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Introduction
Welcome to MainBoss Advanced

This guide provides a quick introduction to prples of using MainBoss Advanced

For information onnstalling or setting up the software, seeltigallation and
Administration Guide

For details of MainBoss seip, seeConfiguration QuickStartor the full
Configurationguide

For information about dato-day use, se®perations QuiciStartor the full
Operationsguide

What You See

Hereds a typical picture of the programbs me

'5;‘&_3 MainBoss Maintenance Manager
Session  Miew Actions Help

View MainBoss Status

Assigned to current user

Mew ‘Wersion

In Progress
Transferred Databaze 1.0.5.1

Closed Last backup Wednesday, May 06, 2009 3:12:46.45 FM

Print Backup file MyBackup
FReguestors
Assignees Requests Purchase Orders
Reports Mew 1 Draft 0
History
Status History In Progress 3 lzsued 7
+-Ynfork Orders Wark Orders
—Lnit Maintenance Plans
EGenerate Flanned Maintenance SELE

Tasks Open 5
N .tSHePOI'tS Planned Mairtenance
Itenrlns Last generation on Tuesday, April 28, 200¢
Purchase Orders Latest batch end date Tuesday, May 05, 200¢
Codilng_ Deﬁ_nitions

Administration

User MainBoss User Organization SecureFacility (SecureFacility on server SCRIMIUMNSGLEXPRESS)

On the left is theontrol panel This provides access to all standard actions and
information. On the right, thBefreshbutton updates the infimation displayed (in case
ot her users have recently made changes to Yy



General Principle: In MainBoss Advanced, you use the control panel (on the left) fo go

to a table, then you use the tabl eds

This manual uses the notatiantry | Subentry to refer to items in the control panel.
For exampleyWork Orders | Reportsrefers toReports under theNork Orders entry
in the control panel.

Whenever you select an entry in the control panel, the resé efindow 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 show information on work
orders.

We recommend that you maximize the main window so that MasBas the most
possible screempace to display information.

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such
<Ctrl+C> for copy and<Ctrl+V> for paste. You can also uséab>to move to the
next field i n fillngouiarodm yoy can just tap raméonedield to
another rather than using the mousehift+Tab> moves backward to the previous
field.

button:

as

MainBoss buttons often allow keyboard shortcuts. To see the shortcuts in a window,

press the<Alt> key. Ore letter of each button will be underlined, aSave Pressing
<Alt> plus the underlined letter is equivalent to clicking the button, sethiatS> is
equivalent to clicking th&ave button.

View Options: The View menu provides options that controMhanformation 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/iew section (withoutanp t her of the tabl e
were looking at a report window, you will see all sections of the window.

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

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 inbrmation between tables: have two windows open, one showing one

table and one showing the other.

Vi ewer (

appear a



Getting Help

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

Pressing the:F1>function key displays information about thendow currently on
the screen.

If you point the mouse to something on the screen, MainBoss displays a(@oltip

small yell ow message) providing informatio
particularly useful if a button on the scneis currently disabled (i.e. grayed out).
Thetoolt i p expl ains why the button isndét curr

The MainBosdHelpmenupr ovi des access to MainBosso6s h

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

Tooltips

A tooltip is a small message that may appear if you point the cursor to something on
your monitor screen. MainBoss uses tooltips to explain any situations that may be
confusing.

For example, if you dondét have appropriate ¢
allowed to fill in certain information fields or to click certain buttons. In tlseg
pointing the cursor to the field or the button will produce a tooltip message explaining

the situation (and telling what security rol
button).
Similarly, if youdve fil |l eManBosswd didplayel d wi t h

an error marker. Pointing the cursor to the error marker will display a tooltip explaining
why the value is unacceptable. (For example, MainBoss may expect the field to contain
a date rather than what youdve typed in.)

| f yoardreorefvused about MainBossods bepavior,
These should help you figure out whaltds haprt

Specifying Your MainBoss Database

The first time you start MainBoss, you must specify how to connect with your
MainBoss database.



To set up MainBoss so that it can access an existing database:
1. Log in to the computer under your usual login name.

2. Start MainBoss on the new machine. It will display a window asking you to specify
the maintenance organization (database):

vT Select MainBoss Organization EE

Session  Help

Maintenance Organization DataBase Server DataBase Name Start Mode

B [ Add Existing Organization ]B [ Clear Start Defaut ][+

3. Click Add Existing Organization. This opens a window like this:

Add an exasting maintenance organization to the list

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

4. The person in charge of MainBoss at your site will tell mwvalues to specify for
fiDatabaseServeroa n Matdbase Nameéel n most cases, you can ¢
buttons associated with these fiedd®l select the appropriate values from the
resulting lists. However, for technical reasons related to firewalls and SQL Server
configuration, you may not find the values you wantinthellists t hat case, you
have to type in the values by hand.

5. Oncey o u s [Databast $ervéd a Dathbafe Nameé fiOrganization
Named will be filled in with a value from the database. Usually, you should simply
keep this name; however ,h OrganiaatidmBamed tihfe opt i
you wish. What you enter wibecome your own private name for the
organizatiod it will not affect other users.

6. Click OK. Mai nBoss wi | | add the database name
like this:



"3 Select MainBoss Organization EE

Session  Help

Maintenance Organization DataBase Server DataBasze Name Start Mode Default
MainBoss scriniumMAINBOSS OurMainBoss MainBoss

7. Click Open Organization.

Once you have set up this computer to accesséhemt enance organi zati on
have to do it again. Every time you start MainBoss on this computer, it will
automatically start working with the specified database.

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

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

A table viewe lists the records in a particular table. For exampleythelors table
viewer lists the entries in yoendorstable.

Table viewers usually have two sections:

View: A list of normal record$ this can be anything from wiorders to
information about spare parts.

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

If the word isActive , lists of records displayed in the window only incladgive

records. This means that the window ollysws r ecor ds t hat havenot
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 isAll , the viewer is showingll records inclding those that have been
deleted. Deleted records are marked with a red X on the left.



' E MainBoss Maintenance Manager
Session  View Actions Help
View Vendors

Code = | Description | Deleted on

= BATTERIES Sullen Battery Supply -
E BEARING Silvester Bearing ‘Wednesday, August 08, 20 |
= CHEMICAL R&R Resources B
E CHILLER Chilly & Churchill Inc

Detailsl [tem Pricingl Hourly CILrtsidd Per Job CILrtsidel Service C{:ntractsl Units I

Code BEARING
Description Silvester Bearing
Category BEARING

Ne.wl Edit | Delete | Hestnrel F"rintl Refresh | Search |

User THOUGHTSYagardner Onganization TestVersionAug7 (TestVersionAug? on server GEHIRN)

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 fromAct ive to All or vice versagdoubleclickt he wor d. Youdl |l 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 restored and makgesh&necessary. When
you save the record and close the window (typically by uSimg & Closg, the record
will be restored to the active list.

Records That Refer to Deleted InformationWh en you del ete a record,
that other records stitefer 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 that data comemi a deleted record Isgiking-eutthe data. For
example, if you delete Joe Smithoés employee
person will show the name dse-Smith This shows that the associated employee

record has been deleted (and willred your confusion when you ¢
Smit hds nameActiven enyloyees). | 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 basic information; neatitpr windows have more
sections for additional information.



Mandatory fields are marked with a red arr
the record until you specify values for those fields. (In the picture below,
fiRequestod a Bubjecd ananeatory.)

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 |

[7] Use access code from unit

Access Code |

Reguest Priority |

Description

Comments

Select for Printing

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

Readonly fields candédt be changed.notThey can Lk
surrounded by a black bordere. In the picture above, several fields are realy.

For e x @umrent Stateo, fiCuirent State6 s Ef f e 0t alsdma®d t e

Completion Dated are allreadonly.

As shown above, editor windows have several buttons containing theSaoed
Save Just saves information youdve 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 exampl e, i
people, you cafave & Newa f t er each person, which sav
entered and starts acord 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 print the
record yoaedve just cre

General Tip:When youdére filling out a recofd, i f oy
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 MainBals re

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




Drop-Down Lists (Pickers)

Editor windows often specify information usidgop-down lists also known apickers.
For exanReduestoo tthieelid i n a wor lkdownksguest

hd

editor

|

Requestor |

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

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

fiRequestoo t hibe wi llli st of the people whom youbo
work requests.
Requestor ... - . . RS P A4
Mame Business Phone

Alex Miraculacci hh5-835-0285 -

Allison Matrix hh5-098-5872 3

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
The A...0 opens a window showing the compl
i . . . Requeson , i y o uReguestorstable.eClick an entry in the table, then

click Select to fill in the original field.



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
Mame Business Phone

Requestor Contact Alex Miraculacci  555-835-0285
¥ Receive Acknowledgements

Comment

E-mail

amiraculacci@fanman.properties plus.com

New| Edit| Delete|

Restore | Erintl Refresh | §aarch| Select_l Cancgll

The rightmost arrow of the dregdown 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
Name Business Phone
Requestor | el )
Unit | Browse... |
[7] Use access code from unit Edit
Access Code | Vo |
Request Priority | New Requestor ;
Description Refresh

Browselets you bok at the existingRequestorst a b | e,

lets you edit theselected reques
(but not change ithNew Reques
this, therequésor wi | |
and close the new record. This
dondt already

~

j ust |Editk e he 0
toecord, whileView lets you look at the record
torlets you create a new requestor record; if you do

be fiRequesdlooi it el dhencri giomals
makes it easy to create new records as needed if you

h a v Refreairets gou ppdateghe drajpawe list e c o r d .

t

of Requestorsto 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

upinnonmandato y f i el ds; you canodot ctldemmtlstt he value
once itbés been given a value, although you

-10-



Errors

MainBoss puts a marker beside data fields that contain invalid data.réhenarker 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
P} New 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 field, MainBolsslisplay 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 shown below

E New Item Pricing =B % |
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 report aconcurrency error

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

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

that the record has changed while you were making your changes:

-11-



=T Update Error o | B

Database 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 dgng 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 recordobds values

The second column elvs what the values are now (the ones that the other person
saved)

The third column shows the new values youbd

Where the values are different, you can see fields where your values differed from the
ot her p e NextdCondlist 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 nbnsContactoof het dt alelf es s
anentyintheContactsl 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 conflicts oc dahbuttondntevergcorflietstiis basioallyc | i ¢ k t h e
says, fAlgnore what | just did.o ) Then just
This time youdll see the values that the ot/

of these you want to change.

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

equipment is covered by the service contract. This link is roughly analogous to a link on

a web page: itéds a pointer that MainBoss cal

If record A links to record B, record B often links back to record A. Fanmpte, just as
an equipment record can link to a service contract, each service contract record has links

-12-



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 supposeywd6r e creating a new SemnicetContracts or d and vy
section. I f you havenodot yet NewSarveeel t he uni t
Contract button in theService Contractssection is disabled. Why? Because the unit

recor d d aordilsou@ave itelfixypudried to create a new service contract record
before the unit record was saved, theredd be

For this reasomew 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 this rulé: y o u d midele of oreating &
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.

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 accuraterdgetedi t trai l
existing accounting records. Instead, you have to createmeectionrecords which

add or subtract from previous monetary values.

On a similar principlephysicalcount ecor ds resul ting from takin
their numbers alterechoe the record is saved. Instead, you haweia(cancel) a

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

being fudged you always leave an audit trail.

Reports

Reports can display and analyze yowimenance 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 getdowithat lets you
specify options for the report:

-13-



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 youoOre printing information on wc

-14-



