless you select
Manually Enter Cost.

As Corrected ™ Wi | | b e THistEetry®s aumrel easss Ayou have made
to this record after it was originally created.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center togkeond. These fields are only
visible if your database has Aacounting license key. For more, see
Accounting Facilitieon page20.

When you donét have pe rYoursesuiitproles maypersite e | ab ot
you to record a tywomorkmutrndtso viewcthewasts ofttpat a nt i
personbés wor k. I n this case, Mai nBoss aut om:

[ If MainBoss intends to use the cost given in the original demand, MainBoss marks
theUse cemand estimated cost option.

O If MainBoss intends to use the cost specified in the per job outside record,
MainBoss marks thElsecalculated labor cost option.

Corrections of Actual Per Job Outside
To correct an Actual Per Job Outside record, you start i@thgde subsection of the

Resouressection of the work order. Select the demand corresponding to the Actual
Per Job Outside you want to correct. Cligkit to open the Demand Per Job Outside
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record. Go to théctuals section of that record, click on the Actual Per Job Outside
entry you vant to correct, then clickorrect. This opens a window where you can
correct the record:

Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time when the work was done.

Creator: Areadonlyf i el d giving your wuser name. This
accounting history to show who made the correction.

Readonly fields: Provide information relevant to the job. This includes the work
order number, the esti ctheunitbalidgudyer |j obo uni
actualized.

Use all remaining demand If you checkmark this box, MainBoss completes the
record to indicate t haRemanogDemdandl. t he wor k
you leave the box blank, you will have to fill in this infornaatiyourself.

Quantity: Corrects the quantity of woAsk actual
Correctedo f i el d wi t hd théhcerreat gquankity, aswo@posedita y
what you originally recdhiskEetgyo wWihteh at her n:
difference between the quantity you originally entered and the true quantity.

For example, suppose the worker really did 3 units of work but you accidentally

typed 1 in the origiAs@dreceddc ovi d h Botdh@ul
comect numbeThigEntyp Wit h Bn(fihe di fference
originally typed TlasrEdtryd hrmay rlue a@mumedgatiyye
if you originally typed in too much.

| f y o uAsfarrecteddi, n Mai nBoss aUThiscEmya i md | y set
vice versa.

Calculated Job Cost Readonly fields giving the expected cost of the corrected
guant i UntCostbheofiumn gi ves t etalCostd&t per | o
column gives the total cost.

DemandEstimated, Demand Estimated Cost The estimated quantity and cost
stated in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
t he | d&hisoEntryd n AgiCofrectedd .

Usecalculated job cost I f you sel ect ThbeEngyoo mtnidon, t he
flAs Correctedd  wi | | be set using the | abor cost
outside record.

Usedemandestimated cost If you select this option, the costsnThigi Entry 0
a n ds Qorrectedd  wi | | be set using the | abor «cos
estimated demand.
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This Entry, As Corrected: Corrects the actual cost (if necessary). Typically, you
f il AsCorrecteildo wi t h t h e the comecteverk quantdys Tthe o f
alternati vieisbntsyot wi thlthendiffference bet we
originally entered and the true cost.

| f y o uAsCarrecteddoi, n Miai nBoss adUhsEmyad i xad | y set
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting license key. For more, see
Accounting Facilitieon page?0.

Actual Per Job Outside (with PO)

An Actual Per JolOutside (with B®) record specifies that an outside contractor worked

on a particular job, with the work paidat fjpbérate. You identify the contractor by
specifyingaperuniout si de record; this recfopar gi ves t
joborate. (For more oper joboutside records, se&r Job Outsiden paje224.)

If a work order has an attachesduedo ur chase order for the contr
can go to thé®utside subsection of th®esourcessection of avork order, click on a
corresponding Apurchase pelKewAaublPaodphb si deo r e
Outside (with PO). MainBoss opens a window to let you record what work actually

took place. (The purchase oraeustbe in the issued state.)

A single per job outside demand can produce multiple Actual Per Job Outside records.

For example, suppose the original Demand Per Job Outside specifies painting four

rooms, with a per job rate for painting each room. The contractor might paint two rooms

one day ad two rooms the next. In this case, you could create two Actual Per Job

Outside records: one for the first two rooms, and one for the next. Each of these records

wo ul d Qoamtity® & @ (for ttvaorooms). In general, if a job takes place over
severadays, itdéds up to you whether to create a
for each day, or a single Actual Per Job Outside record covering the whole job.

The ActualPer JoOutside (with PO) editor contains the following:
Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time when the work was done. By default, this is set to the
current date/time.

Creator: Areadonl y field giving your user name. T
accounting historyo show who did the actualization.

Readonly fields: Provide information relevant to the job. This includes the purchase
order number and the vendor.
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Receipt A receipt to be used for recording that the labor was actually received. For
more, seéreceipton paget02

Readonly fields: Provide me information relevant to the job. This includes the
work order number and the quantity of work that was specified in the original
demand/purchase entries.

Use Order Remaining Quantity. If you checkmark this box, MainBoss completes
therecordtoindicatt hat you wused tCrderRemamegol i $fed un
you leave the box blank, you will have to fill in this information yourself.

Quantity : If you have not checkmarkédse Order Remaining Quantity fill in
fiQuanttyo wi t h the time actually spent.

Readonly fields: Provide cost information from the original per job outside record
and the demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
theworki nThifiEntryo .

Usecalculatedremainingorder cost If you select hi s dlgstEntyd , wifil |
be set to the cost of the work as taken from the origi@ajoboutside record.

Usedemandestimatedcost | f you s eThes&ntrydt hwisl lo pbtel osne t fit
the cost given i n t hDemandHBstated&dsdb de mand ( st

This Entry: The actual cost of the quantity used. This will be 1@alg unless you
selectedManually Enter Cost.

As Corrected ™ Wi | | b e THistEetry®s aumrel easss Ayou have made
to this record after it was originally created.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your d@abase has aficcounting license key. For more, see
Accounting Facilitieon page0.

Corrections of Actual Per Job Outside (with PO)

To correct an Actual Per Job Outside (with PO) record, you start {Dutsde
subsection of thResourcessection of the work order. Select the dethan
corresponding to the Actual Per Job Outside you want to correct.Ezlicko open the
Demand Per Job Outside record. Go toAherials section of that record, click on the
Actual Per Job Outside (with PO) entry you want to correct, thenClickect. This
opens a window where you can correct the record:

Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time when the work was done.
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Creator: A readonly field giving your user name. Thiswillagpe i n Mai nBos s O0s
accounting history to show who made the correction.

Readonly fields: Provide information relevant to the job. This includésrmation
from the work order and purchase order, as well as how much work remains to
be done according to theiginal estimated demand.

Useorder remaining guantity : If you checkmark this box, MainBoss completes
the record to indicate OrdeaRemgmngd .dildf t he
you leave the box blank, you will have to fill in this informatimurself.

Quantity: Corrects the quantity of woAsk actual
Correctedo f i el d wi t hd théhcerreat gquankity, aswo@posedita y
what you originally recdhiskkatgyo wWihteh at her n:
difference between the quantity you originally entered and the true quantity.

For example, suppose the worker really did 3 units of work but you accidentally

typed 1 in the origiAs@drrecteddc ovi d h Bo th@ul
correc number JThisEntryd | Wilt h n2 A(t he di fference
originally typedTHsEdiryd hrmay rlue a@mumegatiyye
if you originally typed in too much.

| f y o uAsfarrecteddi, n Mai nBoss aUhisEmgad i zmd |y set
vice versa.

Calculated Remaining Order Cost Readonly fields giving the expected cost of
t he corr ect elhit@pstoa nctoltuymn Tghieveiis t he cost p
fiTotal Costdt col umn gives the total cost .

Demand Estimated, Demand Estimated Cost The estimated quantity and cost
stated in the original demand.

Manually Enter Cost: If you select this option, you must enter the actual cost of
t he | d&hisoEntryd n AgiCofrectedd .

Usecalculated remaining order_cost I f you select Thbi s optior
Entryd0 aAsdCorfectedd wi | I be set wusing the | abor
per job outside record.

Usedemandestimated cost If you selectthi® pt i on, (tThissEntgyost s i n A
a n ds Qorrectedd  wi | | be set wusing the | abor cos

estimated demand.

This Entry, As Corrected. Corrects the actual cost (if necessary). Typically, you
f i | AsCorrecteild w i tcdirect cbseof the correct work quantity. The
alternati vieisbntsyot wi thlthéendinfference bet we
originally entered and the true cost.

| f y o uAsCoarrecteddoi, n Miai nBoss adUhsEmgad i zad | y set
vice versa.
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From Cost Center To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your databse has aAccounting license key. For more, see
Accounting Facilitieon page0.

Actual Miscellaneous

An Actual Miscellaneousecord specifiethe actual amount of a miscellaneous cost
You specify the cost with a work order miscellaneous redbid recorddescribes the
nature of the expense and an expected {6st moreon miscellaneousosts seeWork
Order Miscellaneousn page228)

The usual way to reach the ActiMiscellaneousditor is to select a Demand
Miscellaneousn theMiscellaneoussubsection of th&esourcessection of a work
order, then click théctualize button. (For more omiscellaneouslemands, see
Demand Miscellaneousn page291.)

The ActualMiscellaneousditor contains the following:
Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time Wwen thecost was incurredBy default, this is set to
the current date/time.

Creator: Areadonl y field giving your user name. T
accounting history to show who did the actualization.

Readonly fields: Provide informatiorelevant to the job. This includes the work
order numbeand the estimated cost from the demand.

Demand Estimated CostThe estimatedostthat was stated in the original

demand.
Manually Enter Cost: If you select this option, you must enter the actual
mi scel |l ane&€ostbs cost i n i
Usesuggestedcost | f you seCostetwilhli sbepsétont ofithe

from the original miscellaneous cost record.

Usedemandestimatedcost | f you seCost@twihli sbepsétnt ofit
given inthe original estimated demand.

Cost The actual costf this expenseThis will be reaebnly unless you selected
Manually Enter Cost.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates@unting records indicating the
transfer of money from the first cost center to the second. These fields are only
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visible if your database has Accounting license key. For more, see
Accounting Facilitieon page?0.

Corrections of ActuaMiscellaneous

To correct an Actual Miscellaneous record, you start ivitseellaneoussubsection of
theResourcessection of the work order. Select the demand corresponding to the Actual
Miscellaneous gu want to correct. Clickdit to open the Demand Miscellaneous

record. Go to théctuals section of that record, click on the Actual Miscellaneous entry
you want to correct, then clicRorrect. This opens a window where you can correct the
record:

Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time when the cost was incurred.

Creator: Areadonl y field giving your user name.
accounting history to show who made the coroect

Readonly fields: Provide information relevant to the job. This includes the work
order number and the estimated cost from the demand.

Demand Estimated CostThe estimated cost that was stated in the original

demand.
Manually Enter Cost: If you selecthis option, you must enter the actual
mi scel |l ane&€ostbs cost i n i
Usesuggestedcost | f you seCostetwitlhli sbepsétont ofithe

from the original miscellaneous cost record.

Usedemandestimated cost If you select this optiofiCostd ™ wi | | be set to
given in the original estimated demand.

Cost Corrects the <costAsCoifegtpdd chail élyd wiouhfi heé
actualcost the correctost as opposed to thmstyou originally recorded. The

alternative isto fil This Eftryd wi t h t he di fchbstyouence bet we

originally entered and the truest

For example, suppogke cost was reall$ but you accidentally typed 1 in the
original recor Als.Corméatedd cwoi utlhd 3f aqdy bhfidi nc ofr r e c t
i nThi$iEntryo wi th 2 (the difference between
the truecos) .ThisiEntry0 may be a negative number if
too much.

| f y o uAsCoarrecteddoi, n Miai nBoss adUhsEmgad i zad | y set
vice versa.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
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transfer of money from the first cost center to the second. These fields are only
visible if your database has Accounting licensekey. For more, see
Accounting Facilitieon page0.

Receiving Items

You canreceive items from a storeroom assignment record by going fectheties

section, clicking the drogown arrow associated witliew Item Issue and clicking
Receive This process doe®tr equi re a purchase order; 1t0s
buy materials with petty cashspecially in connection with a work order.

For more on storage assignment recordsEsigeng Storeroom Assignmerds page
100.

For exanple, suppose a rodns  gets lddmaged and you have to repair it. Once
youbve patched the wall, you want to pa
the wall, but you donét have paint of t
and luy a small can odppropriatgaint out of petty casi¥.ou can then usBeceiveto

record the cost of the paint and other information about the purchase.

i nt 1
he ri

Before you can receive an item on a work order, you have to createarary storag

locationfor the work order, and then a temporary storage assignment for the item in the
temporary storage locatioh.You do t hi s iTempdranye&tiormoer K or der 6 s
section.)

Once youbve created the taespveralwayyto st orage a:
receive items into it:

[0 You can click on the temporary storage assignment record you just created in the
wo r k olentberarndSsoragesection, then clicledit. This opens the
temporary storage as s iAgtritynseeotion, dickthe r d . I n th
drop-down arrow associated witliew Item Issue then clickReceive

@ You can al so start fr onRedourcesedtiemianmsd i n t he
subsection). Click on the demand, then clitkw Storage Assignmentin the
Activity section of the storage assignment record, click the-dowyn arrow
associated withNew Item Issue then clickReceive This receives the new
materials into the location associated with the storage assignment. You can then use
t he st or agsélewatsnsTiragsiemle buttod to transfer the received
item into the temporary storage location.

Whatever approach you usdainBoss opens a window containing the following:
Entry Date: A readonly field giving the date that this record was created

Effective Date The effective date/time when the item was received. By default, this
is set to the current date/time.
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ReceivingStorageAssignment A storeroom assignment record that tells what
item was purchased and where you stored is @lso records the price you
paid. For more, se®toreroom Assignmenis pagedo.

Vendor: The vendor from whom you purchased the item. For more/segorson
pagelo4

Payment Terms The payment terms for the item. For more, Baement Termen
pagell8

Quantity (readonly): Displays the maximum amount needed in the storeroom, the
guantity already in the storeroom, and what needs to be received in order to get
back up to the maximum.

Use Remaining Quantity If you checkmark this box, MainBoss will fill in the

secondiQuantityd6 | i ne with the quantity needed t
maximum.

Quantity : The quantity actually received.

Item Pricing and Purchasing History. This area lets you specify a pricing record
for the item you want to purchase. Pricing records may be price quotes or actual
prices paid in the past. (For more on price quotesiseePricingon page369)

At the bottom of this area is a dropwn list which will display storage
assignments based on the optiongspef | e dStorage Assigrenendh ar e a .
By choosing appropriate options, you can reduce the entries that are shown in
the dropdown list, making it quicker and easier to choose the one you want. The
possible options are:

Use Item Pricing or Purcha® History only for this vendor: If you checkmark
this box, the drojlown list will only contain price records for this item
purchased fr¥endorbhel 6pgoufl eafie the chec
drop-down list will also contain price records for otivendors.

Do not include Purchasing History If you checkmark this box, the drajmwn
list will only contain price quotes. If you leave the checkbox blank, the-drop
down list will also contain actual prices paid to vendors in the past.

Drop-down list: Thedrogd o wn | i st aitemtPhcengamachd of t he
Purchasing Historydo ar ea shows pricing records
have specified.

—

Readonly fields: A sequence of reauhly fields give information on the price and
quantityd t he storeroomds current supply of 1

Calculated Item Price Cost A readonly field giving the cost of the received
guantity, as calculated from MainBosso®s ¢

Use Calculateditem Price Cost If you checkmark this box, MainBoss fills in
fitThisEntryd0 wi t h i nf cCelenlatediltermPrice Castin.
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ThisEntry: The actual cost of whBtalCgsbu r ecei ve

col umn, Mai nBoss @nucCostna &vicedverda.l v f il 1 s i n

As Corrected: If there has been a correction for this record, this line will have read
only fields giving the corrected values.

From Cost Center, To Cost Center. Readonly fieldstelling the cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the secbnesse fields are only
visible if your database has Acscounting license key. For more, see
Accounting Facilitieon page0.

Correcting Item Receipts
To correct receive item records, you select the record and@tiglkect. MainBoss
opens a window containing tfi&lowing:

Entry Date: A readonly field giving the date that this record was created.

Effective Date The effective date/time when the item was received. By default, this
is set to the current date/time.

ReceivingStorageAssignment A storeroom assignment record that tells what
item was purchased and where you stored it. This also records the price you
paid. For more, se®toreroom Assignmenis paged9.

Vendor: The vendor from whom you purchased the item. For more/segorson
pagelos

Payment Terms The payment terms for the item. For more [Bayment Termen
pagell8

Price Quote A price quote record giving price information. For more, lsa@
Pricing on page369.

Quantity: The quahbhisErtryd ugnidveers it he di fference

by

receive item should beAsCarecteddctge d,est hdrequ:

final amount that should recorded in the receive item record. If you fill in one
guantity, MainBoss automatically adjusts the other.

For example, if you enterl u n d €his Efitryd , youdr e saying you
subtract 1 from the current receive item quantity. MainBoss adjusfis\the

Correctedd col umn to show the new quantity wi

Item Pricing and Purchasing History. This area lets you specify a pricing record
for the item you want to purchase. Pricing records may be price quotes or actual
prices paid in th@ast. (For more on price quotes, &ee1 Pricingon page369)

At the bottom of this area is a drdpwn list which will display storage

assignments based on Stotage Assigpnmend nar sa@aeci f i ¢
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By choosing appropriate options, younagaduce the entries that are shown in
the dropdown list, making it quicker and easier to choose the one you want. The
possible options are:

Use Item Pricing or Purchase History only for this vendor If you checkmark
this box, the droglown list wil only contain price records for this item
purchased fr¥endorbhel 6pgoufl eafie the chec
drop-down list will also contain price records for other vendors.

Do not include Purchasing History If you checkmark this box, ¢hdropdown
list will only contain price quotes. If you leave the checkbox blank, the-drop
down list will also contain actual prices paid to vendors in the past.

Drop-down list: Thedrogd o wn | i st aitemtPhcengasdchd of t he i
Purchasing Histay0 ar ea shows pricing records t
have specified.

F

Readonly fields: Give information about the quantity of the item in the selected
storeroom and what the actual item record said before this correction.

Calculated Ccst: Readonly fields giving the expected cost of the corrected
guant i tUntCostbhe ofi umn gi ves t hletal€Caos®t per un
column gives the total cost.

Use CalculatedCost | f you chec
Entry0 aAsdCorfectedd wi t h t h
|l f you dondét want to
AiThis Entry0  &\s Cofrectedo .

This Entry : The cost of the correction. Thistle cost of the quantity given the
AQuantityolineu n d €hisEftrydo . The cost will be negat.
| f y ouCodti,| IMaiinn Bioss autAsQoadctedcCasol vy f il | s

As Corrected: The cost of the item receipfter the correction is made. This is the
cost of the quantity given itheAiQuantityolineu n d AsCorfectedd . | f you
f i | As Correctefo , Mai nBoss autlThskattyo cal | y f i |

From Cost Center, To Cost Center. Readonly fields tellingthe cost centers
involved in this operation. MainBoss creates accounting records indicating the
transfer of money from the first cost center to the secbnesse fields are only
visible if your database has Aacounting license key. For more, see
Accounting Facilitieon page0.

kmar k t hThis b o x, Mai n
e Vv alCaleusteddChsbai ned f r
use these calcul ati ¢

| s

Requested Work Orders

Requests may be linked with work orders and vice versa. The most common way this
happens is when a work order is created from a request (by cliCkaage \Work

Order in the request record). This automatically links the request and work order
together.
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You can also create links inReequestsviewer or in a request itself, you can clickik
to Work Order . Similarly, you can create links from a work order, starting in the work

o r d &eqgdestssection and clickinglew Requested Work Order.

Here are some situations in which you might want to link a work order to a request:

g

You get several requests reporting the same problem. You create a work order from
one of the requests, then link the same work order to all the other requests. This
makest easier to keep track of the connections between the work order and the
requests.

A single request leads to multiple work orders. For example, suppose someone
reports that a machine has broken down. The maintenance manager might decide to
write up two wak orders: one for a quick shedrm fix, and one for a lontgrm
solution that can be done when thereos
linked to the original request so that you have accurate records of how everything is
connected.

When a work order is linked to a request, the record associated with the linkage is
called arequested work order

If you have turned on theequests are set In Progress when linked to a work ordel,
and are closed when work order closeaption (for requests), closing a work order

automatically closes each linked request, provided that the request only has one flinked

work order. For more on this option, gegiting Requesten page247.

When you ask MainBoss to link a request and a work order, MainBoss opens a window
that contains the following:

Requestarea:Fields describing the reque3these will be readnly if you are
starting at a request and linking it to a work order.

Number: The number of the request.
Requestor The person who atde the request.

Subject A readonly field giving the subject of the request. This is filled in
when you specify a request.

State A readonly field giving the current state of the request.

Estimated Completion Date A readonly field giving when theequest is
expected to be finished.

Work Order area:Fields describinghe work orderThese will be rea@nly if you
are starting at a work order and linking it to a request.

Number: The number of the work order.

Subject A readonly field giving the subject of the work order. This is filled in
when you specify a work order.
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State A readonly field giving the current state of the work order.

Temporary Storage Locations

You may designate temporary storage locations for the materials you use on a work

order. For example, if you are doing a substantial renovation, you may desiteet

some materials in a room near the work site rather than keep them in a normal
storeroom. You should stil!l record where t he
to guess which materials are in temporary storage and which are still back in your

standard storerooms.

A temporary storage assignment specifies a location (the storage place) and the work
order for which the storage will be used. Temporary storage locations are typically
identified by the number of the work order that is using thegtor

Details section: Shows basic information for the record.

Work Order : A work order that will use the given location for temporary
storage. (If you started from a work order, this field will already be filled in.)
For more on work orders, sé¢ork Orderson page258.

Location: A location (from thd_ocationstable) to be used as temporary
storage. For more on locations, seeationson pagel09.

Description: A description of the temporary storage location.

Comments Any comments you want to associate with the temporary storage
record.

Temporary Storage Assignmentsection: Listsany temporary storage
assignments associated with this location. For morel segorary Storage
Assignmentsn page320.

Temporary Storage Assignments

In a work order, a temporary storage assignment specifies an item that will be stored in
a temporary storage location associated with the work order. Typically, you specify the
temporary storage location firsi§ described imemporary Storage Locatious page

320 and then you specify the item(s) to be kept in that location.

There are several ways to create a temporary storage assignment:

[J Go to theResourcessection of a work order. In tHeems subsection, drop the
arrow onNew Temporary Storageand clickNew Temporary Storage

Assignment

[ In a storeroom record, go to themporary Storage Assignmensection and click
New Temporary Storage Assignment
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In all of the above cases, MainBoss opens a window that contains the following:
Details section: Shows basic information for the record.
Item: The item that will be stored in the temporary storage location.
Location: A temporary storage location associated with this work order.

Preferred Pricing: A price or price quote on the item. Typically, this is used to
indicate the vendor from whom you prefer to purchase the item. For more on
item pricing, seétem Pricingon page369.

Readonly fields: Information on quantities of the specified item which are
already in the given location.

Cost Center(only visible if your database has Ancounting license key): The
cost center to be used for any costs associated with holding this item at this
location. For more on cost centers, Seest Centeren pages4.

Activity section: Informatia about changes in the item at this location. For
example, you could use entries in the activity section to record the transfer of
items to and from the temporary storage location.

New Item Adjustment: Adds or subtracts a quantity of the given item from th
temporary storage location. For more, s&eking ltem Adjustment: page
88.

New Item Issue Issues a quantity of the given item from the temporary storage
location. For more, sdesuing ltem®n paged7.

New Item Transfer To: Transfers this type of item from this temporary storage
to some other location. For more, Seensferring ltems from One
Storeroom to Anothesn pagel02

New Item Transfer From: Transfers this type of item from some other location
to this temporary storage. Fmore, sed ransferring ltems from One
Storeroom to Anothesn pagel02

Receive Opens a window where you can record the receipt of this type of item
into inventory. This window is describedfiteceiving ltemsn page315.

A typical scenario is when you use petty cash to buy items for use on a job
(e.g. paint, glue, tape, etc.). In order to track all your maintenance expenses,
you should record the purchase as part of the work order.

Correct: Makes a correction to an existing entry.

Assigning Someone to a Work Order

You can assign someone to a work order, provided that the person has an entry in the
Work Orders Assigneedable {NVork Orders | Assigneesor Coding Definitions |
Work Orders | Assigneey When someone is assigned to a work order, it indicates that
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the person has some irget in the work order. For further information on assignments,
seeAssignmentsn page30.

To assign someone to a work order, clickltreev Work Order Assignment button in
the Assigneessection of a work order. This opens a window that contains the following:

Work Order: A readonly field identifying thework order.

Work Order Assigneearea: An area where you specify the person whom you are
assigning to this work order. The bottom of the area contains addwep list
where you can specify the assignee. The options in the area let you reduce the
number ofpossibilities shown in the dregiown list.

Showprospects for Work Order Assignee for this Work Order: If you click
this option, the droown listwill show people who are already mentioned
in this work order in some other context. Toftenincludes the requestor
and wor k ealreadybsdn assigned to the work order.

Show allWork Order_Assignees not currently assigned to thig/ork O rder:
If you click this option, the drogown list will show everyone in thé&/ork
Order Assigneet a b | e witeady asssgned to thia work order.

Drop-down list: A list of all potential assignees who match the criteria specified
above.

Chargebacks

Some maintenance organizations charggamers for specific maintenance jobs. For
example, a property management company might make tenants pay for certain types of
jobs (e.g. special renovations). In MainBoss, this type of situation is called a
chargebacksome third party is charged for all part of the maintenance work.

Chargebacks are created withork Orders | Chargebacksor with New Chargeback
i n a wo Clarg@bachssections Each chargeback consists of:

1 A main record telling who is being chargéthis is always &illable requestosee
Billable Requestorsen page203).

1 Multiple chargeback line recordgiving details of the charges. This makes it
possible to create itemized lists of chargeback costs (e.g. the cost for each worker
involved, the cost of materials, asd on).

Chargebacks are independent of actual cost$he Resourcessection of work order

states the actual costs to your maintenance department (e.g. the actual amount you pay

your personnel). ThEhargebackss ect i on st ates how much youodr
parties for the work, which may or may not be the same as your real costs.

Chargeback records may have an associated category. For example, you might
categorize chargebacks into labor costs or materiad.dést more, se€hargeback
Categorieon page205.
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Correcting Chargebacks:You cannot directly delete chargebagkshen you create a
chargeback, MainBoss creates an accounting record which (for audit purposes) cannot
be deleted. If you vgh to negate a chargeback, Gserect on the lines in the

chargeback and set the charges to zero.

Viewing Chargebacks

You view chargeback records witkiork Orders | Chargebacks The window
containghe following:

View section: Shows the list of chargeback records.

Work Order : Click this heading to sort the list by work order number. Click
again to reverse the order (from ascending to descending or vice versa).

Code Click this headingo sort the list by chargeback identification code. Click
again to reverse the order.

Billable Requestor. Click this heading to sort the list by billable requestor.
Click again to reverse the order.

Total Cost: Click this heading to sort the list by totaist billed to the requestor.
Click again to reverse the order.

Details section: Shows basic information from the selected record.

Chargeback Activity: Lists information about the chargeback charges
associated with the selected chargeback. For moré&,seeg Chargeback
Line Record®n page324.

Defaults for Chargebacksection: Shows any defaults to be used when creating
new chargeback records.

Editing Chargebacks

The Chargeback editor lets you create the main record of a chargeback, specifying the
party who will be charged for maintenance work. It also lets you specify chargeback
line records, which give iteized details of the charges.

To open the Chargebacks editor, clitkw Chargebackor Edit in theChargebacks
section of a work order or ork Orders | Chargebacks The window contains the
following:

Details section: Shows basic information for theagrt:
Work Order : The work order with which the chargeback will be associated.

Code An identification code for this chargeback record (e.g. the invoice
number that will be used when billing the client).
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Billable Requestor. The person or organization beidigarged for this work.
For more, seé&illable Requestorsn page203

Business Phon@andE-mail: Readonl vy fi el ds gi ving
numberandenai | address (as taken fr
Contactstable).

t he
om t
Total Cost: A readonly field giving the total cost of the charges associated with

this record. MainBoss calculates this cost by adding up the costs of all the
entries in theChargeback Activity section.

Comments: Any internal comments you want to red@bout this job.

Chargeback Activity section: The details of the costs that are actually being
charged.

New Chargeback Line Adds a new entry to the chargeback activity list.
MainBoss will open a window where you can enter the information. For
more, seéditing Chargebackine Record®n page324.

Correct: Opens a window where you can correct an existing chargeback. This
lets you make corrections to monetary values.

Editing Chargebackine Records

In a work order, chargeback lines provide an itemized list of charges being transferred
to a third party. For example, you might havea for each worker who participated in
the job, indicating how much will be charged for each worker. Similarly, you might
have a line for each spare part and other materials used in the job.

The charges specified in a chargeback line record may or otdoerthe same as the
mai ntenance departmentdéds actual <cost s.

may charge tenants a fixed rate for each

workers are actually paid. Chargeback lines state the charges, ndutdecasts.
(Actual costs are given in thi&esourcessection of a work order; for more, see
Resourcesn page278)

To record chargeback lines, you start in @ergebackssection of a work order. Use
New Chargebackto create a main chargeback record (which identifies who will pay
the charges). In the main chargebestord, clickNew Chargeback Linein the
Chargeback Activity section to create new chargeback lines. The window for editing
chargeback lines contains the following:

Entry Date: A readonly field giving the date that this record was created.

Effective Date The date/time of the charge. For example, if this chargeback is for a
part, the date/time on which the part was used. By default, this is set to the
current date/time.
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Creator: A readonly field giving your user name. Thisw | appear in MaintE
accounting history to show who made the chargeback.

Chargeback A readonly field giving thework order, the chargeback, and the
billable requestor.

Billable Requestor Areadonl y f i el d t eharged fogthewdrlo 6 s bei ng
and/or materials. This is taken from the main chargeback record. For more on
billable requestors, seé&llable Requestoren page203.

Chargeback Category A classification for this chargeback line. For more, see
Chargeback Categoriesn page205.

Cost Thecost of this chargeback.
Comments: Any internal comments you want to associate with this chargeback.
Cost The cost of this chargeback.

From Cost Center, To Cost Center. Readonly fields telling the cost centers
involved in this operation. MaBoss creates accounting records indicating the
transfer of money from the first cost center to the second. These fields are only
visible if your database has Ascounting license key. For more, see
Accounting Facilitieon page0.

Correcting Chargeback Line Records
To correct a chargeback line, you select the line in the chargeback record, then click
Correct. This opens a window containing the following:
Entry Date: A readonly field giving the date that this record was created.
Effective Date The date/time of the work.

Creator: Areadonl y field giving your user name. T
accounting history to show who made the correction.

Chargeback A readonly field giving the work order, the chargeback, &émel
billable requestor.

Work Order: Areadonl y fi el d giving the work orderd

Billable Requestor Areadonl y fi el d telling whods being
and/or materials. This is taken from the main chargebsadrd. For more on
billable requestors, seé&llable Requestoren page203.

Chargeback Category A readonly field giving a classification for this chargeback
line. For more, se€hargeback Categoriam page205a.

Comments Any internal comments you want to associate with¢hargeback.

This Entry, As Corrected: Corrects the actual cost (if necessary). Typically, you
fil AsCorrecteildo wi t h t he correct c olbdig . The al't
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