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Introduction
Welcome to MainBoss Advanced

Thank youfor licensingMainBoss Advanced You 61l | find it provides

you need for managing your organizationos

This guide concentrates on di@yday operations with MainBoss. It assumes that
MainBosshas already been installadd configuredfor useon your computer.

For information on installing MainBoss, see MainBoss Advanced Installation and
Administration GuideFor information on configuring MainBoss, see @anfiguration
Guide

Documentation conventiors

This guide uses the following documentation conventions:

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

[0 Buttonsare shown in bold face and underlined:
Click thePrint button.

(1 Keyboard keysre shown in bold face enclosed<angle brackets=
Press thecTab> key.

Using the Mouse Whenever this guide tells you to click on a button, a menu item, or
some other object ae 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.

me



MainBoss Concepts

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

Important: If you have not licensed a particular module, you will not see informatfon
related tolhat module. For example, if you have not licensedvthmBoss Requests
module, you will not seearious types of information related to requests.

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

For example, theéocationstable is a list of locations relevant to your
maintenance work. Th@ontactstable is a list of records giving contact
information for anyone you may wish to contact.

Each entry in a table must be givamidentifier code to distinguish it

from other entries in the ta®le. | dent
for example, youContactstable might have entries for different people
with the same name (e.g. two John SmidhB)ut it 6s much | ess

confusingif different records have different identifiers.

Unit: A unit is anything that might require maintenance.

This includes equipment, vehicles, and places. In a factory, for example,
your units will mostly be pieces of manufacturing equiptnkna

shopping mall, each store might be considered a separate unit, with
additional units for washrooms, the parking lot, and so on.




Sub-Unit: A sub-unit is part of a unit.

For example, you might stdiivide complex equipmentia smaller sub
units so that you can track the maintenance record of each piece.
Similarly, in a shopping mall, you might subdivide large areas into

small er ones (e.g. AfDepartment store,

east sect i on o0workarshhve s dearerndpa obwherd td a t

go when theyore sent to fix a probl em.

There is no clear dividing line between what is asnib and what is
simply a spare part. For example, if a piece of equipment has a self
contained motor, do you treat thetor as a suoinit or simply a spare
part? The answer depends on whether or not you want to track the

mot or 6s maintenance independently fror
youdre | ikely to move such motors fror
care aboutthemt or 6 s past maintenance history
the motorasaswbni t. Ot her wi se, the motor doe
as a sulunit.
Request:A request (or work request) reports a problem.
Requests areften based on complaints from people outside the
maintenance department. Requests provide preliminary information
about the problem such as the location of the problem, the name of the
person reporting it, the date/time the report was received, and a brie
description of the problem itself.
Since problems may be reported by +maintenance personnel, requests
are designed to be simple enough that anybody can fill one out.
Work order: A work order is a detailed description of workto be done.
Work orders are designed to be filled out by maintenance personnel. In
many organizations, work orders are written up by maintenance
managers, then issued to the peopl e wl

Work orders are more detailed than work esjs. For example, a work
order may specify the amount of time the job is expected to take, the
materials to be used, and so on. Such details are not present in a work
request.

General Principle: Requests descrilgoblemswhile work orders descrilbsoluions




Items: Items are materials used in the course of your maintenance work.

Items include spare parts, tools, lubricants, and anything else whose use
you wish to track. MainBoss can report on your materials invgntor
including how much of an item you have on hand, where particular items
are stored, and when you need t@rder more stock.

Task: A description of work to be done during planned maintenance or in
some other standard maintenance job.

For example, you might have a task record describing a standard oil
change and inspection on a vehicle. Task records often contaibystep
step instructions or chedists of actions to be done during the work.

Unit Maintenance Plart A complete description of a planned maintenance job.
This includes the unit that should be serviced, the task that should
be done, and the timingor doing that work.

For example, a unit maintenandarpmight describe regular oil changes

on a car. The unit is the car whose oil needs to be changed,; the task

might be a checkst of what should be done in each oil change; the

timing might be fAevery three months or

MainBoss uses your unitaintenance plans to create actual work orders.
For example, when the time comes for an oil change on a particular
vehicle, MainBoss will create a work order for the job using information
from the unit maintenance plan record.

Maintenance Organization:A collection of data describing the operations of a
single maintenance organization.

While many MainBoss customers will only have one maintenance

organization, some may have more. For example, conspteparty

management company that maintains properties for several different
clients. The company may choose to kece
from the others, or may decide to have a single database combining data

from all clients.




Storeroom: A place where you store spare parts and other materials.

For each storeroom, you createreroom assignmenighich specify
what items the storeroom should contain and the maximum/minimum
guantities for eachem.

Note that a storeroom doesndét have to
you have service trucks that each are supposed to contain certain

guantities of standard work materials, you can treat each truck as a

storeroom and can track the contents t&ersure the truck has

everything it needs.

Expense CategoryA way to label costs on a work order.

For example, you might have separate categories for inside labor (your
own personnel), outside labor (done by hired contrajtelectrical

supplies, plumbing supplies, spare parts, and so on. You assign an
expense category to each cost on a work order so that you can track and
categorize your expenses.

Expense Model:A list of what expense categorieare allowed on a particular work
order.

For example, a property management company may have a separate
expense model for each tenant. This makes it possible to associate
different expense categories with different tenants.

CostCenterA way of associating MainBoss costs wi
accounting system.

Typically, each cost center corresponds to a single general ledger account
in your accounting system. However, you can create multiple cost centers
which are all associated with the same general ledger account, if you
want to break down your costs in more detail than your ledger accounts
allow.

In dayto-day operations, you will see cost centers in various windows,
but they will alwayse in reaebnly fields. Cost centers are part of
configuration, not dayo-day operations.




Purchase Order: Information on materials or labor you wish to purchase from a
specific supplier or contractor.

In addtion to listing the materials or services you wish to purchase, the
purchase order can specify such information as where each item should
be delivered, how goods should be shipped, and when materials are
needed. Purchase orders may comaiscellaneoustems which are
expenses beyond goods and services (e.g. surcharges for quick delivery).

Receipt: A record that lists materials and labor received in response to a purchase
order.

When all specified goods and services i@ceived, the purchase order is
closed.

Assignment An indication that a request, work order or purchase order is of
interest to a particular person.

You can assign requests, work orders, or purchase orders tarabgm

of people. If the assignees are MainBoss users, MainBoss makes it easy
for them to find their assignments by listing them inAlssigned to

current user section of the control panel.

Typically, you assign adoimeijol theirr der t o
supervisor, and anyone else with an interest in the work. You might

assign a request to the requestor and to anyone else with an interest in

seeing the request is honored (e.g. the person at thelds{pvho

received the initial call). ¥u might assign a purchase order to the person

who created the purchase order, the person who authorized it, and the
receiving clerk whodéds expected to recc¢

In order to assign a request, work order or purchase order to Isemeo
that person has to be entered into the list of authorized assignees:
Requestg AssigneesWork Orders | Assigneesor Purchase Orders|
Assignees




Notifications: E-mail messages that MainBoss can send to people undarious
circumstances.(In order for notifications to occur, you must have
licensed the MainBoss Service modyle.

Notifications may be sent in connection with requests, work orders,
and/or purchase orders. In order to be notified, you must lggedgo

the request/work order/purchase order; by default, all assignees receive
any notifications sent out, but specific assignees can be set up so that
they do not receive notifications.

Notifications are sent whenever a request, work ordpuhase order
changes state (e.g. when a work order goes frarit  to Open or from
Opento Closed ). They are also sent when someone adds a new
comment to the request, work order or purchase order. This means that
adding such a comment can be used todwast a message to all
assignees.

Security Role:Set ti ngs that determine what you can

Your MainBoss administrator assigns security roles to you. These
determine what operations you carfprm inside MainBoss.

Important: Your security roles determine what you
example, if you arenodot permitted to |[see a c:e¢
wonoét be displayed i n WwWhatiyou 8e sngounvscreedogyws . Ther
differ from the pictures displayed in this guide.

The MainBoss Control Panel

Heredbs a typical picture of the programbs me



E SecureFacility - MaiﬁBuss Maintenance Manager EE '

Session  View Actions Help

View MainBoss Status

Mew Version

In Progress Database 1.0.6.39
Closed
Print Last backup

Requestors Backup file

= ﬁiﬁr@sﬁ Requests Purchase Orders

History MNew 38 Draft 1

Status History
- \ork Orders In Progress 9 lzsued 0

+-nit Maintenance Flans Work Orders

+- Units
I feme Owerdue 2

+-Purchase Orders Open 2
']]:Edodl_ng Definitions Planned Maintenance

mimistration Last generation on Monday, October 20, 2008
Latest batch end date

Refresh

User Jim Gardner Organization SecureFacility (Database ‘DemoFacility?9 on server 'SCRINIUMYSQLEXPRESS?)

On the left is theontrol panel This provides access to alasdard actions and
information. TheRefreshbutton updates the information displayed (in case other users
have recently made changes to your organi zat

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

This manual uses the notatigntry | Subentry to refer to items in the control panel.
For exampleWork Orders | Reports refers toReports under theNork Orders entry
in the control panel.

Whenever you select an entry in the control panel,gbieaf the window changes to
show information about what you selected. For example, if you \dlicik 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 soNfaamhBoss has the most
possible screespace 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 inawindow;iy oudére filling out a form, you ca
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 ofhe button will be underlined, as §ave 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 informatie
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). 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 agaialick Zoom in on Viewagain.
This returns to the windowds usual appear a

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 yodovant
compare information between tables: have two windows open, one showing one
table and one showing the other.

[0 Change Active Filter Thi s i tem | ets you change the def
work orders and purcha®rders. 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.
priority (urgency code) tovery work order. Once you decide what priority codes your
organization will wuse, you probably wonodot cl
codes undet€oding Definitions.

TheMainBoss Configuration Guidexplains how to set up yoaroding Definitions.
This Day-to-Day Operations Guidassumes that your basic coding definitions are
already set up.

Identification Codes and Descriptions

Every record has an identification code. This code has different names in different types
of record® forexa mpl e, wor k or de Nwnbeaor ewhiid een tiinfvieend obryy



i tems ar e iCddeod bui theipermpbsefithe aenfifier is always the same:
to provide a label that distinguishes one record from another.

Mo st r ec or dBescaptiosco elthiehis is oftan uded to expand on the ID

code. For example, in a Gowted tmirgBmlwride f or a w:
NorthEast wh i | eDescriptonoi mi ght specify what type of
The Importance of ConsistencyBefore you begin enterg anyinformation, you must
establish a coding policy that will be followed by everyone who uses MainBoss. Then
you must stick to that policy with absolute consistency, unless everybody agrees that the
naming conventions should be changed.
For examplegconsider 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 equémtsored in
alphabetical order, the inconsistent one wol
It wi || be harder to find the unit you want
unit may al so slip bet we e mepdrthaboutcyourn c ks when

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 appedah&vgehen sorted in
alphabetical order.

You should decide on standard name forrbafereyou start entering data. This
decision affects how much benefit MainBoss can provide. A haphazard naming scheme

reduces the softwar e6eda@mefledgtiteyways. 0o or gani ze ¢

Table Viewers

A table is a list of entries, each of which contains information about something. For
example, th&/endorstable is a list of your suppliers.

Each entry in a table is called a record. For exampbd, estry in the/endorstable
gives information about one of your suppliers.

A table viewer lists the records in a particular table. For exampl&,atheors table
viewer lists the entries in yoendorstable.

-10-



Table viewers usually have two sections:

View: A list of normal record$ this can be anything from 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.

E MainBoss Full Demo - MainBoss Maintenance Manage ._EEI e B |
Session View Actions Help
|| MainBoss Full Demo =
|| B-Assigned to curre.. View Vendors
|| -Reg
|| B-work Orders View | Defaults for Vendor|
E-Linit b =
E]]:h'mts Code Description
+-ltems -
B-Purchase Orders I Hooked Up Electronics -
Bl Coding Definitions | | | Anvtown Factory Supply
|—Access Codes Dodecahedron Tires -
—Contacts
| Cost Centers @ [] Enable Filter
[-ltems -
—Locations Details | ltem Pricing I Hourly Outside I Per Job Outside | Service Contracts | Purchase Orders | Purchase Templ I Units |
[#-Purchase Or.
B-Requests Code All Hooked Up Blectronics
E-Unit Mainten... Description
[]—Units ‘Vendor Category Blectronics supply
[_Umts oflicas., Name Business Phone E-mail
F-Wwork Orders Sales Contact Mary Jones Rh5-333-4444 miones&bland.net
E-Administration Service Contact Aphra Behn 5h5-3424 abehn@rover.co.uk
Accounts Payable Contact Julius Caesar  555-8395 [caesar@rome.it

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

(e (o) (B (imn) (o))

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

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. ¥pically, this is shown in details 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 displastaiis d
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.

-11-



If you want to see the details panel agaiick the same button.

Deleted Records

Il n the bottom right hand corner of most tabl
eitherActive orAll :

[ If the word isActive , lists of records displayed in the wliow only includeactive
recordsThi s means that the window only shows
For requests, work orders, and purchase orders, it also means that it only shows
records th®@8ty ardé aiid ¢ ¢c e mt @ .eessohandb00idays ir ecent 0O
old; your MainBoss administrator may useéministration | Company
Informationt o change what (Notethatih rere eases, defeecc e nt . 0
records sometimes have to be shown in ordeisfgal undeleted ones).

[ 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 dat@nsiderable time to
obtain them all from the database.)

E MainBoss Full Demo - MainBoss Maintenance MaEer -IEum

Session  View Actions Help

View Vendors

r

Code Description Deleted on

All Hooked Un Electr .

Amytown Factory Sup._..

Dodecahedron Tires

(General goods and m...

i< Hot 'n’ Cold Monday, May 31, 20010 2.
Josephine's Equipme_.

The llluminati Store

b4 [ Enable Filter

(o Ve (gt )) Dot (] [Eotosn] [ Some [

User MainBoss User Organization MainBoss Full Demo (Database "MainBossFullDemo® Al

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

Note: You can change which reas count aséctive . For more, seéhe Active Filter
on pagel4.

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

-12-



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 the record and close the window (typically by uSmg & Closg, the record

will be restored to the active list.

Records That Refer to Deleted InformationWh en 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 fraunEmployeesl i st . That wor ker 6s
will still appear in old records (e.g. work orders that the person worked on).

MainBoss indicates that data comes from a deleted recalikypg-outthe data. For

example, i f you del et  alwbrkerdeS that teferGosthate mp |l oy e e
person will show the name dse-Smith This shows that the associated employee

record has been deleted (and wil/l 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 particular
tabl e. In this way, it Afilters outo record:s

For example, suppose you wantsee 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

order s WarhSiastPate® i s today. Mai nBoss would the
orders that started on some other,daythat 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

work orders whoséSystend HVAC MainBoss would then filter out nedVAC 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 filteupdiutton
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
Items window and you specify

= Edit ltem Filter

[=]] [Starts with =] s

Add Filter Condition Lpply Filter

-13-



This indicates that you only want MainBossto tlispy it em r €adedr d $ ewlo s e
starts with the letter B. Once you enter this information, clickih@y Filter button.

Youodll see that the table viewer changes so
youoOve s p eClasdthe dltdr window, the/table remains filtered. To return to

the tablebds wusual st at/AgpplyHittrank out the checl

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 when searching
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 butte@raev
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 specHis that you only want to see requests where the

fiRequestoid Johs Smith . 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 recordyou normally would.

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

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

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

displays.

The Active Filter

Theactive filterdetermines what counts Astive in the request, work 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
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To set your activeilter, go to theview menu and clickChange Active Filter. This
opens a window that contains the following:

Show only records less than thismanydaysald You can set this
a number. If you do, requests, work orders and purchase ordlevslyibe
consideredictive if their most recent history record is less than 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

f

e

changedinthpast 400 days. Typically, this mear

work orders and purchase orders that were closed more than 400 days ago.

Showonlyrecordssincer You can set this fieldds va
requests, work orders and purchase imra@ll only be consideredctive if
their most recent history record was created 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 sowity act
since that date.

The options you set through thlesw menu only affect your own MainBoss sessions.
For example, if you only want Showmongee very

records less than this many daysofdl t o 30. Mai n Bwyowsrequestsi| d onl

work orders and purchase orders less than 30 days old. You can change this number at
any time.

Your MainBoss administrator can ugdministration | Company Information to set
active filter defauk for everyone who uses the MainBoss database.

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 addonal information.

0 Mandatory fields are marked with a red
the record until you specify values for those fields. (In the picture below,
fiRequestod aBubljecH 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 Readonlyfieldscabt be changed. They camotbe recogni
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 order candt be ¢ harsguingtheonce t he p
purchase order implies that the purchase order is ready to be sent to the,atpplie

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 infororathat has already generated
accountingrecordsf or t he sake of security, account.
deleted. For example, when you record the use of materials in connection with a

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

accounting record to correct any mistakes in an old one.

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

Save & New Saves the information and starts a new record. This lets you create
onereord after another; for example, if yol
people, you cafave & Newa f t er each person, which save
entered and starts a record for someone else. (Fields in the new record are
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initialized with default valas as set in theefaults section of the appropriate
table viewer.)

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

General Tip:When youodore filling out a fisddcofpd, if vy
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 really
needs a field to be filled in, it uses the red arrow to make the field asatognd

Drop-Down Lists (Pickers)

Editor windows often specify information usidgop-down lists also known apickers
For exanReduestoo t hieelid i n a wor lddowmnkiguest

hd

edi tor

|

Requestor |

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 |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. gi.opens a window showing the compl

. . . Requesoo , i y o uReguestorstable.eClick an entry in the table, then
click Selectto fill in the original field.
Ascmes I ===
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 op@s a menu that gives you a number of

options. For exampl e, Reduestp uf icéliad k y du
the following:

Estimated Completion Date

Mame Business Phone

Requestor | ] a4
Unit | Browse... :

[7] Use access code from unit Edit
Access Code | View |
Request Priority | Mew Requestor ;

Description Refresh
Browselets you look at the existingequestorst a bl e, | ust |Editke t

lets you edit theselected @questorecord, whileView lets you look at the record
(but not change ithNew Requestorets you create a new requestor record; if you do

et e

&l lar

he 0

this, the requestor Regdedtoob d i feil ldl echcientyo ut Is

and close the new record. Thigkes it easy to create new records as needed if you

dondt al ready h avRefreaimets gqu ppdateghe dragwe listr e ¢ 0
of Requestorsto show any changes since you first opened the current window.

If you want to delete (clear) thevalteh at 6 s currently shown i
click on the fielditself and choos€lear. (With dropdown lists, theClear option only
showsupinnomandatory fields; you canoddowrc!| ear
' i st once i tluesalthbugheyou canigiveehe fiel a difierent value.)
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Errors

MainBoss puts a marker beside data fields that contain invalid data. The error marker is
a red circle containing a white exclamation point. This is shown below, wWiesre

fiEffective Dated f i el d shoul d contain a date, but i n
E Mew Item Pricing = | B | S
Effective Date paa |
ltem =3 BELT £5.. & STRANDE.. SP 0 £0.00
1-,"~endu:ar| LI | |
Quantity LInit Cost Cost

Quoted Pricing | |¢| | | |§

Save & New | Save | Save & Close | Cancel |
Active

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

To find out why a data value isvalid, move your cursor to the error marker. MainBoss
will display a tooltip with a message expl ai
This is shown below:

BB New Item Pricing == = |
Effective Date paa =
ltem g=3 100w/ LIGHT
Vendor| E]| == 4-The date is not in a recognized format ]
Quantity Unit Cost Cost
Queoted Pricing | |Q| | | |Q

Order Line Text | |

Save&MNew | | Save| [ Save&Close | [Cancel|

Active

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

For example, suppose you start editingraist abl e record and before
someone else tries to edit the same record. The first person to save the record will

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

that the record has changed while you were making your changes:
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=T Update Error . o | B

Database update failed with a concurrency error

Browse Conflicts | Previous C-unﬂldl Next Conflict

Column Original Value Cument Database Value Proposed Change
0c7311cd-0029-459a0-a2e3-9e5_. Oceald51-0023-4aal-8a28-6bd2e . 9dfbcd09-0029-42e4-bBb7-Zabe . [N
Make STELLAR STELLAR STELLAR
Model OLYMPIA OLYMPIA OLYMPIA -
Serial Number 12 12 12 3
Usage a0c13%6-cbed-49e6-9ac7- 2d1.. alc13Beb-ched-49e6-9ac7-2d194 ... alc139eb-cbed-49e6-9acT-2d15...
Category 19¢53f15-0025-4da6-aleb-ddB . 14b5d028-0025-44f0-5875-d285e . 15c52f15-0025-4dab-a0eb-ddB5f .
System 4a3calbe-0029-436c-a517-4bb.. 4a3calbe-0029-436c-a517-4bbda.. f6aed485-0029-426d-bf03-5d00...
Drawing
Access Code 7b0b558e-0029-4c02-91a7-eee... 7Th0b53Be-0029-4c2-I1a7-eeeal.. 7Th0b5S9Be-0025-4c02-91a7-ceea...
‘Work Order Expense Model T

An Update error has occurred:

Do you want to ovenwrite the current database record with the proposed changes?  Yes Mo

MainBoss is asking you to resolve conflicts between the changes that were just made.
The error messagests the fields in the record. For each field, there are three columns:

0 The first column shows the recordobds values

[0 The second column shows what the values are now (the ones that the other person
saved)

[0 The third column showhite new val ues youbve specified vy

Where the values are different, you can see fields where your values differed from the
ot her p e NextdCondlist andPrevieus Conflict buttons jump to fields where
the values conflict.

In many records, sonfeeld values will look like nonsense strings of characters. These

strings are actually 1| i nbnsContactoof het dt alelf es s
anentryinthe€ontactsl i st. The fieldds value is a meani
servesaa pointer. You can see i f two pointers
anything about the record they point to.

When conflicts oc dahbuttondntevergcorflietstiis basioallyc | i ¢ k t h e
says, fAlgnor e what backapdstrt editing tthe recordagainh e n | us't
This time youdll see the values that the ot/

of these you want to change.

Reports

Reports can display and analyze your maintenance information. Margnsaatithe
control panel have subsections that offer reports; for examfules Orders | Reports
offers you a number of reports dealing with work orders.

When you choose the control panel entry for a report, you get a window that lets you
specify optiondor the report:
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- MainBosz Mai
Session  Miew Actions Help

Work Order History Report

A
Eg
31

1 Current State
1 Current Status

m
o
3
B
ih

| Purchase Yendor

@I |:| |:| |:|
Ly
S8

(=1

E
g
P

1 Unit Location

=
=,
-
=
E

.
y
:
=

) ‘work Category

Sort by
i@ Current State Date

() Duration

1 \work Order
Sort Direction

@ Ascending

(7) Descending

User Jim Gardner Organization Secure Facilty (Database "DemoFacilityZy on ser Active .

Report Sections

The window associated with a report organizes options into sections. Different reports
have different sections, but here are the most common:
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