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Introduction 

Welcome to MainBoss Advanced 

 

This guide provides a quick introduction to principles of using MainBoss Advanced. 
 

 For details of MainBoss set-up, see Configuration Quick-Start or the full 

Configuration guide 

 For information about day-to-day use, see Operations Quick-Start or the full 

Operations guide 

This guide assumes that MainBoss has already been installed at your site. If you are the 

person who will install the software, see the Installation and Administration Guide 

before reading this Getting Started guide. 

 

What You See 

Hereôs a typical picture of the programôs main window: 
 

 
 

On the left is the control panel. This provides access to all standard actions and 

information. On the right, the Refresh button updates the information displayed (in case 

other users have recently made changes to your organizationôs data). 
 

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

to a table, then you use the tableôs buttons (on the right) to do work. 
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This manual uses the notation Entry  | Subentry to refer to items in the control panel. 

For example, Work Orders  | Reports refers to Reports under the Work 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 what you selected. For example, if you click Work Orders  in 

the panel, the right-hand part of the window changes to show information on work 

orders. 
 

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

possible screen-space to display information. 
 

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as 

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

next field in a window; if youôre filling out a form, you can just tab from one field to 

another rather than using the mouse. <Shift+Tab> moves backward to the previous 

field. 
 

In any table viewer, the shortcut sequence <Ctrl+F>  opens the search window. (For 

technical reasons, this sequence will not work if your most recent click was on the 

MainBoss control panel; it only works if your most recent click was in the table viewer 

part of the window.) 
 

If the search window is not open, the <F3> function key has the effect of Find Next, 

searching for whatever you searched for most recently. This means that pressing <F3> 

repeatedly will perform the same search over and over. 
 

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

press the <Alt>  key. One letter of each button will be underlined, as in Save. Pressing 

<Alt>  plus the underlined letter is equivalent to clicking the button, so that <Alt+S> is 

equivalent to clicking the Save button. 
 

View Options: The View menu provides options that control how information is 

displayed: 
 

 Zoom in on View: If you click this menu item, MainBoss will hide the control panel 

in this window. If you were looking at a table viewer, you will see an enlarged 

version of the View section (without any other of the table viewerôs sections). If you 

were looking at a report window, you will see all sections of the window. 
 

When you are zoomed in like this, Zoom in on View will be marked with a 

checkmark in the View menu. To zoom out again, click Zoom in on View again. 

This returns to the windowôs usual appearance. 

 Open in New Window: If you select this option, MainBoss opens a new window 

containing the same information as the current one. This is useful if you want to 

compare information between tables: have two windows open, one showing one 

table and one showing the other. 
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 Change Active Filter: This item lets you change the definition of ñactiveò requests, 

work orders and purchase orders. For example, you can specify that these records 

should only be displayed in table viewers if theyôre less than a year old. Changes 

that you make through this menu item affect you but not other users. 

 

Getting 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. 

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

small yellow message) providing information about what youôre pointing at. This is 

particularly useful if a button on the screen is currently disabled (i.e. grayed out). 

The tool-tip explains why the button isnôt currently available. 

 The MainBoss Help menu provides access to MainBossôs help files. 

 Help ­ Contents gives you the table of contents for the help files. 

 Help ­ Help Index gives you an index of important terms. 

 

Tooltips 

 A tooltip is a small message that may appear if you point the cursor to something on 

your monitor screen. MainBoss uses tooltips to explain any situations that may be 

confusing. 
 

For example, if you donôt have appropriate security permissions, you may not be 

allowed to fill in certain information fields or to click certain buttons. In this case, 

pointing the cursor to the field or the button will produce a tooltip message explaining 

the situation (and telling what security roles youôd need in order to use the field or 

button). 
 

Similarly, if youôve filled in a field with an unacceptable value, MainBoss will display 

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

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

a date rather than what youôve typed in.) 
 

If youôre ever confused about MainBossôs behavior, use the cursor to obtain tooltips. 

These should help you figure out whatôs happening. 
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Specifying Your MainBoss Database 

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

MainBoss database. 

 ___________________________________________________________  
 

 To set up MainBoss so that it can access an existing database: 

1. Log in to the computer under your usual login name. 

2. Start MainBoss on the new machine. It will display a window asking you to specify 

the maintenance organization (database): 
 

 

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

 

4. The person in charge of MainBoss at your site will tell you the values to specify for 

ñDatabase Serverò and ñDatabase Nameò. In most cases, you can click the ñ...ò 

buttons associated with these fields and select the appropriate values from the 

resulting lists. However, for technical reasons related to firewalls and SQL Server 

configuration, you may not find the values you want in the lists. In that case, youôll 

have to type in the values by hand. 

5. Once you specify ñDatabase Serverò and ñDatabase Nameò, ñOrganization 

Nameò will be filled in with a value from the database. Usually, you should simply 

keep this name; however, you have the option of changing ñOrganization Nameò if 
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you wish. What you enter will become your own private name for the 

organizationðit will not affect other users. 

6. Click OK. MainBoss will add the database name to the list. Youôll see something 

like this: 
 

 

7. Click Open Organization. 

 ___________________________________________________________  
 

Once you have set up this computer to access the maintenance organization, you donôt 

have to do it again. Every time you start MainBoss on this computer, it will 

automatically start working with the specified database. 

 

Table Viewers 

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

example, the Vendors table is a list of your suppliers. 
 

Each entry in a table is called a record. For example, each entry in the Vendors table 

gives information about one of your suppliers. 
 

A table viewer lists the records in a particular table. For example, the Vendors table 

viewer lists the entries in your Vendors table. 
 

Table viewers usually have two sections: 
 

View: A list of normal recordsðthis can be anything from work orders to 

information about spare parts. 

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

in the Vendors viewer will be used whenever you create a new vendor record. 
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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 in a details panel beneath the list of records in 

the table. 
 

If your computer has a small monitor screen, you may decide that the 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: 
 

      
 

When you click this button, the details panel disappears. The list of records can then 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 

In the bottom right hand corner of most table viewers and editor windows, youôll see 

either Active  or All : 
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 If the word is Active , lists of records displayed in the window only include active 

records. This means that the window only shows records that havenôt been deleted. 

For requests, work orders, and purchase orders, it also means that it only shows 

records that are ñrecentò. By default, a record is ñrecentò if itôs less than 500 days 

old; your MainBoss administrator may change what counts as ñrecent.ò 
 

 

 If the word is All , the viewer is showing all records, no matter how old, including 

those that have been deleted. Deleted 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.) 
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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 from Active  to All  or vice versa, double-click the word. Youôll see old and 

deleted records appear or disappear. 
 

The Restore button lets you bring back a selected record. MainBoss opens a window 

where you can examine the record to be restored and make changes if necessary. When 

you save the record and close the window (typically by using Save & Close), the record 

will be restored to the active list. 
 

Records That Refer to Deleted Information: When you delete a record, itôs possible 

that other records still refer to it. For example, suppose a worker leaves your 

organization so you delete that person from your Employees list. That workerôs name 

will still appear in old records (e.g. work orders that the person worked on). 
 

MainBoss indicates that data comes from a deleted record by striking out the data. For 

example, if you delete Joe Smithôs employee record, all work orders that refer to that 

person will show the name as Joe Smith. This shows that the associated employee 
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record has been deleted (and will reduce your confusion when you canôt find Joe 

Smithôs name in your list of Active  employees). 

 

Table Filters 

A table filter tells MainBoss to display a subset of all the records that are in a particular 

table. In this way, it ñfilters outò records that you donôt want to see. 
 

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

could set up a filter on the Work Orders  table saying that you only want to see work 

orders whose ñWork Start Dateò is today. MainBoss would then filter out any work 

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 the Units table saying that you only want to see 

work orders whose ñSystemò is HVAC. MainBoss would then filter out non-HVAC unit 

records, so that the table viewer only displays HVAC units. 
 

You can specify a filter in any table viewer. To do so, click the filter set-up button 

beneath the tableôs list of records: 
 

      
 

This opens a window similar to the one used to search for individual records. Use this 

window to specify which records you want to see. For example, suppose youôre in the 

Items window and you specify 
 

 
 

This indicates that you only want MainBoss to display item records whose ñCodeò field 

starts with the letter B. Once you enter this information, click the Apply Filter  button. 

Youôll see that the table viewer changes so that it only shows records that match what 

youôve specified. If you Close the filter window, the table remains filtered. To return to 

the tableôs usual state, blank out the checkbox labeled Apply Filter . 
 

On every table viewer, there is a checkbox labeled Apply Filter . If this box is blank, the 

table is unfilteredðyou see everything youôd usually see. If you checkmark the box, the 

table will be filtered using the filter that is currently defined. By blanking or 

checkmarking the box, you can switch back and forth between filtered and unfiltered 

displays. 
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Editors 

An editor is a window where 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. 
 

 Mandatory fields are marked with a red arrow until theyôre filled in. You canôt save 

the record until you specify values for those fields. (In the picture below, 

ñRequestorò and ñSubjectò are mandatory.) 

 
 

 Read-only fields canôt be changed. They can be recognized because they are not 

surrounded by a black border line. In the picture above, several fields are read-only. 

For example, the fields in the ñCurrentò line and ñEstimated Completion Dateò 

are all read-only. 

 Some fields can only be edited at certain times. For example, some fields on a 

purchase order canôt be changed once the purchase order is issuedðissuing the 

purchase order implies that the purchase order is ready to be sent to the supplier, at 

which point, some information is considered ñunchangeableò. (Actually, some of 

this information can be changed, but you have to withdraw the purchase order 

before youôre allowed to make the change.) 
 

MainBoss also prevents you from changing information that has already generated 

accounting recordsðfor the sake of security, accounting records canôt be changed or 

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 canôt directly edit this information once the accounting records have 
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been written; if necessary, you must create a correction, which will generate a new 

accounting record to correct any mistakes in an old one. 

 As shown above, editor windows have several buttons containing the word Save: 

Save: Just saves information youôve entered. 

Save & Close: Saves the information and closes the window. 

Save & New: Saves the information and starts a new record. This lets you create 

one record after another; for example, if youôre recording contact information for 

people, you can Save & New after each person, which saves what youôve just 

entered and starts a record for someone else. (Fields in the new record are 

initialized with default values as set in the Defaults section of the appropriate 

table viewer.) 

Save & Print: Saves the information and opens a window that will let you print the 

record youôve just created. 

General Tip: When youôre filling out a record, if you donôt know what value a field 

should have, leave it blank. Filling in dubious values will cause confusion down the 

line, and finding values that need to be changed can be difficult. If 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 windows often specify information using drop-down lists, also known as pickers. 

For example, the ñRequestorò field in a work request editor is a drop-down list: 
 

 
 

As shown above, a drop-down list ends with three symbols: 
 

 The left-most arrow displays a list of available values for the field. In the case of 

ñRequestorò this will be a list of the people whom youôve authorized to submit 

work requests. 
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 The ñ...ò opens a window showing the complete table. For example, if you click the 

ñ...ò for ñRequestorò, you get the Requestors table. Click an entry in the table, then 

click Select to fill in the original field. 

 
 

 The right-most arrow of the drop-down list opens a menu that gives you a number of 

options. For example, if you click this arrow for the ñRequestorò field, youôll see 

the following: 
 


