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Introduction 

Welcome to MainBoss Advanced 

 

This guide provides a detailed explanation of the process of setting up MainBoss 

Advanced before putting the software into active service. 
 

 For information on installing the software, see the Installation and Administration 

Guide 

 For a quick overview of MainBoss set-up, see the Configuration Quick-Start. 

 For information about day-to-day use, see MainBoss Advanced: Day-to-Day 

Operations. 

Important:  If you have not licensed a particular module, you will not see information 

related to that module. For example, if you have not licensed the MainBoss Requests 

module, you will not see various types of information related to requests. 

 

Documentation conventions 

This guide uses the following documentation conventions: 
 

 Data-entry fields are shown in bold face, enclosed in double quotes: 

 Fill in the ñDateò field... 

 Buttons are shown in bold face and underlined: 

 Click the Edit  button. 

 Keyboard keys are shown in bold face enclosed in <angle brackets>: 

 Press the <Tab> key. 

Using the Mouse: Whenever this guide tells you to click on a button, a menu item, or 

some other object on the screen, click with the left button of the mouse. When the guide 

says to right-click an object, click with the right button of the mouse. 
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The Golden Rules of MainBoss Set-Up 

 

Rule 1: Plan in advance for the things you need, and donôt put in anything else. 

Hereôs an example: every work order can be assigned a priority. However, MainBoss 

doesnôt have a predefined set of priority classificationsðyou decide what priorities you 

want to use. For example, you might use a simple system like 
 

High priority  

Average  

Low priority  
 

or time-oriented priorities like 
 

Immediately  

By the end of the shift  

Within 24 hours  

Within a week  

Whenever  
 

Of course, your organization may already have an established set of priorities, in which 

case, you just use those. 
 

Itôs up to you to choose what priority system will work best with your operations. 

However, if you arenôt ready to decide, donôt use priorities at all. Work orders donôt 

need priorities...and itôs better to use a system you have confidence in than something 

you make up without much thought. Changing your mind and reorganizing after the fact 

can be a lot of work. 
 

If you donôt use priorities to begin with, you can start using them later. Once youôre 

comfortable with MainBoss, you can think about what priority system would be useful 

and relevant. You still donôt have to assign priorities to every work orderðjust the ones 

that have higher or lower urgency than normal. 
 

The same principle applies in everyday operations: donôt use things you donôt need. For 

example, MainBoss lets you record access information on a work order. This might 

indicate that you need to obtain someoneôs permission before taking equipment offline 

or that repairs are only allowed at certain times of day. However, if there are no special 

restrictions on a particular job, donôt fill in the ñAccess Codeò field. Leave the field 

blank in normal situations, so that when you do fill it in, workers are more likely to 

notice that this job has special circumstances. 
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Rule 2: Choose useful categories and codes 

MainBoss offers the option of defining categories and information codes for various 

types of data. For example, you can assign categories and/or codes to your work orders, 

your requests, your suppliers, and so on. 
 

Your organization may already have categories and codes for this kind of information. If 

not, you might create work-order categories like 
 

Plumbing  

Electrical  

Mechanical  

Inspection  

Clean - up 
 

Using such categories can be helpful in getting a clear picture of your operations. Do we 

spend more on plumbing than electrical jobs? How much time do we actually put in on 

clean-up? How many inspections has Joe done in the last month? 
 

As for codes, MainBoss lets you define closing codes to be assigned to work orders after 

the job is finished. Many organizations use these codes to specify the original source of 

the problem, such as 
 

Operator error  

Accidental breakage  

Poor lubrication  

Normal wear  

Vandalism  
 

By labeling each work order with an appropriate code, you can later get detailed reports 

on how common each type of problem is and the cost associated with each problem 

class. 
 

One of the most important functions of MainBoss is to provide answers to questionsð 

not just your own questions, but questions asked by customers, upper management, and 

other people outside the maintenance department. When setting up MainBoss, itôs 

important to think about the questions youôll need to answer and to record information 

from which the answers can be extractedðyou canôt change what you canôt measure. 
 

MainBoss can answer questions easily if you attach categories and codes to your 

records. 
 

 You might choose to figure out categories and codes before you enter any other data. 

This provides a structured way of thinking about your operations: you come up with 

an organization plan before you put in detailed information about jobs, equipment, 

work materials, etc. 
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 You might decide on categories and codes after youôve used MainBoss for a while. 

You can then draw on your experience with the software to decide which categories 

and codes will be useful. 

Either way can work. If youôre already familiar with computerized maintenance 

management, you may have an existing set of categories and codes you like to use. If 

not, you may prefer to wait until youôre more comfortable with MainBoss. 
 

Whether you start with categories and codes or add them later, you have to think about 

what will actually be useful to you. If, for example, your companyôs budgeting process 

breaks down expenses in a certain way, then youôd better use the same approach in 

MainBoss. Otherwise, youôll end up with headaches trying to deal with differences. 
 

Even if you donôt have to worry about external factors, you still should think through 

what categories and codes you want to track. Otherwise, just omit categories and codes 

from work orders until you have time to decide what would be useful. Choosing a set of 

categories and codes that donôt work for you (or donôt give you the whole picture) will 

be more trouble than itôs worth. 

 

Rule 3: Make a phase-in plan 

If youôve never used computerized maintenance management before, we recommend 

that you phase in MainBoss a little at a time. Trying to computerize your entire 

operation in one fell swoop will be a daunting job. Furthermore, youôll be making 

decisions before you have a chance to get some experience with the software. 
 

As an example of phase-in, you might begin with just tracking work requests (problem 

reports). Once youôre comfortable with that, you might move on to work orders and the 

scheduling of planned maintenance. After that, you add inventory tracking...and so on. 
 

The point is to have a plan: know what you want to get working first and what steps to 

take to reach your goals. What information do you have to collect and record? What 

decisions do you have to make? Who has to be trained to use the software? 
 

Donôt just start entering data and hope for the best. 
 

 Think ahead 

 Take manageable steps 

 Only start with what you know you need; add extras later 

 

Rule 4: Be Consistent 

Before you begin entering any information, make sure you have a coding policy that will 

be followed by everyone who uses MainBoss. Stick to the policy with absolute 
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consistency. This is particularly important in large organizationsðyou have to make 

sure every MainBoss user is taking the same approach. 
 

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 equipment sorted in 

alphabetical order, the inconsistent one wonôt be sorted with the other air conditioners. 

It will be harder to find the unit you want when youôre visually searching the list; the 

unit may also slip between the cracks when youôre printing off reports about your 

equipment. 
 

The same applies to all other types of information in your database. Names must be 

consistent: similar things should have similar names. In particular, you should 

choose the format of names so that similar things appear together when sorted in 

alphabetical order. 
 

Decide on standard name formats before you start entering data. This decision affects 

how much benefit MainBoss can provide. A haphazard naming scheme reduces the 

softwareôs ability to organize and analyze data in effective ways. 

 

Rule 5: Be Safe 

SQL Server has facilities for backing up and restoring data. We strongly recommend 

that you make regular backups of your MainBoss database and store copies in a 

safe place. Crashes happen, and you canôt recover what you havenôt saved. 
 

We also recommend that you mirror your disks, so that you donôt put all your eggs in 

one basket. For more information, see 
 

http://www.main boss.com/english/resources/tips/mirror.shtml  
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Basic Principles of MainBoss Advanced 

 

 

What You See 

Hereôs a typical picture of the programôs main window: 
 

 
 

On the left is the control panel. This provides access to all standard actions and 

information. The Refresh button updates the information displayed (in case other users 

have recently made changes to your organizationôs data). 
 

General Principle: In MainBoss Advanced, you use the control panel to access almost 

every feature. 
 

This manual uses the notation Entry  | Subentry to refer to items in the control panel. 

For example, Work Orders  | Reports refers to Reports under the Work Orders  entry 

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 click Work Orders  in 



 

- 7 - 

the panel, the right-hand part of the window changes to show information on work 

orders. 
 

We recommend that you maximize the main window so that MainBoss has the most 

possible screen-space 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 use <Tab> to move to the 

next field in a window; if youôre filling out a form, you can just tab from one field to 

another rather than using the mouse. <Shift+Tab> moves backward to the previous 

field. 
 

MainBoss buttons often allow keyboard shortcuts. To see the shortcuts, press the <Alt>  

key. One letter of the button will be underlined, as in Save. Pressing <Alt>  plus the 

underlined letter is equivalent to clicking the button, so that <Alt+S> is equivalent to 

clicking the Save button. 
 

View Options: The View menu provides options that control how information is 

displayed: 
 

 Zoom in on View: If you click this menu item, MainBoss will hide the control panel 

in this window. If you were looking at a table viewer, you will see an enlarged 

version of the View section (without the Defaults 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 this, Zoom in on View will be marked with a 

checkmark in the View menu. To zoom out again, click Zoom in on View again. 

This returns to the windowôs usual appearance. 

 Open in New Window: If you select this option, MainBoss opens a new window 

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 doesnôt change very often. For example, your planned maintenance task 

descriptions usually donôt change much: you set them up when you first start using 

MainBoss, then mostly leave alone. 
 

Most of the work for configuring MainBoss is done in Coding Definitions. 

 

Identification Codes and Descriptions 

Every record has an identification code. This code is just a label used to identify the 

record; it can contain any text character. 
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Codes are restricted in length. Different records have different length restrictions, 

sometimes as short as 10 characters, sometimes as long as 30. 
 

Codes have different names in different types of recordsðfor example, work orders are 

identified by a ñNumberò while inventory items are identified by a ñCodeòðbut the 

purpose of the identifier is always the same: to provide a label that distinguishes one 

record from another. 
 

Most records also have a ñDescriptionò field. This is often used to expand on the ID 

code. For example, in a unit record for a water boiler, the ñCodeò might be Boiler 

NorthEast  while the ñDescriptionò might specify what type of boiler it is. MainBoss 

limits the length of descriptions too, but descriptions are always allowed to be much 

longer than codes. 
 

Remember the Golden Rule: Codes and descriptions should be consistent. Similar 

things should have similar names. The best codes are short forms of the descriptions. 

 

Categories and Codes 

You can define your own categories for various types of information. For example, you 

can divide up the places you maintain into categoriesðyou might choose to create 

categories like Washrooms, Office Space, Stores, and so on. 
 

Categories are optional. You donôt have to categorize your data before you start using 

MainBoss. However, categories are useful for organizing your data, especially when 

creating reports. For example, you might ask MainBoss to create a report on work 

orders, organized according to the type of space where the work was done. This lets you 

compare the amount you spend maintaining washrooms, versus the amount you spend 

maintaining office space and the amount you spend on stores. 
 

Breaking down your costs in this way can give you a clearer picture of where youôre 

spending your money and where you might get the best bang for your buck by making 

improvements. For example, if you discover that office spaces require a lot more 

attention than stores, you may be able to redistribute your resources to take that into 

consideration. A small improvement in something you do a lot can have a significant 

effect over time. 
 

Well-organized information also helps you when dealing with upper management (e.g. 

in budget talks). If you can show your boss hard-and-fast proof of how much youôre 

spending and exactly where the money goes, you can justify your budget requests in 

dollars and cents. 
 

Defining Categories: MainBoss lets you define categories for work orders, personnel, 

suppliers, and much more. Itôs up to you to decide what categories you think are useful. 

Remember that categories are used to classify and organize your data so you get the 
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perspective you need. Think about what you would find helpful and define your 

categories accordingly. 

 

Maintenance Organizations 

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

organization: 
 

 
 

If you have no existing maintenance organizations (i.e. if you just installed MainBoss), 

see the Installation and Administration Guide for information on creating a maintenance 

organization. Otherwise, click Add Existing Organization. This opens a window 

where you can specify what organization you want to use: 
 

 
 

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. Click OK  when finished. 
 

When you add an organization 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 maintenance organization in future. 

 

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 
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each client. As a result, workers in such a company may need to switch from one 

maintenance organization to another while using MainBoss. 
 

To do this, open the Session menu and click Change Maintenance Organization. This 

opens a window that lists all the maintenance organizations known to you. Choose an 

organization from this list, then click Open Organization. MainBoss will open the 

corresponding database and you can begin working with the associated data. 
 

Each MainBoss database must have its own set of licensesðyou cannot use the same 

set of licenses on different databases. For more information on licenses, see your 

MainBoss licensing agreement or contact Thinkage. 

 

Quitting MainBoss 

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

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. 

 

Table Viewers 

A table is a list of entries, each of which contains information about something. For 

example, the Vendors table is a list of your suppliers. 
 

Each entry in a table is called a record. For example, each entry in the Vendors table 

gives information about one of your suppliers. 
 

A table viewer lists the records in a particular table. For example, the Vendors table 

viewer lists the entries in your Vendors table. 
 

Table viewers usually have two sections: 
 

View: A list of normal recordsðthis can be anything from work orders to 

information about spare parts. 

Defaults: Default values for creating new records. For example, the default values 

in the Vendors viewer will be used whenever you create a new vendor record. 
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Deleted Records 

In the bottom right hand corner of most table viewers and editor windows, youôll see 

either Active  or All : 
 

 If the word is Active , lists of records displayed in the window only include active 

records. This means that the window only shows records that havenôt been deleted.  

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). 

 If the word is All , the viewer is showing all records including those that have been 

deleted. Deleted records are marked with a red X on the left. 
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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 from Active  to All  or vice versa, double-click the word. Youôll see deleted 

records appear or disappear. 
 

The Restore button lets you bring back a selected record. MainBoss opens a window 

where you can examine the record to be restored and make changes if necessary. When 

you save the record and close the window (typically by using Save & Close), the record 

will be restored to the active list. 
 

Records That Refer to Deleted Information: When you delete a record, itôs possible 

that other records still refer to it. For example, suppose a worker leaves your 

organization so you delete that person from your Employees list. That workerôs name 

will still appear in old records (e.g. work orders that the person worked on). 
 

MainBoss indicates that data comes from a deleted record by striking out the data. For 

example, if you delete Joe Smithôs employee record, all work orders that refer to that 

person will show the name as Joe Smith. This shows that the associated employee 

record has been deleted (and will reduce your confusion when you canôt find Joe 

Smithôs name in your list of Active  employees). 

 

Editors 

An editor is a window where you can enter information. Most editor windows have a 

Details section where you can enter basic information; many editor windows have more 

sections for additional information. 
 

 Mandatory fields are marked with a red arrow until theyôre filled in. You canôt save 

the record until you specify values for those fields. (In the picture below, 

ñRequestorò and ñSubjectò are mandatory.) 
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 Read-only fields canôt be changed. They can be recognized because they are not 

surrounded by a black border line. In the picture above, several fields are read-only. 

For example, ñEstimated Completion Dateò is read-only. (It will be set later in the 

request process, not when the request is first created.) 

 As shown above, editor windows have several buttons containing the word Save: 

Save: Just saves information youôve entered. 

Save & Close: Saves the information and closes the window. 

Save & New: Saves the information and starts a new record. This lets you create 

one record after another; for example, if youôre recording contact information for 

people, you can Save & New after each person, which saves what youôve just 

entered and starts a record for someone else. (Fields in the new record are 

initialized with default values as set in the Defaults section of the appropriate 

table viewer.) 

Save & Print : Saves the information and opens a window that will let you print the 

record youôve just created. 

General Tip: When youôre filling out a record, if you donôt know what value a field 

should have, leave it blank. Filling in dubious values will cause confusion down the 

line, and finding values that need to be changed can be difficult. If MainBoss really 

needs a field to be filled in, it uses the red arrow to make the field as mandatory. 
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Drop-Down Lists (Pickers) 

Editor windows often specify information using drop-down lists, also known as pickers. 

For example, the ñRequestorò field in a work request editor is a drop-down list: 
 

 
 

As shown above, a drop-down list ends with three symbols: 
 

 The left-most arrow displays a list of available values for the field. In the case of 

ñRequestorò this will be a list of the people whom youôve authorized to submit 

work requests. 

 
 

 The ñ...ò opens a window showing the complete table. For example, if you click the 

ñ...ò for ñRequestorò, you get the Requestors table. Click an entry in the table, then 

click Select to fill in the original field. 
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 The right-most arrow of the drop-down list opens a menu that gives you a number of 

options. For example, if you click this arrow for the ñRequestorò field, youôll see 

the following: 
 

 
 

Browse lets you look at the existing Requestors table, just like the ñ...ò button. Edit  

lets you edit the selected requestor record, while View lets you look at the record 

(but not change it). New Requestor lets you create a new requestor record; if you do 

this, the requestor will be filled into the original ñRequestorò field once you save 

and close the new record. This makes it easy to create new records as needed if you 

donôt already have an appropriate record. Refresh lets you update the drop-down list 

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

If you want to delete (clear) the value thatôs currently shown in this kind of field, right-

click on the field and choose Clear. (With drop-down lists, the Clear option only shows 

up in non-mandatory fields; you canôt clear the value of a mandatory drop-down list 

once itôs been given a value, although you can give the field a different value.) 
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Errors 

MainBoss puts a marker beside data fields that contain invalid data. The error marker is 

a red circle containing a white exclamation point. This is shown below, where the 

ñEffective Dateò field should contain a date, but instead contains meaningless text: 
 

 
 

If you try to save a record when it contains an invalid field, MainBoss will display an 

error message and wonôt 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 explaining why the current value canôt be accepted. 

This is shown below: 
 

 
 

Concurrency Errors:  In the rare case that two people try to edit the same record at the 

same time, MainBoss will report a concurrency error. 
 

For example, suppose you start editing a Units table record and before youôre 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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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: 
 

 The first column shows the recordôs values at the time you began editing 

 The second column shows what the values are now (the ones that the other person 

saved) 

 The third column shows the new values youôve specified yourself 

Where the values are different, you can see fields where your values differed from the 

other personôs. The Next Conflict and Previous 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 links to other tables. For example, the ñUnit Contactò field refers to 

an entry in the Contacts list. The fieldôs value is a meaningless character string that 

serves as a pointer. You can see if two pointers have the same value, but you canôt tell 

anything about the record they point to. 
 

When conflicts occur, itôs best to click the No button on every conflict; this basically 

says, ñIgnore what I just did.ò ) Then just go back and start editing the record again. 

This time youôll see the values that the other person put in. You can then decide which 

of these you want to change. 

 

Reports 

Reports can display and analyze your maintenance information. Many sections in the 

control panel have subsections that offer reports; for example, Work 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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Report Sections 

The window associated with a report organizes options into sections. Different reports 

have different sections, but here are the most common: 
 

Grouping and Sorting: Lets you control how the report is organized. For example, 

suppose youôre printing information on work orders. The report will be divided 


