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Introduction
Welcome to MainBoss Advanced

This guide provides a quick introduction to prples of using MainBoss Advanced

(1 For details of MainBss setup, seeConfiguration QuickStartor the full
Configurationguide

[ For information about dato-day use, se®perations QuiciStartor the full
Operationsguide

This guide assumes that MainBoss has already been installed at your site. If you fare the
person who will install the software, see thstallation and Administration Guide
before reading thi&etting Starteduide.

What You See

Heredbs a typical picture of the programbs me
I3 MainBoss Full Demo - MainBoss Maintenance Manager BE |
Session  View Actions Help
View MainBoss Status
Assigned to current user
—-Reguests
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On the left is theontrol panel This provides access to all standard actions and
information. On the right, theefresh button updates the information displayed (in case
ot her users have recently made changes to yc
General Principle: In MainBoss Advanced, you usiee control panel (on the left) to go
to a table, then you use the tableds|] button:




This manual uses the notatiantry | Subentry to refer to items in the control panel.
For exampleyWork Orders | Reportsrefers toReports unde theWork 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 \dlici Orders in

the panel, the rightand part of the wishow changes to show information on work
orders.

We recommend that you maximize the main window so that MainBoss has the mpst
possible screempace to display information.

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as

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

next field in a window; if youdre filling ol
another rather than using the mousehift+Tab> moves backward to the previous

field.

In any table viewer, the shortcut sequencerl+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 inahle tviewer
part of the window.)

If the search window is not open, the3> function key has the effect &ind Next,
searching for whatever you searched for most recently. This means that préssing
repeatedly will perform the same sgaover and over.

MainBoss buttons often allow keyboard shortcuts. To see the shortcuts in a window,
press thecAlt> key. One letter of each button will be underlined, &Save Pressing
<Alt> plus the underlined letter is equivalent to clickihg button, so thatAli+S> is
equivalent to clicking th&ave button.

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

1 Zoom in on View: If you click this menu item, MainBoss will hide thertrol panel
in this window. If you were looking at a table viewer, you will see an enlarged
version of the/iews ect i on (wi thout any other of the
were looking at a report window, you will see all sections of the window.

When you are zoomed in like thisdpom in on Viewwill be marked with a
checkmark in th&/iew menu. To zoom out again, cliddoom in on Viewagain.
This returns to the windowds usual appear a

[J Open in New Window: If you selecthis 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.



1 Change Actve Filter: Thi s i tem | ets you change

t he

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

should only balisplayed in table viewers if¢hy dessehan a year ol@hanges
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 abioilne window currently on
the screen.

[ If you point the mouse to something on the screen, MainBoss displays a(@oltip

def

small yell ow message) providing informatio

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

Thetoolt i p expl ains why the button isnét

curtr

[0 The MainBosdHelpmenupr ovi des access to MainBosso6s h

[1 Help- Contentsgives you the table of contents for the help files.
[1 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 sognathi
your monitor screen. MainBoss uses tooltips to explain any situations that may be
confusing.

For example, if you dondét have appropriate ¢

allowed to fill in certain information fields or to click certain buttomsthis case,

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

the situation (and telling what security rol
button).

Similarly, if youdve f levalue WMainBoss vall displag | d wi t h
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 youdve typed in.)
fyoubre ever confused about MainBossqds behayv
These should help you figure out whaltds haprt




Specifying Your MainBoss Database

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

[J 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):

E Select MainBoss Organization

Session  Help

Mairtenance Organization DataBasze Server DataBase Name Start Mode

=w Sessions B [MdExistingDrganizatiDn IH Edit organization Clear Start Default B

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

5B Add Existing Organization
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 =]

4. The person in charge of MainBoss at your site will tell §awvalues to specify for
fiDatabaseServerva n Matdbase Naméel n most cases, you can c
buttons associated with thefsglds 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 wantinthellists t hat case, you
have to type in the values by hand

5. Onc e vy ouDammpseSenfaly dhDathbase Namé fiOrganization
Named will be filled in with a value from the database. Usually, you should simply
keep this name; however, Organiaatiomdlamed tihfe opt i



you wish. What you dsar will become your own private name for the
organizatiod it will not affect other users.

6. Click OK. Mai nBoss will add the database name
like this:

E Select MainBoss Crganization

Session  Help

Maintenance Organization DataBase Server DataBase Name Start Mode
scriniumisglexpress MainBossDemo

’ Open Organization IB [ Add Existing Organization IB [ Edit Drganizatinn] ’ Set Start Default IB ’ Remaowve from Iist] ’ Upgrade]

7. Click Open Organization.

Once you have set up this computertoacces he mai nt enance organi za
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 conginformation about something. For
example, th&/endorstable is a list of your suppliers.

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

A table viewer lists the records in a particular table. For examplé/dhdors table
viewer lists the entries in yoendorstable.

Table viewers usually have two sections:

View: A list of normal record$ this can be anythinfjom work orders to
information about spare 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.



by MainBoss Full Demo - MainBoss Maintenance Manager LEIL

Session  View Actions Help

MainBeoss Full Demo 5
[H-Assigned to current u_.. View Vendors
[-Requests
[B-work Orders View | Defaults for Vendor
E-Unit Mai Pl -
E]]::J“”S Code Description
e Orders All Hooked Up Electronics ,
[-Coding Definitions Anytown Factory Supply
|—Access Codes Dodecahedron Tires -
—Contacts -
| Cost Centers @ [] Enable Filter
[-ltems ;
[ Locations Details | ltem Pricing I Hourly Outside I Per Job Qutside | Service Contracts | Purchase Orders | Purchase Templ I Units |
E#-Purchase Orders Code Al Hooked Up Electronics
[#-Reguests D .
F-Unit Maintenanc... EsErphon
B-Units ‘Vendor Category Electronics supply
[ Wnits of Measure Name Business Phone E-mail
[E28 \/endors k
F-\work Orders Sales Contact Mary Jones  555-333-4444 micnes @bland.net
B Administration Service Contact Aphra Behn  555-3424 abehn@rover.co.uk
Accounts Payable Contact Julius Caesar 555-8355 caesar@rome.it

Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 098 TRL 209
Comments Altemative contact is Chris Smith -

o vrsr | (E6t]-] (i) (o] [on] (somen]-

User MainBoss User Organization MainBoss Full Demo {Database "MainBossFull Demo® on server "SCRINIUMYSQLEXPRESS?) Active

Hiding theDetails 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 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 buttonhe 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 cornerf most tabl e viewers and edi

eitherActive orAll



g
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If the word isActive , lists of records displayed in the window only inclaaive

records. This means that the wietetbw only s
For requests, work orders, and purchase orders, it also means that it only shows

records that are Arecento. By default, a r
old; your MainBoss administrator may chang

51‘5: MainBoss Full Demo - MainBoss Mainte

Session  View Actions Help

\zinBoss Full Demo =
H1-fssigned to curre... View Vendors
&R

i

[+-F
tHlark Orders View | Defautts for Vendor |

t-Unit M -

t-Units Code Description

+-ltems -
+Purchase Orders All Hooked Up Electronics -

= 4 o+ Anytown Factory Supply
]—Cb_dﬂl nEgEDE Efssl IE:‘;: Dedecahedron Tires -

—Contacts
| Cost Centers @ [] Enable Filter

+-liems
I Locations Details | ltem Pricing I Hourly Outside I Per Job Outside | Service Contracts | Purchase Orders | Purchase Templ I Units |

Frehoee Or- Cods Al Hooked Up Blsctronics
- nit Mainten ... Description
- Units Vendor Category Hectronics supply

i ot Name Business Phone  E-mail

t-wlork Orders Sales Contact Mary Jones 555-333-4444 miones@bland.net
+-Administration Service Contact Aphra Bshn  555-3424 sbehn@rover.co.uk
Accounts Payable Contact Julius Caesar  555-8395 [caesarErome.it
Accounts Payable Cost Center Default Accounts Payable Costs

Account Number 098 TRL 209
Comments Atemative contact is Chris Smith

(e () (] (2 (] (s

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

If the word isAll , the viewer is showingll 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 hem all from the database.)



\E) MainBoss Full Demo - MainBoss Maintenance Manager

| Session View Actions Help

Accounts Payable Contact

Lccounts Payable Cost Center Default Accourts Payable Costs
Account Number
Comments

MainBoss Full Demo View Vendors
[#-Assigned to curre..
[-Requests
[-Work Orders View | Defaults for Vendor
E-Unit Mai -
E-=Units Code Description Deleted on
[-ltems . .
[#-Furchase Orders ’:‘” Hooked Up Electronics <
E+Coding Definitions Anytown Factory Supply 3
|—Access Codes Dodecahedron Tires E
|—Contacts General goods and merchandise —
— i Hot 'n’' Cold Monday, May 31, 2010 3:38:..
Cost Centers . e - i
- ltems Eguipment Supoly
[—Locations Enable Filter
[#-Purchase Ord.. @ 0
Eisﬁﬂuﬁﬁtenam Details | tem Pricing | Hourly Outside | Per Job Outside | Service Contracts | Purchase Orders | Purchase T [ units |
EH-Units Code Hot " Cold
—Units of Meas =5
e enciors Deescription . . -
B-\work Orders Vendor Category Heating and air-conditioning
B-Administration Name Business Phone E-mail
Sales Contact Guinevere Pen 555-385-3432 guinevere@camelot.uk
Service Contact Micholas Mickle 555-328-4937 nick@circus.org

(= (oo (e

User MainBoss User Organization MainBoss Full Demo (Database "MainBossFullDemo® on server ‘'SCRINIUMYSQLEXPRESS)

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 versagoubleclickthewo r d .
deleted records appear or disappear.

Y old and | see

TheRestorebutton 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 theecord and close the window (typically by usiayve & Closg, 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 to it. For example, supposerker leaves your

organization so you delete that person from youployeesl i st

That

will still appear in old records (e.g. work orders that the person worked on).
MainBoss indicates that data comes from a deleted recalikipg-outthe data. For

example, i f you delete Joe Smi

t hds

a record,

wor ker 0s

empl oyee

person will show the name dse-Smith This shows that the associated employee



record has been deleted (and widloe reduce yol
Smit hds nameActiven enyloyees). | i st of
Table Filters

A table filtertells MainBoss to display a subset of all the records that are in a faarticu
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 filter on thé&/ork Orders table saying that you only want to see work

orders whos Widrk StartDated6 i s t oday. 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 inya@ H
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
records, so that the table viewer only displays HVAC units.

You can specify a filtein any table viewer. To do so, click the filter-sgt button
beneath the tableds I|ist 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. Forexampls uppose youodore i
Items window and you specify

\= Edit Item Filter

[=]] [Starts with =] s

Add Filter Condition Lpply Filter

This indicates that you only waloded Maii enlBdb s s t
starts with the letter B. Once you enter this information, clicktihgy Filter button.

Youol | s eleviewér ahangds Boethattit @dy shows records that match what

youove s peClasdthe gltdr window, thg table remains filtered. To return to

the tablebds wusual st at/AgpplyHittrank out the checl

On every table viewer, thers & checkbox labele@pply Filter . If this box is blank, the
tableisunfiteredy ou see everything youbdd usually sece
table will be filtered using the filter that is currently defined. By blanking or

checkmarking the box, yatan switch back and forth between filtered and unfiltered

displays.




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 windowsnaree
sections for additional information.

0 Mandatory fields are marked with a red arr
the record until you specify values for those fields. (In the picture below,
fiRequestod aBubljecHh ar e mandatory.)

E New Request =

Details |ﬂ|ssignees I E-mail Request I Waork Orders I State History
Number |WR 00000001
Subject |

State Status Effective Date
Curreg

timated Completion Date

Requestor l_ [Efe[E iE
Unit | p—

[7] Use access code from unit

siness Phone

Access Code |

Request Priority |

Description

Comments

Select for Printing

[ Save&New]| [ SaveaFrint [ save& Close |

1 Readonly fields candt be changed.notThey can L
surrounded by a black bordere. In the picture above, several fields are realy.
For examplethe fields in théiCurrent 0 line andfEstimated Comgetion Dated
are allreadonly.

1 Some fields can only be edited at certain times. For example, some fields on a
purchase order canodot be ¢ hansgungtheonce t he p
purchase order implies that the purchase orderadyrto be sent to the supplier, at

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

MainBoss also prevésiyou from changing informatiahat has already generated

accounting recordsf or t he sake of security, account.i
deleted For examplewhen you record the use of materials in connection with a

work order, MainBoss generatescaunting records indicating the cost of those
materials. You canodét directly edit this in

-10-



been written; if necessary, you must createraection which will generate aew
accounting record to correct any mistake an old one.

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

Save & New Saves the information and starts a new recbinis lets you create
one record after another; for exampl e, i
people, you capave & Newa f t er each person, which sav
entered and starts a record for someone else. (Fields in the new record are
initialized with default values as set in thefaults section of the appropriate
table viewer.)

f
€

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

General Tip:When youodore fiilfl iynogu oduotn 6at rkenco dwhat v
should have, leave it blank. Filling in dubious values will cause confusion down thje

line, and finding values that need to be changed can be difficult. If MainBoss real

needs a field to be filled in, it uses the resba& to make the field as mandatory.

Drop-Down Lists (Pickers)

Editor windows often specify information usidgop-down lists also known apickers
For ex anReduestoo t hiee Iid uest editor 18 a drdgown kst

Regquestor | | | ]

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

[0 The leftmost arrow displays a list of available values for the field. In the case of
fiRequestod t hi s wi | | be a | ist of trhte people w
work requests.

-11-



The A...0 opens a window showing the compl

A. . . Requesoo , A y o uReguestorstable.eClick an entry in the table, then
click Selectto fill in the original field.

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

options. For exampl e, Reduestp uf icédlidc ,k ydud&l lar
the following:

-12-



