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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBoss Advanced You 6l | find it provides

you need for managing your organizationos

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

For information on installing MainBoss, see MainBoss Advanced Installation and
Administration GuideFor information on aafiguring MainBoss, see th@onfiguration
Guide

Documentation conventions

This guide uses the following documentation conventions:

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

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

(1 Keyboard keysre shown in bold face enclosed<angle brackets=
Press thecTab> key.

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

me



MainBoss Concepts

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

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

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

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

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

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

confusing if different records have different identifiers.

Unit: A unit is anything that might require maintenance.

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




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

For example, you might stdivide complex equipment into smaller sub
units so that you can track the maintenance record of each piece.
Similarly, in a shopping mall, you might subdivide large areas into
small er ones (og.egq. nfoDdpharstemse nto nsot,
east sectionodo, and so on) so that

go when theyore sent to fix a probl em.

There is no clear dividing line between what is asnib and what is
simply a spare part. For exatapif a piece of equipment has a self
contained motor, do you treat the motor as awsubor simply a spare
part? The answer depends on whether or not you want to track the
mot or 6s maintenance independently
y 0 u 0 r yeo niovelsueh motors from one unit to another and if you

care about the motords past maintenani
the motorasasabni t. Ot her wi se, the motor

as a suhunit.

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

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

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

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

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

managers, then issued tothepeople 0 61 | do t he actual

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

Geneal Principle: Requests descrilgoblemswhile work orders describsolutions




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

Items include spare parts, tools, lubricants, and anything élssenise

you wish to track. MainBoss can report on your materials inventory,
including how much of an item you have on hand, where particular items
are stored, and when you need t@rder more stock.

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

For example, you might have a task record describing a standard oil
change and inspection on a vehicle. Task records often contaibystep
step instructions or chedists of actiongo be done during the work.

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

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

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

might be a checkst of what should be done in each oil change; the

tming mi ght be fevery three months or 3

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

from the unit maintenance plan record.

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

While many MainBoss customers will only hawee maintenance

organization, some may have more. For example, consider a property

management company that maintains properties for several different
clients. The company may choose to kece
from the others, or may decide to bawvsingle database combining data

from all clients.




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

For each storeroom, you createreroom assignmenighich specify
what itemghe storeroom should contain and the maximum/minimum
guantities for each item.

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

guantities of standard work materigyeu can treat each truck as a

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

everything it needs.

Expense CategoryA way to label costs on a work order.

For example, you might have separate categoriaagate labor (your

own personnel), outside labor (done by hired contractors), electrical
supplies, plumbing supplies, spare parts, and so on. You assign an
expense category to each cost on a work order so that you can track and
categorize your expenses.

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

For example, a property management company may have a separate
expense model for each tenant. This makes it possible to associate
differentexpense categories with different tenants.

CostCenterA way of associating MainBoss costs wi
accounting system.

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

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




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

In addition to listing the materials or services you wish to purchase, the
purchase order can specify such information as where each item should
be delivered, how goods should be shippedi when materials are

needed. Purchase orders may comaiscellaneougems which are
expenses beyond goods and services (e.g. surcharges for quick delivery).

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

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

Security Role:Set ti ngs that determine what you can

Your MainBoss adnmmistrator assigns security roles to you. These
determine what operations you can perform inside MainBoss.

Important: Your security roles determine what you
example, i f you ar endt infoematmon, thatiefdrmatiom |[see a cC e
wonoét be displayed in MainBoss windojws. Thert
differ from the pictures displayed in this guide.

The MainBoss Control Panel

Herebs a typical picture of the programbs mze



" MainBoss Maintenance Manager
Session  View Actions Help

feei View MainBoss Status
Assigned to current user

Mew Version

In Progress
Transferred Database 1.0.5.1

Closed Last backup Wednesday, May 0, 2009 3:12:46.45 PM
Print Backup file MyBackup

Reguestors
Assignees Requests Purchase Orders
Reports Mew 1 Draft 0

History

Status History In Progress 3 lssued 7
+-Work Orders Work Orders
—nit Maintenance Flans

EGenerate Planned Maintenance Overdue 5

Tasks Open 5

-Reports Planned Maintenance
:;Igrlrt; Last generation on Tuesday, Aprl 28, 200¢
Purchase Orders Latest batch end date Tuesday, May 05, 200¢
Coding Definitions

Administration

User MainBoss User Organization SecureFacility (SecureFacility on server SCRIMIUMYSCLEXPRESS)

On the left is theontrol panel This provides access to all standard actions and
information. TheRefreshbutton updates the information displayed (in case other users
have recently made changes to your organizat

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

This manual uses the notatibntry | Subentry to refer to items in the control panel.
For exampleyWork Orders | Reportsrefers toReports under the/NVork Orders enty
in the control panel.

Whenever you select an entry in the control panel, the rest of the window changes to
show information about what you selected. For example, if you \dlick Orders in

the panel, the rightand part of the window changes to shafeimation on work

orders.

We recommend that you maximize the main window so that MainBoss has the mpst
possible screeaspace to display information.

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as
<Ctrl+C> for copy and<Ctrl+V> for paste. You can also uséab> to move to the
next field in a window,; i f youdre filling ol



another rather than using the mousehift+Tab> moves backward to the previous
field.

MainBoss buttons ofteallow keyboard shortcuts. To see the shortcuts, pressitire
key. One letter of the button will be underlined, aSane Pressing<Alt> plus the
underlined letter is equivalent to clicking the button, so {hdit+S> is equivalent to
clicking theSave button.

View Options: TheView menu provides options that control how information is
displayed:

[0 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 wier, you will see an enlarged
version of the/iew section (without th&®efaults section, even if you were just
looking at that section). If you were looking at a report window, you will see all
sections of the window.

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

1 Open in New Window: If you select this option, MainBoss opens a hewdwin
containing the same information as the current one. This is useful if you want to
compare information between tables: have two windows open, one showing one
table and one showing the other.

Coding Definitions: The Coding Definitions part of the control panel deals with
information that doesndt change very often.
priority (urgency code) to every work order. Once you decide what priority codes your
organi zation wi | | changethem.ylTbeteforp, MaifBask puis thevo n 6 t
codes undet€oding Definitions.

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

Id entification Codes and Descriptions

Every record has an identification code. This code has different names in different types
ofrecord® f or exampl e, wor k dNonberd swhirlee i idewneé n tf o rey
i tems ar e iCddeod butthieipepbse bfyhe @entifier is always the same:

to provide a label that distinguishes one record from another.

Most r ecor dBescaptiosoo fhiaevled .a Thi s i s often wused
code. For example, in a unit record for a water bailen,Eoddéd mi gBbiler b e
NorthEast wh i | eDedcriptonoA mi ght speci fy what type of



The Importance of ConsistencyBefore you begin enterirgnyinformation, you must
establish a coding policy that will be followed by everyone who MsesBoss. Then

you must stick to that policy with absolute consistency, unless everybody agrees that the
naming conventions should be changed.

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

Air conditioner 1
Air conditioner 2
Air conditioner 3

If someone then uses the name
AC 4

it will throw off the consistency of your records. In a list of equipnsentd in
al phabetical order, the inconsistmeemst one

WO I

It wi || be harder to find the unit you want
unit may also slip between the cracks when

equipment.

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

You should decide on standard name formbafsreyou stat entering data. This
decision affects how much benefit MainBoss can provide. A haphazard naming scheme

reduces the softwarebés ability to organi ze ¢

Table Viewers
A table is a list of entries, each of whichntains information about something. For
example, th&/endorstable is a list of your suppliers.

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

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

Table viewers usually have two sections:

View: A list of normal record$ this can be aything from work orders to
information about spare parts.

Defaults: Default values for creating new records. For example, the default values
in theVendorsviewer will be used whenever you create a new vendor record.



L} MainBoss Maintenance Manager

Session  View Actions Help

MzinBoss Sample Organization View Vendors

View | Defauits for Vendor|

Code = Description

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

Details | 1tem Pricing| Hourly Outsidd Per Job Outside] Service Contracts| Units |
Code A/C STELLA
Description Stellar Air Conditioning
Category A/
\Work Orders Name Business Phone E-mail
=-Administration Sales Contact A/'C STH55-908-9872  freezer@stellar com
Service Contact
Accounts Payable Contact
Account Number 098 TRL 209
Comments altemative cortact is Jane Daring

ﬂewlﬂl Delete | Resiore | print| Befresh | Search |

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

Deleted Records

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

(1 If the word isActive , lists of records displayed in the window only incladgive
records. This meansthatthd ndow only shows records that
This situation is shown in the preceding picture. (Note that in rare cases, deleted
records sometimes have to be shown in order to display undeleted ones).

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

-10-



E MainBoss Maintenance Manager Q@g

Session View Actions Help

View Vendors

Code Description
] AVC STELLA Stellar Air Conditioning
= BATTERIES Sullen Battery Supply
| BEARING Silvester Bearing \Wednesday, August 01, 2007..
= CHEMICAL R&R Resources

= ounico Chillae B T il |

DEtEHSIItem Pricing| Hourly Outside] Per Job Outside] Service Contracts| Units |

Code A/C STELLA
Description Stellar Air Conditioning

Category A/C
New | Edit | Delete | | Print| Refresh | Search |
|
User THOUGHTS%jagardner Organization MainBoss Sample Organization (MainBossSampleDatabase on server GEHIRM) m

e

In most tables, MainBoss never completely erases deleted records. This makes it
possible to maintain a complete audit trail of everything you do.

To switch fromActive to All or vice versadoubleclickt he wor d. Youol I see
records appear or disappear.

TheRestorebutton lets you bring back a selected record. MainBoss opens a window
where you can examine the record to be redtanel make changes if necessary. When
you save the record and close the window (typically by uSing & Clos@, the record
will be restored to the active list.

Records That Refer to Deleted InformationWh en you del ete a record,
that otherrecords still refer to it. For example, suppose a worker leaves your
organization so you delete that person from youployeesl i st . That wor ker 6s
will still appear in old records (e.g. work orders that the person worked on).

MainBoss indicates thaata comes from a deleted recordsbiking-outthe data. For

example, if you delete Joe Smithodéds empl oyee
person will show the name dse-Smith This shows that the associated employee

record has been delettdand wi | | reduce your confusion wh
Smit hés nameActiven enyployees). | i st of

Editors

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

00 Mandatory fields are marked with a red arrtr
the record until you specify values for those fields. (In the picture below,
fiRequestob aiBubljectt ar e mandatory.)

-11-



E MNew Request

Details |A55ignee5 | E-mail Requests | Work Orders | State History
Number |WR 00000006
Subject |

Current State

C

Estimated Completion Date

iness Phone
Reguestor = G2
Unit |

[ Use access code from unit

Access Code |

Reguest Priority |

Description

Comments

Select for Printing

[ save & New]| [ Save &Frint | [ save & Close | E]

0 Readonly fields candédt be changed.notThey can Lk
surrounded by a black bordere. In the picture above, several fields are realy.
For e x Bstrpate@ Comiietion Dat& iad-only. @t will be set later in the
request process, not when the request is first created.)

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

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

f
€

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

General Tip:When youbére filling out a recofpd, if vy
should have, leave it blank. Filling in dubious values will cause confusion down tije
line, and finding values that need to be changed califfimult. If MainBoss really

needs a field to be filled in, it uses the red arrow to make the field as mandatory.

-12-



Drop-Down Lists (Pickers)

Editor windows often specify information usidgop-downlists, also known apickers
For exanReduestoo t fhieelid i n a wor ldommksguest editor

Regquestor | | | ]

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

[0 The leftmost arrow displays a list of available values for the field. In theafase

fiRequestoo t hi s wi | | be a |Iist of the people w
work requests.
Requestor ... - . . RS P A4
Mame Business Phone
Alex Miraculacci hh5-835-0285 -
Allison Matrix hh5-098-5872 =
Andrew Alberts hh5-572-3873
Coach Charlie hh5-783-5872
Floyd Pump hh5-853-5830
Gary Neller hbh-783-9723
George Jasper heh-035-5087 E
Henry Tallboat hbh-987-9723
Holly Happy hbh-902-8723
Jackie James hh5-098-2789
Jackie Newlywed hh5-892-3728
Jane Leighbold hh5-789-9872 5
Janice Freidelburg h65-980-9873
Jean Martin
John Livingston hbh-238-9872
Jonny Spot hh5-893-9872
Karen Krystal hbb-972-9287
Marylee Chef
Mike Mitchell hh5-890-3728
NEII'IC*,’-J-E-'EI'I Ecltree hob-807-2987 i
0 The fA...0 opens a window showing the compl
fi. . . Requeson , i y o uReguestorstable.eClick an entry irhie table, then

click Selectto fill in the original field.

-13-



A =~

I | Name = Business Phone Mabile Phone

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

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

Details | Requests | Work Orders

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

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

Estimated Completion Date
MName Business Phone
Requestor | el )
Unit | Browse...
[7] Use access code from unit Edit
Access Code | Vo
Request Priority | New Requestor
Description Refresh
Browselets you look at the existirfgequestorst a bl e, just |IEditke t he 0

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

(but not change itihNew Requestorlets you create a new requestor record; if you do

this,she requestor will Reguesfobl fedl dnooncéehgoor s
and close the new record. This makes it easy to create new records as needed if you
dondt already havRefreairetsggu ppdateghe dragtwe listr e c or d .

of Requegors to show any changes since you first opened the current window.

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

upinnm-mandatory fields; you canodowrclistear t he v
once itbés been given a value, although you
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Errors

MainBoss puts a marker beside data fields that contain invald ta¢ error marker is
a red circle containing a white exclamation point. This is shown below, where the

fiEffective Dated f i el d shoul d contain a date, but i n
E Mew Item Pricing = | B | S
Effective Date paa |
ltem =3 BELT £5.. & STRANDE.. SP 0 £0.00
1-,"~endu:ar| LI | |
Quantity LInit Cost Cost

Quoted Pricing | |¢| | | |§

Save & New | Save | Save & Close | Cancel |
Active

If you try to save a record when it contains an invalid figldinBoss will display an
error message and wondt save the record.

To find out why a data value is invalid, move your cursor to the error marker. MainBoss
will display a tooltip with a message expl ai
This is stown below:

BB New Item Pricing == = |
Effective Date paa =
ltem g=3 100w/ LIGHT
Vendor| E]| == 4-The date is not in a recognized format ]
Quantity Unit Cost Cost
Queoted Pricing | |Q| | | |Q

Order Line Text | |

Save&MNew | | Save| [ Save&Close | [Cancel|

Active

Concurrency Errors: In the rare case that two people try to edit the same record at the
same time, MainBoss will reportcancurrency error

For example, suppose you start editirigrais table record and beforeyu 6 r e done,
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 were making your changes:
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g Update Error I =HACH X

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

Column Original Value Cument Database Value Proposed Change

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

An Update error has occurred:

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

MainBoss is asking 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 the recordobds values

[0 The secon@olumn shows what the values are now (the ones that the other person
saved)

0 The third column shows the new values youb

Where the values are different, you can see fields where your values differed from the
ot her pe NextdComiig andPrevieus Conflict buttons jump to fields where
the values conflict.

In many records, some field values will look like nonsense strings of characters. These

strings are actually 1| i nbnisContactoof hettodt alelf es s

anentryinthe€ontactsl i st. The fieldds value is a meani
serves as a pointer. You can see i f two poi.
anything about the record they point to.

When conf | i ct sclickthedahution dn everg corflietsthis basioally

says, fAlgnore what | just did.o ) Then just

This time youdll see the values that the ot/

of these you want to chge.

Reports

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

When you choose the control panel entry for a report, you get a window that lets you
specify options for the report:
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E MainBoss Maintenance Mana;er %

Session  Miew Actions Help

Work Order History Report

t Grouping and Sorting ;| Fitering | Advanced | Preview |

Group by
@ Priority

Sort Direction
@ Ascending
(7) Descending

Froven] [ e ] [ Export0o)

User MainBoss User Onganization SecureFacility (Securef Active .

Report Sections

The window associated with a report organizes options into sections. Different reports
have dfferent sections, but here are the most common:

Grouping and Sorting: Lets you control how the report is organized. For example,
suppose youodre printing information on w
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into sections, with each section containingkvorders that have something in
common. For example, each section might refer to a different location (which
gives you a locatioy-location breakdown of the work you do). As another
example, you might group your information by unit, so that you geiteyn

unit breakdown of your work orders.

Within each section, you caort by other criteria. With work orders, for
exampl e, yoStartOatecd $o0he dptié eBndbatep ob begal
(the date each job ended), by work order number, and so on.

Filtering: Afilter] et s you sel ect which records you ¢
For example, you might want to restrict a report on units to units in a particular
category. Filter sections let you specifgluestrictions.

ThegFiltering section lists a number of checkboxes; each is associated with a
type of information that you can select. When you checkmark one of the boxes,
MainBoss opens a window where you can specify the information that you want
included in the report:

Range of valuesif you selectRange of valuesyou can restrict the report to a
consecutive set of records.

BB Filter By WO Numn.. b= Eh S|

{* Range of values
" Specific values

From [0 00000006 ~1
To  |[lnyvalue P

Disable Filter | Enable Filter

- -

You specify the sHomotl| ofet héouwaoge s$al ¢
record or else specifny value , in which case theeport will begin at the

start of the || ist. For example, if youb
y o u Fsoend \EiG0O0000006, the report will begin with the specified

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

report will begin with the very first value in the appropriate table.

Similarly, you speci fTgop tlheneendowaf ctame sre
any record or else specifyny value , in which case the report will end
with the end of the list.

If you selectthesaen v al ueFroma bDod hAifihe report will
cover the single selectedFromal aed For ex
ATo0 W@00000006, the report will only give you information about that

work order.
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Note: In ranges (and list® general), MainBoss only sorts information in numeric ofder
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
example, that the valuE 1 sortsbefore108 anything that starts with sorts before
anything that starts with.

Specific values If you selectSpecific values MainBoss gives you a chedtikt
of possible values.

B Filter By WO Num... b =0 eS|

" Range of values
{* Specific values

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

Disable Filter Enable Filter

e

Checkmark the entries you want to include in the report.

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

you return to the previous window, youd
checkmarked.

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

When you return to the previous window,
marked as blank.

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 also let you specify
additional options.

Preview: Displays a peview of therepo#da ver si on of what youod
actually printed the report on paper. Preparing such a preview often takes time,
since MainBoss may have to process a lot of data; therefore, you might have to
wait while MainBoss creates the previgWwhe Preview section is described in
more detail later in this chapter.)

Filtering on Locations and Units: Various reports let youlfer by locations and/or
units.In general, if you use a filter to select one or more locations, the repomatoes
coversublocations (unless you select the sublocations too). Similarly, if you use a filter

to select one or more units, the report dagscover subunits (unless you select the
sub-units t00).
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However, when you filter on locations, the filter window offers you the opttamtion

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 units, 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.

Report Buttons

Every window for printing a report contains a number of buttons at the bottom:

Preview: Beginscreating a preview of the report in tRezview section. Preparing
such a preview may take some time. (MainBoss automatically begins preparing a
preview if you open th@review section of the window.)

Refresh Updaes the window to reflect any recent changes in data. For example,
suppose youobre |l ooking at a preview of a
somebody el se at your company creates a r
automatically added to the repgrio u 6 r e & yoo have noglickRéfresh
first.

ExportData:Ex ports the reportés data in XML for
intended to serve as input for usenitten programs which process the data in
some way. This contsts with thePreview export facilities (discussed below),
which are most useful for embedding in Microsoft Word documents and other
Aunprocessedod contexts.

Close Closes the repofirinting window.

When you actually want to print out a report, you usdifed in thePreview section of
the report window, as discussed below.
The Preview Window

ThePreview section of a print window contains a control bar like this:
‘ 1 of 4 b M S Ea-- | wox - Find | Mext

This bar contains the following (from left tmht):

Document Map buttarBy default, the left side of théreview section
_"I containsanapof t he report. This shows
contents of each section. If you click the Document Map button, the ma
disappear; click it again and the map comes back.

If you click an entry in the document map, the preview changes to show you that gntry.
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100%

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

Previous Page button: Goes to the previous page of theneotu

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

Next Page button: Goes to the next page of the deotim

Last Page button: Goes to the last page of the document.

Parent Report button: Goes to the item that contains the currently selec
it em. For example if youdre | ook
goes to the beginning of the caiming section.

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

Print button This is the button that actugalprints the report.

Print Layout buttonSwitches the display tayoutformat. This shows you &
scaleddown version of the page as it will actually print. Click the button
again and you go back to the normal display format.

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

Export buttonExports information from the report into a file. If you click
thedaovn-ar r ow associated with this
export formats. The formats currently supported include Microsoft Exc
and Acrobat PDF

Once you specify what typs output you want, MainBoss will open a
window asking you to specify a file where the exported data should be
stored. Loosely speaking, MainBoss exports the data in a format simile
what 6s di splayed in the previcagdw
format, the result can be read into Excel (or embedded in a Microsoft \
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
userwr i t t e n p roleabgly bettar,to usettti@sgort Pata button
(discussed previously).

+~ Scale: Controls the scale of information displayed in the
preview window. For example, if you set the scale to 200¢
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youoll see the informatior
thescale to 50%, youobll see
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Searching: To search for information in the repc
type the text you want to find in the box, then cl
AFi ndo. For exampl e,
"=*5Units report and want information on arpcular
unit, type the unit name in the box and click
AFindo. Clicking the
goes to the next occurrence of the same text.

Select For Printing

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

For example, suppos®Requests and/or your halpskcreats a number ofequests
every day By default,Select for Printing is checkmarked in every nevquest To
print all thenew requestgyo toRequestq Print, go to the=iltering section, and
checkmarkSelect for Printingi n  RdguestHilterso ptmns. (ClickEnable Filter
in the resulting window.)

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

checkmar ked. Once requestywcarpclickthé&leardSelectifdr t hos e

Printing button @t the bottom ofhe window for printingequests This removes the
checkmark frontelect for Printing in all requestsThe next time you ask to print
Select for Printingrequests y o u 0 | lrequests createafteriyon tlickedClear
Select for Printing.

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

The same principle applieswwork ordersand purchase orders. When a new
createdSelect for Printingi s checkmar ked. w@lkocdersory ou 6 v e
purchase orders, you can uSear Select for Printing to remove the checkmarks and
start over again with no records waiting to be printed.

Note: Suppose/ou usé/Nork 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 onall work orders, including any that were created while

proi

you were previewing the report. The report
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(because they were created aft eSeledtfore report

Printing anyway.

This demonstrates that you shouldndt |
Asel ect for print i @QepoSelecefqr Brnttng. Bheashma h e t
principle applies for requests and purchase orders.

Interrelated Records

MainBoss records are often linked to each other. For example, a record describing a
piece of equipment might have a link to a service contract record, indicating that the
equipmenis covered by the service contract. This link is roughly analogous to a link on

a web page: ités a pointer that MainBoss

If record A links to record B, record B often links back to record A. For exanuysteas

an equipment record can link to a service contract, each service contract record has links
to all the units covered by the contract. This makes it possible for MainBoss to go from
equipment to service contracts or vice versa.

Now s upp o saingy oew amt eecod are you go to Bervice Contracts
section. I f you havendt yet NewSarvecel t he wun
Contract button in theService Contractssection is disabled. Why? Because the unit
record does méave itelfyyousried taucreata al newyservice contract record

before the unit record was saved, t herebdd

For this reasomlew Service Contractstays disabled until you save the unit record.
After that,New Service Contractis enabled and you can use it to create a new service
contract.

Note that if you hold the cursor @disabled\ew button, a tooltip will explain the
situation.

If this seems confusing, just remember thisrulé: y ou dr e ifoaeatinba mi ddl

new record, MainBoss may not let you create a connected record until you save the
first record.

If you find that aNew button is deactivated, saving the current record will usually
activate the button.
Accounting Facilities

MainBoss lets you keep track of various types of costs: the amount you pay for
equipment, materials, outside contractors, etc., and the amount you charge for your
mai ntenance departmentds wor k.
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Note: MainBoss is not a fulfledged accounting package. Howe\vedoes keep track
of the transactions needed by such a package. This information can be exported ffor use
with an accounting package.

Mai nBossds accounting f a c-to-tay dperaiens, aortteat i nt e n d e
wor ker s us i nghavd knovBwhiglsledgepacodunt is used for which
expenses. I n order to make this possible, st
accounting practices must set up a number of definitions that workers can then use.

For a complete description of howt set up Mai nBossods adqdcountin
Configurationguide. The description here is only an overview of the basic concepjs.

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

using these records in conjunction with any accounting software package. You will have

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

ManlBossd6s accounting facilities are based on

[ 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 generdedger account used by the maintenance department. However, it is
possible to set up multiple cost centers all corresponding to a single general ledger
account. This makes it possible to have detailed cost breakdowns for your
depart ment 6 s spuucrhp odseetsa, i leevde nb riefak downs ar en¢
organization as a whole.

For example, suppose you only use a single ledger account for material expenses.

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

However, you might déde to create multiple cost centers likiectrical

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,tevegh your actual
accounting system doesné6t subdivide expens

If you have not licensed the MainBo&scounting module, MainBoss hides all
references to cost centers. Therefore, you
wonot s e enywhereimthesefavdre. a

(1 Expense ModelsAn expense modés a type of MainBoss record that describes
how youdére going to ficost outo a particul a
you do for Client X, you might be required to@gbrize expenses in one way; on
jobs for Client Y, you may have to use a different system of classification. As
another example, organizations that receive government grants may have to write up
expenses in different ways on grant projects than on otbes tyf work.
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When you create a work order, you choose the appropriate expense model for the
job. You should have a separate expense model for all the different expense
reporting formats that you may have to use.

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

Spare parts
Work materials
Labor from outside co ntractors

When you prepare a work order ,typeafu | ook at
expense is this?0 You choose the expense ¢
categories associated with the expense model.

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

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

Cost Centers  Ledger Account

TenantA Labor 00001
TenantA Materials 00002
TenantB Labor 00003
TenantB Materials 00004
TenantC Labor 00005

TenantC Materials 00006

For each teant, you create an expense modehantA Model , TenantB Model
TenantC Model . TheTenantA Model would contain the following expense
categories:

Category Associated Cost Center
Labor TenantA Labor
Materials TenantB Material S

TenantB Model andTenantC Model would be similar.

Whenever you create a work order, you have to assign it an expense model. Suppose
youdre doing a job for Tenant A. You | ook at
there is one especially associatdgth 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
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categories to each expense on the work order. If you havetoeinting module, this

also associates a cost center with each expense, and therefore a general ledger account.
Note, howeer, 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

[0 For each expense on the work order, which available expense category does it
belongto?

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 categjors t
can use, with or without modification.

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

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

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

Displaying Accounting Records:To display the accounting records that MainBoss
creates, you usédministration | Accounting.

Corrections

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

that has already generated accounting transactions (e.g. records of actual costs on work
orders). To maintain an accurate audit trail
existing accounting records. Insteady y@ave to create negorrectionrecords which

add or subtract from previous monetary values.

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

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

being fudged you always leave an audit trail.

Security Roles

In order to use MainBoss, users need to be assigned am@@isecurity roles. The
available roles are listed idministration | Security Roles The comments provided
in each role record indicate what permissions that role provides.

Security roles affect whatausersée: a user doesndét have per mi
particular type of information, that information will be blanked out or missing entirely
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from MainBoss windows. Security roles also affect what a user can do; for example, if a
user has permission to view worlders WorkOrderView ) but not to close them, the
Close Work Order button will be disabled for that user.

Important: When i nformation is blank because you
permissions, move the cursor to the blank; MainBoss will tell you what selasy
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 t¢ use
that button. Note, however, that in some cases, information wépgear entirely (e.g
sections of records just wono6t be dilspl ayed)
something is missing.

To assign security roles to a user, you usesthmurity Rolessection of a user record
(Administration |User9. In orderto 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 hdigsk and receiving problem reports from clients
outside the maintenance departmé&khat does that person need to do?

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

[ Help-desk personnel also need a small amount of information on work orders (so
that they can teas leehieaheddilYodrf owor Khinr
suggests thevorkOrderSummary security role.

(1 TheUnitSummary role might also be useful. It gives halpsk personnel enough
information about units to make sure they understand which unit the client is talking
about.

Other roles may also be appropriate, depending on whatlbslppersonnel are
expected to do, and on your organizationds |

The Configurationguide offers suggestions on which security roles are appropriatg for
various duties within a maintenanaeganization.

Related Security RolesSecurity 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 automaticalbpude others. For example:
1 WorkOrder automatically includes all the other roles in the grouping.
[J WorkOrderView automatically include®/orkOrderSummary .

For this reason, ther eoOWokOrder gndi nt i n gi ving
WorkOrderView (for example), bemuseWorkOrder automatically includes all the
permissions ofWorkOrderView .
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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.
Purchase Order automatically includeBurchaseOrderView

PurchaseOrderSummary , andPurchaseOrderReceive ).

CostRelated Security Roles

Only a few security roles allow users to see monetary values. For example, the
AccountingWorkOrder  role lets a user see the actual costs of materials (but not 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 specify matestalon the

wor k order. For example, youodll be able to
on a job but you wondt know how much the patl
costs if you have thaccountingWorkOrder  role (or some other acantingrelated
role). FurthermoreiccountingWorkOrder 1 sndét sufficient to see |
you needAccounting  or AccountingView
I f you dondt hcacvoeu matni nmagp psreocpuriiattye raol e, you ¢
monetary values. However, M@dlnss 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 Joeb6s salary, eve
is.
More specifically, when sono@e 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
calaulate costs based on the current value of labor and materials.
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 specifthat 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 jdB,insi
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 deter
usesthathaul y wage to determine the actual co

Demand estimate This is similar toaCurrent value calculation except that it uses
costs as they were at the time of the original demand rather than the time the
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actual materials and laboreve recorded. This makes a difference, for example,

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

Current value calculation andDemand estimateare useful in situations where costp

bet weer

can be spefied by the person who creates the original demand, but not by the peffson
who eventually records actual labor and material usage. This might happen wher| work

orders are created by a dispatcher who has thewalg®rder and

AccountingWorkOrder , but therthe work orders are closed off by workers who oply

have theNorkOrderFulfillment role.

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

must haveccountingWorkOrder  or some other accounting role that allows

coststobeertr ed directl y. I n this case, the fAa
same calculations @urrent value calculation or Demand estimate or may
manually enter some different cost.

Note that these options speaifgfaultsto be used in situations where thegos who

records actual | abor and materi al usage doe:s

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 &n
related security role.

Assignmens

Requestswork ordersand purchase ordectan be assigned to people. Sxmme
assigned to a record is calledassignee

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
(1 The person who received the vegt from the requestor (e.g. helgsk personnel)

effect

(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. Peopt who might be assigned to a work order include:
[J The requestor

[J The dispatcher who created the work order
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7 Wor kers whool | be doing the work

1 Whoever is responsible for seeing that the work is done (e.g. a maintenance
supervisor)

1 A bookkeeper or accountant whas to keep 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:

1 The vendor

[0 Whoever created the purchase order

[0 Whoever will receive matels specified on the purchase order

[ A bookkeeper or accountant who has to keep track of purchase expenses

Di fferent organizations will have different
record. For example, an organization might choose to assjgiestors to requests but

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

to work orders associated with those requests.

Your Assignments When you run MainBoss, youoll see t
entry labéed Assigned to currentuser | 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, yoissignel to current user section lists the requests, work
orders and purchase orders that youdbre most

The Assignment Status Display

TheAssigned to current userentry of the MainBoss control panel displays information
on requestswork ordersand purchase ordeassigned to you.

(1 For requests, the window diggk the number of new requests and the number of in
progress requests assigned to you.

[ 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 dnath@se orders and
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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Online Help

While you are using MainBoss, you can obtain help in a nunfheays:

1.

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

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

The MainBossdelpmenupr ovi des access to MainBosso0s

[0 Help- Contentsgives you the table of contents for the help files.
[0 Help- Help Indexgives you an index of important terms.

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

A MainBosssessiorbegins when you start the MainBoss program and ends when you
quit the program. MainBoss sessions amgiadied through th&essiormenu.
Maintenance Organizations

When you first begin using MainBoss, you may be asked to specify your maintenance
organization:

“13 Select MainBoss Organization

Session  Help

Maintenance Organization DataBase Server DataBase Name Start Mode

SCRINIUM\SQLEXPRESS ili MainBoss
SCRINIUM\SQLEXPRESS ili

’ Open Organization IE] [ Add Existing Organization ]E] ’ Set Start Default IE] [ Edit arganization ]E] ’ Remaove from Iist] ’ Upagrade l

If you have no existing maintenance organizations (i.eufjyst installed MainBoss),
see thdnstallation and Administration Guider information on creating a maintenance
organization. Otherwise, clickdd Existing Organization. This opens a window

where you can specify what organization you want to use:

Add an exasting maintenance organization to the list

Database Senver | | fanss) é
Database Name | | o4
Organization Name | |§

During the MainBoss installation process, your MainBoss administrator will have
created an appropriate database on a server computer. Ask your administrator for the
data you need to fill in the above window. CIiBK when finished.

When you add an orgamition to your list, the new addition is automatically made your
default organization. Whenever you start MainBoss in future, the program will
automatically open this maintenance organization. Therefore, most users will never have
to specify a maintenanceganization in future.
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Changing to a Different Maintenance Organization

Some companies may create multiple maintenance organizations. For example, a
property management company with multiple clients may create a separate database for
each client. As a re#t, workers in such a company may need to switch from one
maintenance organization to another while using MainBoss.

To do this, open thBessiormenu and clickChange Maintenance Organization This
opens a window that lists all the maintenance organizatknown to you. Choose an
organization from this list, then clicRpen Organization. MainBoss will open the
corresponding database and you can begin working with the associated data.

Quitting MainBoss

To quit MainBoss, simply close all the MainBoss windows that you have open.

Note that you can close a main MainBoss window and still have other windows open.
MainBoss continues to run on your computer until you close the last window.
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Locations and Contacts

This chapter discusses the most important tables in MainBosations table and
Contacts You use these tables in almost every aspect of your work with MainBoss.

The ConfigurationGuide describes how to set up yaacations andContactswhen

you first install MainBoss. After initial setp, some organizations may not add new
locations or contacts very often. However, other organizations may add locations and
contacts frequently, so this guide provides full details about working with these tables.

Locations

The Locationstable lists all locations that are of interest to your work. Examples
include:

[ The building sites where you perform maintenance operations

[0 Home addresses of your personnel

[ Business addresses of your suppliers

[ Any other addresses or places you want to record

In other words, théocationstable is like an address book, containing any geographical
information you consider useful.

At a minimum, youiLocations should list all the buildings covered by your
maintenance opations. Almost everything you do with MainBoss requires an
associated location. When someone submits a problem report, you have to specify
where the problem is; when you create a work order, you have to tell workers where
they should go; when you trackasp parts, you have to tell where the parts are stored.

Her e 6 s Lacatmnstalge: e
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4 MainBoss Maintenance Manage| =X
Session  View Actions Help
View Locations

S

Code Description
=6 -
—[H] Arts Charles C. Jones Hall for the Arts
—[H Gymnasium John C. Smith Physical Activities Complex E
—[H] Science Mary C. Lamieux Science Research Center
M Services Physical Services Building and Garage
E-£+ MainBoss Flest
[ Depot
—[H] Garage
—[®] Main Office

M Warehouse

Details |Corrtacts | Units I Storerooms I Temporary Storage and tems

Record Type Postal Address
Code MainBoss College
Descrption College Demonstration
Address Line 1 567 Any Street
Address Line 2
City Amyville
Territory
Country
Paostal Code
Comments -

-

| New Postal Address | | New Sub Location | [Ecl.it]B | Delete | | Print| | Refresh | | Search |

User jagardner Organization MainBoss Full Demo (MainBossFull Demao on server SCRIMIUMVSQLEXP Active

This table has two types of locations:

[ Postal addressespecifying a single building (or a set of buildings that all have the
same postaaddress, as in a college campus). When you create a postal address
record, you specify all the usual address information (street address, city, state or
province, etc.).
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(1 Sub Locationsvhich are locations inside other locations. Wien create a sub
location record, you specify the location that contains the sub location. (The
containing location must already have a record in yogationstable.)

Sub locations can have sub locations of their own. In the preceding pidone,100
is a sub location dfloor 1 which is a sub location @urBuilding . You can
organize your locations and sub locations in any way you like.

Notice that MainBoss depicts locations usirtgeg picture similar to the way that
Windows Explorers shows foldersubfolders, and files. This makes it easy to see
which locations contain which sub locations.

Postal Addresses

Herebs a typical example of a postal addr es:

gd}t Postal Address : Our Eilding (oo

Details |Cnr|tacts I Units I Storerooms I Temporary Storage and Hemsl
Code |Our Building
Description |Headquarters
Address Line 1 [123 Any Street
Address Ling 2 |
City [Anyville
Territnry|

Country |
Postal Code |

Comments -

New Save Save & Close

Active

As shown, it contains a brief identifier code, a longer description of the locatidn,
standard address information.
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[ To create a postal address record:
1. In the control panel, clickocations. This opens theocations table viewer.

Session  View Actions Help

View Locations

s

Code Description
=6 .
—[ Arts Charles C. Jones Hall for the Arts
—[] Gymnasium John C. Smith Physical Activities Complex E
—[] Science Mary C. Lamiewx Science Research Center
[ Services Physical Services Building and Garage
E-£t MainBoss Fleet
—[] Depot
—[] Garage
—[ Main Office
[ Warehouse 8

Details |Currtacts | Unitz I Storerooms I Temporary Storage and ftems
Fecord Type Postal Address
Code MainBoss College
Description Colege Demonstration
Address Line 1 567 Any Strest
Address Line 2
City Armyville
Terntory
Country
Postal Code
Comments a

-

(lewPose s [ New S locsion] ot [v] ol (o] | o] [ Somon

User jagardner Organization MainBoss Full Demo (MainBossFullDemo on server SCRINIUMAWSGLEXP Active

2. In theView section of the table viewer, clidkew Postal Address- . This opens a
window where you &n enter information about the location.
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"B Mew Postal Address

Details |Cor|tacts I Units I Storerooms | Temporary Storage and tems
Code | -
Description | ®
Address Line 1 |
Address Line 2 |
City |
Territnryr|

Country |
Postal Code |

Comments

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

| nCoded- , enter a short identification code for this location.

3

4. | nDegtriptiono®, enter a longer description of the location.

5. In the other fields of the record, enter address information for the location.
6

. Click Save & Close to save the information and close the window.

|l f youdre typing in a | ot Sale&denwsotsavéth¢ad dr e s s ¢
information youdbve just typed, then |set up ¢
address.

A postal addresommestd of dekcdnt ¥onscanfiuse t hi
any information that isnét covered by the ot
driving directions from your headquarters to the address if your personnelfimoluld

such information useful.

TheContactsarea of the postal address record lists people you know at the given

location. These are people from y@atwntactslist (discussed later in this chapter).

When you first start setting up MainBoss, this arealvd b | a n k . ltos filled
automatically when you begin recording contact information.
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Sub Locations

A sub location is contained in another location. Sub locations can contain their own sub
locations.

[J To create a new sub location record:

1.

In theView section of thé_ocationstable viewer, clickNew Sub Location This
opens a window where you can enter information about the sub location:

E Mew Sub Location Em

D'EtE“SIC{:ntactsI Units I St{:reronml Temporary Storage and Itemsl .
Code[ - | |
Description [ - ]
Contained Within |-a- Our Building ® LI ] ]
Comments -

Save & New | Save | Save & Cloze | Clnse_l

|.Pdive A

| nCoded -, enter a short identification code for thisdtion.

| nDegtriptiono- , enter a longer description of the location.

| nCoritained Withindo ®, specify the location that contains this sub location.
Click Save & Close to save the information and close the window.

Not e Corttaméd Withind 1 ®p-dawndist. You usually fill in the value by
clicking the first arrow, which displays your current locations. However, you can also

o

ick the #fA. .. 0 lowatonstable) dribysclicking thelasyaorawr f u |

(which offers you a menu of optis for filling in the field).
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Contacts

TheContactst abl e contains contact i nformation for
your maintenance work. This includes maintenance workers, other personnel in the

company, outside contractors, supg, clients, customers, and anyone else whom you

may wish to contact.

When you record information about a contact, you may specify a lodatitmat

person. You do this by specifying a record in ybocationstable. This is often a

postal address: the contact personé6és mail i ng
company, you might specify a sub location within one of your buildings. For example,

in a shopping mall, you might have a contact person associated with each store; the

location associated with each such contact is the store itself.

You can create an appropriate location record before you start creating a contactfrecord.
Alternatively, you can create a location record as needed in the middle of creating the
contact record
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[1 To create contact records:
1. In the control panel, go tGontacts This opens th€ontactstable viewer.

PR - R~ I [
i MainBoss Maintenance Manage EE.L

Session  View Actions Help

View Contacts

MName Business Phone Mobile Phone
Anna Karenina
Aphra Behn bhE-3424 D
Arthur Pendragon hhbb-332-2456 bh5-231-4832
Becky Sharp hBR-123-3476 hhR-038-3843 -

Details | Contact Functions | Units |
MName Anna Karenina
Business Phone 555-111-2222
E-mail anna@vronsky. net
Home Phone
Pager
Mobile Phone 555-985-7853
Fax
WEE Page
Location
Location Details
Uszer
Comments =

(tew o] (-] [l (i) [ses] [men

IUser Gordon Freeman Organization MainBoss Full Demo (MainBossFullDer Active

2. In theView section of theContactstable viewer, clicklew Contact - . This opens
a window where you can enter contact information:
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E MNew Contact

Details | Roles | Units |

Mame l -

Business Phone l
E-mail |

Home Phone l
Pager |

Mobile Phone |
Fax l

WEE Page |
Location | ®
Comments

Save&ﬂewl §ave| Save&CI_nsel Clnse_l

| nNarled-, enter the personds name.

. | nLodationo®, specify the personés | ocation by
Locationst abl e. (I f vy aacaticherecdrd for this perstnaciiclk thea
i. .. 0 DbLodation fTchri sih opens aanweatledmew wher e you

location record.)

5. Fill in any of the other fields for which you have appropriate information.

6. Click Save & Close to save your data and close the window.
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Requests

This chapter is only relevant if you have licensedMlagnBoss Requestsmodule. If

you do not have a license key for this module, the control panel will not contain eftries

related to requests.

This chapter outlines the usual sequence of events in dealing with erpnapgort

received from outside the maintenance department. Such a problem report is called a

requesior work request

What is a Request?

A request is a description ofpoblem Here are some situations that might initiate a
request:

1 An office is too ho

[ Atap is dripping

[ A piece of equipment has stopped working

[ A piece of equipment is squeaking

[0 A parking lot has a pothole

Often, such problems are reported by someone outside the maintenance department.

Problem reports usually come in by phone-onal.

Requests vs. Work Orders:A request specifiesaroblem a work order specifies a
soluion Roughly speaking, a requestthemi g
atiumd, whi l e a wor k or de rO-wattbglhftom Starexcore
101and replace the buraut bulb inthe entrance atriumo

Requestors

The person who submits a request is calleddhjgestor Some maintenance

h t

departments only accept requests fiauthorizedrequestors; others will accept requests

from anybody.

stat
AChr i

If you only accept requests from authorized requestors, the names of such requestors

should be listed in youRequestorstable Coding Definitions | Requestg
Requestory. TheConfigurationguideexplains how to set up this table. In d¢ayday

operations, you just have to select an existing requestor from the table whenever you

create a request.
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Codes Used in Requests

Requests use codes to provide information. For exampdeuest priority codean
indicate how urgent a particular request is. The codes include:

Request priority codes
These can indicate how urgent the request is. Specifying a priority code isifuseful
a request is more urgent than wusual (or if

Access codes
These indicate any restrictions on access to the work area or when the job can be
performed. For exapie, if a location is only accessible during normal work hours
or if a piece of equipment should only be serviced on weekends, the restriction may
be specified using an access code.

These codes are set up usihgding Definitions | Requestg Priorities andCoding
Definitions | Access CodesFor more information, see ti@onfigurationguide.

Request States

A request can be in one of the fallmg states:
New: The request has been created and is waiting for attention.

In Progress Maintenance personnel have marked the request as being iegs.0g
This is often used when requests have been submittednlayl @sing the
@RequestsServicemodule (@ Requesten pageb4). When you label a request
as fAin progr es s ®the rpquestorsayingthatahe nequesstagy e  t
been received and is being processed.

Transferred: The request has been used as a basis for creating a work order.
Typically, this means that repairs lealveen scheduled and one or more workers
have been assigned to the job.

Closed Typically, this means that the work is finished and the problem has been
solved. However, requests are also marked as closell & yoidede if
maintenance personnel have decided to reject or cancel the request.

Each of these states has its own table viewer. For exaRygleestsy New lists new

requestd ones that are waitingfortatt nt i on. Thi s table is partic
running the@RequestsServicemodule, which automatically creates new requests

based on incomingmail. Requests New shows you new requests created by this

automatic process (as well as other requasiated by hand).

Since the maiRequestgable showallof your request s, itds usua
specific request if you go to one of the singlate tables.
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Creating a Request

To create a new request, you begirhat¢ontrol panel entry fdRequests

' MainBoss Maintenance Manager

Session  View Actions Help

View Requesis

MNumber Requestor Subject

wR 00000001 Dripping tap in women's washroom
Pot-hale in parking lot
Light is out in elevator

Detailz | Assigness | E-mail Requests | Work Orders | State History
Number WR 00000003
Subject Light is out in elevator
Current State Closed
Current State's Effective Date Thursday, January 15, 2005 3:31:43.35 PM
Estimated Completion Date
MName Business Phone E-mail
Reguestor Jane Leighbold hh5-785-9872 jane@foodpre) rt.com
Unit ELEV BOA @ BOA
Access Code FULL
Request Priority
De=cription Light out in north elevator

Select for Printing

B [F{nge.n]E] [ Refresh | [ Search | [ Link to Work Order | | Create Work Order | [ New Requestor Comment

User Jim Gardner Organization SecureFacility (SecureFacility on server SCRINIUM\SGLEXPRESS) Active

[J To create a new work request:

1. IntheView section of theRequeststable, clickNew Reguest- . This opens a
window where you can create a new request.
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E MNew Request

Details |A55ignee5 | E-mail Requests | Work Orders | State History
Number [WR 00000005
Subject [ _
Current State
Current State’s Effective Date
Estimated Completion Date

Name Business Phone

Requestor | [G3jemieal
Unit | o
[ Use access code from unit
Access Code | =+
Reguest Priority | 2_
Description | 3

Comments

Select for Printing

[ savealew| [ Saveaprint [ saves Ciose | -]

N

| nSubjjectd- type a brief description of the golem.

3. S e Requiestoo® to the name of the person who submitted the request.
( Requestod ¢ o me s Reguestorstabbeulfryour company only accepts
requests from authorized requestors, the subnsiti@uld already be in the list.
Ot herwi se, you can create recgrds for new

4. S e Unit@° to the unit where the problem occurred.

5.1 f there are restr i cActessiCede®d to ae@dedhats s t o t he
describes tbse restrictions.

6. 1 f this job has a gr eat eRequestPridriyd&etad pr i or it
an appropriate priority code.

| nDegtriptiond3 describe the problem in as much detail as you like.

8. ClickSave & Clos¢ t o save t he ientéredrMaiaBoss witclogeo u 6 v e
the window when the information has been saved.

Working with Requests

TheRequestdable viewer has a number of buttons at the bottom dfithe section.
These include:

Edit: Opens a window where yaan change information in the selected request.

Print: Lets you print one or more requests. 8eeting Requestsn pages0.
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State change button: This & dropdown button that offers a number of actions for
changing the state of the selected request. The actions available for the drop
down button are determined by what kind of request is selected.

Operations thathange the state of a reque&en op@& a window where you can
record comments about your action. For example, if\oid (i.e. cancel) a

request, Mai nBoss opens a window where vy

the request. If you have tl@Requestpackage, any comments that you enter
areautomatically sent back to the person who submitted the request.

The state change buttons include:

CloseReguest Closes an open request.

Close Request (With Comment)Closes the selected request, and also opens a

window whereyow an record a comment about what
Reopen Reopens a request that has been closed or voided. MainBoss will also
open a window where you may record a co
reopening the request.
In Progress(With Comment): Marks an open request as in progress. Using this
button is particularly useful in connection wi@Requests it 6s a way to
send the requestor amil update about the request.
For example, suppose a piece of equipment breaks down. Yauartpkck
temporary repair but -tesmofixdntithbe abl e t o m

weekend. By usingp Progress you can record whatods go

gets saved in your records; if you have @Requests, it also gets emailed to the
t his

requestor éehnhl assopobudwnet hat says
sent such acknowledgements). You therefore keep the requestor informed,
and also record useful information about exactly what happened on the job.

In Progress Same ag1 Progress b ut it dooester a @mmeats Kk  y o u

@Requests requestors will still receive amal acknowledgement
indicating that the request i s now
acknowledgement is basically just a form letter.

Void: Cancels an open reque¥bu might do this when the request first comes
in (effectively rejecting the request) or at any point before the request is
closed.

New Reguestor CommerntSends a note to the requestor associated with the
selected request, provided that you have@diRequestsServicemodule and
t hat you havendét set the option that
acknowledgements. This is similarltoProgress(With Comment), but can be
used any timé& even if the request has been closed or voided.
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Typical Request LifeCycle

To il lustrate how requests are processed, he

1. Someone phones your service hegsk to report a problem. Hetiesk personnel
go toRequestdn the MainBoss control panel andadliNew Reguestto create a
new request.

2. Help-desk personnel record information about the problem in the new request
record. Then the personnel cli€lkave & Closeto save the request.

3. Sometimdater, a maintenance department dispatcher gdesdaesty New in the
MainBoss control panel. This lists all new requests, including the one thalthe
deskjust made.

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

[0 If the request is acceptable, the dispatcher click¥ogress indicating
that the request has been seen and accejitethatively, the dispatcher
can usén Progress (With Comment)to record a specific comment
about the request; if the request was submitted through @Requests, the
comment is sent to the requestor.

The dispatcher may also assign the request to various people who might
be interested i n ortmoreonmassignmmensstsées pr ogr e s
Assignmergon page30.

[0 Otherwise, the dispatcher drops the arrow besidetReogressbutton
and clicksVoid. This rejects the reques$tlainBoss opens a window
where the dispatcher can enter a reason for rejecting the request.

The dispatcher typically repeats the above process for every request in the new
request list.

5. As an option, thelispatchemaygoto Requestg In Progressto review the
requests there. This table viewer shows requests that have been accepted but have
not yet been turned into work orders. The dispatchergothrough the list and
decide which are ready to be turnetbiwork orders. (If necessary, the dispatcher
may phone the requestor to obtain more information about the problem.)

6. To turn a request into a work order, the dispatcher clicks on the request in the table
viewer, then clickCreate Work Order. This is discased inStarting a New Work
Orderon pagées8. (Creating a work order from a request puts the request on the
Transferred list.)
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7. The dispatcher assigns the work ordemeintenance personnel who then do the
work as specified.

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

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

10. The dispatcher finds the appropriate request in the list. The dispatcher selects this
request, then clickSloseReqguest MainBoss opens a window where the dispatcher
can record any closing comments.

Printing Requests

You can print requests from any of tRequestgable viewersRequesty New,
Requestq In Progress etc.). However, the easiest way to print a request is from the
request reord.

[ To print a specific request:
1. In anyRequestsable viewer, select the request you want to print.

E MainBoss Maintenance Manage

Session  View Actiocns Help
View Requests

MNumber Reguestor Subject

w/R 00000001 Jane Leighbaold Dripping tap in women's washroom
\w/R, 00000002 er Pot-hale in parking lot
/R 00000003 ] Light is out in elevator

Details | Assignees | E-mail Requests | Work Orders | State History
Number WR 00000003
Subject Light is out in elevator
Current State Closed
Current State's Effective Date Thursday, January 15, 2005 3:31:43.35 PM
Estimated Completion Date
MName Business Phone E-mail
Reguestor Jane Leighbald 557859872 jene@ioodpre) rt.com
Unit ELEV BOA @& BOA
Access Code FULL
Request Priority
De=cription Light out in north elevator

Comments

Select for Printing

E] [F{Bg)en]E] ’ﬂe‘fresh] lgaarch] ’I:inlcthnrkOrder] ’Craateﬂnrk(lrder] [NewRequestanDmment

User Jim Gardner Organization SecureFacility (SecureFacility on server SCRINIUM\SGLEXPRESS) Active
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2. Click Edit =~ . This opens the request record.

B8 E it Request : WR 00000003

Details | Assignees I E-mail Requests I Work Orders I State History|
Number [WR 00000003
Subject |Light is out in elevator
Current State Closed
Current State’s Effective Date Thursday. January 15, 2009 3:31:43.35 PM
Estimated Completion Date
Name Business Phone
Requestor | Jane Leighbold [=]] C==)[x)  555-785-9372
Unit ||ﬂ ELEV BOA & BOA
[] Use access code from unit
Access Code [ FULL FULL ACCESS, ACCESS ANYTIME
Request Priority [
Description |Light out in north elevator

Select for Printing

Close ’He_npen]E] [ Close | [ Link to Work Order | | Create Work Order | | New Requestor Comment |

Active .

3. Click Print - . This opens a window where you can specify options for the print
out.
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{ Grouping and Sorting | Advanced | Preview |

Sort by

@ Reguest Mumber
i7) Requestor

(1 Current Status

() Current Status Date
(") Request Priority
() Access Code

i) Unit

) Unit Lecation

1 Unit Asset Account
1 Unit Purchase Vendor
(") Purchase Vendor Categony

Sort Direction
@ Ascending
(7) Descending
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4. Click Preview®. Youdél |l see a pr-euti ew of the reque

E Print Request

=l 1 of 1
&) Request Request

EIBoss

Demonstration

Unit ELEV BOA

ELEVATORBOA

Location BOA

Address 45 Wheat Road
Fielderston
(]
439 RTE

Subject Light is out in elevator

Description Light out in north elevator

Wednesday, March 11, 2009 4:53:27 PM

5. Click the printer icon to print the request.

To print a batch of new requests, you can usé&thect for Printing featuré® for more
details, se&elect For Printingon page23.

Request Reports

Request reports provide information about your requests:

[1 TheRequest Listing RepofiRequesty Reports | History) prints out information
about your requests. For example, suppose you want a btiigibgilding
breakdown for your requests, to see which buildings have the most problems. In the
Grouping and Sortingsectionot he r epor t wi dmtbosaiionyoudd sel
The resulting report would have a section for each location you maintain.
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(1 TheRequest Status History Rep@Requesty Reports | Status History) provides
status informatiombout your request. For example, suppose you want information
on your open requests. In thétering section, checkmarurrent Status. This
opens a window where you can indicate which states you want included in the
report:

Filter By Current Status |E|E|£_hj

[+ |n Progress
[V Mew

Diszble Filter Enable Filter

|-

SelectSpecific values and MainBoss lists possible states to include in the report.
Checkmark the states you want, the cliglable Filter. The resulting report will
|l ist new and Ain progresso requests, but n

@Requests

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

[ E-mail requests are automatically placed into your database files. Your personnel
donét have to enter the requests by hand.

O In order to keep the requestor informed, @Requests sendd acknowledgements
to the requestor at various points in the request process. This happens automatically
when requests are creatpdogweesnot hefénet ma
and whenever someone u$ésv Requestor CommentRequestors are happy
because theybére kept informed, and mainten
dondt have to deal with peopl ®eirphoning in
request.

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

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

Keeping Requestors Informed:@Requests automatically sendsail
acknowl edgements to requestor dgrregestsn t her eods
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This happens when the automatic processing program places the request in the database
and whenever you change the state of the request.

For example, when you click the Progressbutton to indicate that a new request has
been accepted, MaimBs opens a window where you can enter comments. Any
information you enter will be emailed to the requestor. The same happens if you use
Void to cancel the requesireate Work Order to turn the request into a work order,
Closeto close the request, Bregento reopen the request again.

|l f you dondt enter any specific comments at
processor sends oungail messages anyway. For example, when you create a work

order from a request, the processor automatically createsan message to tell the
requestor about the work order. I n many case
necessay you only have to add extra details if something requires special comments.
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Work Orders

As noted in the previous chapter, a request deseaproblemwhile a work order
describes aolution

To use the features discussed in this chapter, your version of MainBoss must haye the
MainBossmodule.

A work order may contain any or all of the following information:
(] priority of the job
[0 date/timethe job should be done

[0 personnel assigned to do the job (possibly including labor costs based on
the workerso6 wages)

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

Wor k orders arendét just @sheyfalsdpredewea tlel | i
hi story of what got done. After a jolb 1is
labor used, as well as any other information that might be useful to reanemb

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 considered easy to
change. Ya may be waiting for additional information or some sort of approval
before the work order can be finalized.

Open: The work order contains all the information you want and has received any
approvald t mi ght need. ltdéds ready to be i ssu
remain in the open state until the job is actually finished.

Closed The job is finished and all information about the work reentrecorded. A
work order candét be changed when iitdés cl «
work order, make changes, then close it again.

Void: The work order was created but it was canceledrbef becamé®pen.

Each of these states has its own table viewer. For exawiplé, Orders | Open lists

open work orders. In addition, there is a combinéatk Orders table that lists all

work orders in all st at e susualfy&sieroéndwdnki 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:

1 Void: Change®raft to Void, and also opens a window where you magrma
comment about why you decided to cancel the work order

"1 Draft Work Order : Changed/oid to Draft, and also opens a window where you
may record a comment about why you decided to reactivate the canceled work

1 Open: Change®raft to Open

Open Work Order (With Comment): Change®raft to Open, and also opens a
window where you may record a comment abou

1 Suspend Changs Opento 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

Close Work Order (With Comment): Change®pento Closed and also opens a
windowwhee you can record a comment about what

1 Reopen Change<losedto Open, and also opens a window where you can record
a comment explaining why youdre reopening

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

overdue i f 1 tds stil |Wokpelers |peesgldelisisany speci f i ¢
work orders that are overdue.

If a work order has no specified end date, it will never be overdue. Therefore, you
should usually specify an end date whenever you create a work order.

Creating a Work Order

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

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

not be using MainBossds inventory facilities
can skip allocating matexis for the job.

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

in the actual start and finish times.

The same applies to materials. Before a job, you can predict what materials you might
need and record those materials in the work order. After a job, you can record what
materials you actually esl.
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Emergencies:in emergencies, you may not have time to write up a work order before

the job. However, you should write up the work oraliéer the job, recording all
relevant information. Work orders rdrenot
of the wor k y o uespéanllyimpoiantso recoedavhat you did@wing

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

maintenance.

Starting a New Work Order

There are several ways to create a new workrofdeo common ones are starting from
an existing work request and making the work order from scratch.

[ To turn a request into a work order:

1. Open aRequestdable viewer that shows the request. This mighRbguesty New
(if the request is brand new) étequestq In Progress(if the request has been
marked as in progress).

E MainBoss Maintenance Manage! LIL )
Session  View Actiocns Help

View Requests

MNumber Reguestor Subject

w/R 00000001 Jane Leighbaold Dripping tap in women's washroom
w/R 00000002 George Jasper Pot-hole in parking lot
i Light is out in elevator

Details | Assignees | E-mail Requests | Work Orders | State History
Number WR 00000003
Subject Light is out in elevator
Current State Closed
Current State's Effective Date Thursday, January 15, 2005 3:31:43.35 PM
Estimated Completion Date
MName Business Phone E-mail
Reguestor Jane Leighbald 557859872 jene@ioodpre) rt.com

Unit ELEV BOA @ BOA
Access Code FULL
Request Priority
De=cription Light out in north elevator

Select for Printing

E] [ F{Bg)en]E] ’ﬂe‘fresh] lgaarch] ’LinkthnrkOrder] ’Craateinrk()rder] [ MNew Reguestor Comment ]

User Jim Gardner Organization SecureFacility (SecureFacility on server SCRINIUM\SGLEXPRESS) Active

2. Select the request in the table, then clickate Work Order - . MainBoss opens a
window where you can begin creating the wordéer.
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If you create a work order from a request, MainBoss fills in some of the fields of the
work order, using information from the request.

[J To create a new work order without starting from a request.

1. Inthe control panel, open thiéork Orders viewer.

E MainBoss Maintenance Manage EIL ]

Session  View Actions Help
View Work Orders

Number

W0 00000001 ight out in elevator
Diripping tap in washroom

Details | Assignees ISenrice Contracts | Resources I Meters I Purchase Orders | Chargebacks | Regquests I State History
Number WO 00000002
Subject Dripping tap in washroom
Current State Draft
Current State’s Effective Date Thursday, March 12, 2005 1:24:02.51 PM
Planned Maintenance Batch Date

Name Business Phone E-mail

Requestor Coach Charlie 555-783-9872 charlie@onemoretime.com

Unit W/R MEN 3M & MAXMALL

Work Start Date Frday, January 16, 2005

Work End Date Frday, January 16, 2009
Work Category
Access Code
‘work Order Priority

Expense Model Default Expense Maodel

Project
‘Work Description

Comments

Downtime 1:00
Closing Code NORMAL
Select for Printing

[ ew Work Order | | New Work Order From Task | B [ Erint [gpen]B [ Refresh | [ Search | [ Add Work Order Comment |

User Jim Gardner Organization SecureFacility (SecureFacility on server SCRINIUMYSQLEXPRESS) Active

2. Click New Work Order -~ . MainBoss opens a window where you can begin
creating the work order.

Saving the Work Order: As you will see, work orders can contain a lot of informatjon.
As you enter this information, you should save the work order fimetb time by

clicking t ISevebwotrtko no.r dTelriéss ensures thht i nfor
something goes wrong (e.g. the power| goes o0l
explicitly tell youtoSavey our i nf or mati on whi | ederypotyi 6r e wr i

you should make a point of doing so once in a while.
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Basic Work Order Information

Once youdove opened a window for editing worl
itin.

If you created the work ordétom a work request, some fields of the work order wil| be
filled in with information from the original request. You can change this information, if
necessary.

The instructions that follow assume that you have already opened a work order window
(as discused in the previous section).

5 New Work Order

Details |.qusigr1ees Service Contracts | Resources | Temporary Storage | Meters | Purchase Orders | Changebacks | Requests | State History|
Number [WO 00000049
Subject| —
Current State
Current State’s Effective Date

Name Business Phone

Requestor [ - ] C=
Unit | ®

\work Start Date [Tuesday, May 05, 2009
‘work End Date I'I'uesday. May 05, 2005

Duration |1

Work Category |

[7] Use access code from unit

Access Code [

‘work Order Friority |
[7] Use expense model from unit

Expense Model | Default Expense Model Default Expense Model

Project |

‘\work Description —

Downtime |
Clesing Code |
Select for Printing

Save & New | [ Save & Print | [ Save| [ Save & Close | 7]

O To fill in basic work order information:
1. | nSubjjectdo -, enter a description of the work to be done.

2. | nRedueston- , specify theContactstable record for the person who requested
the work (i f awmy).i edOnde yecryliestope t he pe
andemai | addr ess wkhbne bads-mdiidis pTayesd iinh ofi mat i
obtai ned f r Gantadisheeordper sonoés

3. | nUnifio®, specify the unit where the work should be performed.
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4. | nWofk Descriptiond , enter a complete description of the work that should be
done. This can take any form, but chdisks and/or stefby-step instructions are
often the best approach.

The remaining fields in thBetailss e ct i on ar endét marndgatory, but
useful information about the job. You can fill them out in any order, but most people
start at the top and work down:

Work Start Date: When you first create a work order, you can fill this in with the
date and time when you want the work to starteAthe job is done, you should
change this (if necessary) to the actual date/time when the work began.

Work End Date: When you first create a work order, you can fill this in with the
date and time you expect the work to be completed. After the job is yimne

should change this (if necessary) to the actual date/time when the work was
finished.

Duration: This is the expected duration of the job, in days. Every fraction of a day
is rounded up to the next full day. For example, if a job is expected tortake a
h o ubDurationd becomes 1 day. If a job is expec
fiDuratond0 becomes 2 days.

Typically, yDarationdon d th st ielalork Sfactated i lalh di n i
fWork End Dated . Mai nBoss Dunagond cau tcarmatefadta Il yv. By
fWork Start Date0 aWatk EidDate0 ar e set to the cUrrent d

Work Category: The type of work involved. Look at your list of categories and
select the appropriate one.

Use access code from ungndAccess CodeAn access codgpecifies any
restrictions on when a job can be done (e.g. only on weekends or after hours).
Every unit may have its own default access code. If you checKdsarkaccess
code from unit, Mai nBo sAscessCddé tsett Mie uni tds nor me
codejot her wi s e ,AcoessCode ano samhy flappropriate co
mi ght override the unités normal access

Work Order Priority : May indicate how urgent the job is.

Use expense model from unandExpense Model An expense mael specifies
the set of expense categewithat will be allowed for maidals and labor
expenses on a work order. Every unit may have its own default expense model.

If you checkmarkJse expense model fromunit Ma i n B o sEgpense | | set i
Modeldo t o ttdhse nuonrima | expense madpedse ot her wi
Modelo t o any appropriate model . (For mor e

Accounting Facilitieon page?4.)
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Project: May be used to indicate that this job is part of a larger project. For
example, suppose your maintenance department is taking part in a series of jobs
that are all part of one big renovation. You can create a project code that you
attach to every job irhe renovation. This makes it easy to track the costs of the
renovation separately from the costs of other work.

Select for Printing: Makes it easy to print a number of new work orders in a single
batch. For details, seé&lect For Printingon page23.

MainBoss automatically fills in some of these fields when the work order is first
creat ed. P\MrkStertDateop | aeWatk Bitd Dated0 ar e bot h se
cur rent datEspersseiModedi me. st t o the defaul't
fields may also be set to default values if your organization has set up customized
defaults.

You donét have to fil]l in every f Weldk d.

t t o
e Xpe

For ¢

Order Priority 6 bl ank unl ess the job really does ha

If you get used to using a blank to mean an ordinary job, then-blaok value has
more impact when you need to emphasize a point.

Work Order Resources

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

Demand
A demand is madeeforethe job begins.

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

[0 A demand for materials means reserving materials for the job, so that the
items will be avail able when they

There must be a demand for every labor and material expense associated with the
work order.

Actual
An Aact ual 0 aftemcesource isiused. hraabrds what labor and
materials were actually used.

Actual records are created agtualizingan existing demand: indicating the labor

or materials that were a@lly used in response to a demand. (Remember, there
must be a demand for every |l abor and
expect in advance.)

-62-

Ore 1

mat er



Receipts
A recept indicating materials purchased during the course of a job. For example, if
you need paint during a job, you might go out and purchase some with petty cash.
To keep track of the jobds expenses, and t
are correct, yo record this purchase in thesourcessection of the work order.

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

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

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

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

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

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

The Configurationguide explains how to set up Hbumside, Per Job Inside, Hourly
Outside, and Per Job Outside records.

To assign an inside worker to a job, you select an Hourly Inside or Per Job Inside record
that names the worker and how much the worker is paid for such work. Similarly, to
record thaan outside contractor is going to do a job, you select an Hourly Outside or
Per Job Outside record that names the contractor and how much the contractor will be
paid.

A

Same Person, Different Chargest t 6 s possi bl e to have sever al
worker, inside or outside. For example, if Chris Smith gets paid extra for overtime, you

mi ght have one Hourly Inside record for Chri
record for overtime. When assigning personnel to a job or recording labor expyenses,

should make sure to choose the correct record.

As another example, you might have one Hourl
actual wage and a different one that uses thebated priceof he wor ker 6 s wages
benefits, overhead, etsometimes called thehargeoutrate). Some organizations may

find it more useful to record labor expenses using the combined chargeout rate rather

than wages alone.
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When recording the cost of a specific job, you can always write in a different cost than

the one in your r ecor ds -:timéohevarmatfortssfran, it 6s e ac¢
standard labor charges.

[J To assign your own personnel to a work order (Hourly Inside):

1. IntheResourcessection of the work order, go to theside subsection.

v Edit Work Order : WO 00000012

Details I Aszsignees I Service Contracts | Resources | Temporary Storage I Meters I Purchase Orders | Chargebacks I Requests I State Histor_',.r|
Demand Actusl
Total Sd].[lll]_| £0.00

=

Code Deman.. DemandedC.. Actual Actual Cost

[ Mew Demand Hnurlylnside] ’ Mew Demand PerJDbInside] Lctuslize Edit B Delete

Save & Cloze [Qpen]E] [Cluse_] [ MdW{:rkOrderCommem]

2. Click New Demand Hourly Inside- . MainBoss opens a window where you can
assign a worker to the job.
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E MNew Demand Hourly Inside : X7

Details | Actuals
‘wiork Order WO 000000... Flood in washroom WIR LDY 2B @ BOA
Hourly Inside | ® ] == €
Hourly Rate
Hours Hourly Rate Cost
Already used 0:00 $0.00

Remaining 0:00
Estimated Demand | - |

Calculated Cost
[[] Use calculated cost +

Estimated Cost | |° |

@ Manual entry
Actual default (©) Current value calculation
(7) Demand estimate

Expense Category [ Default Expense Category Default Expense Category =] C=1=

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

Active

3. | nHoufly Insided®, select an Hourly Inside record that names the person you
want to assign and the hourly cost of that person.

4. | nEstfinated Demand , enter the number of hours and minutes that the person
is expected to work. The formath&:mm For example, an hour and a halti30 .
The value that you enter should be til time expected on the job; for example, if
the person is expected towk three eightiour days, you should enter the value
24:00 .

5. 1 f you wi s h  Estignatad Cas@®nwith an ledtimated cosi of the
wor ker 6s tUsentalculatedrCostt |ta havie MainBoss calculate the cost
based on the wodkéehest hEsmatgd/Denrand € na i

6. Click Save & Close? to save the information and close the window.

The opt Acwal Befatiitor (B hown above) | et you tell M
the actual cost of this work later on. Tresuseful if the work order may eventually be

cl osed by someone who doesndt have appropri:
costs. The options are:

[0 Manual entry: You expect that the person who closes the work ordeentidr the
actal cost, whatever it is.

[J Current value calculation: You expect that the actual cost will be calculated from
the hourl y rHourlglnsgléov e ne &s ofrthéttitesthatithe actual
time is recordedThe actual hours spent onglb may be greater or less than the
t i me s p estimfitdd®emandn biut t he hourly cost wild]
expected.

- 65-



1 Demand estimate This is similar toCurrent value calculation, except that
MainBoss uses the hourly rate that appaéthe time of the demand rather than the
time of the actualization.

Il n all cases, someone with apqgueldgaulicvat e per mi
you specify. However, if the person closing the work order dogisave sufficient
pg mi ssions, the actual c os tActwmfDefauhoe. wor k wi | |

After Filling Out the Hourly Inside Demand: When you return to the work order
window, youodll see that Rasourcedsst i mat e has beer

Notet h a t Estimated Cosbl i ne has tUnibCostoo | fuomn st:hefi cost pe

anc€os® for the total cost. | f you fill in onc¢
one with a val kbsematedhDercand at ed fr om
AEstimatedCosb | et s you enter a speci al holurly rat

given in the Hourly Inside record. For example, suppose that the job has to be dgnhe on a
holiday, when the worker is paid double the usual wage; you could enter ttied spe
wage | Wihit€ostoh € ofi ubstimatedfCosh s o t hat the |work or
the correct expense.

If you want to assign more than one person to a job, repeat the above process for each
person. If a worker is expected to spend more than ardthegob, you can create a
separate demand for each day or a single demand for the entire demand (e.g. a single
demand for 24 hours might mean threled®ir workdays).

Per Job Inside: You use a similar process to add demands for Per Job Inside labor
experses, with these exceptions:

[0 Click New Demand Per Job Inside
[1 Select a Per Job Inside record specifying the person and cost of the job.

0 F o Estiated Demand, specify the number of jobs in
suppose the work order is for piecework likeaning windows and the worker is
pai d by t heEstmataddDemand Tweulid be the number o
to be washed.

01 f this job is charged at Estimatgda€asd a l rat e,

Outside Contractors: You use a similar process &add demands for Hourly Outside

and Per Job Outside expenses. You begin this processQuikiele subsection of the
Resourcessection. Just choose an appropriate Hourly Outside or Per Job Outside record

that specifies the contractor and the expenserat¢ | f you dondét know t he
advance, you can leave it blank when you fill out the demand. You can record the rate

after the job is done when you record Actual information.)

Miscellaneous ExpensesiVork orders may have expendsetr at ar enoét direct| )
labor orinventoriedmaterials. For example, worker might have to pay for parking at a
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job site. For this kind of expense, you uselthecellaneoussubsection of the
Resourcessection. ClickNew Demand Miscellaneous Cogb record details of the
expense.

Reserving Materials for a Work Order

When you assign materials to a work order before the work is done, you estimate what
materials you believe the work is likely to require. MainBoss fhea these materials

on reserveFor example, if a job on a forklift truck will replace two tires, you can put an
appropriate number of tires on reserve when you make up the work order.

When materials are puhaeserve, MainBoss removes them from counts of stock
available. For example, if you currently have six tires in a storeroom but two of those
tires have already been put on reserve, MainBoss says you have four tires available.

When you reserve anitem,iyo t e | | Mai nBoss the storeroom wt
item. For example, if a particular item is found in three different storerooms, you tell
Mai nBoss which storeroom youodll go to. (Mair

storerooms contain a particulsgm and how much each storeroom contains.) By
reserving items from a particular storeroom, you make sure that the items will be there
when you want them.

You only need to reserve items if you track thse For ex amplaekthgi f you
use of common items likape, glue,etc. t hen you dondét negd to re
order®) you probably have plenty in stock, and you can easily buy more if you runf out.

On the other handhe work order should list any items whose usedmtrack.

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

[0 To reserve materials for a work order:

1. Intheltems subsection of th®esourcessection of the work order, clidkew
Demand ltem- .
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"B Edit Work Order : WO 00000012

Details I Assignees | Service Contracts | Resources | Temporary Storage | Meters | Purchase Orders | Chargebacks | Requests | State Histony
Demand Actual
Total £0.00 $0.00

| Inside | Outside | Miscellaneous |

=

Code Dema... Demanded .. Actual Actual Cost

[ NewDeu_'r;a'l:llhern] |i:i,3|ize| |E|B | ',-'ie-.-.'Si:rE;E_;55i;r1'eri| | Lelfif| [ﬂeﬁ'&sh] [g:ea'ch]

oo [ | (Gpe[e] [cosa) [pseokOrirCoprent]
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2. MainBoss opens a window where you can reserve an item.

3.

B New Demand Item

Work Order WO 000_. Flood in washroom WiIR LDY 2B @ BOA
Storage Assignment

(") Only include ltems on the Spare Parts list
i@ Show all ltems

Show Storage Assignments for | -
| ®

Awailable
Quantity
On Hand -
Available
Wia purchase
Quantity mit Cost
Demand from on hand
Demand via purchase
Already used 0
Remaining 0
Estimated Demand |

Calculated Cost
[ Use calculated cost

Estimated Cost

i@ Manual entry
Actual default () Current value calculation
(") Demand estimate
Expense Category | Default Expense Category  Default Expense Category

| Save&New | | Save | [Save%ﬂl_nse] | Closg |

| nShdw Storage Assignments far- , specify the item for which you are creating

a demand. (If the item i s o@nidtledeuni tds sp
ltems on the Spare Parts listthis will shorten the length of the drajown list.

Otherwise, clickShow all Items and tle dropdown list will show everything in

your ltems table.)

Once you select an item, dropwn the arrow on the next li® to select a storage
assignment for the selected item. A storage assignspentfiesa storeroom that
contains thetemyou want

Once you select a storage Qustiy@nenelnda mn Mai n
o fAvdilabled  with the quantity of the item in the selected storeroom. (Note that
fiOnHando s hows the quantity t haAvéailableeurrently
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shows the quantity thatos available for wus
put on reserve for other jobs.)

| f the storeroom doesndt contathem t he quant
storage assignment dralown listand select anoénentry. By checking all your

storeroom assignmentgou can see if any storeroom contains the quantity you want

to reserve.

If no singlestoreroom contains enough of the item, you can create multiple reservgtions:

reserve quantities from several differstorerooms until you have enough to do the job.

Youodl I have to do this in several stlages. M
instructions, then make another reservation, and so on.

Another approach is to transfer items from various storeroomteto@orary storage
location associated with the joor more on temporary storage, see the next sectign.

5. | nEstiinated Demand° , enter the quantity of the item that you want to reserve
in the selected storeroom.

6. Click Save & Closet to save the informain and close the window.

Temporary Storage for a Job

You may designate a temporary storage area f
youbre doing a | ar ge oneoonnmoke sobmsevimereyopoan may s et
store |l umber, paint, etc. for the job. To a\
materials are stored in this temporary storage and which are stored in your regular
storeroom@ otherwise, you may waste time searchingnfiaterials in the wrong place.

We recommend the following approach to reserving and using items:

0 Before a job, you create demands for any i
This puts the items on reserveatyodf Therebds n
always have lots of, e.g. masking tape.)

0 When youbébre ready to do a job, you remove
and record that theydve been transferred t
unit being repaired as the temporary stolagec at i on; thi s says, Al 0
to the site of the unit. o

0 After youbve actual y used an item, you <cr

I
recommend that you donét create this fAactu
item. Creatingai act ual 6 record generates an accoun
simply be deleted if you find out you didn
undo an accounting transaction, you have to create a formal correction record.
MainBoss demands this fornitglin order to preserve an accurate audit trail.)

-70-



9 1f you wuse an item and you donodot already h
have to create a demand record first, t hen

If you use temporary storage forajob you record this on the | obd¢
the temporary storage is a t@tage process:

0 Specify the |l ocation(s) youbre wusing for t
Room 101 to hold materials for this jobo).

[0 Record which materials have beemsterred from your regular storerooms to the
temporary storage location (or which materials have been delivered direct from the
supplier to the temporary storage)

Although MainBoss lets you specify a regular storeroom as a temporary storage

location, we reommend against this practtcel i st i ngui shing bet ween wl
storeroom temporarily and whatodds there per me
materials will be stored in a storeroom, just write it up as if theyabaaysbe stored in

that storeroom.

As noted above, you can use the unit itself as a temporary storage location. This|is often

the best approach, especially if you just intend to keep materials close at hand while you

work on the wunit. The only ti meraggoud|ld use s
location would be if you have a lengthy job and a lot of materials that will be storgd in a

special place over the course of the work.
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[J To designate a location as temporary storage:

1. In awork order, go to theemporary Storagesection.

- " H '-
) Edit Work Order ; WO 00000012 [P

i| Meters | Purchase Orders | Chargebacks | Requests | State History|

’ New Tem;ran‘r Storage] [ New Temporary Storage Assignment ] Edit B Delete

Save & Cloze [Qpen]E] [Cluse_] [ Mcl‘.'u’nrkOrderCommem]

2. Click New Temporary Storage- . MainBoss opens a window where you can
designate a new temporary storage location for this work order.

-72-



B New Temporary Storage

Details | Temporary Storage Assignments

Work Order W0 00_. CHANGE LIGHTS - Delisicso Re_. FOOD @& MAXMALL

Location | . E3EDEal
Desecription | ® |

Comments -

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

3. | nLodationo- , specify the location you intend to use for temporary storage.

4. | nDegtriptiono®, specify an identificatiomode for this temporary storage
location.

5. Click Save & Close to save the information and close the window.

Once you return to the work order, youodl |l se
appears in the | ist. Uheddentficaiantnimberbféthe | ocat i o1
work order thatods using the | ocation for ter

Temporary Storage AssignmentsOnce you have designated temporary stofage

work order materials, you can spediéynporary storage assignmeni&mporary

storage assignment records tell what kind of items may be stored in a temporary storage
location.
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vy Edit Work Order : WO 00000012

Details I Assignees I Service Contracts I Resources | Temporary Storage | Meters I Purchase Orders I Chargebacks I Requests I State History|

=

Code Record Type Temporary Storage
B 504 ‘ork Order WO 00000012
B0 MECH Location MECH @ BOA

I_@_ Description Work Location

Comments

[ New Temporary Storage ] [ New Ternpnra;StDrage Assignment ] B [ Qelete] [ ﬂeﬁﬁh] [ E‘_:earch]

(Gpen ] [Close | [ Add Work Order Comment |

[J To create a temporary storage assignment:

1. Inawor k olentberarStoragesectionclick New Temporary Storage
Assignment- . MainBoss opens a window where you can create a temporary
storage assignment:
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B MNew Temporary Storage Assignment EE I

Location |@ w0 00000010 @ BASEMENT & BOA
Preferred Pricing |
Quantity Unit Cost
On Hand O
On Order 0

On Reserve 0

Loszilable

Cost Center | Default Mon Stock Item Helding... Default Mon Stock ltem Holding Costs

R)

| Save | | Save&Close | | Close |

2. | nitemo- , specify an item that you intend to keep in the temporary storage
location.

3. Click Save & Close® to save the information and close the window.

Once youbdbve specified temporary storage assi
the transfer of materials from a regular storeroom to temporary storage. Note that you

must choose a temporary storage assignment f
transferring. For example, if a temporary storage assignment describes light bulbs in a

temporary storage location, you cannot use that assignment for transferring paint. You

must have a temporary storage assignment for each type of item that will be kept in the

temporary storage location.

[ To transfer materials to temporary storage:

1. 1 n a wo M&npwaryd®nagesectionselect a temporary storage
assigment entry for the materials and location you wish to transfer.

2. Click Edit to edit the temporary storage assignment record.

In theActivity section of the temporary storage assignmecrd, droghearrow
onNew Item Issueand clickNew ltem Transfer From. MainBoss opens a
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window where you can record the transfer of items from a normal storeroom to the
temporary storage location:

E New Item Transfer

Entry Date Wednesday, May 06, 2005 4:25:08.2 PM
Effective Date l’.‘\i'ednesday. May 06, 2005 4:25:08.2 PM
Creator MainBoss User

From Storage Assignment | =
To Storage Assignment =) BALLAST 2F40 @ B-SUPPLIES @ BOA
This Entry As Corrected
Quantity | - |6
Quantity Unit Cost Total Cost
From On Hand £263426
Calculated "From’ On Hand Cost
TeOn Hand 72 £36.5869 5263426
Calculated To' On Hand Cost
® (7) Manually Enter Cost @) Use calculated 'From’ On Hand cost (7) Use calculated To' On Hand cost

This Entry I:I - l:l €

As Corrected

From Cost Center
To Cost Centgr Defautt tem Costs

[ save s liew] Save & Close | [Close]

4. | nFrofh Storage Assignmend - , specify an existing storeroom assignment
record that gives an item of the correct type and a storeroom that contains items of
that type.

| nQudintityd- , enter the quantity being transferred.

You must now specify the value of the item(s) being transferred. You can tell

MainBosstoal cul ate from the value associated w
clickingUs e cal cul at ed o¢)ertocaiculat®infromithevaluec o s t
associated with theUBtoocastoietedmdolby ©Ohi
cosi. Alternatively, you can clicklanually Enter Cost ® and enter the value

directly infiThis Entryo .

7. Click Save & Close® to save the information and close the window.

If you want to transfer items to a regular storeroom from a temporary storage location,
you use a sintar process and the buttéiem T ransfer To.

Assigning People to a Work Order

Assigning someone to a work order indicates that the person has some interest in the

work order. For exampleoyu mi ght assign the work order 6s
who wi || eventually do the job. You might al
responsiblefos eei ng that the work gets done, or an
for seeing that needed inventorgms are ready by the time the job begins.
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In order for someone to be assigned to a work order, the person must be on the I|st of
authorized work order assigne&ding Definitions | Work Orders | Assignees

If a MainBoss user is assigned to a work order, the work order will be displayed in

Assigned to current userf Open Work Orders whenever that person uses MainBoss.

Since this table only shovapenwork orders, the work order will not displayed when

itds just in the draft stage, nor wil/ it be

] To assign someone to a work order:
1. Open the work ordevindow and go to thé\ssignees» section:

e Edit\!\..l'-orkOrder:WOOGODDI] 2

ESenriceContrclcts Resources | Temporary Storage | Meters | Purchase Orders | Changebacks

’ MNew wark O:der Assignment ] B

’gpen]EI [Close| [ Add Work Order Comment
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2. Click New Work Order Assignment- . MainBoss opens the followingimdow:

ahlew Work Order Assignment

Work Order W0 00_. Light out in elevator ELEV BOA @ BOA
Work Order Assignee

i@ Show prospects for Work Order Assignee for this ‘work Order ®
(™) Show all Work Order Assignees not currently assigned to this Work Order —

| ° H e

| Save &lew | | Save | [San.reié!{ll_me] | Close |

3. If the person is already associated with this work order in some way (e.g. the person
is the requestor or the person is a worker
Show prospects for Work Order Assignee for this Work Order® . Otherwise,
click Show all Work Order Assignees not currently assigned to this Work
Order .

4. In the dropdown list° , select the person whom you want to assign to this work
order.

5. Click Save & Closet to save this assignment and close the window.

Modifying Draft Work Or ders

After you have created a work order, you may need to make changes. For example, you
may schedule the job for a particular day bt

Wor k orders are easy t o nsotdaitfey. wlnecne |tyhoeuyodvree
wor k order, much of the information |is fAl ocl

[ To modify a draft work order:

1. SelectWork Orders | Draft from thecontrol panelMainBoss displayall draft
work orders:
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= MainBoss Maintenance Manage!

Session  View Actions Help
View Draft Work Orders

Mumber : Priority Subject

W0 00000001 Light out in elevator
w0 00000004 Lesky tap

Details |ﬂ55ignee5 I Senvice Contracts I Resources I Temporary Storage | Meters | Purchase Orders | Chargebacks | Reguests | State History|

Number WO 00000001
Subject Light out in elevator
Current State Draft
Current State’s Effective Date Thursday, March 12, 2009 1:23.45.85 FM
Planned Maintenance Batch Date
MName Business Phone E-mail
Reguestor

Unit ELEV BOA @ BOA
‘work Start Date Friday, January 16, 2009
‘wiork End Date Friday, January 16, 2009
\wlork Category CONTRACTOR
Access Code NIGHT
‘wiork Order Priority
Expense Model Default Expense Model
Project
‘wiork Description Replace bulb in elevator light

Comments

Downtime
Closing Code
Select for Printing

E] [gpen]E] Befresh | [ Search | [ Add Viork Order Comment |

User Jim Gardner Organization SecureFacilty (SecureFacility on server SCRINIUM\SQLEXPRESS)

2. Inthe list of work orders , find the work order you want to change. Click that

work order to select it.

3. Either doubleclick the work order where it appears in the list, or chckt - .

MainBoss will open a window showing all the informatiauyhave previously
recorded about the work order. Make any changes you want, thesaliek&
Close This saves the new information and then closes the work order window.

Opening a Work Order

Onceveotdd!l l ed in all necessary information
received any necessary approvals from management), yampeathe work order.

When you open a work order, youodre saying
workers.
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[J To open a draft work order:

1. SelectWork Orders | Draft from the control panel. MainBoss displays all draft
work orders:

= MainBoss Maintenance Manage

Session  View Actions Help

View Draft Work Orders

Mumber : Priority Subject

W0 00000001 Light out in elevator
WO 00000004 Lesky tap
Details |ﬂ55ignee5 I Service Contracts I Resources I Temporary Storage | Meters | Purchase Orders | Chargebacks | Requests | State Histor_v|
Number WO 00000001
Subject Light out in elevator
Current State Draft
Current State’s Effective Date Thursday, March 12, 2009 1:23.45.85 FM
Planned Maintenance Batch Date

Name Business Phone E-mail

Reguestor

Unit ELEV BOA @ BOA
‘work Start Date Friday, January 16, 2009
‘wiork End Date Friday. January 16, 2009
\whork Category CONTRACTOR
Access Code NIGHT
‘Work Order Pricrity
Expense Model Default Expense Model
Project
‘wiork Description Replace bulb in elevator light

Comments

Downtime
Closing Code
Select for Printing

[E6t)[-) (2] [open][~) [Boesh) [Seorch) [ Add ok Orcer Comment

User Jim Gardner Organization SecureFacility (SecureFacility on server SCRINIUMY\SQLEXPRESS)

2. Click Open- .

As an alternative, you can draiown the arrow o®pen and useéOpen Work Order
(With Comment) to open the work order and also record a comment.

Cancelling Draft Work Orders

You can cancel draftwork order. To do so, go i&ork Orders | Draft in the control
panel. This opens the woorder table viewer.
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P 5‘&: MainBoss Maintenance Manager

Session View Actions Help

View Draft Work Orders

Mumber : Priority Subject
W0 00000001 Light out in elevatar
WO 00000004 Lesky tap
Details |ﬂ55ignee5 I Service Contracts I Resources I Temporary Storage | Meters | Purchase Orders | Chargebacks | Requests | State History|
Number WO 00000001
Subject Light out in elevator
Current State Draft
Current State’s Effective Date Thursday, March 12, 2009 1:23.45.85 FM
Planned Maintenance Batch Date

Name Business Phone E-mail

Reguestor

Unit ELEV BOA @ BOA
‘work Start Date Friday, January 16, 2009
‘wiork End Date Friday, January 16, 2009
‘work Category CONTRACTOR
Access Code NIGHT
‘wiork Order Priority
Expense Model Default Expense Model
Project
‘wiork Description Replace bulb in elevator light

Comments

Downtime
Closing Code
Select for Printing

E] [Qpen]E] Befresh | [ Search | [ Add Viork Order Comment |

User Jim Gardner Organization SecureFacilty (SecureFacility on server SCRINIUM\SQLEXPRESS)

In the list of work orders, click the work order you want to cardiek the arrow
besideOpen -, then clickVoid. When you void (cancel) a work order, the work order
disappears froriVork Orders | Draft and appears iork Ord ers|Void.

Important: You cannot us&oid on an open work order. You must fisispendthe
work order (changing it froropenback todraft), and then you can us&id. Suspend
is on the same dregown button a¥/oid.

MainBoss lets you void work ordemyen if they have actual expenses associated with
them.This might happen, for example, if a worker spends some time trying to repair
something, then decides the unit candt be
t he wor ker 6s han$Suapendtberwork drder aptioit if. However, we

recommend a different approach: instead of voiding the work order, close it with a
comment and a closing code indicating that
actually be completed. This is a betitedication of whagactuallywent on than voiding

the work order as if it never happened.
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Printing OpenWork Orders

Once you havepeneda work order, you typically print it and give it to the people who
will actually do thgob.

You can print a single work order as soon asggenit. You can also print a batch of
work orders at once; for example, you migpena number of work orders, then print
them all off together.

As explained irSelect For Printingon page?3, new work orders are typically created
with the Select for Printing box checkmarked. This simplifies the job of printing a
batch of work orders hat hav etedbyet been pri

[ Toprintworkorders whi ch are marked fASelect for
1. In Work Orders | Open, click Print = .

M|

5.4 MainBoss Maintenance Manage:

Session View Actions Help

View Draft Work Orders

Mumber : Priority Subject
/0 00000001 Light out in elevatar
w0 00000004 Leaky tap
Details |ﬂ55ignee5 I Service Contracts I Resources I Temporary Storage | Meters | Purchase Orders | Chargebacks | Requests | State History|
Number WO 00000001
Subject Light out in elevator
Current State Draft
Current State’s Effective Date Thursday, March 12, 2009 1:23.45.85 FM
Planned Maintenance Batch Date

Name Business Phone E-mail

Reguestor

Unit ELEV BOA @ BOA
‘work Start Date Friday, January 16, 2009
‘wiork End Date Friday, January 16, 2009
‘wiork Category CONTRACTOR
Access Code NIGHT
‘Work Order Pricrity
Expense Model Default Expense Model
Project
‘wiork Description Replace bulb in elevator light

Comments

Downtime
Closing Code
Select for Printing

(st} (i) (Qoon][) (Bofesh] [Searh] [ ada v rce Comrer

User Jim Gardner Organization SecureFacility (SecureFacility on server SCRINIUMY\SQLEXPRESS)

2. MainBoss opens the following window for specifying which work order(s) you want
to print:
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