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Introduction
Welcome to MainBoss Advanced

This guide provides a detailed explanation of the process of setting up MainBoss
Advanced before putting the software into active service.

(1 For information onnstalling the software, see thestallation and Administration
Guide

For a quick overview of MainBoss sap, see th€onfiguration QuickStart

For information about dap-day use, seklainBoss Advanced: Dap-Day
Operations

Important: If you have not licensed a particular module, you will not see informatipn
related to that module. For example, if you have not licensedd@heBoss Requests
module, you will not see various types of information related to requests.

Documentation conventions

This guide uses the following documentation conventions:

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

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

[0 Keyboard keysre shown in bold face enclosed<iangle brackets=
Press thesTab> key.

Using the Mouse Whenever this guide tells you to click on a button, a menu item, or
some other object on thereen, click with the left button of the mouse. When the guide
says taight-click an object, click with the right button of the mouse.



The Golden Rules of MainBoss Set-Up

Rul e 1: Pl an in advance for the things you 1

Heredbs an example: every work order can be

doesndét have a predef i @&pddecdewhatprforitigsryguor i ty c |
want to use. For example, you might use a simple system like

High priority

Average

Low priority

or time-oriented priorities like

Immediately

By the end of the shift
Within 24 hours
Within a week
Whenever

Of course, your organization may already have an established set of priorities, in which
case, you just use those.

ltds up to you to choose what priority syste
However, if you doedDtuseapyiWoorikd eoersddearts ad oln
needpri orities...and 1tod6s better toinuse a sys:

you make up without much thought. Changing your mind and reorganizing after the fact
can be a lot of work.

|l f you dondédt wuse priorities to begin with, \
comfortable with MainBoss, you can think about what jigic@ystem would be useful
and relevant. You stil] dondt Olusttheondso assi gl

that have higher or lower urgency than normal.

The same principle applies in everydlay oper e
exanple, MainBoss lets you recoatcess informationon a work order. This might
indicate that you need to obtain sonmeoneds |
or that repairs are only allowed at certain times of day. However, if there are no special
restrictions on a paActesscCodearf ijedh, deqdte tihlel
blank in normal situations, so that when ytmfill it in, workers are more likely to
notice that this job has special circumstances.




Rule 2: Choose useful categoriemnd codes

MainBoss offers the option of defining categories and information codes for various
types of data. For example, you can assign categories and/or codes to your work orders,
your requests, your suppliers, and so on.

Your organzation may already have categories and codes for this kind of information. If
not, you might create worarder categories like

Plumbing
Electrical
Mechanical
Inspection
Clean - up

Using such categories can be helpful in getting a clear picture of yoatiopsr Do we
spend more on plumbing than electrical jobs? How much time do we actually put in on
clearrup? How many inspections has Joe done in the last month?

As for codes, MainBoss lets you define closing codes to be assigned to work orders after
the job is finished. Many organizations use these codes to specify the original source of
the problem, such as

Operator error
Accidental breakage
Poor lubrication
Normal wear
Vandalism

By labeling each work order with an appropriate code, you can latertgdedeeports
on how common each type of problem is and the cost associated with each problem
class.

One of the most important functions of MainBoss is to provide answers to quéstigns
not just your own questions, but questions asked by customers,migpagement, and
ot her people outside the maintenance depart:H
i mportant to think about the questions youb6l
from which the answers can be extraétgdou candét changasurewhat you

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

[J You might choose to figure out categories and cbaésreyou enter any other data.
This provides a structured way of thinking about your operations: yoe op with
an organization plan before you put in detailed information about jobs, equipment,
work materials, etc.



1 You might decide on categories and cogésry ou 6 ve used Mai nBoss f o
You can then draw on your experience with the softwaredimeevhich categories
and codes will be useful.

Either way can wor k. I f youbre already fami/l
management, you may have an existing set of categories and codes you like to use. If
not, you may pr ef e rcontfodable aith MainBoss. i | youdre mor

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

what will actwually be useful to you. I f, for
breaks down expenses iterusethesameaapproachiway, t hen
Mai nBoss. Otherwise, youodoll end up with heact

Even i f you dondt have to worry about exterr
what categories and codes you want to track. Otherusteomit categories and codes

from work orders until you have time to decide what would be useful. Choosing a set of
categories and codes tltab nwéotr k f or you (or dondét give you
be more trouble than itds worth.

Rule 3: Make a phasein plan

|l f youdve never used computerized maintenan
that you phase in MainBoss a little at a time. Trying to computerize your entire

operation in one fell swoop will be a daunting job. Furthermone,§d | be making
decisions before you have a chance to get some experience with the software.

As an example of phasge, you might begin with just tracking work requests (problem
reports). Once youbre comfortabl andthe t h t hat
scheduling of planned maintenance. After that, you add inventory tracking...and so on.

The point is tchavea plan: know what you want to get working first and what steps to
take to reach your goals. What information do you have to collect amdi?e¢/hat
decisions do you have to make? Who has to be trained to use the software?

Donét just start entering data and hope for
(1 Think ahead

[1 Take manageable steps

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

Rule 4: Be Consistent

Before you begin enteringnyinformation, make sure you have a coding policy that will
be followed by everyone who uses MainBoss. Stick to the policy with absolute



consistency. This is particularly important in large organizafioysu have to make
sure evey MainBoss user is taking the same approach.

For example, consider the names by which you identify your equipment. You might
decide on names like this:

Air conditioner 1
Air conditioner 2
Air conditioner 3

If someone then uses the name

AC 4
it will throw off the consistency of your records. In a list of equipment sorted in
alphabetical order, the inconsistent one wol
It wi || be harder to find the unit you want
unt may also slip between the cracks when yo
equipment.

The same applies to all other types of information in your dataNasees must be
consistent: similar things should have similar namesdn particular, you should
choose the format of names so that similar things appear together when sorted in
alphabetical order.

Decide on standard name formb&foreyou start entering data. This decision affects
how much benefit MainBoss can provide. A haphazard naming schemeséhdec
softwarebs ability to organize and analyze

Rule 5: Be Safe

SQL Server has facilities for backing up and restoring #sieastrongly recommend
that you make regular backups of your MainBoss database and store copies in a
safeplace.Cr ashes happen, and you candét recover W

We also recommend thatyouirrory our di sks, so that you donoét
one basket. For more information, see

http://www.mainboss.com/english/resources/tips/mirror.shtml




Basic Principles of MainBoss Advanced

What You See

Her eds

a typical

picture of the

E MainBoss FuII-Demo - MainBoss Maintenance Mana

Session  View  Actions

MainBoss Full Demo
Assigned to current user
—I-Requests
MNew
In Progress
Closed
Print
Reguestors
Assignees
[=-Reports
History
State History
Status Statistics
+Hwlork Orders
+Init Maintenance Plans
tHUnits
H|tems
++Purchase Orders
tHCoding Definitions
H-Administration

View MainBoss Status

Wersion
Database 1.0.6.52
Last backup Tuesday, September 01, 2009 1:57:19.89 PM
Backup file MyBackup2
Requests Purchase Orders
New 0 Draft 1
In Progress 0 |ssued O
‘Work Crders
Overdue 52
Open 82
Planned Mairtenance
Last generation an Thursday, December 18, 2008

Latest batch end date Thursday, December 25, 2008

progr amos

User MainBoss User Organization MainBoss Full Demo (Database ‘MainBossFullDemo’ on server "SCRINIUMVSQLEXPRESS?)

On the left is theontrol panel This provides access to all standard actions and
information. TheRefreshbutton update the information displayed (in case other users

have recently made changes to

your

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

every feature.

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

in the control panel.

Whenever you select an entry in the control panel, the rest of the window changes to
show information about whaby selected. For example, if you cli¢gkork Orders in
the panel, the rightand part of the window changes to show information on work

orders.

We recommend that you maximize the main window so that MainBoss has the n1ost

possible screespace to display formation.

me

organi zat



Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as

<Ctrl+C> for copy and<Ctrl+V> for paste. You can also uséab> to move to the

next field in a window,; i f youordtofilling ol
another rather than using the mousehift+Tab> moves backward to the previous

field.

MainBoss buttons often allow keyboard shortcuts. To see the shortcuts, pre&&-the
key. One letter of the button will be underlined, aSane Pressing-Alt> plus the
underlined letter is equivalent to clicking the button, so {hdit+S> is equivalent to
clicking theSave button.

View Options: TheView menu provides options that control how information is
displayed:

[0 Zoom in on View: If you click this menu item, MainBoss will hide the control panel
in this window. If you were looking at a table viewer, you will see an enlarged
version of the/iew section (without th&®efaults section, even if you were just
looking at that section). fou were looking at a report window, you will see all
sections of the window.

When you are zoomed in like thispom in on Viewwill be marked with a
checkmark in th&/iew menu. To zoom out again, cliddoom in on Viewagain.
Thi s r et ur n sushalcappediaacewi ndowod s

1 Open in New Window: If you select this option, MainBoss opens a hew window
containing the same information as the current one. This is useful if you want to
compare information between tables: have two windgvesnpone showing one
table and one showing the other.

[0 Change Active Filter. Thi s item | ets you change the d
work orders and purchase orders. For example, you can specify that these records
should only be considered active if their most recent history record is less than a
year old. For more information, séee Active Filteion pagel4.

Coding Definitions: The Coding Definitions part of the control panel deals with
information that doesndt change very often.
descriptions usually dondét change much: you
MainBoss, then mostly leave alone.

Most of the work for configuring MainBoss is doneGnding Definitions.

Identification Codes and Descriptions

Every record has an identification code. This code is just a label used to identify the
record it can contain any text character.



Codes are restricted in length. Different records have different length restrictions,
sometimes as short as 10 characters, sometimes as long as 30.

Codes have different names in different types of reéofdsexamplework orders are

i dent i fNumbdro bwhal @ i nventory Godedmsthear e i dent.i
purpose of the identifier is always the same: to provide a label that distinguishes one

record from another.

Most r ecor dBescaptiosoo fhidesliedftan uBed to expand on the ID

code. For example, in a Goded tmirgBaltorlwe f or a w:
NorthEast wh i | eDedcriptonoi mi ght speci fy what type of
limits the length of descriptions too, but descaps are always allowed to be much

longer than codes.

Remember the Golden RuleCodes and descriptions should be consistent. Simila]
things should have similar names. The best codes are short forms of the descriptjons.

Categories and Codes

You can define your own categories for various types of information. For example, you
can divide up the places you maintain into categdri@su might choose to create
categories like Washrooms, Office Space, Stores, and so on.

Categories areoptional You dondét have to categorize you
MainBoss. However, categories are useful for organizing your data, especially when

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

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

compare the amount you spend maintaining washrooms, versus the amount you spend
maintaining office space and the amount you spend on stores.

Breaking down your costs in this way can give youealr er pi cture of wher e
spending your money and where you might get the best bang for your buck by making
improvements. For example, if you discover that office spaces require a lot more

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

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

effect over time.

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

in budget talks). If you can show your bosgdsandf ast proof of how much
spending and exactly where the money goes, you can justify your budget requests in

dollars and cents.

Defining Categories:MainBoss lets you define categories for work orders, personnel,
suppliers, a rup to you to decide avliakecategoriesdysu think are useful.
Remember that categories are used to classify and organize your data so you get the



perspective you need. Think about whatiwould find helpful and define your
categories accordingly.
Maintenance Organizations

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

E Select MainBoss COrganization

Session  Help

Maintenance Organization DataBase Server DataBase Name Start Mode

Sessions E] [MdExistingOrganizatiDn IE] Edit orgamzation Clear Start Default E]

If you have no existing maintenance organizations (i.e. if you just installed MainBoss),
see thdnstallation and Administration Guidfr information on creating a maintenance
organization. Otherwise, cliockdd Existing Organization. This opens a window

where you can specify what organization you want to use:

E Add Existing Organizaticn
Add an existing maintenance organization to the list
Database Server [ | Gl
Database Name | | ]

Organization Name | |4
[] Make browsers smaller by not showing details for selected record by default
Default MainBoss mode |MainBoss =]

Cancel

During the MainBoss installation process, yMainBoss administrator will have
created an appropriate database on a server computer. Ask your administrator for the
data you need to fill in the above window. CIiBK when finished.

When you add an organization to your list, the new addition is atit@ihamade your

default organization. Whenever you start MainBoss in future, the program will
automatically open this maintenance organization. Therefore, most users will never have
to specify a maintenance organization in future.



Changing to a DiffereinMaintenance Organization

Some companies may create multiple maintenance organizations. For example, a
property management company with multiple clients may create a separate database for
each client. As a result, workers in such a company may needtth $r@m one

maintenance organization to another while using MainBoss.

To do this, open thBessiormenu and clickChange Maintenance Organization This
opens a window that lists all the maintenance organizations known to you. Choose an
organization fronthis list, then clickOpen Organization. MainBoss will open the
corresponding database and you can begin working with the associated data.

Each MainBoss database must have its own set of licgry@escannot use the same
set of licenses on different datalea. For more information on licenses, see your
MainBoss licensing agreement or contact Thinkage.

Quitting MainBoss

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

You can clee a main MainBoss window and still have other windows open. MainBoss
continues to run on your computer until you close the last window.

Table Viewers

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

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

A table viewer lists the records in a partasuable. For example, théendors table
viewer lists the entries in yolendorstable.

Table viewers usually have two sections:

View: A list of normal record$ this can be anything from work orders to
information about gare parts.

Defaults: Default values for creating new records. For example, the default values
in theVendors viewer will be used whenever you create a new vendor record.

-10-



E MainBoss Full Demo - MainBoss Maintenance Manage
Session View Actions Help

ainBoss Full Demo View Vendors
t-Assigned to curre..

t-\njork Orders View | Defaults for \c’endor|
F-LUnit . —
t--Units Code Description

+-|tems §
41 Purchase Orders _ Hooked Up Electronics -
~I-Coding Definitions || | Anytown Factory Supply

| Access Codes Dodecahedron Tires 1

—Contacts
|—Cost Centers @ [] Enable Filter

- ltems
I Locations Details | em Pricing | Hourly Outside | Per Job Outside | Service Contracts | Purchase Orders | Purchizse Templates | Units |

[
[#-Purchase Or. )
B--Reguests Code All Hooked Up Blectronics
[
[

t-Unit Mainten._.. Description

]—Units endor Category Hectronics supply
[—Unlts of Mezs MName Business Phone E-mail

[-\ork Orders Sales Contact Mary Jones 555-333-4444 mijones&bland.net
- Administration Service Contact Aphra Behn ~ 555-3424 abehn@rover.co.uk
Accounts Payable Contact Julius Caesar  555-8355 icaesar@rome.it

Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 038 TRL 203
Comments Altemative contact is Chns Smith

(Eai7) (o) (B (B5en) (s

User MainBoss User Organization MainBoss Ful Demo (Database "MainBossFull Demo’ on server "SCRINIUM\SQLEXPRESS)

Hiding the Details for a Selected Record

By default, when you select a record in a table, the table viewer displays information
from that record. Typically, this is shown irdatails panebeneath the list of records in
the table.

If your computer has a small monitor screen, you may délcatehe details panel takes
up too much room on the screen. If so, you can tell MainBoss not to display the details
panel; you do this by clicking the following button:

82

When you click this button, the details panel disappears. The list of sezamdhen use
the space that was previously occupied by the panel.

If you want to see the details panel again, click the same button.

Deleted Records

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

-11-



[ If the word isActive , lists of records displayed in the window only inclaaive
recordsThi s means that the window only shows
For requests, work orders, and purchaskers, it also means that it only shows
records th®8ty ard afudl e cemat s ecord i s fArecent o
old; your MainBoss administrator may useéministration | Company
Informationtochamge what counts as fArecent. o0 (Note
records sometimes have to be shown in order to display undeleted ones).

[ If the word isAll , the viewer is showingll records, no matter how old, including
those that have been deletBeleted records are marked with a red X on the left.
(Note that if you have many old records, MainBoss may take a considerable time to
obtain them all from the database.)

\"F) MainBoss Full Demo - MainBoss Maintenance Manager EE‘ |

Session  View Actions Help

MainBeoss Full Demo View Vendors
[#-Assigned to curre..
[H-Requests
[B-\work Orders View | Defaults for Vendor
E-Unit Mai -
E-Units Code Description Deleted on
[#-ltems . .
[+-Purchase Orders :dI‘HookeEi Up Elesdr""l'"cs Js
- Coding Definitions Anytown Factary Supply 3
—a Dodecahedron Tires =
Access Codes .
| Contacts General goods and merchandise B
— i Hot 'n’' Cold Monday, May 31, 2010 3:38:..
Cost Centers . e - -
- ltems s Eouipment Supply
[—Locations Enable Filter
[#-Purchase Ord.. @ o
Eiﬁ‘:ﬂuﬁsﬁﬁtena... Details | ltem Pricing I Hourly Outside I Per Job Qutside | Service Contracts | Purchase Orders | Purchase Templ I Units |
BH-Units Code Hot 'm' Cold
BE-\work Orders Vendor Category Heating and air-conditioning
B-Administration Name Business Phone E-mail
Sales Contact Guinevere Pen 555-383-3432 guinevere@camelot.uk
Service Contact Nicholas Nickle 555-328-4937 nick@circus.org
Accounts Payable Contact
Lccounts Payable Cost Center Default Accourts Payable Costs
Account Number
Comments -
(o] (o EDE
P
User MainBoss User Organization MainBoss Full Demo (Datab "MainBossFullDema’ on server 'SCRINIUMN\SQLEXPRESS) All

In most tables, MainBoss never completely erases deleted records. This makes it
possible to maintain a complete audit trail of everything you do.

To switch fromActive to All or vice versadoubleclickt he wor d. Youol l see
records appear or disappear.

TheRestorebutton lets you bring back a selected recordinBoss opens a window
where you can examine the record to be restored and make changes if necessary. When
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you save the record and close the window (typically by uSmg & Closg, the record
will be restored to the active list.

Records That Refer to Déeted Information: When you del ete a record,
that other records still refer to it. For example, suppose a worker leaves your

organization so you delete that person from youployeesl i st . That wor ker 6s
will still appear in old recordée.g. work orders that the person worked on).

MainBoss indicates that data comes from a deleted reca#likypg-outthe data. For

example, i f you delete Joe Smithos empl oyee
person will show the name dse-S+ith. This shows that the associated employee

record has been deleted (and wil/l reduce yol
Smit hds nameActiven enyployees). | i st of

Table Filters

A table filter tells MainBoss to display a subset of all the records that are in a particular
tabl e. In this way, it Afilters outo record:s

For example, suppose you want to see which jobs are scheduled to begin today. You

could set up a fitr on theNork Orders table saying that you only want to see work

order s WarhSiastPate® i s today. Mai nBoss would the
orders that started on some other day, so that the table viewer only displays work orders

starting today.

As another example, suppose you only want to see information on units in your HVAC
system. You could set up a filter on theits table saying that you only want to see

wor k or deysenwHWE MainBoss would then filter out nadVAC unit
recordsso that the table viewer only displays HVAC units.

You can specify a filter in any table viewer. To do so, click the filteupdiutton
beneath the tableds I|ist of records:

This opens a window similar to the one used to search for individe@aids. Use this
window to specify which records you want to
Items window and you specify

5 Edit ltem Filter

(=] [Starts with =] s

Add Filter Condition Lpply Filter

This indicates that you only waloded Maii enlBb s s t
starts with the letter B. Once yoater this information, click th&pply Filter button.
Youdll see that the table viewer changes so
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youoOve s p eClasdthe dltdr window, thg table remains filtered. To return to
t he t abl e blank autsthe ahleckimx labeldsbply Filter .

The filter setup window contains the following:

Fields, filter conditions, values: Select the records to be displayed. You specify your
selections in the same way that you specifying search conditions eduiehisag
for a particular record.

Add Filter Condition : If you click this button, the window expands to allow
another condition to be added to the filter. You can click this button several
times to get multiple filter conditions (up to a total of six).

If you specify multiple conditions, MainBoss only shows records that satisfy

the specified conditions. FReguestssx amp | e, s
table.One condition specifies that you only want to see requests where the

fiRequestoid Johs Smit h. A second condition specifies that you only want

t o see r e dqRegaesttPsorityd h drge . Then MainBoss displays

all urgent requests from John Smith.

Apply Filter : If you click this button, MainBoss immediately filters the table using
the given criteria. Note that the table does not get filtered until you click this
button.

Disable Filter: If you click this button, MainBoss stops filtering the t&blou see
all the records you normally would.

Close Closes the filter window. If you have notadedApply Filter , MainBoss
will notfilter the table. Furthermore, MainBoss will not record any filter
conditions 9bobhéveegspetimeegou open the fii
start from scratch again.

On every table viewer, there is a checkbox labgleply Filter . If this box is blank, the
tableisunfiteredyou see everything youbdd usually see
table will be filtered using the filter that is currently defined. By blanking or

checkmarking the box, you can switch bacH &rth between filtered and unfiltered

displays.

The Active Filter

Theactive filterdetermines what counts Astive in the request, ark order and
purchase order tables. In other words, it determines what a table will display when the
wordActve appears i n t he-handcbrhee6s bottom right

To set your active filter, go to thé&ew menu and clickChange Active Filter. This
opens avindow that contains the following:
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Show only records less than thismanydaysald You can set this fie
a number. If you do, requests, work orders and purchase orders will only be
consideredictive if their most recent history record is léban the given
number of days old. For example, if you set the value to 400, the only active
requests, work orders and purchase orders will be ones whose histories have
changed in the past 400 days. Typically,
work orders and purchase orders that were closed more than 400 days ago.

Showonlyrecordssincer You can set this fieldés value
requests, work orders and purchase orders will only be consitietiesl  if
their most recent history record svereated after the specified date. For
example, if you set the value danuary 1, 2009  , the only active requests,
work orders and purchase orders will be ones which have had some activity
since that date.

The options you set through tklesw menu only deect your own MainBoss sessions.

For example, if you only want Showongffee very r e
records less than this many daysoldl t o 3 0. Mai nBoss would only
work orders and purchase orders less than 30 days @ldcah change this number at

any time.

You can useAdministration | Company Information to set active filter defaults for
everyone who uses the MainBoss database.

Editors

An editor is a window Wwere you can enter information. Most editor windows have a
Details section where you can enter basic information; many editor windows have more
sections for additional information.

0 Mandatory fields are mar ked wictamoéa rseadvear:Tr
the record until you specify values for those fields. (In the picture below,
fiRequestod a®BubjecH ar e mandatory.)
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E MNew Request

Details |ﬂ55ignee5 I E-mail Request I ‘Work Orders I State History
Number |‘.‘\|'R 00000001
Subject |

State Status Effective Date
Curgeg

timated Completion Date
! isiness Phone
Requestor ) €

Unit|
[] Use access code from unit

Access Code |

Request Pricrity |

Description

Comments

Select for Printing

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

0 Readonly fields candédt be changed.notThey can L
surrounded by a black bordere. In the picture above, several fields are realy.
For exampl e, Curreeto f i ie hBEstsnateddConipletien Dfate
are all reaebnly.

[0 Some fields can only be edited at certain times. For example, some fields on a
purchase@r der candét be changed doissuingthe he pur cha
purchase order implies that the purchase order is ready to be sent to the supplier, at

which point, some information is considere
this informationcanbe changed, but you have to withdraw the purchase order
before youbére all owed to make the change.)

MainBoss also prevents you from changing information that has already generated
accountingrecordsf or t he sake of securiangedoraccounti
deleted. For example, when you record the use of materials in connection with a

work order, MainBoss generates accounting records indicating the cost of those
materials. You cano6t directly edit this in
been written; if necessary, you must creatsoarection which will generate aew

accounting record to correct any mistakes in an old one.

1 As shown above, editor windows have several buttons containing theSaoed
Save Just saves inmddor mation youdve ente
Save & Close Saves the information and closes the window.

Save & New Saves the information and starts a new record. This lets you create
one record after another; for example, if
people, you cafave & Newaft er each person, which saves
entered and starts a record for someone else. (Fields in the new record are
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initialized with default values as set in thefaults section of the appropriate
table viewer.)

Save & Print: Saves the informatiomd opens a window that will let you print the
record youbve just created.

General Tip:When youodre filling out a recofd, if vy
should have, leave it blank. Filling in dubious values will cause confusion down thje
line, and firding values that need to be changed can be difficult. If MainBoss really
needs a field to be filled in, it uses the red arrow to make the field as mandatory.

Drop-Down Lists (Pickers)

Editor windowsoften specify information usindgrop-down lists also known apickers
For exanReduestoo t hieelid i n a wor lddowmnksguest

hd

edi tor

|

Requestor |

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

[0 The leftmost arrow displays a list afvailable values for the field. In the case of

fiRequestod t hi s wi | | be a |Iist of the people w
work requests.
Requestor ... - - . RS P A4
Mame Business Phone
Alex Miraculaceo hbh-835-0285 -
Allison Matrix hbb-058-5872
Andrew Alberts hh5-572-3873
Coach Charlie hh5-783-5872
Floyd Pump hh5-893-3830
Gary Neller hbh-783-9723
George Jasper hbh-035-5087 E
Henry Tallboat hbh-987-9723
Holly Happy heE-902-8723
Jackie James hhb-098-2789
Jackie Newlywed hh5-892-3728
Jane Leighbold hh5-789-9872
Janice Freidelburg h65-980-9873
Jean Martin
John Livingston hbh-238-9872
Jonny Spot hh5-893-3872
Karen Krystal hbb-972-9287
Marylee Chef
Mike Mitchell hb5-800-3728
NEII'IC*,’-J-E-'EI'I Ecltree hob-807-2987 i
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0 The fAi...0 opens a window showing the compl

. . . Requesoo , i ytohaReguestorstable. Click an entry in the table, then
click Selectto fill in the original field.
Eloases e
MName = Business Phone Mobile Phone
: 555-123-3476
Elizabeth Bennett 555-24-6937 555-423-3343
Len Gulliver 555-332-4839 555-354-3987
Oliver Twist 555-345-3985 555-354-8837
Simon LeGree 555-456-8872 555-210-0034
3 [] Enable Filter
[ Detais | Requests | Work Orders|
MName Business Phone E-mail
Requestor Contact Becky Shamp 55h5-123-3476 becks @vanity fair

Receive Acknowledgements
Comments

(][] (o] (B [Botem] [Somen-) (o) [Gors)

Active

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

options. For exampl e, Reduestpiw eflidl i ghudhl ssae
the following:
Estimated Completion Date
Mame Business Phone
Requestor | e
Unit | Browse... :
[7] Use access code from unit Edit
Access Code | View :
Request Priority | Mew Requestor ;
Description Refresh
Browselets you look at the existingequestorst abl e, just |IEditke t he A

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

(but not change ithNew Requestorets you crea a new requestor record; if you do

this, the requestor Regdedtoob d i feil ldl echcientyo ut Is
and close the new record. This makes it easy to create new records as needed if you

dondt already hayvRefraametsyqu ppdaieptire drajitwe listr e c or d .
of Requestorsto show any changes since you first opened the current window.

I f you want to delete (clear) the wv-alue t hat
click on the fielditself and choos€lear. (With drgo-down lists, theClear option only

showsupinnomandatory fields; you canédownc!| ear t he
|l ist once itdéds been given a value, although
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Errors

MainBoss puts anarker beside data fields that contain invalid data. The error marker is
a red circle containing a white exclamation point. This is shown below, where the
fiEffective Dated f i el d shoul d contain a date, but in

If you try to save a record when it contains an invalid field, MainBoss will display an
error message and wondét save the record.

To find out why a data value is invalid, move your cursor to the error marker. MainBoss
will display a tooltip with a message explaininy t he current value cal
This is shown below:

Concurrency Errors: In the rare case that two people try to edit the same record at the
same time, MainBoss will reportcancurrency error

For example, supposey start editing &nitst abl e record and before
someone else tries to edit the same record. The first person to save the record will

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

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