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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBoss Advanced We t hi nk youoél | fi

nd

t

features you need f or mamdenaacg warkgHowever,the or gani z :

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

TheGetting Startedjuide

People involved with saip should read th@uick Configuratiorguide or the full
Configurationmanual.

People involved with dayo-day operations should read fQeick Operationguide
or the fullDay-to-Day Operationsnanual.

Thelnstallation and Administratioguide covers details of interactions between
MainBoss, the Windows operating systeand Microsoft SQL Server.

|l f youdre an experienced MainBoss wuser:

The documenMigrating from MainBoss Basic to MainBoss Advangaats an
overview of the differences between older versions of MainBoss and the current
one.

The Configurationguide explais how to set up MainBoss Advanced.

|l f youdve never used MainBoss before:

MainBoss Concépon pagel4is a short introduction that gives an overview of
terminology and how to use MainBoss.

Table Viewers and Editorsn pagess provides general information for working
with MainBoss table viewers and editors. Since these are an important part of
working with MainBoss, weatrongly recommend that you read this section.

Documentation conventions

This guide uses the following documentation conventions:

Control panel items are shown in bold face:
SelectWork Orders from the control panel.
When one itemd under another, the items are separated by bars. For example,
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Requesty Reports | History refers to thedistory item underReports under
Requests

Menusand menu items are shown in italics:

SelectZzoom in on Viewfrom theView menu.
References to menu entries typically use arrows. For exarivjpdey - Zoom in on
View refers to theZoom in on Viewentry in theView menu.

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

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

Keyboard keysare shown in bold face enclosed<iangle brackets>
Press thecTab> 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 taright-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&€ontactstable lists contact information for people involved in your
operations. Each entry in tl@ntactstable contains contactformation 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
Locationsrefer to anywhere you germ maintenance. The simplest type of
location is goostal addressa building or a set of buildings that all have the same
postal address.

Locations may contaisublocationsFor example, you might considée 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

subl ocations (e.g. fAnortheast corner o, AsCc
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
AUni to i s a gener al t genmmintenance. Bonexamplé, ng t hat
this includes pieces of equipment and | oce
constitutes a separate unit. For example, you might consider a complete assembly
line as a single unit, or you might choose to regard the linsyst@mmade up of
many separate units.

Units may contairsubunits 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 mantenance 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 logations
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Request

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

the maintenance department. It states prelingimdormation 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 Wwdo 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 materlzsuged, 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 fmoaintenance 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 traesferredto the work order.

Corrective and planned work orders
A correctivework order specifies work to be done in order to solve a problem.

Aplannedwor Kk or der i s prepared automatically
scheduling planned preventiveamtenance. Planned work orders usually specify

checklists or stegby-steptasksthat need to be done in planned maintenance

operations.

Report
A report provides information extracted fr
crede 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 cowkgour maintenance work, such as spare
parts, chemicals, and so on.

Coding Definitions
Your coding definitions are tables which c
change on a datp-day basis. For example, this inclsdaformation 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) wonodt c
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 theaadgy details. For this reasomany
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 adminagive features of MainBoss can
control who is and i1sno6t all owed to
permitted to archive MainBoss data, and so on.

Security Rolg
Security roles determingeh at Yy ou c an iraMahBoss¥oubt do
MainBoss administrator assigns security roles to you. These determine what
MainBossoperations you can perform.

Important: Your security rol
example, i f you arendt permitted to [se
wonodt be displayed in
differ from the pictures displayed in this guide.

The MainBoss Control Panel

When you first start MainBoss, contol 6l |
panelon its lefthand side. This control panel looks much like the list of folders on the
left-hand side of Windows Explorer. The window that contduescontrol panel is the
most important window used in MainBoss.

The MainBoss control panel organizes MainBoss operations and provides access to
them. For example, tieequestsentry provides access to operations related to work
requests. Clickingrequestditself 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 cordl panel displays further MainBoss operations (just as
clicking the + in a Windows Explorer folder displays subfolders). For example, the
Requestsentry has several subentries, includitgports. Clicking the + on this
Reports will provide a list of repds related to work requests.

The MainBoss control panel is your starting point for almost all MainBoss data ar|d
operations. Looking at entries in the control panel is one way to learn what MainBoss
can do.
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use S

Wi

es deter mi neFonjhat

e

Mai nBoss windojws.

S

t h

you
a cC¢
Theil

ee a



The Life Cycle of a Corrective Work Order

This ction outlines the usual sequence of events in dealing with a problem report
received from outside the maintenance department.

Create a request (sBequesten page225). This is done by the person who
receives the problem report.

In some companies, individuals outside thememance 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 byadl if your site has the @Requestedule.

Create a work order based on the request\ge#& Orderson page244). This is
usually done by a maintenance manager. The original request contains a basic
descrigiion 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 workersod wages)

length of timethe 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 joly(se&g
Work Orderson page262).

Close the work order anti¢ 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 yginaily 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 cotteeach 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 crea 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 (seeaskson pagel46). This means drawing up sty-step
instructions describing everything that should be done in a particurarqua
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 motaming descriptiongseeMaintenance Timingn pagel31). For
example, if a particular job should be done every three months, you create a timing
description that specifies fAevery three mo

Assign tasks and timing to specific uniEor each unit that requires a particular
type of planned matenance, you specify the task (the work that should be done)
and the timing (how often it should be done). For more details)is¢e
Maintenance Plansn pagel23.

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

near future (se®’iewing Planned Maintenance Generation Recanlpage324).

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 givenjoo ur per sonnel so they know wha
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 Bet@isociated 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 yolkeep in inventory (spare parts and other materials used in your
maintenance work), you may create an entry intthras table (seeénventory ltem
Record on page347). This entry specifies information about the item, including:
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Where the itentan be foundThere may be more than one storage
location if you 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 i1itbés time to reor (

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 parecan b
used in many different pieces of equipment, you can record all the
equipment that uses the spare part. This kind of g¢efegence can be
useful in projecting future materials use. The ci@gsrence is also
helpful if you need to take spare parts frone piece of equipment in
order to repair more important units.

The guantity 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 informatn 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
sectionoutlines the usual sequence of events for purchasing and receiving. For more
information, seé’urchase Oderson page357.

You begin bycreating a restocking reportvhich listsitems that are currently below
their minimum stock levelf you want, youcanrestrict the report tbst items you
have previously purchased fronspecificsupplier.

You prepare a purchase order for a specific supplier. During the process, you state
the items and quantity you want to buy, arfteve the items will be stored once
theydre received. You can also specify pay

Once you have created an appropriate purchase ordassymuit angrint off the
order. The printed purchase order may be submitt@tinagement 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
beenreceived. 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 examybe, might prepare 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
andsend 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 requestednts cannot be supplied (or if you cancel your order

and buy from someone el se), you can make ap|
records.

Accounting Facilities

MainBosslets 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

A

mai ntenance departmentds wor k.

Note: MainBoss is not a fulfledged accounting package. However, it does keep trjack
of the transactions needed by such a package. Threnafion can be exported for use
with an accounting package.

Mai nBossds accounti ng f ac-io-dayoperatiens,aatleat i nt e n d
workers using MainBoss dondét have to know wl
expenses. Inordertomak t hi s possi ble, someone familiar
accounting practices must set up a number of definitions that workers can then use.

Foradvicceorhow t o set up Mai nBos s &enfigaratoroujnt i ng f a
guide. The description hergonly an overview of the basic concepts.

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

using these records in conjunctiorttwany accounting software package. You will

have to export the information from MainBoss and process it into a format acceptable to

your accounting package.

Mai nBossds accounting facilities are based ¢

Cost Centerslf you have licensed the MainBo&scounting module, you will be

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

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

possible to set up multiple cost centaliscorresponding to a singégeneral ledger

account.This makes it possible to have detailed cost breakdowns for your
department s purposes, even i f such detail
organization as a whole.
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For example, suppose you only use a single ledger accounaferial expenses.

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

However, you might decide to create multiple cost center€ldarical

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

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

more detailed breakdown of your materials expenses, even though your actual
accounting system doesndét subdivide expens

If you have not licensed the MainBo&scounting module, ManBoss hides all
references to cost centeish er ef ore, you wonoét define any
wonot see them used anywhere in the softwa

Expense Model#An expense modé$ a type of MainBoss record that describes

how yowouérge tgp ficost out borexampla orjobstoat ar wor kK
you do for Client X, you might be required to categorize expenses in on®way

jobs for Client Y, you may have to usedifferent system of classificatioAs

another example, organtians 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 fhriodall the different expense
reporting formats that you may have to use.

Expense CategorieEach expense model has a set of associated expense categories
These are the categories that must be used to classify expensspartibular
situation.You might have categories like

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order ,typeofu | ook at
expense s tVYou chodse the expense category from the list of available
categories associated with txepense model.

If you have licensed th&ccounting module, each expense category within an
expense model has an associated cost cditisrindicates the generadger

account that should be used for that expense category within that expense model.
Linking an expense category to a cost center is callexpense mapping

As an examplesuppose that property management company createsseyparate
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 mode#ntA Model , TenantB Model
TenantC Model . TheTenantA Model would conain the following expense
categories:

Category Associated Cost Center
Labor TenantA Labor
Materials TenantB Materials

TenantB Model andTenantC Model would be similar.

Whenever you create a work order, you have to asisggnexpense modebuppose

youodre doing a job for Tenant A. You | ook at
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 WwihantA Model , you see there are

only two:Labor andMaterials . Therefore, you just have to assign one of those two
categries to each expense on the work order. If you havAd¢heunting 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 approa

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

Default Accounts: The MainBoss accounting facilities let you separaiteexpenses 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.

| f you donot atallgustdisedhe detawlt @xpensegnodel for all work
orders. Choose the default expense categories for every item on the work order.

Whenever you create a work order, yaousts peci fy an expensdg model
set up your own expense models, use the default model.

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

Displaying Accounting Records:To display the accounting records that MainBoss
creates, you usedministration | Accounting. For more information, se®ccounting
Recordson paget09.
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Corrections

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

information that has already generated accounting transactions (e.g. records of actual

costs on work orders). To maintain an accur i
change or delete existing accountingorels. Instead, you have to create re@wrection

records which add or subtract from previous monetary values.

On a similar principlephysicalcount ecor ds resul ting from takin
have their numbers altered once the record is saved. Ingteabave tooid (cancel) a

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

being fudged you always leave an audit trail.

Drop-Down Lists (Pickers)

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

Regquestor | ] |~

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

The leftmost arrowdisplays a list of available values for the field. In the case of
fiRequesto® t hi s wi | | be a |ist of the people w
work requests.
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Reguestor | I R R A4 ke
Mame =« Business Phone
Alex Miraculacci 5h5-839-0239 -
Allison Matrix 5h5-098-9272 =
Andrew Alberts hh5-972-5873
Coach Charlie hbb-TE3-9872
Floyd Pump 5h5-893-5830
Gary Meller hBb-783-9723
George Jasper 5556-039-3087 E
Henry Tallboat hh5-587-9723
Holly Happy 5556-902-8723
Jackie James hh5-098-2785
Jackie Newlywed hhb5-852-5728
Jane Leighbold hhb-789-5872 | &
Janice Freidelburg hh5-980-9373
Jean Martin
John Livingston hhh-238-9872
Jonny Spot hh5-893-9872
Karen Krystal hhb-972-9287
Marylee Chef
Mike Mitchell hh5-890-9728
Nall'lcyr--.lean Eeltree hhb-897-2987 i
The A...0 opens a window showing the
i . . .AiRequesto , Yy o0 uReguestorstable.eClick an entry in the table, then

click Selectto fill in the original field.

Mame = Business Phone Mobile Phone
Alex Miraculacci B55-835-0289 555-835-5411 -
Allizon Matrix 555-008-9872 D
Andrew Alberts 5E5-972-9873
Coach Charlie bhh-783-9872 =
Details | Requests | Work Orders|
Name Business Phone E-mail
Requestor Contact Alex Miraculacci 555-839-028% amiraculacci@fanman.properties plus.com
¥ Receive Acknowledgements
Comment -
New| Edit| Delete| Festorc| print| Refresh| Search | [ Select] Cancel |
|Active 4|

The rightmost arrow of the dredown list opens a menu that gives you a number

of options. For example, if you click this arrow forh Bequestoo

the following:

field,
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Estimated Completion Date
Name Business Phone
Requestor | Sea[eaf )

Unit | Browse...

m
o

Use access code from unit

Access Code |

—

Reguest Fricrity | New Requestor
Description Refresh
Browselets you look at the existingequestorst ab |l e, j ust |IEditke t he

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

(but not change ithNew Requestor lets you create a new requestor record; if you

do this, the request oRequestdol fbiee lfdi |olnecde iynotuo
save and close the new record. This makes it easy to create new records as needed if

you donodot al r e adrgcorthRefveshles you @pgage the grapi a t

down list ofRequestorsto show any changes since you first opened the current

window.

|l f you want to delete (clear) the v-alue t hat
click on the field and choogglear. (With dropdown lists, theClear option only shows

upinnonmandatory fields; you c¢anodowrlistear t he v,
once itos been given a value, although you «

Number Formats

MainBoss lets you specify the format of identification numbers for requests, work
orders, and purchase orddfsr example, you might want to give work orders
identification numbers likgv© 000001 , W@000002 , and so on.

Number form#s are specified in the appropriate default sections. For example, you
specify the number format for work orders in fhefaults for Work Order_ section of
theWork Orders table viewer.

The default format of work order identification numbers is given by
WD {0:D8}

This means the lettev®Qfollowed by a blank character, followed by a number. The
number is 8 digits long (specified by th8) and is padded witleadingzeros if
necessary. To get the format discussed above, you would specify

WO{0:D6}

Thismeans the charactengo, followed by a sixdigit 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 representetbhyat stringswvhich will be passed to the
Microsoft .NET String::Format library function. For more information, see

Mi crosoftds . NET documentati on.

MainBoss Modules

MainBoss consists of a number of modules. You can pick and chooseminittes
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
contrd panel or in MainBoss windows. For example, if you do not license the
@Requests module, you will not seéministration | @Requestdn the control panel.

Bel ow we | ist MainBossds modules and give at
are associated witthe module.

The MainBossmodule
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)t also lets you track labor by your own employees and by
outside contractors.

Your MainBossmodule license specifies how many usersaggoear in thé&sers
table @dministration | Userg.

All other modules rguire theMainBoss module.

The Planned Maintenancemodule
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.

Thelnventory 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 trackinyg fteces.

ThePurchasingmodule
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.

TheMainBoss Requestsnodule
Supports work requests. As notedBiasic Terminolgy on pagel4, a request is a
simple problem report that might be written up by a uspk.
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The @Requests Servicenodule
[Requires théMainBoss Requestsnodule]Provides a facility that automatically
processes work requests submitted foyaal.

TheAccounting module
Adds a facility that creates accounting records of a form that magdbel in
connection with accounting software. At present, howeéMamBoss has no
facilities for integrating MainBasaccounting 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 fdministration | Security Roles The comments provided
in each role record indicate what permissions that role provides.

Security roles affect what a user sees: if
particular type of informatin, 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 ordaro(kOrderView ) but not to close them, the

Close Work Order buttonwill be disabled for that user.

Important: When information ivblankb ecause you dondt hajve appr ¢
permissions, move the cursorthe blank MainBoss will tell you what security roles
will give you permission to see that information. Similarly, Hfudton is disabled, move
the cursor to the button; MainBoss will tell you what security roles will allow you tp use

that buttonNote, however, that in some cases, information will disappear entirely|(e.g.

sections of r ecor ds thipaasetyoumaynodtteverbkaowdhgfs pl ay e d )
something is missing.

To assign security roles to a user, you usesthaurity Rolessection of a user record
(Administration | Users. In order to decide what roles an individual user should be
granted, you must coiter what that user is expected to do in his/her job. For example,
consider someone working on a helgsk and receiving problem reports from clients
outside the maintenance department. What does that person need to do?

He or she will need to create warguests 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, fAYour work ha
suggests th@/orkOrderSummary security role.

TheUnitSummary role might also be useful. It gives halpsk personnel enough
information about units to make sure they understand which unit the client is talking
about.
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Other roles may also be appropriate, depending on whatlkselppesonnel are
expected to do, and on your organizationb6s |

Related Security RolesSecurity roles tend to come in related groupings; for example,
WorkOrder , WorkOrderView , WorkOrderFulfillment andWorkOrderSummary
are all roles related to work orders

In such a grouping, some roles automatically include others. For example:
WorkOrder automatically includes all the other roles in the grouping.
WorkOrderView automatically includegvorkOrderSummary .

For this reason, ther etbWorkOraer gndi nt i n gi ving
WorkOrderView (for example), becaus®orkOrder automatically includes all the
permissions o¥WorkOrderView .

In general, &iew role automatically includes the relatedmmary role and a role with
a simple name automatically includes sotd the same name with extra words (e.qg.
PurchaseOrder automatically includeBurchaseOrderView
PurchaseOrderSummary , andPurchaseOrderReceive ).

CostRelated Security Roles

Only a few security roles @l users to see monetary values. For example, the
AccountingWorkOrder  role lets a user see the actual costs of matéhatsnot
labor)on a work order.

Someone with th&/orkOrder security role but noAccountingWorkOrder — will be

able to create work ordebut will not be able to see or speatfaterialcosts on the

wor k order . For exampl ywuyuseda padétitular sppaee paatb | e t o 1
onajobbut you wondtthekparocast hYoow Gniulc honl y be abl e
material costd you have theAccountingWorkOrder  role (or some other accounting

related role)FurthermoreAccountingWorkOrder i sndot sufficient to se
for that, you needccounting  or AccountingView

| f you coappopriatacaourdingsecurityrol e, you cano6t direct]l
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 onb6tJoteedlsl syad uarwh a te vt
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@aattual 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, MainBos 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 insiderecordtso det er mi ne Joeds hourly we
uses that hourly wage to determine the a

Demand estimate This is similar taCurrent value calculation except that it uses
costs as they were at the time of the origdeahand rather than the time the
actual materials and labor were recorded. This makes a difference, for example,
if a workerods hourly wage changes bet weel
that actual hours are recorded.

Current value calculation andDemand estimateare useful in situations where costp
can be specified by the person who creates the original demand, but not by the gerson
who eventually records actual labor and material usage. This might happen whern work
orders are created by a dispatcivbo has the role#/orkOrder and
AccountingWorkOrder , but then the work orders are closed off by workers who pnly
have theworkOrderFulfillment role.

Manual entry: When this option is specified, the person who records actual costs
must haveAccountingWor kOrder or some other accounting role that allows
costs to be entered directly. I n this ca:
same calculations d@urrent value calculation or Demand estimate or may
manually enter some different cost.

Note that thes options specifgefaultsto be used in situations where the person who

records actual |l abor and materi al usage doe:
person recording actual usage has cost permissions, that person can override the

defaults if ad when desired.

Costs on Reportsin every report window, th@dvancedsection has &uppress
Costsoption. This tells MainBoss not to print any costs that would normally appedr in

the report. This option i s alawacgantingnl ef f ect
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 particelarusc an and canoét

-29-



do, you can use thevaluate Security Asbutton inAdministration | Users (You must
have theAdministration security role to usEvaluate Security As)

If you select a user in tHéserstable, then clickevaluate Security As your MainBoss
session changes to seem agoifiare the selected user. If certain types of data are

invisible to that wuser, theyodol |l edisabted,me i nvi

t heyol | be disabled for you too. I n fact,
work order), MainBoss will behave as if the operations were performed by the user
whose permissions youbre testing.

In this way,Evaluate Security Asletsy ou see all the co
rol es. Once youdve examined what t
own security roles by going to tlsessiormenu and clickingreset to user
YOURNAME security .

n
he user

Assignments
Requestswork ordersand purchase ordetan be assigned to people. Someone
assigned to a record is calledassignee

Typically, you assign someone to a request if that person has some interest in the
request. People who might be assigned to a request include:

The requestor
The person who received the request from the requestor (e.gddskpersonnel)

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 persosdras interest in the
job. People who might be assigned to a work order include:

The requestor
The dispatcher who created the work order
Wor kers whool | be doing the work

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

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 purchaseer
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

Di fferent organizations will have different
record. For example, an orgaation might choose to assign requestors to requests but

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

to work orders associated with those requests.

Assignee TablesIn order for someone to be assigned to a record, that person must first
be in theContactstable. That person must also be authorized to be an assignee by
being in one of the thre&ssigneetables:

Requestg Assigneesor Coding Definitions | Requestg Assignees
Work Orders | Assigneesr Coding Definitions | Work Orders | Assignees
Purchase Orders| Assigneesor Coding Definitions | Purchase Orders|

Assignees
MainBoss UsersWhen you r un Ma ianbtlBeaentso| panelhhas@i | see t h
entry labeledA\ssigned tocurrent user. I f you expand this entry,

In Progress Requests
OpenWork Orders
IssuedPurchase Orders

These tables lisictiver equest s, work orders, and purchas
assigned. In other words, yoissigned tocurrent user section lists the requests, work
orders and purchase orders that youdre most

The Assignment Status Display
TheAssigned tocurrent user entry of the MainBoss control panel displays
information on requestsvork ordersand purchase ordeassignedd 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, thendow displays the number of draft purchase orders and
issued purchase orders assigned to you.

TheRefreshbutton in this window updates the numbers to reflect any recent changes
made by other people.

-31-



MainBoss Sessions

A MainBosssessiorbegins when you start the MainBoss program. It ends when you

quit the program and close all associated windows.

Your Maintenance Organization List

MainBoss lets yowureate individual databases for sepamaééntenance organizations

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

clients. The management company may choose to create a differensddtateEach

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 mu
its own MainBoss license (except when you are creating dadalfar testing purpose
For more information on MainBoss licenses, see your dealer or MainBoss

5t have

).

representative.

If you have access to multiple MainBoss databases, one ofntlagrbedesignated as
your default maintenance organizatiowhenever 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. IntheSessiormenu, clickChange Maintenance Organization This opens a
window listing all databases that are available to you.

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

permissions, seeserson page3ga.

The window for specifying databases contains the following buttons:

Open OrganizatonnOpens t he database thatooés
button has the follwing additional options on its dregiown list:

MainBoss Full MainBoss mode with all available modules operational.
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MainBoss AssignmentsOpenghe selected organization in Assignments mode.
The control panel will only display thiessigned tocurrent user entry,
under which you can seequests, work orders and purchase orders that have
been assigned to you. For more on assignmentgssegnmentsn page30.

MainBoss RequestsOpens 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 hiwaisBoss
Requestdicensekey and you have been granted permissions to access the
database. Opening MainBoss in this mode am¢sount against the
maximum number of users allowed to connect with the database; therefore,
it is recommended for people who only intend to createastique.g. help
desk personnel).

Administration : Opens the selected organization in a mode that allows you to
use functions in thédministration 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 organizatiormyststart
Mai nBoss in this mode in order to enter
done so, you can quit and start MainBoss again in its normal mode.

SomeAdministration functions can only be used if you have been granted
Administrator privileges. For more on these privilegesEs&eng User Recordsn
page397.

View SessionsOpens theelected organization in a mode that shows who else
isusing MainBossT hi s may be wusef ul if youbre tr
dat abase but candt beEoamosegegsesseovimpeone el se
MainBoss Sessioms) pages0.

Add Existing Organization: Adds a new database to your list of available
databases. For more information, &eeéstingMaintenance Organizationsn
page37. This button has the following additional options on its edopn list:

Edit Organization: Lets you change information about the organization (e.g. if
you want t Organibaton jamedt weh ifich i s di spl ayed
are using MainBogsFor more on this operation, s€eanging
Organization Informatioron pagets.

Create New Organization Creates a new database and adds it to your list of
available databas€or more information, segew Mantenance
Organizationson page36.

Import MainBoss 2.9 Organizatiort Imports data obtained from a MainBoss
Basic database. For more informatieaglmportedMaintenance
Organizationson page38.

Restore Organization Restoreshe selectedatabase from a backup filote
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 backugFle.
more informatioron this operationseeOverwritinga Maintenance
Organizationwith Data from a Backup Filen pagedO.

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 NevMaintenance Organization from a Backup File paget3.

Create DemonstrationOrganization: Creates a new database with
demonstration modiécense 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, ef@j).more information, see
DemonstratiorMaintenance Organizationsn page39.

SetStart 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 onrdgp-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 letssgbect which
database you want to use.

Set Start Mode to MainBossLets you specify that the currently selected database
should be opened in normdkin Bossmode. In other words, when you click
Open Organization on the database, or if MainBoss automatically opens the
database on stanp because this is your default database, the database will be
opened in normadllainBossmode.

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

Set Start Mode to MainBoss Assignmentd ets you specify that the currently
selected database should be openéddamBoss Assignments
(assignment®nly) mode. In other words, when you clichen
Organization on the database, or if MainBoss automatically opens the
database on stanp because this is your default datsdy the database will
be opened iMainBoss Assignmentsnode.

Set Start Mode to MainBoss Requestd ets you specify that the currently
selected database should be openédamBoss Requestgrequestsonly)
mode. In other words, when you cli€ken Organizationon the database,
or if MainBoss automatically opens the database ongtaoecause this is
your default database, the database will be openglcinBoss Requests
mode.

Set Start Mode to Administration: Lets you specify that the currently selected
database should be openedi\osministration mode. In other words, vem
you click Open Organizationon the database, or if MainBoss automatically
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opens the database on stgptbecause this is your default database, the
database will be opened Aministration mode.

Set Start Mode to View Sessiond ets you specify that the currently selected
database should be opened/iaw Sessionsnode. In other words, when
you click Open Organizationon the database, or if MainBoss automatically
opens the database on stgptbecause this is your defaultal@ase, the
database will be openedYfiew Sessionsnode.

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 psonal 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
uselmport MainBoss 2.9 Organization (described earlier). For more on
upgrading, seUpgrading Maintenance Organizations pages0.

Exit: Exits MainBoss.

Start-Up Modes: As an example of the use of stapg modes, your helgesk personnel
might set their starting mode so that theyajw/access the database in requashg
mode unless they manually open it in some other modhis way, they only see
control panel entries relevant to their usual work.

If you sometimes want to open a database in full mode and sométineegiestonly
mode, you can give the same database multiple organization names. For example,
suppose Yyour [DatabaseNansodyMaieBsss .tYdueould usé\dd
Existing Organization to create two different lines in the organization list:

One | i ne miOghnizatibndNanesd MyNaieBods - Full , with a start
mode ofMainBoss
A second | i n elrganizgtibntNanheaMyMainBods eRedliests |,

with a start mode dflainBoss Requests

If you click Open Organizationon MyMainBoss - Full , MainBoss opens in full
MainBossmode. If you clickDpen Organization on MyMainBoss - Requests ,
MainBoss opens in requesisly mode.

You can also use command line options to specify start mode and maintenance
organization you wish to aess. 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, se€ommand Line Optionsn paget?.
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New Mantenance Organizations

You can create a new maintenance organization database by clickinig New
Organization in the Maintenance Orgamizon window (se& our Maintenance
Organization Lisbn page32). MainBoss opens a window where you can specify
informationabout the new organization

Database Server The network location of the SQL Server through which you will
access the database. For more information, sdagtalation and
Administration Guide

I f you click the accompanying A...0 butt
servers that are knowto your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe name you want SQL Server to give to the new database. This
namemust be different from the names of any other databases on the server. For
example, you canét name every database Al
Mai nBoss databases already exist, click f
fiDatabase Name | (Fam rore seelThe Database Name Lish paget6.)

fiDatabase Namé must obey SQL Serverdés rules fo
particular, the name candt contain space:

Organization Name A name that you will use for this databaSee below for
further informationThe value ofiOrganization Named may contain spac
and other punctuation characters.

OK: MainBoss attempts to create a new maintenance organizatiabase with the
name you specified. You must have appropriate permissions to create this
database.

Cancel Closes the window withoutreating adatabase.

In order to use a new database, it must have license¥eysnust record your license
keys beforg/ou can proceed to use MainBoAfter creating a new databadédainBoss
automaticallyopers in Administration modeto let you enter the key&ollow the steps
in License Keysn paget03to enter your license keys. Then quit MainBoss and start
again for the keys to become active.

Company Name and AddressWhen you create a new database, MainBoss

automaticallyc eat es a post al addCodes si s orhei sameeas
fiOrganizaton Named s peci fied during the database cre
fields of this |l ocation record wil/| be Dbl anl
fiCoded t o wdngartizatisnename you want to appear on printed material

(requests, work orders and purchase ord&s) should alsd i | | in the recordaé
fields appropriately. (For more on location records,lsemtionson pagel0g)
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Once youbve set theloeation cecopa bGpdsh dfmreo mihhe | oc at
record wil/l b e Orgamieation Hasnedt H &0 rd eafnaywinte fmddi ng t
database to their list of known organizations.

Thelocation record that holds the company name is specifiedAdithinistration |
Company Information. For more, se€ompany Informatiolmn page393

e in t

Any user may aXgarizgtionNamedl i f 6 eaewntd &t abas
this, t]

known organizations. I f a user does
personal name for the databdsa name f or that single usero6s
user changesp e r s @manizatidn Named, it has no ;ef fect on ot
doesndét change the name/ address printed on
nordoestt ¢ hange QrdamzatdreNarmed | W h @ sraddihe database to

theirlist of known organizations.

ExistingMaintenance Organizations

You canadd an existing organization to your kidtmaintenance organizatioby
clicking Add Existing Organization in the Maintenance Organization window (see
Your Maintenance Organization List page32). MainBoss opens a window where
you can specify database information:

The person who originally created the database should tell you what values to erfter in
fiDatabase Served a Dathbafie Nameé below.

Database Server The network location of the SQL Server through which you will
access the database. For more information, sdaegtalation and
Administration Guide

I f you click the accompanying A...0 butt
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe name of the database, as known to the SQL Sé&ivename
must be the name given to the database when it was criéateal click the
accompanyingi . buttoty MainBoss displays the namesadf MainBoss
databasesmang e d by t IDatabase Reo/éd f{Forendre, Beéhe
Database Name Listn paget6.)

Organization Name A name that you personally will use for this databBse.
default, this will be the company name associated with the datat@senay,
however  OrgarizatbongNemei t o any ot her value for
convenienceChangi ng Yy o ur Orgavipation Bamewibnmot o f A
affect anyone else who uses the database.
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OK: Adds the specified database to your MainBoss attempt® access the
specified database and add it to your list of known databases.

Cancel Closes the window without adding any database.

ImportedMaintenance Organizations

To move from MainBoss Basic 2.9 to MainBoss Advanced, you should follow the
instructions given ithe guide titledMigrating from MainBoss Basic to MainBoss
AdvancedThe essentiateps are:

1. Export data from your MainBoss Basic 2.9 database.

2. In MainBoss Advanced, clicknport MainBoss 2.9 Organizationin the
Maintenance Organization window (séeur Maintenance Organization Lish
page32). This action creates a newamtenance organization and imports your old
data into the new database.

When you clickkmport MainBoss 2.9 Organization, MainBossAdvancedopens a
window containing the following

Database Server The network locatio of the SQL Server through which you will
access the database. For more information, sdegtalation and
Administration Guide

|l f you click the accompanying A...0 butt
servers that are known to your Windowstsyn. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe nameg/ou wantSQL Servetto give to the new database. This
name must be different from the names of any other databases on the server. For
example, you canét name every database Al
Mai nBoss databases al r attltbegndefthe st , cl i ck
fiDatabase Nameé | (Fam maore, seéhe Database Name Lish paget6.)

Organization Name A name that you will use for this database. See below for
further i nf or m@rganipation Name maal we ndfaim spac
and othepunctuation characters.

2.9 Export Data: Should givethe name ofn XML file containing data exported
from MainBossBasic2.9. For more information on importing information, see
thelnstallation and Administration Guide

OK: MainBoss attempts to create a new maintenance organization database with the
name you specified nd t o f i | | it wi9BiportdDataba t aken f
file. You must have appropriate permissions to create this datéftthse.
database can be creat#édyill be added to your list of organizations.

Cancel Closes the window withouéking 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 aatelade, MainBoss
automatically opens iAdministration mode to let you enter the keys. Follow the steps

in License Keysn paget03to enter your license keys. Then quit MainBoss and start
again for the keys to become active.

Company Name and AddressWhen youimport a MainBoss Basidatabase,

MainBoss automatically createarious records in the new MainBoss Advanced

database. In particular, MainBoss creatgmstal address location record whose

fiCoded i s t he OsganmationdNamed hep éci fi ed during the d
proess. The address fields of this location record will be blank. We recommend that

you set t@Goed tecwhdbsesvér organization name
printed material (requests, work orders and purchase ordens)should alsdill in the

recc dés address fields approprilLacatienlsop. ( For mo
pagel06)

Once youbve set the companCoden afreo mnt Heé el d oat:
record wil/l b e Orgamieation dasnedt H eo rd eafnaywlinte faddi ng t
database to their list of known organizations.

Anyusermay as s i g nOrganizdtiofNameb ehdb &ny database in t
known organizations. | f a user does this, tI

personal name for the databds®e name f or that single useroés
user changes a gel0 n @ryanifationNamed, it has no effect on ot
doesndét change the name/ [ ed on 1
nor does it cOrgamzgtien Nahee o t he dz¢
their list of known orgaizations.

i nt
add

T o
& o

DemonstratiorMaintenance Organizations

You can create demonstratiorrganization database by clickiQgeate

Demonstration Organizationin the Maintenance Organization window (s&mir
Maintenance Organization Lisin page32). 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, sdagtalation and
Administration Guide

I f you click the accompanyi mbfdatdbase. 0 but t
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe name you want SQL Servergwe to the new database. This
name must be different from the names of any other databases on the server. For
example, you canét name every database Al
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Mai nBoss databases already etei st, click
fiDatabase Name | (Fam maore, seéhe Database Name Lish paget6.)

Organization Name A name that you will use for this database. See below for
further i nf or m@rganipation Namkbe maal weo ndfaim spac
and other punctuation characters.

OK: MainBoss attempts to create a né@monstrationmaintenance organization

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

Cancel Closes the window withoutreating adatabase.

Whenyou create a demonstratidatabase (by clickinGreate Demonstration

Organization), the database is created using license keys that only allow operation in
demonstration mode. Thisodeplaces restrictions on various tables (e.g. youotday

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

go as soon as ités created. You can turn a
database by replacing the demonstration license keys withdagdle licase keys

supplied by Thinkage Ltd. or your MainBoss dealer

Company Name and AddressWhen you create a neslemonstratiomatabase,

Mai nBoss automatically create<€odd pgostteahle add
s ame &sganizdtienNamed speci fied during the databas
address fields of this location record will be blank. We recommend that you set this
recocfCaléds td whatever organization name you Ww
(requests, work ordersén pur chase orders). You should al
fields appropriately. (For more on location records, .semtionson pagel06)

Once youbve set the companCoden afmreo m nt heé el d oat:
record wil/l b e Orgamieation dasnedt H &0 rd eafnaywinte faddi ng t
database ttheir list of known organizations.

Any user may aXgarizgtonNamedli f 6 eaentd#@t abase in t
known organizations. I f a user does this, t1I
personal name for the databdsename forthada i ngl e user 6s convenienc
user ¢ hang®ganaatign@®aneo,n ailt Ahas no effect on ot
doesndét change the name/ address printed on 1
nor does it cOrgamzgtien Narhee o laskraadd the database to

their list of known organizations.

Overwritinga Maintenance Organizationith Data from a Backup File

You should backup your maintenance organization database on a regular basis. For an
explanation of how to do i seeBackupson paget06. Thelnstallation and
AdministrationGuideprovides additional information about backups and restores,
including how to use SQL Server facilities directly.
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To restore a backeadp database, you can Ugestore Organizationin the

Maintenance Organization window (séeur Maintenance Organization Lish 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 DatabasesThere are two operationsrfeestoring
databases from backup:

Restore Organizationoverwrites an existing database. First you select the database
to be overwritten (by clicking on the entry for that database in your Maintenance
Organization list), thegou click onRestore Organizdion to specify the backup

file you want to use.

Typically, you would us&estore Organizationif 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 ordérsjtore Organizationis not

intended for situations where your databas
deleted or corrupted).

Create New Organization from a Backupcreates a new database using data from
a backup file.

Typically, you would us€reate New Organization from a Backugf your

original database has been deleted or corrupted. You could also use this operation if
youwanted to create a test database using data obtained from your production
database.

In both casedylainBossperforms the operation by submitting requestS@L. Server.
Y ou mustthereforehave SQLServer Administrator privileges to perform either
operation.

Restoreoperations are run by SQL Server itself on the computer where SQL Server is

running. Because SQ&erver does theork, the backup filethat will be used must be

accessible to the login name under which SQL Server runs. Furthermore, thefname

the backup fileshould beelative tothe computer where SQL Server is runnidgless

the file name explicly begins with\ \ computer or a drive name (e.@:\), the file

name wi | | be assumed to be relative to SQL ¢
if the file name begins with\a)

For example, suppose SQL Server is running on Computer X arglipout a restore
requestvhile working on Computer Y. MainBoss will ask you to spetiifgnameof
the backup filecontaining the database you want to restSrgppose yogive the name

C:\ MyBackups \ Oct20_2009.bak
You may think this refers to a file on Comput ¢ drive. However, theestore
operationis performedoy SQL Server on Computer X; therefore, SQL Server will try

to find the file onC o mp u t €:rdriveX o$ Computer Y. If the directory
C:\MyBackups doesnbd6t exi st on Complbogi nXn@me idfoesS:q
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have permissionsteadt hat f ol der ), youdl lrestgret an

operatowon 6t wor k.

For this reason, we recommend that you @ullgmit restore requesigile logged in to
the computer where SQL Server is runnivigu should also be aware of what

per mi ssions SQL Server has and what
login name.

Command Format: When you clickRestore Organizatiory MainBoss displays a
window that contains the following:

DatabaseServer. The network location of the SQL Server through which you will

access the database. For more information, sdagtalation and
Administration Guide

f

I f you click the accompanyi ngdatdbase .

servers that are known to your Windows system. There may be additional
servers that you can use but that
more, sed he Database Server Lish paged6.

Database NameThe namef the database you want to overwrifeyou want to

error
il es wi
0O butt
Wi ndow:¢

see what MainBoss databases already exi

t h Patabhase Name | (Fam mare, seéhe Database Name Lish page
46.)

Organization Name A name that you personally wilise for this database. Itnst

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
names.

arenot all owed in actual dat abase

Note: MainBossa ut o mat i c Bdtabage Served |Datédbase Ndmé a n d
fOrganizatonNamed fr om t he Maintenance Orga
clickedRestore Organization

n

Backup File Name Fill in the field withthe name of a backup file or with an entry

from your list of backup names (as giverAdministration | Backups). If you
choose a name frogour list of backup name#lainBoss tries to restore from
the associated backup file. For more on backup nameBas&epson page
406.

OK: MainBosssubmits a request to SQL Server askinguerwrite the given

databasevith data from the backup file¥ou must have appropriate permissions

to perform this operation.
Cancet Closes the window withouestoring

Note: Instead of usindrestore Organizationy you may prefer to use the standard
restoratiorfacilities within SQL Server Management Studio or Management Studi
Express. For more information, see thstallation and Administration Guide

A4
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Creating a NewMaintenance Organization from a Backup File

You should backup your maintenance organization databaseegular basis. For an
explanation of how to do this, sBeckupson pagetO6or thelnstallation and
Administration Guide

To create a new database using data fadrackup file you can us€reate New
Organization from a Backup in the Maintenance Organization window ($&®ur
Maintenance Organization Lisin page3?2).

Important Notes about Restoring DatabasesThere are two operations for restoring
databases from backup:

Restore Organizationoverwrites 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 drRestore Organizationto specify the backup

file you want to use.

Typicdly, you would useRestore Organizationif 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 Backupcreates a new tlbase using data from
a backup file.

Typically, you would us€reate New Organization from a Backupif your

original database has been deleted or corrupted. You could also use this operation if
you wanted to create a test database using data obtainegiduw 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 ercttimputer 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 wB€k Server is running. Unless

the file name explicitly begins with\ computer or a drive name (e.@:\ ), the file

name wi | | be assumed to be relative to SQL
if the file name begins with\a)

For examplesuppose 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 r et€C:danrve. Haweverathefrestore on Co mp
operation is performed by SQL Server on Computer X; therefore, SQL Server will try

to find the f iClddave matCothputepYu If tieerdireetarys
C:\MyBackups doesné6t exi st on Computer X
have permissions to read that fol d
operation wonodét wor k.

(or 1 f S
r)

e , youdol

For this reason, we recommend that you only submit restore requesisogiged in to

the computer where SQL Server is running. You should also be aware of what

permi ssions SQL Server has and what files wi
login name.

Command Format: When you clickCreate New Organization from a Backup,
MainBoss displays a window that contains the following:

Database ServerThe network location of the SQL Server through which you will
access the database. For more information, sdagtalation and
Administration Guide

fyou click the accompanying AdA...0 button,
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish pagel6.

Database NameThe name you want SQL Server togio the new database. This
name must be different from the names of any other databases on the server. For

example, you candét name every database nl
Mai nBoss databases already ehkei st, click
fiDatabase Namé | i ne. ( Fe DatamaserName Lisheoagelt.)

Organization Name A name that you personally will use for this database.nbis
necessarily the name of the database itself (although it can be). Since this is just
a label for your own convenieagit can contain blanks and other characters that
arenodot all owed 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 anyoarsloggedmtoehdsafme . . 0 butt ot
computer where SQL Server is running, clii
openo dialog to |l et you find the backup f

Il f you are | ogged in to any other comput
musttypem t he backup fileds name by hand. Th
\'\ computer or a drive name (e.g: \ ), or else it should be relative to the SQL
Serverdos default folder on the computer \
above for more details on specifying file name.)
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OK: MainBosssubmits a request to SQL Server askingreate 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 usin@reate 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, seastedlation and
Administration Guide

The Badkup File List: When you create a new organization from a backup file, the

new organization will have the same list of backup files\@ministration | Backups)

as the original database. This can lead to serious confusiomifif 6 r e st i | | usi ng
original database.

For example, suppose you intend to Gseate New Organization from a Backupto

create a test database using data from a backup of your production database. This is a
valid (and sometimes useful) thing to do, buheans that your new test database will
have the same list of backup files as your existing production datdbgse try to use
Administration |Backupsto backup the test database, you may well overwrite one of
your production backup&or this reasn, when you create a test database, we strongly
recommend that you edit the nameg\iministration |Backupsto refer to new

backup files that wilhotbe the same as your production backups.

Changing Organization Information

You canchange information about an existiogyanization database by clickifglit
Organization in the Maintenance Organization window (&e®ir Maintenance
Organization Lisbn page3?2). 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 clickedit 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 databaddis must be the server that now manages the database.

fyou click the accompanying A...0 button,
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, sed he Database Server Lish paged6.

Database NameThe name of the database, as known to the SQL Servemiibis
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
organizatiordatabase. This is your own private name for the database; you can
c h a nQgganizatonNamed any ti me you | i ke.

OK: Makes the changes you have entered.
Cancel Closes the window withoumaking changes.

The Database Server List

I f you cl i ck t h ®atabhaseSerncero a $ 8 0 sforapgafying wi t h 0
databases, MainBoss displays a list of SQL Servers that are known W ywaws
system. This may not be a complete list of the servers you can actually use; in

particular, ités possible for a system to s
Server available for use but onless¢gheyasko mput er ¢
I n this situation, your Windows system won?ot

use the server if you explicitly specify its name.

For more on SQL Server, including a number of configuration tips, seedstiadation
and Administation Guide

The Database Name List

1]

I f you <cl i ck t h ®&atabaseNanied aisrs owfdor speoyilg wi t h
databases, MainBoss displays a lisMaiinBoss databases maintained by the SQL
Server s patabaséServad . i f I you DatabsseSewvedf i | | ed i n
Mai nBoss canoét display any databases.)

The window has two columns:

Database columrnf you are performindRestore Organizationn Add Organization
or Edit Organization, the database column shows you the names of MainBoss
databases #t already exist on the server.

If you are creating a database, the column shows you the naaledathbases
that exist on the server (provided yowéaermissions to see them); in this
case, the list is intended to show you names that are already io letgpu
choose aifferentname.

Organization Name Displays the default organization names of the databases.
This name i s &bnpanyon € d edinmdstratnob h e A
Company Information. Typically, this will be the name of your company.

If you want to create a new database, you should choose some namadhstawvn 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 B&)e 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
doesndét necessarily gdyoestihavaitobeoncthess t o t hat
dat abaseods | i s Admiktrateowm fUkeogr i zed user s (

Command Line Options

Command line options let you control how MainBoss begins ¢xgcuror 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 commandinaiics
appropriate options, so that you dondt have
program.

If your site uses ClickOnce deployment, you cannot specify command line option
when you invoke MainBoss. For further information on ClickOnce, semshalation
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

asin
/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 thmtstbe included are shown in upper case; any
or all other letters may be omitted. For example, the followiegatvalid

abbreviations for the optioibataBaseName

/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 exanpi} is exactly the samesébn or
/Dbn on the MainBoss command line.
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Options: The following options are recognized:

[Culturelnfo: The Windows fAcul t Acelireisaet t i ng
collection of information about language and other lcbaleed information,
e.g. what monetary symbols are used in a particular pBgealgfault,
MainBoss normally takes its culture information from your Windows Regional
Settings; it then attempts tperate in the language given by those settings (e.g.
Mai nBoss attempts to run in French i
However, if you specify &ulturelnfo argument on the command line, the
argument overrides the Regional SettinQssispartict | ar | y usef ul
creating a batch command file or shell sctifatt you want to have woik a

t o

f

i f

b ¢

t h:

y

specificlanguage no matter what the wuserds Regi or

The argument ofCulturelnfo is the official Wi ndows

name for the desired culture. For example, if you wamniericSpanish, yod d

specify/Culturelnfo:es -ES, for U. S. English, youbd

[/Culturelnfo:en - US See your Windows documentation for recognized
ACul tfwroelsn ring identifiers.

Options on the command line are not affecteddwturelnfo . For example,
the optioryMode:Requests  doesnotchangef you switch to a language
where Arequestso is translated to a

Note: If you chan@ the culture information witlCulturelnfo , MainBoss makes t
changeafterthe command line arguments have been pafdad.means that if your
command | ine has syntax errors, you |[may
preferred language, not ihd language specified b@ulturelnfo

/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 thenstitspecified 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.

di

S

fi Cu

u

ffe

ee

If you specify/OrganizatonName , you dondt have to gpecify

/DataBaseServer  or /DataBaseName . | f you /OrganiztbonNanmp e ¢cfi f vy
you must specify bottDataBaseServer and/DataBaseName .

/Mode : Mode for starting the software. Possible start modes are descrildedrin
Maintenance Organization Lisin page32.

/Mode:MainBoss
/Mode: "MainBoss Requests "

-48-



/Mode:Administration
/Mode: "View Sessions"

/Mode: "Pick Organization " ; with this mode, MainBosstarts by
displaying your organization list so you can pick which one you want to
open

/HelpManualPath : The URL | ocation for MainBossos

The MBULtility command is another way of performiogrtainMainBoss operations
using a command line interface. For more on MBUtility, seevthimBosslInstallation
and Administration Guide

International Language Support

When you start MainBos# checks the Regional Settintgt 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 yosiome

of MainBoss supports FrenddainBoss will operate in French for you (although it

may operate in English for some other user).

|l tds i mportant to understand that MainBoss ¢
not user data. For example, théopty 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 callédgent , this word will never be translated into other

languaged i tyoOusdata, not part dlainBoss 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 impdaiftical
you use multiple languages, everyone working with MainBosshaeag to understand
all the languages you use.

Note: MainBoss depends on various Microsoft software including SQL Server angl the
Microsoft Reportviewer. This Microsoft software is independent of MainBoss
including language suppoih particular, reporiziewing facilities will be in the
language of your repoviewer, which may or may not be the same language used py
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 cusywnbyl (e.g. from

i$o for dol | ar Howeéver, MaiABDss Eaonot handleinmultipe) .

currencies; it assumes that all money values are in the same currency. For example, if
youented3i n UamitCasto f i el d, Mai nBoss $88@y ordi spl ay th
£33.00 depending on your Regional Settingut.imternally, 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 dathase at the time the database is created. For example, the names of work

order states{raft , 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 theatabase. 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,
regardl ess of each userods preferred | anguag:¢

Stae names for work orders, requests and purchase orders

The names of the actions which change from one state to anothé&e(@gn
which changes a closed work order back into an open one)

Descriptions and comments feecurity roles

Because these names are determined at the time the database is created, whoeyer creates
the database should make sure that his or her regional settings are set to the language
that will be most acceptable to the organizatisra 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, sdagtalation and
Administration Guide

Before you upgrade your database, create a backup copy using the standduaick-
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, dlickirade (as described iiour
Maintenance Organization Lisin page32). This ogens 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 (whetherortno you éve upgraded the dat .

Viewing MainBoss Sessions

If you open your maintenance organizatiorsgssionsnode, MainBoss displays a list
of users who are currently connected witlyo or gani zati onb6s dat abas

For information on connecting to MainBoss3assionsnode, se& our Maintenance
Organization Lisbn page32.
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Quitting MainBoss

To quit MainBoss, simply closdl@pen MainBoss windows (by clicking the X in the
upper right hand corner). Alternatively, you can sefextsion Exit from the menu.

Exiting the contropanel window doenot close any other MainBoss windows you
have open. They must each be closed individually.

The MainBoss Status Display

When you start MainBoss (after youbve chosetl
necessary) ,MagBoss Sthtldisptag. €histgites you a quick snapshot of

the most important aspects of your current work: work requests that are new or in

progress, wrk orders that are overdue, and so on. In this way, you can see anything that

might demand immediate attention.

TheRefreshbutton in this window updates the numbers to reflect any recent changes
made by other people.

Keyboard Shortcuts

MainBoss allows standard Windows keyboard shortcuts suciiials-C> for copy and

<Ctrl+V> for paste. You can also uséab>to move to the next field in a window; if

youdre filling out a f or mgtheryathertharausingjfhea st t ab
mouse <Shift+Tab> moves backward to the previous field.

MainBossbuttors often allow keyboard shortcuts. To see the shortcuts in a window,
press thecAlt> key. One letter oeachbutton will be underlined, as Bave Pressig
<Alt> plus the underlined letter is equivalent to clicking the button, sothiatS> is
equivalent to clicking th&ave button.

View Menu

TheView 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 théiew section (without th®efaults section, even if you
were justiooking at that section). If you were looking at a report window, you
will see all sections of the window.

When you are zoomed in like thispom in on Viewwill be marked with a
checkmark in th&/iew menu. To zoom out again, clicddkoom in on View
again. This returns to the windowds usual
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Open in New Window: If you click this menu item, MainBoss opens a duplicate of
the current window.

The Actions Menu

The contentsf theActionsme nu depend on what youdbve curre
contr ol panel . For e x anjmis @ the coritrol pameal, the e cur r e
Actions menu will have entries for creating a new unit, editing an existing one, deleting

a unit, ad so onActions entries usually correspond to buttons in the same window

(e.g.New Unit corresponds to thidew Unit button and has the same effect).
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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 MainBossdelpmenupr ovi des access to MainBossos

Help - Contentsgives 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 usesdll already have their computers
configured appropriately (probably using Microsoft Internet Explorer or Mozilla
Firefox). I f you dondt have a browse
click on any HTML file (for example, any of thietm files in themanual subdirectory
of the directory where MainBoss is installed). Windows will ask you to specify a

r

conf i

program with which to open the file; specify the browser on your system. If your gystem

does not have a browser, you can obtain one free from s8aittrdMozilla, 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 wirskect
Help - About from the menu. The window includes the following:

What version of MainBoss youodre wusi

What databasg o u6r e using and the SQL Server

database
Copyright information
An Ok button; click ths 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 examp| ehave appropyiateisecurity pedntissions, 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 (andtelig wh a't
button).

security rol

Similarly, if youdve

fi

l ed i

es

n a

youod

fiel
an error marker. Pointing the cursor to the error marker will display a tooltip explaining

d

why the value is unacceptable. (For example, MainBoss may expect the field to contain

a date rather than what youdbdve typed
|l f youdre ever confused about MainBo
These should hel phapewing f i gure out wha

MainBossDiagnosticMessages

MainBoss displays messages in a variety of situations. For example, if you attempt to
y 0 uMamnBosd opend agngssagen

save a record bef
window to explain the situation.

or e
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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 listtohgs. 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 ordersedit 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 pee 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 morerkorders, you open the
Work Order viewer, then click thérint 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 ofdEm 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 eit 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 sing

record.

e
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Deleted Records

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

If the word isActive , lists of records displayed in the window only inclaa¢ive
records. This means that the window only s

5l MainBoss Maintenance Manage
Session  View Actions  Help
MainBoss Sample Organization =
View Vendors

View | Defauits for Viendor|

Code = Description

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

Details | tem Pricing| Hourly Outsidd Per Job Outside] Service Contracts| Units |
Unit Maintenance Flans Code A/C STELLA

Units - . -

Unita of Measure Deé:tr;[;tlocl:—: itﬂar Air Conditioning

\Work Orders Name Business Phone E-mail

- Administration Sales Contact A/C STE55-008-9872  freezer@stellar.com
Service Contact

Accounts Payable Contact

Agcount Number 098 TRL 209
Comments altemative contact is Jane Daring

Mﬂl Delete | Resiore | print| Befresh | Search |

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

If the word isAll , the viewer is showingll records including those that have been
deleted. Deleted recordseamarked with a red X on the left.
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E MainBoss Maintenance Manager
Session View Actions  Help
View Vendors

Code | Description | Deleted on

& BATTERIES
}=—={ BEARING
=] CHEMICAL
& CHILLER

Sullen Battery Supply
Silvester Bearing
R&R Resources
Chilly & Churchill Inc

\nlednesday, August 08, 20.. [

-

DETEHSI [t=m F‘ri{:ing] Hourly Dutside] Per Job Clutside] Senvice C{:ntracrts] Units ]

Code BEARING
Description Silvester Bearing
Category BEARING

Mew | | ‘ Restare | Print ‘ Refresh | Search |

User THOUGHTSjagardner Organization TestVersionAua? (TestVersionAug? on server GEHIRN)

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 itertihgou

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 blat 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 wasnodot really

To switch fromActive to All orvice versadoubleclickt he wor d.

records appear or disappear.

there.
Youol |

Keepit

see

TheRestorebutton lets you bring back a selected record. MainBoss opens a window
where you can examine the record to be restored and make changessaned&’hen
you save the record and close the window (typically by uSag & Close, the record

will be restored to the active list.

Records That Refer to Deleted InformationWh en you del et e
that other records still refer ta For example, suppose a worker leaves your
organization so you delete that person from yeuployeesl i st . That
will still appear in old records (e.g. work orders that the person worked on).

a record,

wor ker 6s

MainBoss indicates that a record has been deletsthikipg-outinformation from the

record. For example, if you del ete
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empl oyee record
S mi

has
t hds

been

refer to that person will show the namelas-Smith This shows that the associated
Joe

Using Table Viewers

E MainBoss Maintenance Manager
Session

View Actions

n Active employses).u r

The picture below shows a typical MainBoss table viewer:

hRR-332-2456
Beclky Sharp BRE-123-3476

BRB-731-4832
555-038-3843

o S
Help
View Contacts
MName . Business Phaone Mabile Phone
Anna Karenina
Aphra Behn hhh-3424
Arthur Pendragon

Details |Currtact Funictions | Units |

MName Anna Karenina
Business Phone 555-111-2222

1 [l v

E-mail znna@Evronsky.net

Home Phone
Pager
Mobile Phone 5559857853
Fax
WEE Page
Location
Location Details
User
Comments

[ tiew Conet| [g5t)[¢] (Dol (B [Boesn] [Somen

|User Gordon Freeman Onganization MainBass Full Demo (MainBossFull Demr Active

are and how you can use them:

This window contains a lot of elements. The following list explains what those elements

TheView list: TheView section in a table viewer shows you a list of records. The

del

list has several headings; in the above example, the headelgameand
Business PhoneDifferent 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 onName, the list is sorted in alphabetical order according to the

values in théNamecolumn. 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 ordéairg

clicking Nameagain sorts thedt indescendingrder byName

Note: Doubleclicking any entry in a table list opens a window that lets you edit that
entry. For more about editor windows, $éeng Editorson pages2.

Data displays: In addition to the list of records, a table viewer shows information on
the record thatodos currently selected. Thi
the main list. In particular, many table viewers haeéails display showing
importent information from théetails 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 mer 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. Cligkw, and MainBoss will open an
editor window where you can t&m information for the new entry.

Edit/View/Restore This dropdown 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 disabléar example, your security
permissions may let yodiew the contents of the record but ratit them.

For more on security permissions, S&surity Rolesn page399.

The actionsavailable through this dregown buttorare:

Edit: Lets you change the information in an existing record. In the table |
click the record you want to change, then chgkt. 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 chikw. MainBoss opens
an editor window where you can examine the record. You will not be
allowedto make changes in the record.

Restore: Restores a deleted record. This button is only active if the viewer is
inAll mode and i f youbve selected a del et
Restore MainBoss will open a window that lets you examine the
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contents of the deleted recordytfu save the record and close the
window, the record will be restored to thetive list.

For more on deleting and restoring records,Beleted Recordsn pages6.

Delete Deletes a record from the list. Click the record you want to delete, then
click Delete MainBoss may ask if you reallyamt 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, se€earching for a Particular Recommh pages1.

Refresh Updates the list to show any recent changes. For example, suppose you
keep a copy of theequestsviewer open most of the time. When you start
work in the morning, you can clidRefresh 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 onl need taRefreshthe viewer display if the window has been inactive
for a while.

Drop-down buttonsSome windows (both table viewers and editor windows) have
drop-down buttons. This is a button followeg a dropdown arrow:
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( 3
I Edit Request : WR 00000001 = | B |
Details |Assignees | E-mail Requests | Waork Orders I State History
Number [WR 00000001 |
Subject |Dri|3ping tap in women'’s washroom |
Current State In Progress
Current State's Effective Date Tuesday, January 27, 2009 3:34:37 43 PM
Estimated Completion Diate
Name Business Phone E-mail
Requestor [ Jane Leighbold [=]] C=2(=)  555-789-9872 izne@foodprey rt com
Unit |ﬂ AC PRIVATE @ BOA E]| [ [=]
[] Use access code from unit
Access Code | = E=a=
Request Priority [ =] ==
Description [asdf -
Comments |asdf -
Select for Printing
Close Reguest ]E| [Cluse] ’ Link to W{:rkOrder] ’ Create Work Order ] ’ Mew Reguestor Comment
In Progress Active
L
Close Request
InProgress (With Comment)

Close Request (With Comment)

Reopen

Void

The label on the button will be the first enabled option in the-doypn menu.
This may change in different contexts. (MainBoss documentation always lists
the dropdown options in the order they appear in the menu, which magypr m

not match t he

order youodll see them

Buttonsanddrogt o wn butt ons
button may be disabled because it is inappropriate in the current context; for exafnple,

the button for clseing a work order is disabled if the work order is already closed. A

may be grayed oyt ;

button may also be disabled if you do not have appropriate security permissions fo use

it.

Searching for a Particular Record

When you click th&earchbutton 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:

-61-

n

t hi

a

S



Look for: The text that you want to find. MainBogll 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 faark i nCoded f i edLdcations t h
table, it might find entries liké23 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, lookatdrop
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 nexdokfor@cotrdi mgitFicdy ngl it dilei g
Next repeatedly, you can go from matchingaed to matching record until you
find the one youdre |l ooking for. I f the :
will wrap around to the top of the list and continue searching.

Close Closes the window. The table viewer will be positioned at the récard
by the most recent successful search.

Note:l f t he search window happens to bp coveri
you can use the mouse to drag the search window to a different place on the scrgen.

Using Editors

An editor window shows the contents of a single record. For example, lieeeeiditor
window for describing a unit (e.g. a piece of equipment):

The window consists of a numbetocaidnd i nf or mat i
field lets you specify where the unit is.
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