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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBoss Advanced You 6l | find it provides
you need for managing your organizationds me

This guide concentrates on di@myday operations with BinBoss. It assumes that
MainBosshas already been installaddconfiguredfor useon your computer.

For information on installing MainBoss, see MainBoss Advanced Installation and
Administration GuideFor information on configuring BInBoss, see théonfiguration
Guide

Documentation conventions

This guide uses the following documentation conventions:

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

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

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

Using the Mouse Whenever this guide teligu 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.



MainBoss Concepts

This section explainsrumber 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 not licensed particular module, you will not see informatior
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 is a list ofentries, 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 wish to 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 people
with thesame name (e.g. two John Smith) 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 factory, forpeam
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 (e. g.s eficieipoanrot, mefnlte psatrotrnee, n

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 example, if age 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
youodr e | i lwehimgtord from ane unieto another and if you

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

as a sulunit.

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 name of the
persorreporting 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 i s s utkedctualovork. he peopl e

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.

General 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 else whose use
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 done during panned 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 actions to be dorauring 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

timing mightbehevery three months or 3000 mil

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 information
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 have one maiabee

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 have a sidgkabase combining data

from all clients.




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

For each storeroom, you createreroom assignmenighich specify
what items the storeoon 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 materials, you gaatteach 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 categories for inside(ladur

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
different expense cagories 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 accainting 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 operations, yowill 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 shipped, and whésriala 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 response to a pchase
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 administratoisaigns security roles to you. These
determine what operations you can perform inside MainBoss.

Important: Your security roles determine what you
example, i f you arendt per m,thatiefamation |[see a cC
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 Principle: In MainBoss Advanced, you use the control panel to access alfmost
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 entry
in the @ntrol 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 rigkhtand part of the window changes to show informationvork

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 often allow keyéa shortcuts. To see the shortcuts, pressAtie
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:

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, yoll gge 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

Open in New Window: If you select this option, MainBoss opens a new window
containng 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 patt 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 wil/|l u s e ,m. ThereforepMaimBossiputsthewo n 6t c 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.

Identificatio n 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
it ems ar e iCddedd buitheipaergbe db the identifier 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 exampl e, in a QGogednightbeBalewr d f or a wée
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 uses MainBloss. T

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 inconsistent one
It wil | be harder to find the unit you want

WO I

w h €

unit may also slip between the cracks when

equipment.

The same applies to all other types of information in your dataNasees mus 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 forrbafereyou start enteringata. 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 which contamfsimation 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 examplé/¢h€eorstable
viewer lists the entries in yolendorstable.

Table viewers usually have two sections:

View: A list of normal record$ this can be anything fronvork 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

work Orders
- Administration

View Vendors

View | Defauits for Vendor|

Code =
ENEGEI
I BATTERIES
I BEARING

Description
Stellar Air Conditioning
Sullen Battery Supply
Silvester Bearing

Details | 1tem Pricing| Hourly Outsidd Per Job Outside] Service Contracts| Units |

Code A/C STELLA
Description Stellar Air Conditioning
Category A/
MName Business Phone E-mail
Sales Contact A/C 5T555-908-9872
Service Contact
Accounts Payable Contact
Account Number 098 TRL 209
Comments altemative contact iz Jane Daring

freezer@stellar.com

New | ﬂ' Delete |

o| print| Refresh| Search |

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

Deleted Records

Il n the
eitherActive orAll

bott om

right hand

corner of

mo s t

If the word isActive , lists of records displayed in the window only incladgive
records. This means that the windowyonl s h o w's
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).

records

t hat

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

-10-
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E MainBoss Maintenance Manager Q@g

Session View Actions Help

View Vendors

Il | 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 restored andchakges 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 other recordsifitrefer 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 casrfeom a deleted record Isyriking-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 deleted (andwglld uce your confusion when you
Smit hés nameActiven enyployees). | i st of

Editors

An editor is a window where you can enter information. Most editor windows have a
Detalls section where you can enter basic informatioanyneditor windows have more
sections for additional information.

Mandatory fields are marked with a red arrtr
the record until you specify values for those fields. (In the picture below,
fiRequestod  a Bubjectd reanandatory.)

-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]

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@ Comgiietion Dat& i sonly. @t avill 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 and closes thindow.

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
enteredand 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 print the
recoodpubve 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 can be diffialhinBoss 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-down lists alsoknown aspickers
For exanReduestoo t fhieelid i n a wor ldommksguest editor

Regquestor | | | ]

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

fiRequesoro 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
The A...0 opens a window showing the compl
i . . . Requeson , 1 y 0o uReguestorstable.eClick an entry in the tablden

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

« [

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,
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 lok at the existindRequestorst a b | e,
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, the requesto  wi | |

dondt already

be

J

ust IEditk e t

of Requestorsto shav any changes since you first opened the current window.

I f you want to

del

et e

(cl ear)

the wv-al ue

click on the field and choos@lear. (With dropdown lists, theClear option only shows

up in nonmandatoryf i el d s ;
once itbds been

cl
ue

canot
a val

you

gi ven
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Errors

MainBoss puts a marker beside data fields that contain invalid data. Thenarker is
a red circle containing a white exclamation point. This is shown below, where the

fEffective Dated f i el d shoul d contain a date, but i
E Mew Item Pricing = | B | S
Effective Date paa |
ltem §=p BELT 6S.. 6 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, MainBalsslisplay 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
This is shown below:
E MNew Item Pricing (=[@] = |]
Effective Date paa =
ltem g=3 100w/ LIGHT - - —
\.-'endor| E]| = 4-The date is not in a recognized format ]
Quantity Unit Cost Cost

Quoted Pricing | |0| | | |6

Order Line Text | |

Save&New] [Save] ’Save&close] ’Canoel]

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 editingraist 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:

-15-
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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 askg 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 stws 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 andPreli@us 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
an entryintheContactsl 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.

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

-16-



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 different setions, 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 containing work ordes htave 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 get eoynit
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 specify such resbiist

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 theeport:

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 specifyny value , in which case the report Widegin 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 withthe 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 select the same valuebno tFHhomé ahod, it he report wil |l
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 lists in generaljainBoss only sorts information in numeric ordler
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 sortsbefore 108 anything that starts with sorts before
anything that starts with.

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

Filter By WO Num.. bl (= 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. Depending on
the type of report, this section may also let you specify additional options.

Preview: Displays a preview of therepdra v er si on sedifysuhat 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 preview. (Hreview section is described in
more cktail later in this chapter.)

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

to select one or more units, the report do@scover subunits (unless you select the
sub-units too).
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Report Buttons

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

Preview: Begins creating a preview of the report in Breview section. Prepang

such a preview may take some time. (MainBoss automatically begins preparing a
preview if you open th@review section of the window.)

Refresh Updates the window to reflect any recent changes in data. For example

suppose youobre | ooking at a preview of
somebody el se at your company creates

a
a

automatically added tdogouthdveto dicefieesht youdr e

first.

Export DataaEx ports the reportdés data i n XML

intended to serve as input for usenitten programs which process the data in
some way. This contrasts with tResview export facilities (discussed below),
which ae most useful for embedding in Microsoft Word documents and other
Aunprocessedodo contexts.

Close Closes the repefirinting window.

When you actually want to print out a report, you use facilities iRtheiew section of
the report window, as discussieelow.

The Preview Window

ThePreview section of a print window contains a control bar like this:

|

1 of 4 b bl = E o - | 100% - Find | Mext

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

Document Map buttarBy default, he left side of th€review 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 anentry in the document map, the preview changes to show you that gntry.

M
4

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

Previous Page button: Goes to the previous page of the document.

Gives the number of the page that is currently beisglalyed anc
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.
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100%

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

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

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

Stop button: Stops MainBoss processing tip@re You might click this if
Mai nBoss i s preparing a | engthy
the report after all.

Print button This is the button that actually prints 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 butto®pens a window where you capecify paper size,
margin size, and other printing information.

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

Once you specify what type of output you want, MainBoss will open a
window asking you to spé#y a file where the exported data should be
stored. Loosely speaking, MainBoss exports the data in a format simil
what 6s displayed in the preview
format, the result can be read into Excel (or embedded ic@8bft Word
document) to produce something that looks very much like the original
report. If, on the other hand, you want to export data for processing by
userwr i tt en pr ogr am, i t BxportPatacbbtarb |
(discussed previously

Scale: Controls the scale of information displayed in the

~ preview window. For example, if you set the scale to 200¢
youoll see the informatior
the scale to 50%, youollIl ¢
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