
 
MainBoss Advanced 3.2 

Operating Reference Manual 
 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

Copyright © 2009, Thinkage Ltd. 

 
 

 
 

 
 

 
 

 
 

Permission granted to reproduce all or part of this document 

provided that Thinkageôs copyright notice is included in the reproduction. 

No money may be charged for such reproductions except 

to recover all or part of the cost of reproduction. 

  



- 1 - 

 

 
Table of Contents 

 

Welcome to MainBoss Advanced .................................................................... 12 
If youôre an experienced MainBoss user:................................................................. 12 
If youôve never used MainBoss before: ................................................................... 12 
Documentation conventions ..................................................................................... 12 

MainBoss Concepts.......................................................................................... 14 
Basic Terminology ................................................................................................... 14 

The MainBoss Control Panel ................................................................................... 16 

The Life Cycle of a Corrective Work Order ............................................................ 17 
Scheduling Planned Maintenance ............................................................................ 18 

General Inventory Control ....................................................................................... 18 
Purchasing and Receiving ........................................................................................ 19 

Accounting Facilities ............................................................................................... 20 
Corrections ..................................................................................................... 23 

Drop-Down Lists (Pickers) ...................................................................................... 23 

Number Formats ...................................................................................................... 25 
MainBoss Modules .................................................................................................. 26 

Security Roles and Permissions ............................................................................... 27 
Cost-Related Security Roles ........................................................................... 28 
Testing Security Roles .................................................................................... 29 

Assignments ............................................................................................................. 30 

The Assignment Status Display ...................................................................... 31 

MainBoss Sessions .......................................................................................... 32 
Your Maintenance Organization List ....................................................................... 32 

New Maintenance Organizations ................................................................... 36 

Existing Maintenance Organizations .............................................................. 37 
Imported Maintenance Organizations ............................................................ 38 
Demonstration Maintenance Organizations ................................................... 39 
Overwriting a Maintenance Organization with Data from a Backup File ...... 40 
Creating a New Maintenance Organization from a Backup File ................... 43 

Changing Organization Information ............................................................... 45 
The Database Server List ................................................................................ 46 

The Database Name List ................................................................................ 46 
Command Line Options ................................................................................. 47 
International Language Support ..................................................................... 49 
Upgrading Maintenance Organizations .......................................................... 50 
Viewing MainBoss Sessions .......................................................................... 50 

Quitting MainBoss .......................................................................................... 51 
The MainBoss Status Display .................................................................................. 51 



- 2 - 

 

Keyboard Shortcuts .................................................................................................. 51 

View Menu ............................................................................................................... 51 
The Actions Menu .................................................................................................... 52 

Obtaining Online Help ...................................................................................... 53 
The About Screen ..................................................................................................... 53 
Tooltips .................................................................................................................... 53 

MainBoss Diagnostic Messages ............................................................................... 54 

Tables ................................................................................................................ 55 
Table Viewers and Editors ....................................................................................... 55 
Deleted Records ....................................................................................................... 56 
Using Table Viewers ................................................................................................ 58 

Searching for a Particular Record ................................................................... 61 

Using Editors ............................................................................................................ 62 
Concurrency Errors ........................................................................................ 68 

Reports .............................................................................................................. 70 
Report Sections ........................................................................................................ 71 
Report Controls ........................................................................................................ 71 

Report Filters ............................................................................................................ 74 
Select For Printing .......................................................................................... 75 

Coding Definitions ............................................................................................ 77 
The Coding Definitions Section ............................................................................... 77 

Access Codes ........................................................................................................... 77 
Viewing Access Codes ................................................................................... 77 

Editing Access Codes ..................................................................................... 78 
Printing Access Codes .................................................................................... 79 

Contacts .................................................................................................................... 79 

Viewing Contacts ........................................................................................... 79 
Editing Contacts ............................................................................................. 80 

Printing Contacts ............................................................................................ 81 
Cost Centers ............................................................................................................. 82 

Viewing Cost Centers ..................................................................................... 82 
Editing Cost Centers ....................................................................................... 82 
Printing Cost Centers ...................................................................................... 83 

Item Adjustment Codes ............................................................................................ 84 

Viewing Adjustment Codes ............................................................................ 84 
Editing Adjustment Codes .............................................................................. 85 
Making Item Adjustments .............................................................................. 85 

Recording Physical Counts ............................................................................. 87 
Voiding Physical Counts ................................................................................ 88 
Printing Adjustment Codes ............................................................................. 89 

Item Categories ........................................................................................................ 90 



- 3 - 

 

Viewing Item Categories ................................................................................ 90 

Editing Item Categories .................................................................................. 90 
Printing Item Categories ................................................................................. 91 

Issue Codes .............................................................................................................. 91 
Viewing Issue Codes ...................................................................................... 92 
Editing Issue Codes ........................................................................................ 92 

Printing Issue Codes ....................................................................................... 93 
Issuing Items ................................................................................................... 93 
Correcting Item Issues .................................................................................... 95 

Storeroom Assignments ........................................................................................... 96 
Viewing Storeroom Assignments ................................................................... 97 

Editing Storeroom Assignments ..................................................................... 97 

Transferring Items from One Storeroom to Another ...................................... 99 

Corrections of Item Transfers ....................................................................... 100 
Printing Storeroom Assignments .................................................................. 101 

Storerooms ............................................................................................................. 102 
Viewing Storeroom Records ........................................................................ 102 

Editing Storeroom Records .......................................................................... 103 
Printing Storeroom Records ......................................................................... 104 

Void Codes ............................................................................................................. 104 
Viewing Void Codes .................................................................................... 105 
Editing Void Codes ...................................................................................... 105 

Printing Void Codes ..................................................................................... 105 
Locations ................................................................................................................ 106 

Viewing Locations ........................................................................................ 107 

Viewing Non-Temporary Locations ............................................................. 108 

Editing Postal Addresses .............................................................................. 108 
Editing Sublocations ..................................................................................... 109 

Printing Location Information ...................................................................... 109 
Purchase Order Assignees ...................................................................................... 110 

Viewing Purchase Order Assignee Records ................................................. 110 

Editing Purchase Order Assignee Records ................................................... 111 
Printing Purchase Order Assignee Records .................................................. 111 

Purchase Order Miscellaneous ............................................................................... 112 
Viewing Purchase Order Miscellaneous Records ........................................ 112 

Editing Purchase Order Miscellaneous Records .......................................... 113 
Printing Purchase Order Miscellaneous Records ......................................... 113 

Payment Terms....................................................................................................... 114 
Viewing Payment Terms .............................................................................. 114 
Editing Payment Terms ................................................................................ 115 
Printing Payment Terms ............................................................................... 115 

Shipping Modes ..................................................................................................... 115 

Viewing Shipping Modes ............................................................................. 116 
Editing Shipping Modes ............................................................................... 116 



- 4 - 

 

Printing Shipping Modes .............................................................................. 117 

Request Assignees .................................................................................................. 117 
Viewing Request Assignee Records ............................................................. 117 
Editing Request Assignee Records ............................................................... 118 
Printing Request Assignee Records .............................................................. 118 

Request Priorities ................................................................................................... 119 

Viewing Request Priorities ........................................................................... 119 
Editing Request Priorities ............................................................................. 120 
Printing Request Priorities ............................................................................ 120 

Requestors .............................................................................................................. 121 
Viewing Requestor Records ......................................................................... 121 

Editing Requestor Records ........................................................................... 122 

Printing Requestor Records .......................................................................... 122 

Unit Maintenance Plans ......................................................................................... 123 
Viewing Unit Maintenance Plans ................................................................. 126 
Editing Unit Maintenance Plans ................................................................... 127 
Printing Unit Maintenance Plans .................................................................. 128 

Selecting a Scheduling Basis ........................................................................ 129 
Creating an Unplanned Maintenance Work Order ....................................... 129 

Maintenance Timing .............................................................................................. 131 
Viewing Maintenance Timing Records ........................................................ 133 
Editing Maintenance Timing Records .......................................................... 134 

Editing Daily Periods ................................................................................... 136 
Editing Monthly Periods ............................................................................... 136 

Editing Meter Periods ................................................................................... 137 

Purchase Order Templates ..................................................................................... 137 

Viewing Purchase Order Templates ............................................................. 138 
Editing Purchase Order Templates ............................................................... 138 

Printing Purchase Order Templates .............................................................. 140 
Linking Purchase Order Templates to Tasks ......................................................... 140 

Task Purchase Template Items ..................................................................... 141 

Purchase Template Hourly Outside .............................................................. 142 
Purchase Template Per Job Outside ............................................................. 144 
Task Purchase Template Miscellaneous Item .............................................. 146 

Tasks ...................................................................................................................... 146 

Task Specializations ..................................................................................... 147 
Viewing Tasks .............................................................................................. 148 

Editing Tasks ................................................................................................ 149 
Editing Task Specializations ........................................................................ 152 
Printing Tasks ............................................................................................... 152 
Work Orders Created from Tasks ................................................................. 153 
Editing Task Temporary Storage Locations ................................................. 154 

Editing Task Temporary Storage Assignments ............................................ 154 
Task Demand Item ....................................................................................... 155 



- 5 - 

 

Task Demand Hourly Inside ......................................................................... 156 

Task Demand Per Job Inside ........................................................................ 157 
Task Demand Hourly Outside ...................................................................... 158 
Task Demand Per Job Outside ..................................................................... 159 
Task Demand Miscellaneous Cost ............................................................... 160 

Asset Codes ............................................................................................................ 161 

Viewing Asset Codes ................................................................................... 161 
Editing Asset Codes ..................................................................................... 161 
Printing Asset Codes .................................................................................... 162 

Unit Categories....................................................................................................... 162 
Viewing Unit Categories .............................................................................. 162 

Editing Unit Categories ................................................................................ 163 

Printing Unit Categories ............................................................................... 163 

Meter Classes ......................................................................................................... 164 
Viewing Meter Classes ................................................................................. 164 
Editing Meter Classes ................................................................................... 165 
Printing Meter Classes .................................................................................. 165 

Meters ..................................................................................................................... 166 
Viewing Meter Records ................................................................................ 167 

Editing Meter Records .................................................................................. 167 
Ownerships ............................................................................................................. 168 

Viewing Ownerships .................................................................................... 168 

Editing Ownerships ...................................................................................... 169 
Printing Ownerships ..................................................................................... 169 

Spare Parts .............................................................................................................. 170 

Viewing Spare Parts ..................................................................................... 170 

Editing Spare Parts Information ................................................................... 171 
Printing Spare Parts ...................................................................................... 171 

Service Contracts ................................................................................................... 172 
Viewing Service Contracts ........................................................................... 173 
Editing Service Contracts ............................................................................. 173 

Associating Units with Service Contracts .................................................... 174 
Printing Service Contracts ............................................................................ 174 

Specification Forms ............................................................................................... 175 
Viewing Specification Forms ....................................................................... 177 

Editing Specification Forms ......................................................................... 178 
Printing Specification Forms ........................................................................ 178 

Editing Specification Form Fields ................................................................ 179 
Systems .................................................................................................................. 180 

Viewing Systems .......................................................................................... 181 
Editing Systems ............................................................................................ 181 
Printing Systems ........................................................................................... 181 

Usage Classifications ............................................................................................. 182 
Viewing Usage Classifications ..................................................................... 182 



- 6 - 

 

Editing Usage Classifications ....................................................................... 183 

Printing Usage Classifications ...................................................................... 183 
Units of Measure .................................................................................................... 184 

Viewing Units of Measure ............................................................................ 184 
Editing Units of Measure .............................................................................. 184 
Printing Units of Measure ............................................................................ 185 

Vendors .................................................................................................................. 185 
Viewing Vendor Records ............................................................................. 186 
Editing Vendor Records ............................................................................... 186 
Printing Vendor Records .............................................................................. 189 

Vendor Categories .................................................................................................. 190 

Viewing Vendor Categories ......................................................................... 190 

Editing Vendor Categories ........................................................................... 191 

Printing Vendor Categories .......................................................................... 191 
Work Order Assignees ........................................................................................... 192 

Viewing Work Order Assignee Records ...................................................... 192 
Editing Work Order Assignee Records ........................................................ 192 

Printing Work Order Assignee Records ....................................................... 193 
Billable Requestors ................................................................................................ 193 

Viewing Billable Requestor Records ........................................................... 194 
Editing Billable Requestor Records ............................................................. 194 
Printing Billable Requestor Records ............................................................ 195 

Chargeback Categories........................................................................................... 195 
Viewing Chargeback Categories .................................................................. 196 

Editing Chargeback Categories .................................................................... 196 

Printing Chargeback Categories ................................................................... 196 

Closing Codes ........................................................................................................ 197 
Viewing Closing Codes ................................................................................ 198 

Editing Closing Codes .................................................................................. 198 
Printing Closing Codes ................................................................................. 198 

Expense Categories ................................................................................................ 199 

Viewing Expense Categories ........................................................................ 199 
Editing Expense Categories .......................................................................... 200 
Printing Expense Categories ......................................................................... 200 

Expense Models ..................................................................................................... 201 

Viewing Expense Models ............................................................................. 201 
Editing Expense Models ............................................................................... 202 

Printing Expense Models .............................................................................. 203 
Expense Mappings ........................................................................................ 203 

Employees .............................................................................................................. 204 
Viewing Employee Records ......................................................................... 204 
Editing Employee Records ........................................................................... 205 

Printing Employee Records .......................................................................... 205 
Hourly Inside .......................................................................................................... 206 



- 7 - 

 

Viewing Hourly Inside Records ................................................................... 206 

Editing Hourly Inside Records ..................................................................... 207 
Printing Hourly Inside Records .................................................................... 207 

Hourly Outside ....................................................................................................... 208 
Viewing Hourly Outside Records ................................................................ 209 
Editing Hourly Outside Records .................................................................. 209 

Printing Hourly Outside Records ................................................................. 210 
Per Job Inside ......................................................................................................... 210 

Viewing Per Job Inside Records ................................................................... 211 
Editing Per Job Inside Records ..................................................................... 211 
Printing Per Job Inside Records ................................................................... 212 

Per Job Outside ...................................................................................................... 212 

Viewing Per Job Outside Records ................................................................ 213 

Editing Per Job Outside Records .................................................................. 213 
Printing Per Job Outside Records ................................................................. 214 

Trades ..................................................................................................................... 215 
Viewing Trades ............................................................................................ 215 

Editing Trades .............................................................................................. 215 
Printing Trades ............................................................................................. 216 

Work Order Miscellaneous .................................................................................... 216 
Viewing Work Order Miscellaneous Costs .................................................. 217 
Editing Work Order Miscellaneous Costs .................................................... 217 

Printing Work Order Miscellaneous Costs ................................................... 217 
Work Order Priorities ............................................................................................. 218 

Viewing Work Order Priorities .................................................................... 219 

Editing Work Order Priorities ...................................................................... 219 

Printing Work Order Priorities ..................................................................... 220 
Projects ................................................................................................................... 220 

Viewing Projects .......................................................................................... 221 
Editing Projects ............................................................................................ 221 
Printing Projects ........................................................................................... 222 

Work Categories..................................................................................................... 222 
Viewing Work Categories ............................................................................ 222 
Editing Work Categories .............................................................................. 223 
Printing Work Categories ............................................................................. 223 

Requests .......................................................................................................... 225 
Viewing Requests .................................................................................................. 225 

Viewing New Requests ................................................................................ 228 
Viewing In Progress Requests ...................................................................... 230 
Viewing Transferred Requests ..................................................................... 231 
Viewing Closed Requests ............................................................................. 233 

Editing Requests .................................................................................................... 234 

Assigning Someone to a Request ........................................................................... 238 
Printing Requests ................................................................................................... 239 



- 8 - 

 

Editing Request State History Records .................................................................. 240 

Request History Report .......................................................................................... 241 
Request Status History Report ............................................................................... 242 

Work Orders .................................................................................................... 244 
Work Order States .................................................................................................. 244 
Viewing Work Orders ............................................................................................ 245 

Viewing Overdue Work Orders .................................................................... 248 
Viewing Draft Work Orders ......................................................................... 249 
Viewing Open Work Orders ......................................................................... 250 
Viewing Closed Work Orders ...................................................................... 252 
Viewing Void Work Orders ......................................................................... 253 

Editing Work Orders .............................................................................................. 254 
Editing Work Order State History Records .................................................. 261 

Printing Work Orders ................................................................................... 262 

Resources ............................................................................................................... 264 
Demand Item ................................................................................................ 265 
Demand Hourly Inside ................................................................................. 267 

Demand Per Job Inside ................................................................................. 270 
Demand Hourly Outside ............................................................................... 272 

Demand Per Job Outside .............................................................................. 274 
Demand Miscellaneous ................................................................................ 276 
Actual Item ................................................................................................... 278 

Corrections of Actual Items .......................................................................... 279 
Actual Hourly Inside .................................................................................... 280 

Corrections of Actual Hourly Inside ............................................................ 282 
Actual Per Job Inside .................................................................................... 283 

Corrections of Actual Per Job Inside ............................................................ 285 
Actual Hourly Outside .................................................................................. 286 

Corrections of Actual Hourly Outside .......................................................... 288 
Actual Hourly Outside (with PO) ................................................................. 289 

Corrections of Actual Hourly Outside (with PO) ......................................... 291 
Actual Per Job Outside ................................................................................. 292 
Corrections of Actual Per Job Outside ......................................................... 294 
Actual Per Job Outside (with PO) ................................................................ 295 
Corrections of Actual Per Job Outside (with PO) ........................................ 297 

Actual Miscellaneous ................................................................................... 298 

Corrections of Actual Miscellaneous ........................................................... 299 

Receiving Items ............................................................................................ 300 
Correcting Item Receipts .............................................................................. 302 

Requested Work Orders ......................................................................................... 303 
Temporary Storage Locations ...................................................................... 305 
Temporary Storage Assignments ................................................................. 305 

Assigning Someone to a Work Order .................................................................... 306 
Chargebacks ........................................................................................................... 307 



- 9 - 

 

Viewing Chargebacks ................................................................................... 308 

Editing Chargebacks ..................................................................................... 308 
Editing Chargeback Line Records ................................................................ 309 
Correcting Chargeback Line Records .......................................................... 310 
Printing Chargeback Information ................................................................. 311 

Overdue Work Orders Report ................................................................................ 312 

Work Order History Report ................................................................................... 313 
Work Order Status History Report ......................................................................... 314 
Work Order Hourly Inside Labor History Report .................................................. 315 
Work Order Hourly Outside Labor History Report ............................................... 316 
Work Order Material History Report ..................................................................... 317 

Work Order Statistics Report ................................................................................. 318 

Work Order Chargeback History Report ............................................................... 319 

Planned Maintenance ..................................................................................... 321 
Viewing Planned Maintenance Generation Records.............................................. 324 
Editing Planned Maintenance Generation Records................................................ 324 
Labor Forecast Report ............................................................................................ 328 

Material Forecast Report ........................................................................................ 329 

Units ................................................................................................................. 331 
Unit Records .......................................................................................................... 334 

Viewing Units ............................................................................................... 334 
Editing Units ................................................................................................. 335 

Attachments............................................................................................................ 338 

Specifications ......................................................................................................... 339 
Meter Readings ...................................................................................................... 340 

Editing Meter Readings ................................................................................ 340 

Reports on the Units Menu .................................................................................... 341 
Unit Listing ................................................................................................... 341 

Maintenance History .................................................................................... 342 
Replacement Forecast Report ....................................................................... 343 

Unit Meters Report ....................................................................................... 344 

Inventory Items ............................................................................................... 346 
How Inventory Works ............................................................................................ 346 
Inventory Item Records .......................................................................................... 347 

Viewing Item Records .................................................................................. 348 

Editing Item Records .................................................................................... 349 
Item Pricing .................................................................................................. 350 

Item Reports ........................................................................................................... 350 
Item Listing Report ....................................................................................... 351 
Item Activity Report ..................................................................................... 352 
Item Issue Report .......................................................................................... 352 
Item Re-Stocking Report .............................................................................. 353 



- 10 - 

 

Item Location and Status Report .................................................................. 354 

Item Usage Report ........................................................................................ 355 

Purchase Orders ............................................................................................. 357 
Viewing Purchase Orders ............................................................................. 358 
Viewing Draft Purchase Orders .................................................................... 360 
Viewing Issued Purchase Orders .................................................................. 362 

Viewing Closed Purchase Orders ................................................................. 363 
Viewing Void Purchase Orders .................................................................... 364 
Editing Purchase Orders ............................................................................... 366 
Purchase Item ............................................................................................... 370 
Purchase Hourly Outside .............................................................................. 373 

Purchase Per Job Outside ............................................................................. 376 
Purchase Miscellaneous Item ....................................................................... 378 

Assigning Someone to a Purchase Order ..................................................... 380 

Associating Work Orders with Purchase Orders .......................................... 380 
Purchase Order State History Records ......................................................... 380 
Printing Purchase Orders .............................................................................. 381 

Receipts .................................................................................................................. 382 
Viewing Receipts .......................................................................................... 383 

Editing Receipts ............................................................................................ 383 
Receiving Purchase Order Items .................................................................. 384 
Correcting Receive Item Entries .................................................................. 385 

Receiving Purchase Order Miscellaneous Items .......................................... 387 
Correcting Receive Miscellaneous Entries ................................................... 388 

Purchase Order Reports.......................................................................................... 389 
On Order Report ........................................................................................... 389 

Receiving Report .......................................................................................... 390 
Purchase History ........................................................................................... 391 

MainBoss Administration ............................................................................... 392 
Administration Information ................................................................................... 392 

Company Information ............................................................................................ 393 
Editing Company Information ...................................................................... 393 

Users ....................................................................................................................... 394 
Viewing Users .............................................................................................. 396 
Editing User Records .................................................................................... 397 

Assigning Security Roles to Users ............................................................... 398 

Printing User Records ................................................................................... 398 

Security Roles ........................................................................................................ 399 
Viewing Security Roles ................................................................................ 401 
Editing Security Role Records ..................................................................... 402 
Printing Security Role Records .................................................................... 402 

License Keys .......................................................................................................... 403 
Viewing Your License Keys ........................................................................ 403 



- 11 - 

 

Entering License Keys .................................................................................. 404 

Printing License Keys ................................................................................... 405 
Database History .................................................................................................... 405 

Printing Your Database History ................................................................... 406 
Backups .................................................................................................................. 406 

Specifying Backup Names ........................................................................... 409 

Accounting Records ............................................................................................... 409 
The @Requests Module ......................................................................................... 410 

Managing the @Requests Service ................................................................ 411 
Installing the @Requests Service ................................................................. 413 
Configuring @Requests ............................................................................... 414 

@Requests E-mail Log ................................................................................. 416 

E-mail Requests Contents ............................................................................. 417 

Printing the @Requests E-mail Log ............................................................. 417 

Appendix A: Troubleshooting ....................................................................... 419 
Obtaining MainBoss Support ................................................................................. 419 

 



- 12 - 

 

Introduction 
Welcome to MainBoss Advanced 

 

 

Thank you for licensing MainBoss Advanced. We think youôll find it provides all the 

features you need for managing your organizationôs maintenance work. However, the 

manual is not intended to be read from start to finish; instead, we recommend that you 

read: 
 

 The Getting Started guide 

 People involved with set-up should read the Quick Configuration guide or the full 

Configuration manual. 

 People involved with day-to-day operations should read the Quick Operations guide 

or the full Day-to-Day Operations manual. 

 The Installation and Administration guide covers details of interactions between 

MainBoss, the Windows operating system, and Microsoft SQL Server. 

 

If youôre an experienced MainBoss user: 

 The document Migrating from MainBoss Basic to MainBoss Advanced gives an 

overview of the differences between older versions of MainBoss and the current 

one. 

 The Configuration guide explains how to set up MainBoss Advanced. 

 

If youôve never used MainBoss before: 

 MainBoss Concepts on page 14 is a short introduction that gives an overview of 

terminology and how to use MainBoss. 

 Table Viewers and Editors on page 55 provides general information for working 

with MainBoss table viewers and editors. Since these are an important part of 

working with MainBoss, we strongly recommend that you read this section. 

 

Documentation conventions 

This guide uses the following documentation conventions: 
 

 Control panel items are shown in bold face: 

 Select Work Orders  from the control panel. 

When one item is under another, the items are separated by bars. For example, 
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Requests | Reports | History  refers to the History  item under Reports under 

Requests. 

 Menus and menu items are shown in italics: 

 Select Zoom in on View from the View menu. 

References to menu entries typically use arrows. For example, View ­ Zoom in on 

View refers to the Zoom in on View entry in the View menu. 

 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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MainBoss Concepts 

 

This section explains a number of concepts that underlie MainBoss Advanced. It does 

not describe the fine details of using the software, but looks at how MainBoss is 

organized and how you can adapt that organization to the work you do. 

 

Basic Terminology 

Table 

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

example, the Contacts table lists contact information for people involved in your 

operations. Each entry in the Contacts table contains contact information for a 

single person. 
 

Identifier code 

Each entry in a table must be given an identifier code. No two entries in the same 

table should be given the same code. 
 

Location 

Locations refer to anywhere you perform maintenance. The simplest type of 

location is a postal address: a building or a set of buildings that all have the same 

postal address. 
 

Locations may contain sublocations. For example, you might consider the floors in 

a building to be separate sublocations of the building, and the rooms on a floor to 

be sublocations of the floor. You might even divide large rooms into more 

sublocations (e.g. ñnortheast cornerò, ñsoutheast cornerò, etc.) so that workers can 

quickly find work sites. 
 

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

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

Unit 

ñUnitò is a general term for anything that might require maintenance. For example, 

this includes pieces of equipment and locations. Itôs up to you to decide what 

constitutes a separate unit. For example, you might consider a complete assembly 

line as a single unit, or you might choose to regard the line as a system made up of 

many separate units. 
 

Units may contain subunits. For example, you might think of a forklift truck as 

containing two subunits: the lift mechanism and the truck. This may be a useful 

distinction if your maintenance department has specialists that only deal with 

certain parts of a piece of equipment. 
 

Every unit has an associated location. In fact, units are considered locationsð
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sublocations of larger locations. (Sometimes itôs more useful to tell a worker, ñGo 

to Drill Press #4,ò than to say, ñGo to the northeast corner of the manufacturing 

floor.ò) 
 

Request 

A request (or work request) is typically based on a complaint from someone outside 

the maintenance department. It states preliminary information about the problem: 

the location, the name of the person reporting the problem, the date/time the report 

was received, and a brief description of the problem itself. 
 

Work order 

A work order is a detailed description of work to be done; typically, this can be 

printed off and handed to the personnel assigned to do the work. 
 

A work order is more detailed than a work request. For example, 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. In general, work requests are 

designed so they can be filled out by non-maintenance personnel (for example, a 

department secretary) while work orders are usually filled out by maintenance 

management. 
 

When you create a new work order using the information from an existing work 

request, we say that the work request has been transferred to the work order. 
 

Corrective and planned work orders 

A corrective work order specifies work to be done in order to solve a problem. 
 

A planned work order is prepared automatically by MainBossôs facilities for 

scheduling planned preventive maintenance. Planned work orders usually specify 

check-lists or step-by-step tasks that need to be done in planned maintenance 

operations. 
 

Report 

A report provides information extracted from MainBossôs files. MainBoss can 

create many different types of reports, including work histories, cost summaries, 

equipment lists, and so on. Reports can be run off on a printer or displayed on your 

monitor screen. 
 

Items 

Items are materials used in the course of your maintenance work, such as spare 

parts, chemicals, and so on. 
 

Coding Definitions 

Your coding definitions are tables which contain information that isnôt expected to 

change on a day-to-day basis. For example, this includes information on the 

vendors from whom you purchase materials. Most maintenance departments buy 

from the same set of vendors most of the time. Since information about vendors 

(e.g. phone numbers and addresses) wonôt change very often, itôs separated from 

other maintenance activities where information changes frequently (e.g. your work 
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orders and requests). 
 

In some sense, coding definitions reflect the underlying structure of your 

maintenance operations, as opposed to the day-to-day details. For this reason, many 

maintenance departments only allow administrators to change coding definitions. 
 

MainBoss Administration 

A collection of operations usually reserved for the person who is in charge of 

MainBoss in your organization. The administrative features of MainBoss can 

control who is and isnôt allowed to use specific MainBoss functions, who is 

permitted to archive MainBoss data, and so on. 
 

Security Roles: 

Security roles determine what you can and canôt do within MainBoss. Your 

MainBoss administrator assigns security roles to you. These determine what 

MainBoss operations you can perform. 
 

Important:  Your security roles determine what you can and canôt see in MainBoss. For 

example, if you arenôt permitted to see a certain type of information, that information 

wonôt be displayed in MainBoss windows. Therefore, what you see on your screen may 

differ from the pictures displayed in this guide. 

 

The MainBoss Control Panel 

When you first start MainBoss, youôll see a window that has the MainBoss control 

panel on its left-hand side. This control panel looks much like the list of folders on the 

left-hand side of Windows Explorer. The window that contains the control panel is the 

most important window used in MainBoss. 
 

The MainBoss control panel organizes MainBoss operations and provides access to 

them. For example, the Requests entry provides access to operations related to work 

requests. Clicking Requests itself lets you see a list of current work requests. This list is 

shown in the right half of the window. The right half of the window also has buttons 

that let you create new work requests, edit existing requests, and so on. 
 

Clicking a + sign in the control panel displays further MainBoss operations (just as 

clicking the + in a Windows Explorer folder displays subfolders). For example, the 

Requests entry has several subentries, including Reports. Clicking the + on this 

Reports will provide a list of reports related to work requests. 
 

The MainBoss control panel is your starting point for almost all MainBoss data and 

operations. Looking at entries in the control panel is one way to learn what MainBoss 

can do. 
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The Life Cycle of a Corrective Work Order 

This section outlines the usual sequence of events in dealing with a problem report 

received from outside the maintenance department. 
 

 Create a request (see Requests on page 225). This is done by the person who 

receives the problem report. 
 

In some companies, individuals outside the maintenance department may be 

authorized to prepare their own requests. For example, there might be someone in 

each department who is authorized to create and submit requests for the 

maintenance department to deal with. 
 

Requests may also be submitted by e-mail if your site has the @Requests module. 

 Create a work order based on the request (see Work Orders on page 244). This is 

usually done by a maintenance manager. The original request contains a basic 

description of the problem. The person drawing up the work order may add more 

information including: 

 priority of the job 

 date/time the job should be done 

 personnel assigned to do the job (possibly including labor costs based on 

the workersô wages) 

 length of time the job is expected to take 

 materials expected to be needed for the job 

 detailed description of the work to be performed 
 

 Print off the work order and give it to the workers assigned to the job (see Printing 

Work Orders on page 262). 

 Close the work order and the request when the work is actually completed. This 

may be done by a maintenance manager or by the workers who actually did the job. 

When you close a work order, you record actual information about the job, as 

opposed to the estimates you made when you originally created the work order. For 

example, when you first create a work order, you can estimate the time required for 

the job and the materials that will probably be used; when you close the work order, 

you can record the actual time and materials. 
 

You also assign a closing code to each work order. For example, your closing codes 

may be based on the type of problem (HVAC complaint, plumbing problem, 

vandalism, etc.) or they might be based on what you did to deal with the problem 

(repair, replacement, adjustment, etc.). Closing codes provide a way to classify and 

track the type of work that your maintenance department does. 

At any point in the process, you can edit the results of previous stages. For example, 

when you originally create a work order, you may not have enough information to 
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estimate the expected labor and material costs. When you do get this information, you 

can go back and add it to the work order. 

 

Scheduling Planned Maintenance 

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

maintenance. 
 

 Specify the task (see Tasks on page 146). This means drawing up step-by-step 

instructions describing everything that should be done in a particular planned 

maintenance operation. The task may include the materials to be used (such as 

replacement parts), the personnel normally assigned to the job, the time the job 

usually takes, and so on. 

 Create one or more timing descriptions (see Maintenance Timing on page 131). For 

example, if a particular job should be done every three months, you create a timing 

description that specifies ñevery three monthsò. 

 Assign tasks and timing to specific units. For each unit that requires a particular 

type of planned maintenance, you specify the task (the work that should be done) 

and the timing (how often it should be done). For more details, see Unit 

Maintenance Plans on page 123. 

 Tell MainBoss to create work orders for all tasks that should be scheduled in the 

near future (see Viewing Planned Maintenance Generation Records on page 324). 

For example, every Friday you might have MainBoss generate work orders for all 

planned maintenance that should take place in the upcoming week. These work 

orders can then be given to your personnel so they know what work theyôll be doing 

every day and what each job entails. 

 When you ask MainBoss to print open work orders, it will print work orders for 

each scheduled PM task (as well as for corrective jobs). Printed work orders can 

then be given to the workers assigned to each job. 

 When a planned maintenance job is finished, you close the associated work order in 

the same way as any other work order. During the closing process, you can record 

labor costs, materials usage and other details associated with the job. 

 

General Inventory Control 

This section outlines a number of actions associated with setting up inventory control. 

(Purchasing and receiving is treated separately in a later section.) 
 

 For each item you keep in inventory (spare parts and other materials used in your 

maintenance work), you may create an entry in the Items table (see Inventory Item 

Records on page 347). This entry specifies information about the item, including: 
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 Where the item can be found. There may be more than one storage 

location if your stock of the item is divided amongst several different 

storerooms. 

 The minimum quantity of this item that you want to have on hand at any 

time in each storeroom. If your stock goes below this quantity, MainBoss 

can notify you that itôs time to reorder. 

 The maximum quantity of this item that you want to have on hand in 

each storeroom. When MainBoss reorders, it recommends that you buy 

the quantity required to get back up to this maximum. 

 Where the item is used. For example, if a particular spare part can be 

used in many different pieces of equipment, you can record all the 

equipment that uses the spare part. This kind of cross-reference can be 

useful in projecting future materials use. The cross-reference is also 

helpful if you need to take spare parts from one piece of equipment in 

order to repair more important units. 

 The quantity of the item currently on hand in each storeroom, and the 

cost of that quantity. 
 

 As materials are used, MainBoss automatically adjusts inventory counts according 

to the information recorded when you close a work order. For example, if a 

particular work order states that you put a new tire on a forklift truck, MainBoss 

automatically reduces the count of tires in your inventory. 

 

Purchasing and Receiving 

MainBoss has detailed facilities for reporting which inventory items need to be 

restocked, for creating purchase orders, and for tracking shipments received. This 

section outlines the usual sequence of events for purchasing and receiving. For more 

information, see Purchase Orders on page 357. 
 

 You begin by creating a re-stocking report which lists items that are currently below 

their minimum stock level. If you want, you can restrict the report to list items you 

have previously purchased from a specific supplier. 

 You prepare a purchase order for a specific supplier. During the process, you state 

the items and quantity you want to buy, and where the items will be stored once 

theyôre received. You can also specify payment and shipment details. 

 Once you have created an appropriate purchase order, you issue it and print off the 

order. The printed purchase order may be submitted to management for approval or 

may be sent directly to the supplier. 

 As goods are received, receipts can be compared to the purchase order and checked 

off against it. MainBoss updates your inventory records to reflect the items that have 

been received. It also keeps track of items on back order so that you know which 

items you should be receiving in future. 
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 When all the goods associated with a purchase order have been received, you close 

the purchase order. 

At any point, you can make corrections. For example, you might prepare a draft version 

of a purchase order and submit it to your management for approval. If some items are 

not approved, you can remove those items from the purchase order before you issue it 

and send it to your supplier. 
 

If your supplier tells you that some prices have been changed or that there will be extra 

charges (e.g. for faster delivery), you can add those charges to the purchase order. 

Finally, if some of the requested items cannot be supplied (or if you cancel your order 

and buy from someone else), you can make appropriate adjustments to MainBossôs 

records. 

 

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 

maintenance departmentôs work. 
 

Note: MainBoss is not a full-fledged accounting package. However, it does keep track 

of the transactions needed by such a package. This information can be exported for use 

with an accounting package. 
 

MainBossôs accounting facilities are intended to simplify day-to-day operations, so that 

workers using MainBoss donôt have to know which ledger account is used for which 

expenses. In order to make this possible, someone familiar with your organizationôs 

accounting practices must set up a number of definitions that workers can then use. 
 

For advice on how to set up MainBossôs accounting facilities, see the Configuration 

guide. The description here is only an overview of the basic concepts. 
 

MainBossôs accounting facilities generate a reliable audit trail of accounting records 

based on your general ledger accounts. 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. 
 

MainBossôs accounting facilities are based on the following types of information: 
 

 Cost Centers: If you have licensed the MainBoss Accounting module, you will be 

able to define cost centers. Most organizations will set up a single cost center for 

each general ledger account used by the maintenance department. However, it is 

possible to set up multiple cost centers all corresponding to a single general ledger 

account. This makes it possible to have detailed cost breakdowns for your 

departmentôs purposes, even if such detailed breakdowns arenôt required by your 

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

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

However, you might decide to create multiple cost centers like Electrical 

Materials , Plumbing Materials , Mechanical Materials , and so on, all 

corresponding to the same single ledger account. This lets MainBoss give you a 

more detailed breakdown of your materials expenses, even though your actual 

accounting system doesnôt subdivide expenses in this way. 
 

If you have not licensed the MainBoss Accounting module, MainBoss hides all 

references to cost centers. Therefore, you wonôt define any cost centers and you 

wonôt see them used anywhere in the software. 

 Expense Models: An expense model is a type of MainBoss record that describes 

how youôre going to ñcost outò a particular work order. For example, on jobs that 

you do for Client X, you might be required to categorize 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 other types of work. 
 

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. 

 Expense Categories: Each 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 contractors  
 

When you prepare a work order, you look at each expense and ask, ñWhat type of 

expense is this?ò You choose the expense category from the list of available 

categories associated with the expense model. 
 

If you have licensed the Accounting 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 called an expense 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 following cost centers: 
 

   Cost Centers      Ledger Account  

TenantA Labor             00001  

TenantA Materials         00002  

TenantB Labor             00003  

TenantB Materials         00004  
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TenantC Labor             00005  

TenantC Materials         00006  
 

For each tenant, you create an expense model: TenantA Model , TenantB Model , 

TenantC Model . The TenantA Model  would contain the following expense 

categories: 
 

Category         Associated Cost Center  

 Labor              TenantA Labor  

 Materials          TenantB Materials  
 

TenantB Model  and TenantC Model  would be similar. 
 

Whenever you create a work order, you have to assign it an expense model. Suppose 

youôre doing a job for Tenant A. You look at your list of expense models and see that 

there is one especially associated with Tenant A; you therefore assign that expense 

model to the work order. 
 

Next you have to assign an expense category to each expense on the work order. When 

you look at the list of categories associated with TenantA Model , you see there are 

only two: Labor  and Materials . Therefore, you just have to assign one of those two 

categories to each expense on the work order. If you have the Accounting module, this 

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

Note, however, that when you fill out the work order, you only have to make two types 

of decisions: 
 

 Which model do we use (what general approach will we use to ñcost outò this job)? 

 For each expense on the work order, which available expense category does it 

belong to? 

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

a sophisticated way (e.g. if you keep separate accounts for each tenant). If your needs 

are more simple, MainBoss has default expense models and expense categories that you 

can use, with or without modification. 
 

If you donôt need accounting at all, just use the default expense model for all work 

orders. Choose the default expense categories for every item on the work order. 
 

Whenever you create a work order, you must specify an expense model. If you havenôt 

set up your own expense models, use the default model. 
 

Similarly, whenever you add an item to a work order, you must specify an expense 

category. If you havenôt set up your own categories, use the default ones. 
 

Displaying Accounting Records: To display the accounting records that MainBoss 

creates, you use Administration  | Accounting. For more information, see Accounting 

Records on page 409. 
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Corrections 

Some editors have a Correct 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, MainBoss doesnôt let you 

change or delete existing accounting records. Instead, you have to create new correction 

records which add or subtract from previous monetary values. 
 

On a similar principle, physical count records resulting from taking inventory canôt 

have their numbers altered once the record is saved. Instead, you have to void (cancel) a 

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

being fudgedðyou always leave an audit trail. 

 

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. 
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 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. 

 
 

 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: 
 



- 25 - 

 

 
 

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.) 

 

Number Formats 

MainBoss lets you specify the format of identification numbers for requests, work 

orders, and purchase orders. For example, you might want to give work orders 

identification numbers like WO- 000001 , WO- 000002 , and so on. 
 

Number formats are specified in the appropriate default sections. For example, you 

specify the number format for work orders in the Defaults for Work Order  section of 

the Work Orders  table viewer. 
 

The default format of work order identification numbers is given by 
 

WO {0:D8}  
 

This means the letters WO, followed by a blank character, followed by a number. The 

number is 8 digits long (specified by the D8) and is padded with leading zeros if 

necessary. To get the format discussed above, you would specify 
 

WO- {0:D6}  
 

This means the characters WO- , followed by a six-digit number, padded with leading 

zeroes if necessary. 
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If you have programming experience, you can specify very sophisticated number 

formats. These formats are represented by format strings which will be passed to the 

Microsoft .NET String::Format  library function. For more information, see 

Microsoftôs .NET documentation. 

 

MainBoss Modules 

MainBoss consists of a number of modules. You can pick and choose which modules 

you want, licensing only the modules that you actually intend to use. 
 

Modules are controlled by license keys. If you do not have a license key for a particular 

module, information related to that module will not be displayed in the MainBoss 

control panel or in MainBoss windows. For example, if you do not license the 

@Requests module, you will not see Administration  | @Requests in the control panel. 
 

Below we list MainBossôs modules and give an overview of what MainBoss features 

are associated with the module. 
 

The MainBoss module 

Supports work orders and units. It lets you track the materials you use on work 

orders, but does not provide inventory control (e.g. where specific items are stored 

in your storerooms). It also lets you track labor by your own employees and by 

outside contractors. 
 

Your MainBoss module license specifies how many users can appear in the Users 

table (Administration  | Users). 
 

All other modules require the MainBoss module. 
 

The Planned Maintenance module 

Adds facilities for automatically creating planned maintenance work orders (e.g. 

inspections and preventive maintenance jobs). Planned maintenance can be 

scheduled by date or by meter reading. 
 

The Inventory  module 

Adds the ability to track the location of materials in storerooms. This includes the 

ability to specify maximum and minimum quantities desired for each item in each 

storeroom, plus facilities for taking physical inventory and tracking item prices. 
 

The Purchasing module 

Adds facilities for creating purchase orders and tracking the receipt of ordered 

items. Purchase orders can include the cost of materials, outside contractors, and 

miscellaneous expenses. 
 

The MainBoss Requests module 

Supports work requests. As noted in Basic Terminology on page 14, a request is a 

simple problem report that might be written up by a help-desk. 
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The @Requests Service module 

[Requires the MainBoss Requests module] Provides a facility that automatically 

processes work requests submitted by e-mail. 
 

The Accounting module 

Adds a facility that creates accounting records of a form that may be useful in 

connection with accounting software. At present, however, MainBoss has no 

facilities for integrating MainBoss accounting records with any other accounting 

package. 

 

Security Roles and Permissions 

In order to use MainBoss, users need to be assigned one or more security roles. The 

available roles are listed in Administration  | Security Roles. The comments provided 

in each role record indicate what permissions that role provides. 
 

Security roles affect what a user sees: if a user doesnôt have permission to see a 

particular type of information, that information will be blanked out or missing entirely 

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

user has permission to view work orders (WorkOrderView ) but not to close them, the 

Close Work Order button will be disabled for that user. 
 

Important:  When information is blank because you donôt have appropriate 

permissions, move the cursor to the blank; MainBoss will tell you what security roles 

will give you permission to see that information. Similarly, if a button is disabled, move 

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

that button. Note, however, that in some cases, information will disappear entirely (e.g. 

sections of records just wonôt be displayed); in this case, you may not even know that 

something is missing. 
 

To assign security roles to a user, you use the Security Roles section of a user record 

(Administration  | Users). In order to decide what roles an individual user should be 

granted, you must consider what that user is expected to do in his/her job. For example, 

consider someone working on a help-desk and receiving problem reports from clients 

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

 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 tell a client, ñYour work has been scheduled for Thursdayò). This 

suggests the WorkOrderSummary  security role. 

 The UnitSummary  role might also be useful. It gives help-desk personnel enough 

information about units to make sure they understand which unit the client is talking 

about. 
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Other roles may also be appropriate, depending on what help-desk personnel are 

expected to do, and on your organizationôs policies. 
 

Related Security Roles: Security roles tend to come in related groupings; for example, 

WorkOrder , WorkOrderView , WorkOrderFulfillment  and WorkOrderSummary  

are all roles related to work orders. 
 

In such a grouping, some roles automatically include others. For example: 
 

 WorkOrder  automatically includes all the other roles in the grouping. 

 WorkOrderView  automatically includes WorkOrderSummary . 

For this reason, thereôs no point in giving someone both WorkOrder  and 

WorkOrderView  (for example), because WorkOrder  automatically includes all the 

permissions of WorkOrderView . 
 

In general, a View  role automatically includes the related Summary role and a role with 

a simple name automatically includes roles of the same name with extra words (e.g. 

PurchaseOrder  automatically includes PurchaseOrderView , 

PurchaseOrderSummary , and PurchaseOrderReceive ). 

 

Cost-Related 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 the WorkOrder  security role but not AccountingWorkOrder  will be 

able to create work orders but will not be able to see or specify material costs on the 

work order. For example, youôll be able to record that you used a particular spare part 

on a job but you wonôt know how much the part cost. Youôll only be able to see 

material costs if you have the AccountingWorkOrder  role (or some other accounting-

related role). Furthermore, AccountingWorkOrder  isnôt sufficient to see labor costs; 

for that, you need Accounting  or AccountingView . 
 

If you donôt have an appropriate accounting security role, you canôt directly enter 

monetary values. However, MainBoss 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 Joeôs salary, even if MainBoss doesnôt tell you what that cost 

is. 
 

More specifically, when someone 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 

calculate costs based on the current value of labor and materials. 
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For materials, MainBoss checks its inventory records and determines the historic 

cost of the materials used; it uses this cost as the actual cost of the materials. For 

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

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

used as the actual cost of the oil used. 
 

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

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 determine Joeôs hourly wage. MainBoss then 

uses that hourly wage to determine the actual cost of five hours of Joeôs time. 

Demand estimate: This is similar to Current value calculation except that it uses 

costs as they were at the time of the original demand rather than the time the 

actual materials and labor were recorded. This makes a difference, for example, 

if a workerôs hourly wage changes between the time of the demand and the time 

that actual hours are recorded. 

Current value calculation and Demand estimate are useful in situations where costs 

can be specified by the person who creates the original demand, but not by the person 

who eventually records actual labor and material usage. This might happen when work 

orders are created by a dispatcher who has the roles WorkOrder  and 

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

have the WorkOrderFulfillment  role. 
 

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

must have AccountingWor kOrder  or some other accounting role that allows 

costs to be entered directly. In this case, the ñactualizerò may either choose the 

same calculations as Current value calculation or Demand estimate, or may 

manually enter some different cost. 

Note that these options specify defaults to be used in situations where the person who 

records actual labor and material usage doesnôt have permission to specify costs. If the 

person recording actual usage has cost permissions, that person can override the 

defaults if and when desired. 
 

Costs on Reports: In every report window, the Advanced section has a Suppress 

Costs option. This tells MainBoss not to print any costs that would normally appear in 

the report. This option is always in effect if you donôt have an appropriate accounting-

related security role. 

 

Testing Security Roles 

It can be difficult to figure out the effects of various security roles, especially when a 

user has several different roles combined. To test what a particular user can and canôt 



- 30 - 

 

do, you can use the Evaluate Security As button in Administration  | Users. (You must 

have the Administration  security role to use Evaluate Security As.) 
 

If you select a user in the Users table, then click Evaluate Security As, your MainBoss 

session changes to seem as if you are the selected user. If certain types of data are 

invisible to that user, theyôll become invisible to you too; if certain buttons are disabled, 

theyôll be disabled for you too. In fact, if you perform any operations (e.g. creating a 

work order), MainBoss will behave as if the operations were performed by the user 

whose permissions youôre testing. 
 

In this way, Evaluate Security As lets you see all the consequences of a userôs security 

roles. Once youôve examined what the user can and canôt do, you can return to your 

own security roles by going to the Session menu and clicking Reset to user 

YOURNAME security . 

 

Assignments 

Requests, work orders, and purchase orders can be assigned to people. Someone 

assigned to a record is called an assignee. 
 

Typically, you assign someone to a request if that person has some interest in the 

request. People who might be assigned to a request include: 
 

 The requestor 

 The person who received the request from the requestor (e.g. help-desk personnel) 

 Whoever is responsible for seeing that the request is handled satisfactorily (e.g. a 

maintenance supervisor) 

Similarly, you assign someone to a work order if that person has some interest in the 

job. People who might be assigned to a work order include: 
 

 The requestor 

 The dispatcher who created the work order 

 Workers whoôll be doing the work 

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

supervisor) 

 A bookkeeper or accountant who has 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: 
 

 The vendor 

 Whoever created the purchase order 

 Whoever will receive materials specified on the purchase order 
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 A bookkeeper or accountant who has to keep track of purchase expenses 

Different organizations will have different policies for who is and isnôt assigned to a 

record. For example, an organization might choose to assign requestors to requests but 

not to work orders. Similarly, help-desk personnel might be assigned to requests but not 

to work orders associated with those requests. 
 

Assignee Tables: In order for someone to be assigned to a record, that person must first 

be in the Contacts table. That person must also be authorized to be an assignee by 

being in one of the three Assignee tables: 
 

 Requests | Assignees or Coding Definitions | Requests | Assignees 

 Work Orders  | Assignees or Coding Definitions | Work Orders  | Assignees 

 Purchase Orders | Assignees or Coding Definitions | Purchase Orders | 

Assignees 

MainBoss Users: When you run MainBoss, youôll see that the control panel has an 

entry labeled Assigned to current user. If you expand this entry, youôll see 
 

 In Progress Requests 

 Open Work Orders  

 Issued Purchase Orders 

These tables list active requests, work orders, and purchase orders to which youôve been 

assigned. In other words, your Assigned to current user section lists the requests, work 

orders and purchase orders that youôre most likely to care about. 

 

The Assignment Status Display 

The Assigned to current user entry of the MainBoss control panel displays 

information on requests, work orders and purchase orders assigned to you. 
 

 For requests, the window displays 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. 

 For purchase orders, the window displays the number of draft purchase orders and 

issued purchase orders assigned to you. 

 

The Refresh button in this window updates the numbers to reflect any recent changes 

made by other people. 
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MainBoss Sessions 

 

A MainBoss session begins when you start the MainBoss program. It ends when you 

quit the program and close all associated windows. 

 

Your Maintenance Organization List 

MainBoss lets you create individual databases for separate maintenance organizations. 

For example, consider a property management company that serves several different 

clients. The management company may choose to create a different database for each 

client; in this way, costs and information for each client are kept separate from all other 

clients. 
 

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

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

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

representative. 
 

If you have access to multiple MainBoss databases, one of them may be designated as 

your default maintenance organization. Whenever you start MainBoss, you begin 

looking at information for your default organization. You can easily switch to a 

different organization: 

 ___________________________________________________________  

 To specify which maintenance organization you want to work with: 

1. In the Session menu, click Change Maintenance Organization. This opens a 

window listing all databases that are available to you. 

2. In the list, click on the database you want. 

3. Click Open Organization. 

4. MainBoss will change to using the specified database. 

 ___________________________________________________________  
 

Note: You will not be able to open a database in any mode unless you have been 

granted permissions to access that database. For more information on database 

permissions, see Users on page 394. 
 

The window for specifying databases contains the following buttons: 
 

Open Organization: Opens the database thatôs currently selected in the list. This 

button has the following additional options on its drop-down list: 

MainBoss: Full MainBoss mode with all available modules operational. 
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MainBoss Assignments: Opens the selected organization in Assignments mode. 

The control panel will only display the Assigned to current user entry, 

under which you can see requests, work orders and purchase orders that have 

been assigned to you. For more on assignments, see Assignments on page 30. 

MainBoss Requests: Opens the selected organization in Requests mode. The 

control panel will only display entries relevant to dealing with requests. You 

can always open MainBoss in this mode, provided you have a MainBoss 

Requests license key and you have been granted permissions to access the 

database. Opening MainBoss in this mode does not count against the 

maximum number of users allowed to connect with the database; therefore, 

it is recommended for people who only intend to create requests (e.g. help-

desk personnel). 

Administration : Opens the selected organization in a mode that allows you to 

use functions in the Administration  part of the control panel. You can 

always start MainBoss in this mode, even if you currently have no valid 

license keys. In fact, when you create a blank organization, you must start 

MainBoss in this mode in order to enter your license keys. Once youôve 

done so, you can quit and start MainBoss again in its normal mode. 

Some Administration  functions can only be used if you have been granted 

Administrator privileges. For more on these privileges, see Editing User Records on 

page 397. 
 

View Sessions: Opens the selected organization in a mode that shows who else 

is using MainBoss. This may be useful if youôre trying to upgrade the 

database but canôt because someone else is using it. For more, see Viewing 

MainBoss Sessions on page 50. 

Add Existing Organization: Adds a new database to your list of available 

databases. For more information, see Existing Maintenance Organizations on 

page 37. This button has the following additional options on its drop-down list: 

Edit Organization : Lets you change information about the organization (e.g. if 

you want to change the ñOrganization Nameò which is displayed when you 

are using MainBoss). For more on this operation, see Changing 

Organization Information on page 45. 

Create New Organization: Creates a new database and adds it to your list of 

available database. For more information, see New Maintenance 

Organizations on page 36. 

Import MainBoss 2.9 Organization: Imports data obtained from a MainBoss 

Basic database. For more information, see Imported Maintenance 

Organizations on page 38. 

Restore Organization: Restores the selected database from a backup file. Note 

that you must first select a database from the Maintenance Organization list; 
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this database will be overwritten with the data from the backup file. For 

more information on this operation, see Overwriting a Maintenance 

Organization with Data from a Backup File on page 40. 

Create New Organization from a Backup: Creates a new database using data 

obtained from a backup file. For more information on this operation, see 

Creating a New Maintenance Organization from a Backup File on page 43. 

Create Demonstration Organization: Creates a new database with 

demonstration mode license keys. This database will let you test MainBoss 

operations, but puts limitations on the database contents (e.g. a limited 

number of work orders, locations, requests, etc.). For more information, see 

Demonstration Maintenance Organizations on page 39. 

Set Start Default: Lets you specify which database is opened by default whenever 

you start using MainBoss. Clicking this button specifies the current database as 

your default. This button has the following additional options on its drop-down 

list: 

Clear Start Default: Specifies that you do not want a default database. If you 

do not have a default database, your list of available databases will be 

displayed every time you start using MainBoss. This lets you select which 

database you want to use. 

Set Start Mode to MainBoss: Lets you specify that the currently selected database 

should be opened in normal MainBoss mode. In other words, when you click 

Open Organization on the database, or if MainBoss automatically opens the 

database on start-up because this is your default database, the database will be 

opened in normal MainBoss mode. 
 

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

Set Start Mode to MainBoss Assignments: Lets you specify that the currently 

selected database should be opened in MainBoss Assignments 

(assignments-only) mode. In other words, when you click Open 

Organization on the database, or if MainBoss automatically opens the 

database on start-up because this is your default database, the database will 

be opened in MainBoss Assignments mode. 

Set Start Mode to MainBoss Requests: Lets you specify that the currently 

selected database should be opened in MainBoss Requests (requests-only) 

mode. In other words, when you click Open Organization on the database, 

or if MainBoss automatically opens the database on start-up because this is 

your default database, the database will be opened in MainBoss Requests 

mode. 

Set Start Mode to Administration: Lets you specify that the currently selected 

database should be opened in Administration  mode. In other words, when 

you click Open Organization on the database, or if MainBoss automatically 
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opens the database on start-up because this is your default database, the 

database will be opened in Administration  mode. 

Set Start Mode to View Sessions: Lets you specify that the currently selected 

database should be opened in View Sessions mode. In other words, when 

you click Open Organization on the database, or if MainBoss automatically 

opens the database on start-up because this is your default database, the 

database will be opened in View Sessions mode. 

Remove from list: Removes the selected database from your list. This does not 

delete the database; it simply says that you no longer want the database to 

appear on your personal list. 

Upgrade: Upgrades a database made under an older version of MainBoss 

Advanced. Note that if you want to import old data from MainBoss Basic, you 

use Import MainBoss 2.9 Organization (described earlier). For more on 

upgrading, see Upgrading Maintenance Organizations on page 50. 

Exit : Exits MainBoss. 

 

Start-Up Modes: As an example of the use of start-up modes, your help-desk personnel 

might set their starting mode so that they always access the database in requests-only 

mode unless they manually open it in some other mode. In this way, they only see 

control panel entries relevant to their usual work. 
 

If you sometimes want to open a database in full mode and sometimes in requests-only 

mode, you can give the same database multiple organization names. For example, 

suppose your database has the ñDatabase Nameò MyMainBoss . You could use Add 

Existing Organization to create two different lines in the organization list: 
 

 One line might have the ñOrganization Nameò MyMainBoss - Full , with a start 

mode of MainBoss. 

 A second line might have the ñOrganization Nameò MyMainBoss - Requests , 

with a start mode of MainBoss Requests. 

If you click Open Organization on MyMainBoss - Full , MainBoss opens in full 

MainBoss mode. If you click Open Organization on MyMainBoss - Requests , 

MainBoss opens in requests-only mode. 
 

You can also use command line options to specify start mode and maintenance 

organization you wish to access. This makes it easy to create desktop icons that each 

open a different organization or open the same organization in different modes. For 

more information, see Command Line Options on page 47. 
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New Maintenance Organizations 

You can create a new maintenance organization database by clicking Create New 

Organization in the Maintenance Organization window (see Your Maintenance 

Organization List on page 32). MainBoss opens a window where you can specify 

information about the new organization: 
 

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

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 46. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 

MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 46.) 
 

ñDatabase Nameò must obey SQL Serverôs rules for database names. In 

particular, the name canôt contain spaces or special punctuation characters. 

Organization Name: A name that you will use for this database. See below for 

further information. The value of ñOrganization Nameò may contain spaces 

and other punctuation characters. 

OK : MainBoss attempts to create a new maintenance organization database with the 

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

database. 

Cancel: Closes the window without creating a database. 

In order to use a new database, it must have license keys. You must record your license 

keys before you can proceed to use MainBoss. After creating a new database, MainBoss 

automatically opens in Administration  mode to let you enter the keys. Follow the steps 

in License Keys on page 403 to enter your license keys. Then quit MainBoss and start 

again for the keys to become active. 
 

Company Name and Address: When you create a new database, MainBoss 

automatically creates a postal address location record whose ñCodeò is the same as the 

ñOrganization Nameò specified during the database creation process. The address 

fields of this location record will be blank. We recommend that you set this recordôs 

ñCodeò to whatever organization name you want to appear on printed material 

(requests, work orders and purchase orders). You should also fill in the recordôs address 

fields appropriately. (For more on location records, see Locations on page 106.) 
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Once youôve set the company name in the location record, the ñCodeò from the location 

record will be used as the default ñOrganization Nameò for anyone adding the 

database to their list of known organizations. 
 

The location record that holds the company name is specified with Administration  | 

Company Information . For more, see Company Information on page 393. 
 

Any user may assign a different ñOrganization Nameò to any database in their list of 

known organizations. If a user does this, the new name is considered that userôs 

personal name for the databaseða name for that single userôs convenience. When a 

user changes a personal ñOrganization Nameò, it has no effect on other users; it 

doesnôt change the name/address printed on requests, work orders and purchase orders, 

nor does it change the default ñOrganization Nameò when users add the database to 

their list of known organizations. 

 

Existing Maintenance Organizations 

You can add an existing organization to your list of maintenance organizations by 

clicking Add Existing Organization in the Maintenance Organization window (see 

Your Maintenance Organization List on page 32). MainBoss opens a window where 

you can specify database information: 
 

The person who originally created the database should tell you what values to enter in 

ñDatabase Serverò and ñDatabase Nameò below. 
 

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

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 46. 

Database Name: The name of the database, as known to the SQL Server. The name 

must be the name given to the database when it was created. If you click the 

accompanying ñ...ò button, MainBoss displays the names of all MainBoss 

databases managed by the specified ñDatabase Serverò. (For more, see The 

Database Name List on page 46.) 

Organization Name: A name that you personally will use for this database. By 

default, this will be the company name associated with the database. You may, 

however, change ñOrganization Nameò to any other value for your own 

convenience. Changing your own version of ñOrganization Nameò will not 

affect anyone else who uses the database. 
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OK : Adds the specified database to your list. MainBoss attempts to access the 

specified database and add it to your list of known databases. 

Cancel: Closes the window without adding any database. 

 

Imported Maintenance Organizations 

To move from MainBoss Basic 2.9 to MainBoss Advanced, you should follow the 

instructions given in the guide titled Migrating from MainBoss Basic to MainBoss 

Advanced. The essential steps are: 
 

1. Export data from your MainBoss Basic 2.9 database. 

2. In MainBoss Advanced, click Import MainBoss 2.9 Organization in the 

Maintenance Organization window (see Your Maintenance Organization List on 

page 32). This action creates a new maintenance organization and imports your old 

data into the new database. 

When you click Import MainBoss 2.9 Organization, MainBoss Advanced opens a 

window containing the following: 
 

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

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 46. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 

MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 46.) 

Organization Name: A name that you will use for this database. See below for 

further information. The value of ñOrganization Nameò may contain spaces 

and other punctuation characters. 

2.9 Export Data: Should give the name of an XML file containing data exported 

from MainBoss Basic 2.9. For more information on importing information, see 

the Installation and Administration Guide. 

OK : MainBoss attempts to create a new maintenance organization database with the 

name you specified and to fill it with data taken from the ñ2.9 Export Dataò 

file. You must have appropriate permissions to create this database. If the 

database can be created, it will be added to your list of organizations. 

Cancel: Closes the window without taking any action. 
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In order to use a new database, it must have license keys. You must record your license 

keys before you can proceed to use MainBoss. After creating a new database, MainBoss 

automatically opens in Administration  mode to let you enter the keys. Follow the steps 

in License Keys on page 403 to enter your license keys. Then quit MainBoss and start 

again for the keys to become active. 
 

Company Name and Address: When you import a MainBoss Basic database, 

MainBoss automatically creates various records in the new MainBoss Advanced 

database. In particular, MainBoss creates a postal address location record whose 

ñCodeò is the same as the ñOrganization Nameò specified during the database creation 

process. The address fields of this location record will be blank. We recommend that 

you set this recordôs ñCodeò to whatever organization name you want to appear on 

printed material (requests, work orders and purchase orders). You should also fill in the 

recordôs address fields appropriately. (For more on location records, see Locations on 

page 106.) 
 

Once youôve set the company name in the location record, the ñCodeò from the location 

record will be used as the default ñOrganization Nameò for anyone adding the 

database to their list of known organizations. 
 

Any user may assign a different ñOrganization Nameò to any database in their list of 

known organizations. If a user does this, the new name is considered that userôs 

personal name for the databaseða name for that single userôs convenience. When a 

user changes a personal ñOrganization Nameò, it has no effect on other users; it 

doesnôt change the name/address printed on requests, work orders and purchase orders, 

nor does it change the default ñOrganization Nameò when users add the database to 

their list of known organizations. 

 

Demonstration Maintenance Organizations 

You can create a demonstration organization database by clicking Create 

Demonstration Organization in the Maintenance Organization window (see Your 

Maintenance Organization List on page 32). MainBoss opens a window where you can 

specify database information: 
 

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

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 46. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 
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MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 46.) 

Organization Name: A name that you will use for this database. See below for 

further information. The value of ñOrganization Nameò may contain spaces 

and other punctuation characters. 

OK : MainBoss attempts to create a new demonstration maintenance organization 

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

create this database. 

Cancel: Closes the window without creating a database. 

When you create a demonstration database (by clicking Create Demonstration 

Organization), the database is created using license keys that only allow operation in 

demonstration mode. This mode places restrictions on various tables (e.g. you can only 

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

go as soon as itôs created. You can turn a demonstration organization into a fully usable 

database by replacing the demonstration license keys with full-usage license keys 

supplied by Thinkage Ltd. or your MainBoss dealer. 
 

Company Name and Address: When you create a new demonstration database, 

MainBoss automatically creates a postal address location record whose ñCodeò is the 

same as the ñOrganization Nameò specified during the database creation process. The 

address fields of this location record will be blank. We recommend that you set this 

recordôs ñCodeò to whatever organization name you want to appear on printed material 

(requests, work orders and purchase orders). You should also fill in the recordôs address 

fields appropriately. (For more on location records, see Locations on page 106.) 
 

Once youôve set the company name in the location record, the ñCodeò from the location 

record will be used as the default ñOrganization Nameò for anyone adding the 

database to their list of known organizations. 
 

Any user may assign a different ñOrganization Nameò to any database in their list of 

known organizations. If a user does this, the new name is considered that userôs 

personal name for the databaseða name for that single userôs convenience. When a 

user changes a personal ñOrganization Nameò, it has no effect on other users; it 

doesnôt change the name/address printed on requests, work orders and purchase orders, 

nor does it change the default ñOrganization Nameò when users add the database to 

their list of known organizations. 

 

Overwriting a Maintenance Organization with Data from a Backup File 

You should backup your maintenance organization database on a regular basis. For an 

explanation of how to do this, see Backups on page 406. The Installation and 

Administration Guide provides additional information about backups and restores, 

including how to use SQL Server facilities directly. 
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To restore a backed-up database, you can use Restore Organization in the 

Maintenance Organization window (see Your Maintenance Organization List on page 

32). This restore operation uses SQL Server facilities to overwrite an existing database 

with the data contained in a backup file. 
 

Important Notes about Restoring Databases: There are two operations for restoring 

databases from backup: 
 

 Restore Organization overwrites an existing database. First you select the database 

to be overwritten (by clicking on the entry for that database in your Maintenance 

Organization list), then you click on Restore Organization to specify the backup 

file you want to use. 
 

Typically, you would use Restore Organization if you made some sort of large-

scale error that you wanted to undo (e.g. mistakenly generating and committing a 

large number of planned maintenance work orders). Restore Organization is not 

intended for situations where your database is no longer usable (because itôs been 

deleted or corrupted). 

 Create New Organization from a Backup creates a new database using data from 

a backup file. 
 

Typically, you would use Create New Organization from a Backup if your 

original database has been deleted or corrupted. You could also use this operation if 

you wanted to create a test database using data obtained from your production 

database. 

In both cases, MainBoss performs the operation by submitting requests to SQL Server. 

You must therefore have SQL Server Administrator privileges to perform either 

operation. 
 

Restore operations are run by SQL Server itself on the computer where SQL Server is 

running. Because SQL Server does the work, the backup file that will be used must be 

accessible to the login name under which SQL Server runs. Furthermore, the name of 

the backup file should be relative to the computer where SQL Server is running. Unless 

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

name will be assumed to be relative to SQL Serverôs home directory. (This is true even 

if the file name begins with a \ .) 
 

For example, suppose SQL Server is running on Computer X and you submit a restore 

request while working on Computer Y. MainBoss will ask you to specify the name of 

the backup file containing the database you want to restore. Suppose you give the name 
 

C: \ MyBackups \ Oct20_2009.bak  
 

You may think this refers to a file on Computer Yôs C:  drive. However, the restore 

operation is performed by SQL Server on Computer X; therefore, SQL Server will try 

to find the file on Computer Xôs C:  drive, not Computer Y. If the directory 

C: \ MyBackups  doesnôt exist on Computer X (or if SQL Serverôs login name doesnôt 
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have permissions to read that folder), youôll get an error message and the restore 

operation wonôt work. 
 

For this reason, we recommend that you only submit restore requests while logged in to 

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

permissions SQL Server has and what files will actually be accessible to SQL Serverôs 

login name. 
 

Command Format: When you click Restore Organization, MainBoss displays a 

window that contains the following: 
 

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

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 46. 

Database Name: The name of the database you want to overwrite. If you want to 

see what MainBoss databases already exist, click the ñ...ò button at the end of 

the ñDatabase Nameò line. (For more, see The Database Name List on page 

46.) 

Organization Name: A name that you personally will use for this database. It is not 

necessarily the name of the database itself (although it can be). Since this is just 

a label for your own convenience, it can contain blanks and other characters that 

arenôt allowed in actual database names. 

Note: MainBoss automatically fills in ñDatabase Serverò, ñDatabase Nameò and 

ñOrganization Nameò from the Maintenance Organization you selected before you 

clicked Restore Organization. 
 

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

from your list of backup names (as given in Administration  | Backups). If you 

choose a name from your list of backup names, MainBoss tries to restore from 

the associated backup file. For more on backup names, see Backups on page 

406. 

OK : MainBoss submits a request to SQL Server asking to overwrite the given 

database with data from the backup file. You must have appropriate permissions 

to perform this operation. 

Cancel: Closes the window without restoring. 

Note: Instead of using Restore Organization, you may prefer to use the standard 

restoration facilities within SQL Server Management Studio or Management Studio 

Express. For more information, see the Installation and Administration Guide. 
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Creating a New Maintenance Organization from a Backup File 

You should backup your maintenance organization database on a regular basis. For an 

explanation of how to do this, see Backups on page 406 or the Installation and 

Administration Guide. 
 

To create a new database using data from a backup file, you can use Create New 

Organization from a Backup in the Maintenance Organization window (see Your 

Maintenance Organization List on page 32). 
 

Important Notes about Restoring Databases: There are two operations for restoring 

databases from backup: 
 

 Restore Organization overwrites an existing database. First you select the database 

to be overwritten (by clicking on the entry for that database in your Maintenance 

Organization list), then you click on Restore Organization to specify the backup 

file you want to use. 
 

Typically, you would use Restore Organization if you made some sort of large-

scale error that you wanted to undo (e.g. mistakenly generating and committing a 

large number of planned maintenance work orders). 

 Create New Organization from a Backup creates a new database using data from 

a backup file. 
 

Typically, you would use Create New Organization from a Backup if your 

original database has been deleted or corrupted. You could also use this operation if 

you wanted to create a test database using data obtained from your production 

database. 

In both cases, MainBoss performs the operation by submitting requests to SQL Server. 

You must therefore have SQL Server Administrator privileges to perform either 

operation. 
 

Restore operations are run by SQL Server itself on the computer where SQL Server is 

running. Because SQL Server does the work, the backup file that will be used must be 

accessible to the login name under which SQL Server runs. Furthermore, the name of 

the backup file should be relative to the computer where SQL Server is running. Unless 

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

name will be assumed to be relative to SQL Serverôs home directory. (This is true even 

if the file name begins with a \ .) 
 

For example, suppose SQL Server is running on Computer X and you submit a restore 

request while working on Computer Y. MainBoss will ask you to specify the name of 

the backup file containing the database you want to restore. Suppose you give the name 
 

C: \ MyBackups \ Oct2 0_2009.bak  
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You may think this refers to a file on Computer Yôs C:  drive. However, the restore 

operation is performed by SQL Server on Computer X; therefore, SQL Server will try 

to find the file on Computer Xôs C:  drive, not Computer Y. If the directory 

C: \ MyBackups  doesnôt exist on Computer X (or if SQL Serverôs login name doesnôt 

have permissions to read that folder), youôll get an error message and the restore 

operation wonôt work. 
 

For this reason, we recommend that you only submit restore requests while logged in to 

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

permissions SQL Server has and what files will actually be accessible to SQL Serverôs 

login name. 
 

Command Format: When you click Create New Organization from a Backup, 

MainBoss displays a window that contains the following: 
 

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

access the database. For more information, see the Installation and 

Administration Guide. 
 

If  you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 46. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 

MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 46.) 

Organization Name: A name that you personally will use for this database. It is not 

necessarily the name of the database itself (although it can be). Since this is just 

a label for your own convenience, it can contain blanks and other characters that 

arenôt allowed in actual database names. 

Restore Data: Fill in the field with the name of a SQL Server backup file 

containing a backup of a MainBoss database. 
 

This field has an associated ñ...ò button. If you are logged in to the same 

computer where SQL Server is running, clicking ñ...ò opens a standard ñfile 

openò dialog to let you find the backup file you want. 
 

If you are logged in to any other computer, the ñ...ò button does nothing and you 

must type in the backup fileôs name by hand. The name should start with 

\ \ computer  or a drive name (e.g. c: \ ), or else it should be relative to the SQL 

Serverôs default folder on the computer where SQL Server is running. (See 

above for more details on specifying the file name.) 
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OK : MainBoss submits a request to SQL Server asking to create the database you 

specified by restoring data from the backup file. You must have appropriate 

permissions to create this database. 

Cancel: Closes the window without restoring. 

Note: Instead of using Create New Organization from a Backup, you may prefer to 

use the standard restoration facilities within SQL Server Management Studio or 

Management Studio Express. For more information, see the Installation and 

Administration Guide. 
 

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

new organization will have the same list of backup files (in Administration  | Backups) 

as the original database. This can lead to serious confusion if youôre still using the 

original database. 
 

For example, suppose you intend to use Create New Organization from a Backup to 

create a test database using data from a backup of your production database. This is a 

valid (and sometimes useful) thing to do, but it means that your new test database will 

have the same list of backup files as your existing production database. If you try to use 

Administration  | Backups to backup the test database, you may well overwrite one of 

your production backups. For this reason, when you create a test database, we strongly 

recommend that you edit the names in Administration  | Backups to refer to new 

backup files that will not be the same as your production backups. 

 

Changing Organization Information 

You can change information about an existing organization database by clicking Edit  

Organization in the Maintenance Organization window (see Your Maintenance 

Organization List on page 32). For example, if your organization changes the location 

of your MainBoss database, you must change the corresponding information in your 

Maintenance Organization list. 
 

When you click Edit Organization, MainBoss opens a window where you can specify 

database information: 
 

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

access the database. This must be the server that now manages the database. 
 

If  you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 46. 

Database Name: The name of the database, as known to the SQL Server. This must 

be the name that SQL Server uses to refer to the database. 
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Organization Name: The name you wish to associate with the maintenance 

organization database. This is your own private name for the database; you can 

change ñOrganization Nameò any time you like. 

OK : Makes the changes you have entered. 

Cancel: Closes the window without making changes. 

 

The Database Server List 

If you click the ñ...ò associated with ñDatabase Serverò in windows for specifying 

databases, MainBoss displays a list of SQL Servers that are known to your Windows 

system. This may not be a complete list of the servers you can actually use; in 

particular, itôs possible for a system to set up its firewall in such a way that it has a SQL 

Server available for use but other computers arenôt told about the server unless they ask. 

In this situation, your Windows system wonôt know the server is available, but you can 

use the server if you explicitly specify its name. 
 

For more on SQL Server, including a number of configuration tips, see the Installation 

and Administration Guide. 

 

The Database Name List 

If you click the ñ...ò associated with ñDatabase Nameò in windows for specifying 

databases, MainBoss displays a list of MainBoss databases maintained by the SQL 

Server specified in ñDatabase Serverò. (If you havenôt filled in ñDatabase Serverò, 

MainBoss canôt display any databases.) 
 

The window has two columns: 
 

Database column: If you are performing Restore Organization, Add Organization 

or Edit Organization , the database column shows you the names of MainBoss 

databases that already exist on the server. 
 

If you are creating a database, the column shows you the names of all databases 

that exist on the server (provided you have permissions to see them); in this 

case, the list is intended to show you names that are already in use, to let you 

choose a different name. 

Organization Name: Displays the default organization names of the databases. 

This name is obtained from the ñCompanyò field in Administration  | 

Company Information . Typically, this will be the name of your company. 

If you want to create a new database, you should choose some name that is not shown in 

the list. (Note that the window only shows MainBoss databases. If there are any non-

MainBoss databases maintained by the same SQL Server, those databases do not appear 

in the list.) 
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Note: The list only shows MainBoss databases for which you have SQL Server 

permissions. 
 

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

on the appropriate name in the list. Adding a name to your list of known databases 

doesnôt necessarily give you access to that databaseðyou still have to be on the 

databaseôs list of authorized users (Administration  | Users). 

 

Command Line Options 

Command line options let you control how MainBoss begins execution. For example, if 

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

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

line. Typically, you would create a desktop shortcut whose command line contains 

appropriate options, so that you donôt have to type them in each time you start the 

program. 
 

If your site uses ClickOnce deployment, you cannot specify command line options 

when you invoke MainBoss. For further information on ClickOnce, see the Installation 

and Administration Guide. 
 

The general format of the command line is 
 

mainboss option optio n option...  
 

Options begin with a slash (/ ) character. If an option specifies a value, the format is 
 

/option:value  
 

as in 
 

/DataBaseName:MyDatabase  
 

Values that contain space characters should be quoted as in 
 

/OrganizationName:"Our Organization"  
 

Abbreviations: Most keywords on the MainBoss command line may be abbreviated. In 

MainBoss documentation, the letters that must be included are shown in upper case; any 

or all other letters may be omitted. For example, the following are all valid 

abbreviations for the option /DataBaseName  
 

/databasename  

/databasen  

/dbname  

/dbn  
 

Although the documentation shows some letters in upper case and some in lower, you 

can type letters in any case you want. For example, /DBN is exactly the same as /dbn  or 

/Dbn  on the MainBoss command line. 
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Options: The following options are recognized: 
 

/CultureInfo:  The Windows ñcultureò setting to be used. (A culture is a 

collection of information about language and other locale-based information, 

e.g. what monetary symbols are used in a particular place.) By default, 

MainBoss normally takes its culture information from your Windows Regional 

Settings; it then attempts to operate in the language given by those settings (e.g. 

MainBoss attempts to run in French if thatôs what your settings dictate). 

However, if you specify a /CultureInfo  argument on the command line, the 

argument overrides the Regional Settings. This is particularly useful if youôre 

creating a batch command file or shell script that you want to have work in a 

specific language, no matter what the userôs Regional Settings might be. 
 

The argument of /CultureInfo  is the official Windows ñCultureInfoò string 

name for the desired culture. For example, if you want generic Spanish, youôd 

specify /CultureInfo:es - ES; for U.S. English, youôd use 

/CultureInfo:en - US. See your Windows documentation for recognized 

ñCultureInfoò string identifiers. 
 

Options on the command line are not affected by /CultureInfo . For example, 

the option /Mode:Requests  does not change if you switch to a language 

where ñrequestsò is translated to a different word. 

Note: If you change the culture information with /CultureInfo , MainBoss makes the 

change after the command line arguments have been parsed. This means that if your 

command line has syntax errors, you may see error messages in the userôs original 

preferred language, not in the language specified by /CultureInfo . 
 

/OrganizationName : The name of the maintenance organization. If you specify 

an organization name, MainBoss looks up that name in your organization table 

and attempts to open the corresponding database with the start mode specified in 

the organization list. (See below for more on start modes.) 

/DataBaseServer : The database server where the MainBoss database is hosted. 

/DataBaseName : The name of the database containing the MainBoss data on the 

database server. 

If  you specify /OrganizationName , you donôt have to specify either 

/DataBaseServer  or /DataBaseName . If you donôt specify /OrganizationName , 

you must specify both /DataBaseServer  and /DataBaseName . 
 

/Mode : Mode for starting the software. Possible start modes are described in Your 

Maintenance Organization List on page 32. 

/Mode:MainBoss  

/Mode: "MainBoss Requests "  
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/Mode:Administration  

/Mode: "View Sessions"  

/Mode: " Pick  Organization " ; with this mode, MainBoss starts by 

displaying your organization list so you can pick which one you want to 

open 

/HelpManualPath : The URL location for MainBossôs documentation. 

The MBUtility command is another way of performing certain MainBoss operations 

using a command line interface. For more on MBUtility, see the MainBoss Installation 

and Administration Guide. 

 

International Language Support 

When you start MainBoss, it checks the Regional Settings that you have specified for 

Microsoft Windows. If your preferred language is supported by MainBoss, the software 

will run in that language. For example, if you prefer to work in French and your version 

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

may operate in English for some other user). 
 

Itôs important to understand that MainBoss only translates its own labels and messages, 

not user data. For example, the priority codes assigned to work orders are created by 

you, not by MainBoss. Therefore, those codes will never be translated. For example, if 

you create a code called Urgent , this word will never be translated into other 

languagesðitôs your data, not part of MainBoss itself. The same is true of work 

categories, item names, work order instructions, and much more. 
 

For this reason, trying to operate in more than one language is usually impracticalðif 

you use multiple languages, everyone working with MainBoss may have to understand 

all the languages you use. 
 

Note: MainBoss depends on various Microsoft software including SQL Server and the 

Microsoft Report Viewer. This Microsoft software is independent of MainBoss, 

including language support. In particular, report-viewing facilities will be in the 

language of your report viewer, which may or may not be the same language used by 

MainBoss. Similarly, diagnostic messages generated by SQL Server may or may not be 

in the same language as MainBoss. 
 

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

ñ$ò for dollars to ñÃò for pounds). However, MainBoss cannot handle multiple 

currencies; it assumes that all money values are in the same currency. For example, if 

you enter 33 in a ñUnit Costò field, MainBoss may display the result as $33.00  or 

£33.00  depending on your Regional Settings...but internally, MainBoss simply record 

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

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

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

order states (Draft , Open, Closed , Void ) are determined at the time the database is 

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

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

will record these state names in English. All other users will see the names in English, 

regardless of each userôs preferred language. This will be true for: 
 

 State names for work orders, requests and purchase orders 

 The names of the actions which change from one state to another (e.g. Reopen  

which changes a closed work order back into an open one) 

 Descriptions and comments for security roles 

Because these names are determined at the time the database is created, whoever creates 

the database should make sure that his or her regional settings are set to the language 

that will be most acceptable to the organization as a whole. 

 

Upgrading Maintenance Organizations 

If you have created a maintenance organization with an earlier version of MainBoss 

Advanced, you can upgrade it to the current version. 
 

The following information applies to upgrading data from an earlier version of 

MainBoss Advanced. For importing data from MainBoss Basic, see the Installation and 

Administration Guide. 
 

Before you upgrade your database, create a backup copy using the standard back-

up procedures of SQL Server. This protects your data in the event of a power 

failure or some other problem. 
 

To upgrade your maintenance organization, click Upgrade (as described in Your 

Maintenance Organization List on page 32). This opens a window that provides 

information on your maintenance organization and your current version of MainBoss. 

The window also contains the following buttons: 
 

Upgrade: Click this to go ahead with the upgrade process. 

Close: Closes the window (whether or not youôve upgraded the database). 

 

Viewing MainBoss Sessions 

If you open your maintenance organization in Sessions mode, MainBoss displays a list 

of users who are currently connected with your organizationôs database. 
 

For information on connecting to MainBoss in Sessions mode, see Your Maintenance 

Organization List on page 32. 
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Quitting MainBoss 

To quit MainBoss, simply close all open MainBoss windows (by clicking the X in the 

upper right hand corner). Alternatively, you can select Session ­ Exit  from the menu. 
 

Exiting the control-panel window does not close any other MainBoss windows you 

have open. They must each be closed individually. 

 

The MainBoss Status Display 

When you start MainBoss (after youôve chosen a maintenance organization, if 

necessary), youôll see the MainBoss Status display. This gives you a quick snapshot of 

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

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

might demand immediate attention. 
 

The Refresh button in this window updates the numbers to reflect any recent changes 

made by other people. 

 

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 in a window, 

press the <Alt>  key. One letter of each 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 Menu 

The View menu has the following options: 
 

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

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

enlarged version of 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. 



- 52 - 

 

Open in New Window: If you click this menu item, MainBoss opens a duplicate of 

the current window. 

 

The Actions Menu 

The contents of the Actions menu depend on what youôve currently selected in the 

control panel. For example, if youôve currently selected Units in the control panel, the 

Actions menu will have entries for creating a new unit, editing an existing one, deleting 

a unit, and so on. Actions entries usually correspond to buttons in the same window 

(e.g. New Unit corresponds to the New Unit  button and has the same effect). 



- 53 - 

 

 
Obtaining Online Help 

 

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

 Pressing the <F1> function key displays information about the window currently on 

the screen. 

 The MainBoss Help menu provides access to MainBossôs help files. 

 Help ­ Contents gives you the table of contents for the help files. 

 Help ­ Help Index gives you an index of important terms. 
 

Important:  In order for you to access online help, you must have a web browser 

configured to open HTML files. Most users will already have their computers 

configured appropriately (probably using Microsoft Internet Explorer or Mozilla 

Firefox). If you donôt have a browser configured, open Windows Explorer and double-

click on any HTML file (for example, any of the .htm  files in the manual  subdirectory 

of the directory where MainBoss is installed). Windows will ask you to specify a 

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

does not have a browser, you can obtain one free from Microsoft, Mozilla, or several 

other software companies. Ask your computer dealer for more information. 

 

The About Screen 

The About window displays information about MainBoss. To see the window, select 

Help ­ About from the menu. The window includes the following: 
 

 What version of MainBoss youôre using 

 What database youôre using and the SQL Server that allows you access to the 

database 

 Copyright information 

 An Ok button; click this to close the window 

 

Tooltips 

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

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

confusing. 
 

For example, if you donôt have appropriate security permissions, you may not be 

allowed to fill in certain information fields or to click certain buttons. In this case, 

pointing the cursor to the field or the button will produce a tooltip message explaining 
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the situation (and telling what security roles youôd need in order to use the field or 

button). 
 

Similarly, if youôve filled in a field with an unacceptable value, MainBoss will display 

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 youôve typed in.) 
 

If youôre ever confused about MainBossôs behavior, use the cursor to obtain tooltips. 

These should help you figure out whatôs happening. 

 

MainBoss Diagnostic Messages 

MainBoss displays messages in a variety of situations. For example, if you attempt to 

save a record before youôve filled in all the required fields, MainBoss opens a message 

window to explain the situation. 
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Tables 

 

Table Viewers and Editors 

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

 A table viewer is a window that shows you a list of things. For example, the Work 

Order table viewer shows your work orders. 

 A table viewer window has buttons that let you add new entries to the 

list, and modify or delete existing entries. For example, the Work Order 

viewer lets you create new work orders or edit existing ones. 

 Table viewers also let you search for items. For example, suppose you 

want to record some information about a piece of equipment. You would 

open the Units viewer and use it to search your unit list until you found 

the appropriate piece of equipment. You could then use the table viewer 

to tell MainBoss that you wanted to edit the information for that piece of 

equipment. 

 Table viewers let you print information about items in the list. For 

example, if you want to print out one or more work orders, you open the 

Work Order viewer, then click the Print  button. 

 Table viewers may let you perform additional actions which are specific 

to the type of information displayed by the viewer. For example, the 

Requests viewer lets you create a work order from a selected request. 
 

 An editor is a window that shows you information about a single thing. For 

example, the Work Order editor shows information about a particular work order. 

 MainBoss opens an editor window when you want to create a new record 

or edit an old one. For example, when you want to create a new work 

order, MainBoss opens the Work Order editor window. When the 

window first appears, all its data fields will be blank or set to default 

values. You can then specify the information you want. 

 Later on, if you want to change some of the information in the same 

work order, you open the Work Order editor again. This time, the editor 

shows you all the information that you entered when you originally 

created the work order. 
 

The Basic Principle: A table viewer shows a list of records. An editor shows a single 

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. 
 

 

 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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MainBoss never completely erases deleted records. This makes it possible to maintain a 

complete audit trail of everything you do. 
 

Retaining old records can also be helpful to your operations. For example, six months 

after you decide not to keep a particular item in inventory, you might change your mind 

and decide to stock it again...in which case the old record is still available. As another 

example, you might be reviewing old work orders and find a reference to the item you 

no longer keep in stock. You can find out more about that item because its record is still 

available in the deleted list. 
 

MainBoss also retains deleted records to avoid database errors. For example, suppose 

you delete the record for an item but that item is still used in some planned maintenance 

task. If the item record completely disappeared, the task description would be referring 

to a record that wasnôt really there. Keeping deleted records avoids such problems. 
 

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 a record has been deleted by striking out information from the 

record. For example, if you delete Joe Smithôs employee record, all work orders that 
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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). 

 

Using Table Viewers 

The picture below shows a typical MainBoss table viewer: 
 

 
 

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

are and how you can use them: 
 

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

list has several headings; in the above example, the headings are Name and 

Business Phone. Different table viewers may have different headings. 
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Clicking on a heading sorts the list according to that heading. For example, if 

you click on Name, the list is sorted in alphabetical order according to the 

values in the Name column. If a list is already sorted according to the heading, 

clicking on the heading reverses the order from ascending to descending or vice 

versa. For example, if the list is already sorted in ascending order by Name, 

clicking Name again sorts the list in descending order by Name. 

Note: Double-clicking any entry in a table list opens a window that lets you edit that 

entry. For more about editor windows, see Using Editors on page 62. 
 

Data displays: In addition to the list of records, a table viewer shows information on 

the record thatôs currently selected. This information is usually displayed below 

the main list. In particular, many table viewers have a Details display showing 

important information from the Details section of the record. 

Defaults: The Defaults section lets you set default values to be used when creating a 

new record. For example, you might use this section to set a default priority for 

every new work order you create. When using MainBoss, you can set a 

particular work order to a higher or lower priority, but by specifying a default 

priority, you can save yourself the trouble of filling in the priority field for work 

orders that have no special priority. 

Buttons: The bottom of a table viewer has a row of bottoms. Different table viewers 

have different buttons, but the following are found in most viewers. 

New: Lets you create a new record. Click New, and MainBoss will open an 

editor window where you can enter information for the new entry. 

Edit /View/Restore: This drop-down button offers several possible actions. 

Some of these may not be allowed by your security permissions; if so, the 

action will be grayed out and disabled. For example, your security 

permissions may let you View the contents of the record but not Edit  them. 

For more on security permissions, see Security Roles on page 399. 
 

The actions available through this drop-down button are: 

Edit : Lets you change the information in an existing record. In the table list, 

click the record you want to change, then click Edit . MainBoss opens an 

editor window where you can change the existing information. 

View: Lets you examine the contents of an existing record. In the table list, 

click the record you want to examine, then click View. MainBoss opens 

an editor window where you can examine the record. You will not be 

allowed to make changes in the record. 

Restore: Restores a deleted record. This button is only active if the viewer is 

in All  mode and if youôve selected a deleted record. When you click 

Restore, MainBoss will open a window that lets you examine the 
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contents of the deleted record. If you save the record and close the 

window, the record will be restored to the Active  list. 

For more on deleting and restoring records, see Deleted Records on page 56. 
 

Delete: Deletes a record from the list. Click the record you want to delete, then 

click Delete. MainBoss may ask if you really want to delete the record; if 

you say yes, the record is deleted. 

Print : Opens a window that lets you print one or more records from the list. 

This print window lets you specify options for selecting and organizing what 

you want to print. 

Search: Lets you search through the list of records for a particular record. For 

more information, see Searching for a Particular Record on page 61. 

Refresh: Updates the list to show any recent changes. For example, suppose you 

keep a copy of the Requests viewer open most of the time. When you start 

work in the morning, you can click Refresh. MainBoss will check the 

database to see if any new requests have come in overnight, and will show 

those new requests in the viewer list. 
 

Many operations automatically refresh what the viewer shows. In general, 

you only need to Refresh the viewer display if the window has been inactive 

for a while. 

Drop-down buttons: Some windows (both table viewers and editor windows) have 

drop-down buttons. This is a button followed by a drop-down arrow: 
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The label on the button will be the first enabled option in the drop-down menu. 

This may change in different contexts. (MainBoss documentation always lists 

the drop-down options in the order they appear in the menu, which may or may 

not match the order youôll see them in a particular context.) 

Buttons and drop-down buttons may be grayed out; this means that theyôre disabled. A 

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

the button for closing a work order is disabled if the work order is already closed. A 

button may also be disabled if you do not have appropriate security permissions to use 

it. 

 

Searching for a Particular Record 

When you click the Search button in a table viewer, MainBoss opens a window where 

you can specify information about the record you want to find. This window contains 

the following: 
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Look for : The text that you want to find. MainBoss will locate the first record 

whose appropriate field contains that string. The string may appear anywhere in 

the value of the field, and the search ignores whether letters are in upper or 

lower case. For example, if you look for park  in ñCodeò field of the Locations 

table, it might find entries like 123 PARK STREET , or East Parking Lot  or 

Sparklers Inc . 

Search in: Specifies the field whose values you want to search. Different tables 

allow you to look at different fields. For any particular table, look at the drop-

down list to see what fields can be searched. 

Find Next: Searches the list. The search starts immediately at the selected record 

and finds the next record matching the ñLook forò string. By clicking Find 

Next repeatedly, you can go from matching record to matching record until you 

find the one youôre looking for. If the search reaches the bottom of the list, it 

will wrap around to the top of the list and continue searching. 

Close: Closes the window. The table viewer will be positioned at the record found 

by the most recent successful search. 

Note: If the search window happens to be covering up the record thatôs just been found, 

you can use the mouse to drag the search window to a different place on the screen. 

 

Using Editors 

An editor window shows the contents of a single record. For example, here is the editor 

window for describing a unit (e.g. a piece of equipment): 
 

 
 

The window consists of a number of information fields. For example, the ñLocationò 

field lets you specify where the unit is. 
 


