MainBoss Advanced 3.3, Update 2
Configuration

Copyright © 2011 Thinkage Ltd.

Permission granted to reproduce all or part of this document
provided that Thinkageds copyright notice is
No money maye charged for such reproductions except
to recover all or part of the cost of reproduction.






Table of Contents

Welcome to MainBoSS AdVANCEd ........coooeiiiiiiiiieeeeeeeeeee e 1

Documentation CONVENTIONS ... ...uuiiiiiiiiiiiiiesceeeeieeeeee e e e e e e e e e e e e e e smmme e e e e e e e e e e 1

The Golden Rules of MaiNnBOSS Set-UpP ......ooiiiiiiiiiiiiiiici e, 2
Rulel:Planinadance for the things you .n2ed

Rule 2: Choose useful categories and COAes............uuuiiiiiiccceeeevnriiiiiieeeeenn 3.

Rule 3: Make a phas@ plan.........cccooooiiiiiiiiiiiieeee e 4

RUIE 4: BE CONSISIENL......uuuiiiiiiiiiiiiiii ettt e e e e e 4

RUIE 5: BE Safe. ..ot 5

Basic Principles of MainBoss Advanced.............ccceeiiiieiiiiiciiiiieee e, 6

WRNAE YOU SEE.. ..ottt eee bbbttt e e e e e s seet et e et et e e e e e e e e e e e e e e s ammeeaaaeas 6

Identification Codes and DescCriptiQns.............ooevvvvivviemmeeeeeeeeeeeeeieneeeee s

Categories and C@G..............oovviiiiiiiiiiireeee e 8

Maintenance OrganiZatiOnS...............iiiieeisceeeeriesse e e e e e e e e e e e s eeeeia e e e e e e e eeaaeaas 9

Changing to a Different Maintenance Organization.......................eee.... 10

QUIttING MaAINBOSS .. .uuieiieie e e eeeeeeeeeee e 10

TaADIE VIBWETS. ...ttt eee et e eree e e e et e e e e e e e e e e e e s s e as 10

Hiding the Details for a Selected Record.............ccoovvviviieeeei e, 11

Deleted RECOIAS.......uuiiiiiiiiiiiiiiii ettt e e 11

TaDIE FIIEIS...coiiiiiiiieiee e e 13

The ACHIVE FIlter.......coo e 14

=0 [ 0] =PRI 15

Drop-Down Lists (PICKErS)......ccooeeiiiieiiieiiieeeee e 17

[ o] £ TSP TTRPPPPPTR 19

=7 0 ] £ PP 20

REPOI SECHONS......uiiiii i 21

REPOIM BUIONS. ..ot rree e e e e e ee 24

The PrevieWw WINOQOW.........cuviiiiiieee e eeeeeeee e 24

Interrelated RECOIAS.........ooiiiiiie e e e n 26

Accounting FacCIlIiti©S.......ccoeeiiii i 27

SECUNLY ROIES.... .o eere e e e e e e e e e e e e e aeeee e as 29

Testing Security ROIES.........cooeviiii e 30

Roles for Configuring MainBOSS...........coovviiiiiiiiiieeee e 31

LoCations and CONTACES ....uuuuiiii et e e 32

o o= [0 1S TSRS 32

POStal AQArESSES......coiiiieiiiiiiti e 34

SUD LOCALIONS. ...ttt erenea s e e e e e e e e eeeeeenees 37



O0] 1] 7= (o3 - NN 38

[V 4] 10 [0 RS UURPPPPRP 40
VeNdor CatEQOIIES......ccoiiiiiiieieeieree e eeeeaeeb bbb eeeed 40

[V /=T 0o (o] gl T=T o o] o 1S 41

(070 1] B O] o1 (=T TP 43
SettiNng UP COSE CONEEES.......uuiiiiiiiiiiiiie ettt e e 43
Cost Centers and INVENTAIY ... .cooiie e eeeeeieeee e e e e eeeeeeenees 44

0 1 PR 46
HOW UNIES @re USE......ooiiiiiiiiiiiiie ettt e e enenns s e e e e e e e e e e e eeeeeennen 46

(o Tor=Vi o] g IS3r= Vg To [0 o] £ USRS a7
SUBURNITS ..o e e e errn s e e e e e e e e e e e e e e e eesrnnneeeeeeeeeeesd 47
Unit-Related COUBS.......oiiiieie e eieeeeeeeeei e reme e e 49

UNIE CAEJOIIES ... oottt e e ettt eees e e et e e e e e e eeaaeas 50

SYSIBIMIS. ettt e e e 51

Other UnitRelated Categories and Codes.............ccuuvvvvvimmmneeereeeeenennnns 52

ACCESS COUBS. ...ttt eeee ettt s e e e e e e e e e e e ennnnn s 53
Creating UNit RECOIS ... ...ttt ettt 53
Starting Your Units Table ... 54

O 1T =] =V PP 55

O T 2= 1101 P 57

Other Sections of UNit RECOIdS..........uuuuuiiiiiiiii e eeeeens 58

Y = (T PSP 60
UNItS OF MEASUIE......cco e e et 60

MELEI ClASSES .....eviuiuniiiiiiie e e e e eeee s s e e e e e e e e e e e e e e e aneesseeaeeeeeeeeeeeeeeeenennens 61

Creating Meter RECOIAS..........ooooiiiiiiieeee e 62

REQUESTS ... 65
REQUESTOIS. ... e e e e e e rmmmr e 65
REQUEST PIIOMTIES. ...t 67
ReqUESE STAtUS COUES.......uuuiiiiiiiiiiiie et 68
REQUEST ASSIGNEES ....ciiiiiiiiie e 69
CreatiNng REQUESLES..........uuuiiiiiiiiiiieieeei bbbttt e e eeer et e e e e e e e e e e e e e e e e s amnnas 69
MaAINBOSS SEIVICE ...ttt e et e e e e e e e e ee e e e e e e e e eeennnnnnnes 71
LAY 0T S o = = U USERPPRPN 72
WOork Order StatuS COUES. .........oovvveieiiiiiicmme et eraae e es 72

LAY 0] =] £ PRRNSRRRPRPPRRPRRY £
L= 10 [ RS 74
= 1 T | 0 ] £ 74
HOUITY INSIAE.....oo e e e e e e e e ean 75

=T O Lo I | ] o = PRSP 76



OULSIAE CONILACTOLS .. et e e e enaaens 77

Rate Changes.........oooiiii e e e e e e e e e e ean 78
WOrK Order ASSIgNEES.......ccceiiiieeiieiiiiiiimemeeeeeeeeeeeirenennnns s smessssnnnnnnnnneeaeeees kD
ChargebacKs. ......cooo oo 80

Billable REQUESTOLS..........oiiii e 80

Chargeback Categories. ......ccuuiiiiiiiiiiiie e 80
ClOSING COURS. ... .ttt eerr s e e e e e e e e e e e e e e e aneeeeeeas 80
Other Work Order INfOrmation............oooeiiiiiiiiiiicce e 81
WOrk Order DEfaUILS............uuuiiiiiiiiii e 83
Creating WOrK OFderS..........uuiiiiiiiiiiieit et 83
0[] g TS 0= =To [0 = USSR 84

EXPENSE MOUEIS....coeiiiiiiiiei e e e 84

Planned MaintenanCe ........oooo i 88
MaiNteNANCE TIMING.....ccoeiiiiieieiieietrrer bbb eeeeess e e e eeeeeeeeeeeeas 89
TASKS. .ttt 95

Task WOrk DESCHIPLION.........uuuuiiiiiiiiiiiiiieeniiiiiei et eemr e 97

Assigning Personnel to @ TasK.........couiiiiiiiieeceeen 99

Temporary Storage for TasKS.........uuviiiiiiiiiiiiieeneeee e 101

Other Task Record SECHiONS..........ccccuuuiiiiiiiieeeiiieieee e 104
Unit MaintenancCe PIaNnS...........oooiii e 104

Specifying the Scheduling BasiS.............uuuuiiiiiiiieemiiiiiiiiiiieeeeccee e 106
Generating Planned Work Orders...........cccuvvviiiiiieemniiiiiiiiieeeeeee e 107
Standard (Boilerplate) Work Orders..............uueeeiiiiiieemiiiiiiiieieeieeeeee e 109

INVENTOTY CONTIOL ..o 110
10T 0 N O 1 (=T o (o] 1= ST TPPPPPPPPPR 110
Issue and AdJUSTMENT COAES..........ccoiuiiiiiiiiieeer et 110
[EEIM RECOITS. ... .ttt 111
SPAME PartS .. .ot 113
[tem PriciNg RECOIAS........uuuiiiiiiiiiiiii ittt 116
Y (o] (=T 0 T0] 1 E= ST PP PPPPRRPPPR 118
StOrero0mM ASSIGNMENIS. ......cciiiiiiiiiieiieieeeiiiiebee e e e e e e e eeeese e e e eeeaeeaeeeeas 119
Physical Count RECOIAS.........couiiiiiiiiii e 121
CHIEICAI PAITS.....eiiieeiieiieiee e 122

Purchasing/RECEIVING ....ccooiiiiieeeeeeeee e 124
Payment Terms and Shipping MOES............cccuuviiiiimemriiiiiiiieeeeeeee e 124
Purchase Order StatuS COUES..........uuuuuiiiiiiiiieeeiiiiiiiei e 125
Purchase Order Miscellaneous ReCOKAS.........uuuviiiiiiiiieeeiiiiiiiiiiccieeae e 125
Purchase Order Templates..........oooiiiiiiieee e 126
Purchase Order ASSIgNEES. ......cuuiiiiiiiiiie et 129
Purchase Order DefaulLS...........coooiiiiiiiiiccc e 129



AMINTSTEALION . 131
Company INFOrMALIONL. .........ueiiiiiiiiii e 131

DIVISTON OF DU S e e 132

-V -



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.

[ For information on installing the software, see thetallation 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 information
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 convations

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 undedd:
Click the Edit 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 objeain the screen, 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 thegeldei ngs 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 syigtem

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 justse those.

ltds up to you to choose what priority syste
However, if you doedDtuseapyiWoorikd eoersddearts ad oln
needpri orities...and 1 to06s bett dansdmethingse a sy s

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 abautat priority system would be useful
and relevant. You stil] dondt Olusttheondso assi gl

that have higher or lower urgency than normal.

The same principle applies in evedhodlay oper ¢
example, MainBoss lets you recadcess informationn 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 special
restrictions on a p access Codel afri elodb., Ldeognvoet tfhiel |
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 usefutategories and 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.

Y our organization 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 pictyauoperations. 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 fieders a
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 tandat detailed reports
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 guestions, but questions asked by cusspo@per management, arjd
ot her people outside the maintenance depart:H
i mportant to think about the questions youb6l
from which the answers can be extraétgdou candét ol anagredtwhmdeasur e.

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 operatigou come up 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 thevearfé to decide which 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 prefer to wait untibyu 6r e mor e comfortabl e with Ma

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 in a certainway,thenu 6 d bett er use the same
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 trackefvise, just omit 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. Fearthmor e, youdl | be mak
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 comf or trkeotdrseandwhiet 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 toat@lted record? What
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 Corsistent

Before you begin enterirgnyinformation, 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 every 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 untthe you want
unit may also slip between the cracks when
equipment.

The same applies to all other types of information in your dataNasees must be
consistent: similar things should have similar namedn particular, yowshould
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 namhegrse reduces the
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 copi@sa
safe placeCr 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/mirr or.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 updates 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 notatibntry | 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 abut what you selected. For example, if you chigkrk 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 screemspace talisplay information.

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; if yaonuwbderfieddtd i | | i ng 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 Presing<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 se®n). If you were looking at a report window, you will see all
sections of the window.

When you are zoomed in like thispom in on Viewwill be marked with a
checkmark in th&/iew menu. To zoom out again, cliddoom in on Viewagain.
Thisreturnstotheei ndowdés wusual appearance.

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 wuamdows open, one 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 tleatdbesds
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 <c¢chaatgsshg 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 itentify
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 reéofds example, work 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 dB3escaptiosco fhiaevled .a Thhi s is often used
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, tdescriptions 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@ optional . You dondét have to categor.i
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, organizedccording to the 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 inthiswaycanggivyou a c¢l earer picture o
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 redis&iotr resources 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 showyr boss hardndf 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, and mucmo r e . |l tds up to you to decide what
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 Guider 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 =]

During the MainBoss installation press, your MainBoss 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 addisi@utomatically made 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 toa Different Maintenance 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 reeg to switch from 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
organizaion from this list, then clickDpen 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 diffent databases. 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 close 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 sorgeHun
example, th&/endorstable 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 @nparticular table. For example, tfiendors 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 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.

-10-



E MainBoss Full Demo - MainBoss Maintenance Manage

Session View Actions Help

sinBoss Full Demo
t-Assigned to curre..
=Y "

View Vendors

t-\njork Orders
F-LUnit

View | Defaults for Vendor |

t-Units
+-|tems
+-Purchase Orders
—I-Coding Definitions
(—Access Codes
—Contacts
—Caost Centers
[ ltems
—Locations
[#-Purchase Or.
- Requests
[
£

H-Unit Mainten .
t-nits
—Units of Meas .
[

-work Orders
t-Administration

=

Code Description

All Hooked Up Electronics -

Anytown Factory Supply
Dodecahedron Tires -

@ || Enable Filter

Details | ltem Pricing I Hourly Outside I Per Job Cutside | Service Contracts | Purchase Orders | Purchase Templ I Units |

Code All Hooked Up Blectronics
Description
endor Category Hectronics supply
Name Business Phone E-mail
Sales Contact Mary Jones 555-333-4444 miones&bland. net
Service Contact Aphra Behn  555-3424 abehn@rover.co.uk
Accounts Payable Contact Julius Caesar  555-8395 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, gy 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. Ttaf listords can then use

82

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 editorowwnd ,

eitherActive orAll

-11-
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[ If the word isActive , lists of records displayed in the window only inclaaive

recordsThi s means t hat the window

For requests, work orders,capurchase orders, it also means that it only shows
is Arecento

records tha38ty ardé afudl e cermat s ecor d
old; your MainBoss administrator may useéministration | Company

Informationt o change what counts

Airecent

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 beeleleted. 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.)

\"F) MainBoss Full Demo - MainBoss Maintenance Manager

Session  View Actions Help

Accounts Payable Contact

Lccounts Payable Cost Center Default Accourts Payable Costs
Account Number
Comments

MainBeoss Full Demo View Vendors
[#-Assigned to curre..
[H-Requests
[B-\work Orders View | Defaults for Vendor
E-Unit Mai -
E]I:Units Code Description
H-ltems " -
[#-Furchase Orders :dI‘HookeEi Up Elesdr°"|'"°5 =
- Coding Definitions Anytown Factary Supply 3
—a Dodecahedron Tires =
Access Codes .
| Contacts General goods and merchandise —
— i Hot 'n’' Cold Monday, May 31, 2010 3:38:..
Cost Centers . e - i
- ltems s Eouipment Supply
[—Locations Enable Filter
[#-Purchase Ord.. @ 0
Eiﬁ‘:ﬂuﬁsﬁﬁtenam Details | ltem Pricing I Hourly Outside I Per Job Outside | Service Contracts | Purchase Orders | Purchase T
GH-Units Code Hot 'm' Cold
—Units of Meas... F
£33 \Vendors sy . ) S
E-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

(o)) (e =30

—
User MainBoss User Organization MainBoss Full Demo (Datab "MainBossFullDema’ on server 'SCRINIUMN\SQLEXPRESS) y |
In most tables, MainBoss never completely erases deleted records.akeis itm
possible to maintain a complete audit trail of everything you do.
To switch fromActive to All or vice versadoubleclickt he wor d. Youol l

records appear or disappear.

TheRestorebutton lets you bring back a selectedord. MainBoss 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 Deleted 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 odl records (e.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 nanssJdee-Smith This shows that the associated employee
record has been deleted (and wil!/l reduce
Smit hds nameActiven enyployees). | i st of

Table Filters

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

y 0 L

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 setup a filter on theNork Orders table saying that you only want to see work
order s WarhSiastPate® i s today. Mai nBoss woul d
orders that started on some other day, so that the table viewer only displays work orders
startingtoday.

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 deysenowHUWG 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 searchdondual records. Use this
window to specify which records you want
Items window and you specify

5 Edit ltem Filter

(=] [Starts with =] s

Add Filter Condition Lpply Filter

t he

t o

This indicates that you only waloded Maii enlBb s s t

starts with the letter BOnce you enter this information, click tAeply Filter button.
Youbll see that the table viewer changes

-13-

SO



youoOve s p eClasdthe dltdr window, thg table remains filtered. To return to
t he t ad staedldankwost the checkbox labetgubly 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 comslitthen 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 button several
times to get multiple filter conditions (up to a totakox).

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 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 gisin
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 ka not clickedApply 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 chieak labeledA\pply 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 sgtitback and forth between filtered and unfiltered

displays.

The Active Filter

Theactive filterdetermines what counts Astive in therequest, 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

To set your active filter, go to thé&ew menu and clickChange Active Filter. This
opens a window that contains the following:

-14-



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 rembis 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
changed in the past 400 days. Tw®gpically,
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 histomgcord 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 some activity
since that date.

The options you set through thieesw menu only affect 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 thare$8 dld. You can 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 isa 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.

0 Mandatory fields are mar kedd iwi.t hYy oau rceadh éadr rs
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 bordee. 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 figlds on
purchase order candt be ¢ harsguingtheonce t he p
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
accounting records for the sake of security, accounting recordsx6t be changed
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 canot directly esglhate t hi s i n
been written; if necessary, you must createraection 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 informatiooyu 6 ve enter ed.
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 exampl e, i
people, you caBawe & Newaf t er each person, which sav
entered and starts a record for someone else. (Fields in the new record are

f
€
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initialized with default values as set in thefaults section of the appropriate
table viewer.)

Save & Print: Saves the imrmation and 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 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 usidgop-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:

[ The leftmost arrow displaya 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 fAi...0 opens a window showing the compl

. . . Requesoio , 1 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 opens a menu that gives you a number of

options. For exampl e, Rediestgrio uf icedliad,k ¥ du &l lar
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 Requestoretsyou create 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 h avRefreaimets ggqu ppdateghe dragtwe lisr 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 drop-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 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, where the
fEffective Dated f i el d shoul d contain a date, but in

UE Mew Item Pricing

Effective Date @aa
ltem  Air brake hose: 0.375 HLatomeotive supplies
Vendor |

Quantity Uit Cost
Quoted Pricing | ||

Cirder Line Text |

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

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 messagegx ai ni ng why the current val
This is shown below:

[ E Mew Item Pricing E@ﬁ
Effective Date paa =
ltem  Air brake hose: 0.375 Automotive supplies [===]
Vendor | &= The date is not in a recognized format ]
Quantity Unit Cost Cost
Quoted Fricing | || | | | @

Order Line Text | |

Save & New | [ Save | | Save& Close | [ Cancel |

Active

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

For examplesuppose you start editingitst 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 reord 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 message lists the fields in the record. For each field, there are three columns:

0 Thefirstcolumnshows he recorddés values at the ti me

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

0 The third column shows the new values youb

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

In many records, some field values will look like nonsense strings of characters. These
strings are actually linkstmt her t abl es .UniFContacte x &ampl e, reher8

anentryinthe€ontactsl i st. The fieldds value is a meani
serves as a pointer. You can see i f two poi.
anything aboutite record they point to.

When conflicts oc dahbuttondntevergcorflietstiis basioallyc | i ¢ k t h e
says, fAlgnore what | just did.o ) Then just
This time youdl |l see pubir Youeaah thenslecilehwhith t he ot |

of these you want to change.

Reports

Reports can display and analyze your maintenance information. Many sections in the
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 options for the report:

-20-



Session  View Actions Help
Work Order History Report

A
Eg
31

1 Current State
1 Current Status

m
o
3
B
ih

| Purchase Yendor

7
]
8

;ﬁ] N a]
— in
B R
=g
=

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 ‘DemoFacility?9 on ser Active

Report Sections

The window associated with a reporganizes options into sections. Different reports
have different sections, but here are the most common:
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Grouping, Sorting or Grouping and Sorting: Lets you control how the report is
organized. For example, suppaorslegss. youbre ptr
The report will be divided into sections, with each section containing work
orders that have something in common. For example, each section might refer to
a different location (which gives you a locatibgrlocation breakdown of the
work you do). A another example, you might group your information by unit, so
that you get a uniby-unit breakdown of your work orders.

Within each section, you caort by other criteria. With work orders, for
exampl e, yoStartOaed $ o0 he kdat@gae@ndbDaey ob
(the date each job ended), by work order number, and so on.

Filtering: Afilter] et s you sel ect which records you ¢
For example, you might want to restrict a ngfm units to units in a particular
category. Filter sections let you specify such restrictions.

ThegFiltering section lists a number of checkboxes; each is associated with a
type of information that you can select. When you checkmark one of the boxes,
MainBoss opens a window where you can specify the information that you want
included in the report:

Range of valuesif you selectRange of valuesyou can restrict the report to a
consecutive set of records.

Filter By WO Num... e (=0 e

* Range of values
" Specific values

From [0 00000006 ~1
To  |[lnyvalue P

Disable Filter | Enable Filter

- -

You specify the sHomotl| offet héouwaoge s$al ¢
record or else specifny value , in which case the report will begin at the

start of the | ist. For example, if youb
y o u Fsoend \EiG00000006, the report will begin with the specified

work order and continue on from there. If you spegiy value , the

report will begin with the very first value in the appropriate table.

Similarly, you speci fTgo tlhen eendy oawf ctame sre
any record or else specifyny value , in which case the report will end
with the end of the list.

|l f you select t Raenos amm , idlhee riepolvat twii l
cover the single selectedFromal aed For ex
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fiTo0 W@00000006, the report will only give gu information about that
work order.

Note: In ranges (and lists in general), MainBoss sorts information in textual order} not

numeric. For example, the valagl sortsbefore1l00 anything that starts with sorts
before anything that stangth 1.

Specific values If you selectSpecific values MainBoss gives you a chedtikt
of possible values.

Filter By WO Num... | (=) e

" Range of values
{* Specific values

[ w0 00000001 -
v /0 00000002
[ wO 00000003
[ w0 00000004
v '»/0 00000005
[ WO 00000006 -

Disable Filter Enable Filter

e

Checkmark the entries you want to include in the report.

Enable Filter: Clicking thisactivates he sel ecti on youbve |just
closes the filtering window and restricts the report as you specified. When

you return to the previous window, youbd
checkmarked.

Disable Filter: Clicking thisde-activatesan existing selection. MainBoss closes
the filtering windav and removes any associated restrictions on the report.

When you return to the previous window,
marked as blank.

Advanced Lets you specify a title for the report when it is printaddthe fonts to

be usedDepending on the type of report, this section may also let you specify
additional options.

Preview: Displays a preview of therepéra ver si on of what
actually printed the rept on paper. Preparing such a preview often takes time,
since MainBoss may have to process a lot of data; therefore, you might have to

wait while MainBoss creates the preview. (Hreview section is described in
more detail later in this chapter.)

youbdd

Filtering on Locations and Units: Various reports let you filter by locations and/or
units. In general, if you use a filter to select one or magations, the report doest
coversublocations (unless you select the sublocations too). Similarly, if you use a filter
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to select one or more units, the report do@scover subunits (unless you select the
sub-units too).

However, when you figr on locations, the filter window offers you the optigitation

and all sublocations If you select this option, MainBoss lets you specify a single
location; the associated report will cover that location and all sublocations within the
location. Similaly, when you filter on units, the filter window offers you the option

Unit and all subunits. If you select this option, MainBoss lets you specify a single unit;
the associated report will cover that unit and all subunits within the unit.

Report Buttons

Every window for printing a report contains a number of buttons at the bottom:

Preview: Begins creating a preview of the report in EBreview section. Preparing
such a preview may take sotmme. (MainBoss automatically begins preparing a
preview if you open th@review section of the window.)

Refresht Updates the window to reflect any recent changes in data. For example,
Ssuppose Yyouo0 ewewbfa @poit abgut work reguesis;rmeanwhile,

somebody el se at your company creates
automatically added tdgouthdveto dicddRefeesht youdr e

first.

a

r

Export Data: Expors t he reportds data i n XML for mat.

intended to serve as input for usenitten programs which process the data in
some way. This contrasts with tResview export facilities (discussed below),
which are most useful for embedding\ticrosoft Word documents and other
Aunprocessedod contexts.

Close Closes the repofrinting window.
When you actually want to print out a report, you use facilities iRtbeiew section of

the report window, as discussed below.
The Preview Window

ThePreview section of a print window contains a control bar like this:
=] 1 ofd b M S B | 0% . Find | Next

This bar contains the following (from left to right):

Document Map buttarBy default, the left side of théreview secton

_=| containsanapof t he report. This shows
contents of each section. If you click the Document Map button, the ma
disappear; click it again and the map comes back.
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If you click an entry in the document map, theypew changes to show you that entr

o~

M
4

L O O W

First Page button: Goes to the start of the document.

Previous Page button: Goes to the previous page of the document.

Gives the number of the page that is currently being displaye:
of 4 the total number gbages in the report. You can go to a specifir
page by typing the appropriate page number into the box.

Next Page button: Goes to the next page of the document.

Last Page button: Goes to the last page of the document.

Parent Report button: Gotsthe item that contains the currently selectec
it em. For example if youdre | ook
goes to the beginning of the containing section.

Stop button: Stops MainBoss processing the report. You might click this
Mai nBoss is preparing a |l engthy i
the report after all.

Print button This is the button that actually prints the report.

Print Layout buttonSwitches the display fayoutformat. This shows you &
scaleddown version of the page as it will actually print. Click the button
again and you go back to the normal display format.

Page Setup butto®pens a window where you can specify paper size,
margin sizeand other printing information.

Export buttonExports information from the report into a file. If you click
thedownar r ow associated with this
export formats. The formatsrrently supported include Microsoft Excel
and Acrobat PDF

Once you specify what type of output you want, MainBoss will open a
window asking you to specify a file where the exportathghould be
stored. Loosely speaking, MainBoss exports the data in a format similz
what 6s di splayed in the preview
format, the result can be read into Excel (or embedded in a Microsoft \
document) to prodte something that looks very much like the original
report. If, on the other hand, you want to export data for processing by
userwr i tt en pr ogr am, i t BxportPatacbbtarb |
(discussed previously).
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Scale: Controls the scabé information displayed in the

100% - previevy window. For example, if you set the scale to 200¢
youoll see the informatior
the scale to 50%, youol |l

Searching: To search for informatianthe report,
type the text you want to find in the box, then cl
AFindo. For exampl e,
*=*= Units report and want information on a particula
unit, type the unit name in the box and click
AFindo. Clicking tohe
goes to the next occurrence of the same text.

Interrelated Records

MainBoss records are often linked to each other. For example, a record describing a
piece of equipment might havdimak to a service contract record, indicating that the
equipment is covered by the service contract. This link is roughly analogous to a link on

a web page: ités a pointer that MainBoss

If record A links torecord B, record B often links back to record A. For example, just as
an equipment record can link to a service contract, each service contract record has links
to all the units covered by the contract. This makes it possible for MainBoss to go from
equipment to service contracts or vice versa.

c

al

Now suppose youodre creat i ndgeracesedion. Ifyoui t r ecor

A

havendt yet saved t heNawbhitiService Contraahuttoy o u 6 1 |

in theService Contractssectionisd abl ed. Why? Because the
exist until you save it. If you tried to create a new service contract record before the unit
record was saved, therebéd be nothing to

For this reason, thgew Unit Service Cortract button for service contracts stays
disabled until you save the unit record. After that,Nlegv Unit Service Contract
button is enabled and you can use it to create a new service contract.

Note that if you hold the cursor @disabled\ew button, atooltip will explain the
situation.

If this seems confusing, just remember thisrulé: youdre in the middl

new record, MainBoss may not let you create a connected record until you save the
first record.

If you find that aNew button isdeactivated, saving the current record will usually
activate the button.

-26-

S €

uni f

ni

e



Accounting Facilities

MainBoss lets you keep track of various types of costs: the amount you pay for
equipment, materials, outside contractors, etc., and the amauohgoge for your
mai ntenance departmentoés wor k.

Note: MainBoss is not a fulfledged accounting package. However, it does keep trgck
of the transactions needed by such a package. This information can be exported ffor use
with an accounting package.

MainBoss6s accounting f aci | -totdayeperatians,esothant ended
workers using MainBoss dondét have to know wl
expenses. I n order to make this possible, st

accouning practices must set up a number of definitions that workers can then use.
Mai nBossds accounting facilities are based ¢

(1 Cost Centerslf you have licensed the MainBo&scounting module, you will be
able to define @st centers. Most organizations will set up a single cost center for
each general ledger account used by the maintenance department. However, it is
possible to set up multiple cost centers all corresponding to a single general ledger
account. This makesmossible to have detailed cost breakdowns for your
department 6s purposes, even I f such detaill
organization as a whole.

For example, suppose you only use a single ledger account for material expenses.

You can create single cost center naméthterials  for that ledger account.

However, you might decide to create multiple cost centergldarical

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

corresponding to the same single ledger account.l@isidlainBoss give you a

more detailed breakdown of your materials expenses, even though your actual
accounting system doesné6t subdivide expens

If you have not licensed the MainBo&scounting module, MainBoss hides all
referencestocosecnt er s. Therefore, you wono6ét defi n.
wonbdét see them used anywhere in the softwa

[0 Expense ModelsAn expense modés$ a type of MainBoss record that describes
how youdbdre going t o drderoFotexample, anjolbsthptar t i cul a
you do for Client X, you might be required to categorize expenses in one way; on
jobs for Client Y, you may have to use a different system of classification. As
another example, organizations that receive government gnagteave to write up
expenses in different ways on grant projects than on other types of work.

When you create a work order, you choose the appropriate expense model for the
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job. You should have a separate expense model for all the different expense
repoting formats that you may have to use.

(1 Expense Categorie§ach expense model has a set of associated expense categories.
These are the categories that must be used to classify expenses in this particular
situation. You might has categories like

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order ,typeafu | ook at
expense is this?0 You choose the expense ¢
categoies associated with the expense model.

If you have licensed th&ccounting module, each expense category within an
expense model has an associated cost center. This indicates the general ledger
account that should be used for that expense category Wittiexpense model.
Linking an expense category to a cost center is callexkpense mapping

As an example, suppose that a property management company creates two separate
general ledger accounts for each tenant: one for lalpemers and one for material
expenses. This might lead you to set up the following cost centers:

Cost Centers  Ledger Account

TenantA Labor 00001
TenantA Materials 00002
TenantB Labor 00003
TenantB Materials 0 0004
TenantC Labor 00005

TenantC Materials 00006

For each tenant, you create an expense mdeesntA Model , TenantB Model
TenantC Model . TheTenantA Model would contain the following expense
categories:

Category Associated Cost Center
Labor TenantA Labor
Materials TenantB Materials

TenantB Model andTenantC Model would be similar.

Whenever you create a work order, you have to assign it an expense model. Suppose
youdre doing a |ookmtybuolistoflepenaemtodels and séethat |
there is one especially associated with Tenant A; you therefore assign that expense
model to the work order.

Next you have to assign an expense category to each expense on the work order. When
you look at tle list of categories associated witnantA Model , you see there are

only two:Labor andMaterials . Therefore, you just have to assign one of those two
categories to each expense on the work order. If you havetoeinting module, this
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also associatesamst center with each expense, and therefore a general ledger account.
Note, however, that when you fill out the work order, you only have to make two types
of decisions:

0 Which model do we use (what general approa

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

Default Accounts: The MainBoss accounting facilities let you separate out expenses in

a sophisticated way (e.qg. if you keep separate accounts for each tenant). deasir n

are more simple, MainBoss has default expense models and expense categories that you
can use, with or without modification.

|l f you dondt need accounting at all, just us
orders. Choose the default expense categdor every item on the work order.

Whenever you create awork order,yousts peci fy an expenseg model
set up your own expense models, use the default model.

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

Displaying Accounting Records:To display the accounting records that MainBoss
creates, you usédministration | Accounting.

Security Roles

In order to use MainBoss, users need to be assigned one or more security roles. The
available roles are listed idministration | Security Roles The comments prided
in each role record indicate what permissions that role provides.

"~y

Security roles affect what a user sees: |if
particular type of information, that information will be blanked out or missing entirely

from MainBoss windows. Security roles also affect what a user can do; for example, if a

user has permission to view work ordeso(kOrderView ) but not to close them, the

Close Work Order button will be disabled for that user.

Important: When information is blankbc ause you dondt haye appro
permissions, move the cursor to the blank; MainBoss will tell you what security rcli]es
will give you permission to see that information. Similarly, if a button is disabled, nove

the cursor to the button; MainBoss will tgtlu what security roles will allow you to upe

that button. Note, however, that in some cases, information will disappear entirely (e.g.
sections of records just wonoé6t be dilspl ayed)
something is missing.

-29-



To assigrsecurity roles to a user, you use 8ecurity Rolessection of a user record
(Administration |User9. In order to decide what roles an individual user should be
granted, you must consider what that user is expected to do in his/her job. For example,
consder someone working on a heliesk and receiving problem reports from clients
outside the maintenance department. What does that person need to do?

[0 He or she will need to create work requests describing problems; that requires
Request permission.

(1 Help-desk personnel also need a small amount of information on work orders (so
that they can tell a client, fAYour work ha
suggests th@/orkOrderSummary security role.

[J TheUnitSummary role might also be useful. It gives halpsk personnel enough
information about units to make sure they understand which unit the client is talking
about.

Other roles may also be appropriate, depending on whatlbslkppersonnel are
expected to do, and on your organizationos |

Division of Dutieson pagel32 offers suggestions on which security roles are
appropriate for various duties within a maintenance organization.

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

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

For this reason, ther eobWokDrder gndi nt in givVving
WorkOrderView (for example), becaus®&orkOrder automatically includes all the
permission®f WorkOrderView .

In general, &iew role automatically includes the relatedmmary role and a role with

a simple name automatically includes roles of the same name with extra words (e.qg.
PurchaseOrder automatically includeBurchaseOrderView

PurchaseOr derSummary , andPurchaseOrderReceive ).

Testing Security Roles

It can be difficult to figure out the effects of various security roles, especially when a

user has several different roles combined. To test what a partisuamru can and canbéo
do, you can use thevaluate Security Asbutton inAdministration |Users (You must

have theAdministration security role to usevaluate Security As)
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If you select a user imé Userstable, then clickEvaluate Security As your MainBoss
session changes to have the same security permissions as the selected user. If certain

types of data are invisible to that wuser, tI
buttons aredidal ed, t heydl | be disabled for you too
In this way,Evaluate Security Asl et s you see all the conseque:l
roles. Once youdve examined what the wuser c:

security roles by going to tl&essiormenu and clickindreset to user YOURNAME
security.

Note: If you useEvaluate Security Asto evaluate the security roles of someone w

d o e s n Atminist@atione  or AdministrationView , the first thing that will

happen is thiayou lose permission to séeiministration | Users This may look as if

youdre being told that Eyabate SbaumybdAs havlie per mi s
however, it really means that the pelrson yol

Evaluate Securty As gives you the same security roles as the selected user, but it does
not change who you are. In particular, you keep your own set of assigned requests, work
orders and purchase orders.

Roles for Configuring MainBoss

If you are configuring MainBosspy should at least have tBedingDefinitions

security role. It will also be useful to hakemSummary , PurchaseOrderSummary
andWorkOrderSummary . If you are entering information about units, you will need the
Unit role; otherwiseUnitView or UnitSummar y may be sufficient.
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Locations and Contacts

This chapter discusses the most important tables in MainBosations table and
Contacts These tables talk about the most fundamental aspects of youtiapetze
places and the people you work with.

Locations

ThelLocationstable lists locations that are of interest to your work. Examples include:
(1 The building sites where you perform maintenance operations

(1 Home addresses of your personnel

1 Business addresses of your suppliers

(1 Any other adresses or places you want to record

In other words, théocationstable is like an address book, containing any geographical
information you consider useful.

At a minimum, yourLocations should list all the buildings covered by your
maintenance operatisnAlmost everything you do with MainBoss requires an
associated location. When someone submits a problem report, you have to specify
where the problem is; when you create a work order, you have to tell workers where
they should go; when you track sparetpayou have to tell where the parts are stored.

Her e 60 s Lacatmnistalge: e
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"= MainBoss Full Demo - MainBoss Maintenance Manager
Session  View Actions Help

View Locations

F2

Code Description

ERYWoirboss Calleoe ———————————————Colleoe Demorsiton |8
[ Arts Building Charles C. Jones Hall forthe Ats [ ]| |f
4 Gymnasium John C. Smith Physical Activities C_.
[ Science Building Mary C. Lamieux Science Researc...
[ Services Building Physical Services Building and Gar...

E-£r MainBoss Fleet

[ Depot

® [ Enable Filter

Details |Corrtads | Units | Storerooms | Temporary Storage and tems

Record Type Postal Address
Code MainBoss College
Description Caollege Demanstration
Address Line 1 567 Any Street
Address Line 2
City Anyville
Territory
Country
Postal Code
Map Coordinates 43 40335 North, 80 47662° West

Comments

-

| New Postal Address | | New Sub Location | | Eit|[+] [ Show onmap | [ Delete ] [ Frint| [ Refresh | [ Search ||

User MainBoss User Organization MainBoss Full Demo (Database ‘MainBossFull Demo’ on server "'SCRIMIUMASGLEXPRE Active

This table has two types of locations:

[ Postal addressespecifying a single building (or a set of buildings that all have the
same postal addss, as in a college campus). When you create a postal address
record, you specify all the usual address information (street address, city, state or
province, etc.).

[ Sub Locationsvhich are locations inside other locations. When yeate a sub
location record, you specify the location that contains the sub location. (The
containing location must already have a record in yogationstable.)
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Sub locations can have sub locations of their own. In the preceding pidone,100
is a s1b location ofFloor 1 which is a sub location @ur Building . You can
organize your locations and sub locations in any way you like.

Notice that MainBoss depicts locations usirigaation map This is a piture similar to
the ones that Windows Explorer uses to show folders, subfolders, and files. The map
makes it easy to see which locations contain which sub locations.

Postal Addresses

Herebs a typical example of a postal addr es:

— _
@ Mew Postal Address

Details |Corrtact5 I Units I Storerooms | Temporary Storage and Itern5|
Code |Our Building
Description |Headquarters
Address Line 1 [123 Any Street
Address Line 2 |
City [Anyville
Territory |

Country |
Postal Code |
Map Coordinates |43.4'I]3?5° MNorth, 8047607 West

Comments

| Save&MNew | | Save | | Save & Close | | Cancel | | Show onmap |

As shown, it catains a brief identifier code, a longer description of the location, and
standard address information.
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[ To create a postal address record:

1. In the control panel, clickocations. This opens theocationstable viewer.

¥ MainBoss Full Demo - MainBoss Maintenance Manager

Session  View Actions Help

View Locations

Code
=% my MainBoss College
[ Arts Building
4 Gymnasium
[ Science Building
[ Services Building
- MainBoss Fleet
[ Depot

k3 [7] Enable Filter

Details |Corrtacts | Lnitz | Storeroome | Temporary Storage and kems
Record Type Postal Address
Code MainBoss College
Description College Demonstration
Address Line 1 567 Any Street
Address Line 2
City Anyville
Territory
Country
Postal Code
Map Coordinates 43 40335 North, 80.47662° West
Comments

Description
College Demonstration
Charles C. Janes Hall for the Arts
John C. Smith Physical Activities T
Mary C. Lamieux Science Researc.
Physical Services Building and Gar...

-

(tew el Adrss | [ Hew b Lot | [E61][+] [Showonro | (Dot [P [Rtesn ) [ Seme ]

Uzer MainBoss User Organization MainBoss Full Demo (Database ‘MainBossFull Demo® on server "SCRINIUMASQLEXPRE Active

2. In theView section of the tdb viewer, clickNew Postal Address- . This opens a
window where you can enter information about the location.
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E New Paostal Address

Details |C0rrtact5 I Units | Storerooms I Temporary Storage and tems
Code | -

Description | ®
Address Line 1 |
Address Line 2 |
City |

Territory |

Country |
Postal Code |
Map Coordinates |

Comments

[ save & lew | | save| [ Save&Close | [ Close | [ Showonmap |

| nCoded- , enter a short identification code for this location.

3

4. | nDegtriptiono®, enter a longer description of the location.

5. In the oher fields of the record, enter address information for the location.
6

. Click Save & Close to save the information and close the window.

|l f youbre typing in a | ot Snafe&peovdotsaveéthgad dr e s s ¢
i nf or mat i o npedytben $etvup a new entpty recprd so you can record ahother
address.

A postal addresCommee of dekcdnt ¥onscanfiuse t hi
any information that isndt covered by the ot
driving directions from your headquarters to the address if your personnel would find

such information useful.

TheContactsarea of the postal address record lists people you know at the given

location. These are people from yalwntactslist (discussed later in i chapter).

When you first start setting up MainBoss, tI
automatically when you begin recording contact information.

As a special feature, MainBoss makes it easy for you to use Google Maps to spe ify

fiMap Coordinatesos . Fi rst, use Google Maps to] find ¢ttt
make sure to click on the position in the Google Maps display so that the map is
centered on the location. Then copy the full URL from your web browser and pasje it

i nt oMap @oordifiatess f i el d i n Mai nBoss. Mai fBoss wi
and latitude from the Google Maps URL.
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Sub Locations

A sub location is contained in another location. Sub locations can contaiowimesiub
locations.

[J To create a new sub location record:

1. IntheView section of the_ocationstable viewer, clickNew Sub Location This
opens a window where you can enter information about the sub location:

I3 New Sub Location LIL .I

Details |Corrtac:ts I Units I Storerooms | Temporary Storage and Itern5|
Code | -

Description | -

Map Coordinates |
Contained \within |ﬁ MainBoss College ®

Comments

[Save&ﬂm] ’éave] ’Save&CI_{:se] ’CI{:&E] ’Shmunnmap]

2. | nCodeo -, enter a short identificiain code for this location.

3. | nDegtriptiond- , enter a longer description of the location.

4. | nCoritained Withino®, specify the location that contains this sub location.
5

. Click Save & Close to save the information and close the window.

Not e Cortiaméd Withind i s -dawndist. Wop usually fill in the value by

clicking the first arrow, which displays your current locations. However, you can also
click the #fA. .. 0 owationseable) dribysclcking thelasyaorawr f u | |
(which offers you a menu of options for filling in the field).
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Few Locations, Many Units: As discussed later in this manual, a unit is a place or
piece of equipment that you maintalim.general, we recommend that you only have a
few locations and sub locations; thentents of those locatiostould 8 be units.

Onereasorfor thisis that work orders are written against units, not locatieos.
example, if you want to write up a work order for renovations on Roomtti@tiroom
has to be a unit, not a locatidimilarly, if you want to write a work order for filling a
pothole in the north parking lot, that parking lot has to be a unit, not a lodation.
general then, locations and sub locations are intended fordeadge entities; smaller
scale entities should be units.

Contacts

TheContactst abl e contains contact i nformation for
your maintenance work. This includes maintenance workers, other personnel in the
companyputside contractors, suppliers, clients, customers, and anyone else whom you

may wish to contact.

When you record information about a contact, you may specify a lodatitdmat

person. You do this by specifying a record in ybocationstable. This is often a

postal address: the contact personbd6s mail i ng
company, you might specify a sub location within one of your buildings. For example,

in a shopping mall, you might have a contact person agedaowith each store; the

location associated with each such contact is the store itself.

You can create an appropriate location record before you start creating a contactfrecord.
Alternatively, you can create a location record as needed in the midakatihg the
contact record.
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[1 To create contact records:
1. In the control panel, go tGontacts This opens th€ontactstable viewer.

‘B MainBoss Full Demo - MainBoss Maintenance Manager == &
Session  View Actions Help

View Contacts

Business Phone Maobile Phone

Anna Karenina
Aphra Eehn BEE-3424
Arthur Pendragon bhb-332-2456

Becky Sharp 555-123-3476
Ban lonesn EEE.GO

¥ ] Enable Filter

Details |Currtact Functions I Units |
MName Anna Karenina
Businezs Phone 585-111-2222
E-mail anna@Evronsky. net
Home Phone
Fager
Mokile Phone 555-985-78593
Fax
'WEE Page
Location
Location Details
zer
Comments

[ New Contact | [ Edit[+| [ Delete| [ Print| [ Refresh| [ Search|[~]
. Uger MainBoss User Organization MainBoss Full Demo (Database ‘MainBossFull Demo’ ¢ Active

2. IntheView section of theContactstable viewer, clicklew Contact - . This opens
a window where you can enter caat information:
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E New Contact

Details | Contact Functions | Units

Name| -

Business Phone |

E-mail |

Home Phone |

Pager |

Mobile Phone |
Fax |

VWEB Page |

Location |

User

Comments

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

3. Il nNamed-, enter the personbés name.

4. | nLocdationo®, specify the personés | ocation by
Locationst abl e. (I f vy eacatichorecdrd for this perstnacirclk thea
i.. . 0 bLodattorn fdderis afivindow where you can create a new

location record.)
Fill in any of the other fields for which you have appropriate information.
6. Click Save & Close to save your data and close the window.

Vendors

MainBoss uses the termendorsto refer to anyone from whom you purchase goods or
services. This includes your suppliers and any outside contractors whom you hire for
special jobs.

Vendor Categories

Before creating vendor fineafemvendorcatggore!l | f i nd
You can use these categories to classify your vendors and organize your reports. Here
are some typical vendor categories:

Spare parts
Service contractor
Tools

Electrical
Plumbing

Major equipment
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If you set up and use vendategories, you can obtain reports that answer questions
|l i ke, AWhere do we spend the most on p
spend | ast year on service contractors

mb i 1

c

I
? 0

[ To define a vendor category:
1. Go toCoding Definitions | Vendors | Categories

2. Click New Vendor Category. MainBoss opens a window where you can define a
new category:

DEtaiIsl'l.,rendDrsl
Code [

Description [ -

Comments

Save & New | Save | Sal.re%)e{:l_nsel Close |

3. | nCoded- type a brief identification code for the category.
4. | nDegtriptiond- type a longer description ofdltcategory.
5. Click Save & Close® to save your data and close the window.

Vendor Records

To record information about vendors, Wseding Definitions | Vendors. Clicking New
Vendor opens a window where you can enter information about @oven
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E Mew Vendor EE 1

Details | ltem Pricing I Hourly Outside I Per Job Outside | Service Contracts | Purchase Orders | Purchase Templates I Units |
Code | | €
Description | |
Vendor Category ] Gl
Name Business Phone E-mail
Sales Contact | =] G2l
Service Contact | =] G2l
Accounts Payable Contact | =] G2l
Accounts Payable Cost Center [ Default Accounts Payable Costs Default &ccounts Payable Costs =] (==1=)
Account Number | |
Comments -

’Save&ﬂew] [gave] [Save&CI_ﬂse] [cmse_]

Active

T h &/enilorCategoryo f i el d i s where you specify a ven
such categories.

As shown above, you can record Sakeveral cont ¢
Contactb i s the person goadsrace®onttich abothebper sog
you tal k t o aAccounts Pagable @ontade ,i santdh & per son you
about billing. Each of these people should have an entry inGautiactstable.

When you fill in one of the contact fields, thesasiated phone andmail fields are

automatically filled in with their entries in tiigontactstable. For example, when you

speci fy s onbBalesCentaeds W dher &bsmescHhene e an di

fiE-maild col umns ar e f i | | eedumberand-mailladditeds,aas per son
recorded in you€ontactstable.

If you have licensed th&ccountingmo dul e, you wi |Atcoustee a | i ne f
Payable CostCented . Thi s i s the cost center to be as
vendor.(For more on cost centers and other accounting topic§;@sgeCenteran page

43)

flfAccount Numberd6 | et s you record your account numbe

All of the above filds are in théetails section of the vendor record. Other sections
will be filled in automatically as you continue with other parts of MainBosssefor
example, théJnits section will automatically get filled in as you record information
about your uits: specifically, which units you bought from which vendor.
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Cost Centers

This chapter is only relevant if you have licensedAbeounting module. If you do not
have a license key for this module, the control panel will not contairegméiated to
cost centers.

Cost centersorrespond to general ledger accaommninbes or other basimlentifiers that
you use for accountingror example, if your organization has a separate account for
each department, you might set up a cost centeafct department, for each supplier,
for each customer to whom you supply maintenance services, and so on.

For an overview of how accounting works in MainBoss,/semunting Facilitieon
page27.

When you create a MainBoss database, a number of cost centers are automatically
createdn it. Thesedefaulic o st centers are used i n situatic
cost centers of your owAlthough you can use these détacost centers, you probably

want to set up cost centers of your own.

Setting Up Cost Centers

To set up your cost centers, gododing Definitions | Cost Centersand clickNew
Cost Center. This opens a window velie you can create a new cost center definition:

IlSave&ﬂew] [Save s Close |
|

Active

The only section you need to set up isfieailss e ct i onCodeidnnd i n 0
fiDescriptiondo wi t h an identification coGmeeaand a | o
Ledger Accounto wi t h t bneberaRepeat this for alhthe accounts that are

relevant to your maintenance work.
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MainBoss lets you associate several different cost centers with the same general ledger
account.This makes it possible for you to break down your costs more than isdllow
by your general ledger systeRor an example, seeccounting Facilitieon page?7.

Cost centers are used in various types of records, as will be seen in laterscoitttis
manual.

Changing Cost CentersFrom time to time, some category of expense may be assigned

to a new general ledger account. For example, the account number for labor costs may

change fromi234 to 12345. You may be tempted simpto change the account

number associated with the cost center. This might mean changiraptite cost

center r ec &GendallsedgertAtcaund iftiseldid shows the new n

However,yow s ual | y d o thi6. MainB@smayhdvemadyaxisting records
referring to theLabor cost center. If you change the associated ledger account number,
it effectively changes the ledger account associated with all the old relcootiser

words, all the old records will state that their expes were charged to the 2845

when in fact, they were charged to the t#d4 .

If you want to change the account number associated with a cost center, you have to use
a two-stage process.

1. Ch an g &€odedh @ nfA igtingwcost cenker record frobabor to something
else (e.gLabor before Sept 1 2008 ). ChaDepaiptibnbei i a si mi |l ar
way. All existing records that uskis cost center will continue to refer to this
record.In other words, all your old recordslixgontinue to refer téheoriginal
account numbern234.

2. Create a new cost cent eQodesLagbercandd. Thi s one
corresponding descriptioh t Genefial Ledger Accounb s houl d be the new
12345 . When you use thieabor cog number in future records, they will all have
the new ledger accoum2345 rather than the olti234 .

Note thatyou can change tHedgernumber in the existing recordyfo u 6 r e | us't
correcting a mistake. For example, suppose the corretgbeninas always bear345

but you originally typed 234 . You can fix the situation simply by changing the number
in the cost center. Then all records that refer to that cost center will automatically have
the number changed too.

Cost Centers and hventory

In MainBoss Advanced, evesjoreroomassignment has an associated cost center. This
cost center is used whenever a quantity of the associated item is added or subtracted
from the storeroom:

J When an item is received from a vendod gfaced into a storeroom, two
accounting records are created: one for accounts payable to the vendor, and one
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increasing the value of the storeroom assignment by the same amount. (Note that the
accounting records are written when an item is receivedymmen it is ordered.)

J When an item is issued to a work order, two accounting records are created: one that
decreases the value of the storeroom assignment by the cost of the item, and one that
charges the cost of the item to the work order (inaecord e wi t h t he wor k ¢
expense modgl

The same principle applies when you issue an item for some other purpose. In this
case, the issue code specifies the cost center that gets chargéthdiBee
Definitions | Items | Issue Gdes)

[0 When an item is transferred from one storeroom to another, two accounting records
are created: one that decreases the value of the storeroom assignment in the first
storeroomand one that increases the value of the storeroom assignment in the
second storeroom.
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Units

A unitis anything on which you perform maintenance. Typically, units are either places
or pieces of equipment. Here are some examples of unitdredt types of
maintenance operations:

0

In an office building, each office suite might be a separate unit. Common areas (e.qg.
elevators and washrooms) would also be units, as would equipment like HVAC
systems and hot water heaters.

The same applies wther maintenance departments that deal with facilities
(shopping malls, schools, health care facilities, government buildings, and so on).
Individual rooms or suites would be units; other units would include the standard
shared equipment (heaters, boilefsillers, etc.) and any special equipment that the
facility might have (e.g. lab equipment in a hospital).

In a factory, each piece of manufacturing equipment might be considered a separate
unit. Other units might include vehicles like fdik trucks a delivery vans, as well

as the sort of units mentioned in connection with office buildings (washrooms,
HVAC systems, hot water heaters, etc.).

How Units are Used

Units are used in work orders and requests to specify where work should be done. For
example a work order might call for workers to repair a piece of equipment or change a
light bulb in a particular room. Units therefore indicate places or things you work on.

Units records contain information that may help maintenance management and workers
onthe job. This may include any of the following:

O 0O 0o o o d

Equipment specifications

Meter readings

Lists of spare parts that might be needed to service the unit
Information about service contracts and warranties related to the unit
Expected lifespan of the unit, a&ll as estimates of replacement costs

References to files that contain further information about the unit (e.g. schematic
diagrams or operating manuals)

Lists of work requests and work orders on the unit

Planned maintenance related to the unit
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1 Any other hformation you may find usef@lthis could be something as simple as
what type of light bulbs are used in a particular room, or detailed facts about a
complicated machine

One of the most important uses of MainBoss is to serirestigitional memor§ a
repostory of information that you want to make available to present and future

personnel. By filling out as many fields as possible in a unit record (including anyjuseful

AiComment® ) , wor kers can communicate inf

or mat i

example, suppse a worker takes five minutes to locate a fuse box because somepody

has moved a bookshelf in front of it. If the worker adds a comment to the unit recprd

(AThe fuse box 1s behind the bookshe
same amount dfme.

Locations and Units

fo),

As noted previously, places can be units. This raises a question: which places should

you put in theJnits table and which should you put in thecations table?

We recommend thatlocation records should only be used for buildings and for
large sections of buildings (e.g. for wings). Everything else should be a unit.fact,
if you have a large number of buildings in the same location, as on a university
campus, you might use a sigle location record for the entire campus. Each
building could be a unit of that single location, with all the rooms in the buildings
as subunits.

MainBoss associates work with units: when you write up a work request or work order,

you specify the unithat needs attention. Therefore, when you declare that a place or

thing is a unit, youdbre saying, Al want t

separate from work el sewhere. o

@ Format: MainBoss sometimes uses the notation Unit @ Location wfgze
particular unit at a particular location.

Unigue Names:MainBoss lets you give the same name to different units in different

locations. For example, you could have units calBICONDITIONER in many
different locations. In practice, however, than be confusing, especially if you move
an airconditioner from one room to another. By giving eackcaiditioner a unique

name, you make it easier to track each wuni

Sub-Units

Units can contain subnits. For example, consider a shopping mall where every store is

a separate unit. You could divide large stores into smalleusii®. A multifloor
department store might have each floor considered a separaiaisw#nd the floors
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might be divided into smaller subsections (so that each major area within the store is its
own separate unit).

How Finely Do You Divide Your Units? Consider a washroom. Do you want to

consider every plumbing fixture as a separate unmittarirack their repairs

individually? Or is it enough to consider the washroom as a unit and to lump together all
repairs to all fixtures as repairs to the washroom overall?

A

| t 60 s -off: hawrmauah éetail do you want, and how much is too much? If yoiis

are too big and general, you | ose track
lot of complaints about the same washroom, but not notice that the problem is always
the same fixture. On the other hand, if your units are too small andicpgmir record
keeping gets more complicated because you have a lot more to keep track of.

No single approach will work for all maintenance departments. Define your units to get
a level of detail you can live with.

|l f you arendé6t subdivide aumigl to médtivide i® i 1 @ ts tecd s y
subdivide the unit | ater. On -tnitsetoat hjer
largerwhold youdd have to edit artcohefentothekwhadgr d e
unit, which is a lot of work (ashcan require substantial accounting corrections).

Sub-Unitsand Spare PartsJ ust as thereds no perfect
|l ocations, therebds no -pndsrahdepmate paits. vi di ng

For example, conder a window akconditioner. If the room that contains the air
conditioner is a unit, should you consider thecainditioner a sutinit or is it simply a
spare part for the room? The answer depends on how you intend to maintain the air
conditioner. If yai intend to repair the agonditioner when it malfunctions, it should
probably be considered a subit. That way, you can use MainBoss to track all the
maintenance you do on the unit. If you intend to replace theoaditioner if anything

t
h
r

d
I

of

0
and
on

Y,
i n

i
e

goeswrongften i todés just a spare part: 1itdéds not s

you throw out when it breaks.

A similar principle applies to other units. For example, if a complex piece of
manufacturing equipment has several components, each of which mayribaimed
individually, these should probably be designated asusitb. This is particularly

important for components that might be swapped from machine to machine; you ought
to track the repair histories of such components, because that informatidrbenigtal

in identifying the source of a probl em.
repair® if you just replace it when it malfunctiodd hen 1t 6s wusually
sub-unit.
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Unit-Related Codes

Before setting up your unit recardthere are a number of useful codes you should
consider defining. You can create unit records without using these codes, but the codes
are easy to set up and can provide you with useful information.

The purpose of all these codes is ¢éfphyou create reports that break down your
information in various ways. Asx@xample, consider a maintenance department that
maintainsa commercial mallMaintenance managemenight want to break down data
in various ways:

1 By type of wak (how muchis spennrepairs how much orrenovations, how
much onpreventive maintenange

1 By type of unit (how muclks spenbn plumbingequipmenthow much on electrical,
how much on mechanical)

(1 By type of location(how muchis spenbn stors, how much is spent goublic
spacedike washrooms, how much is spent on the parking lot

By tenant (how much is spent on each store)

By integrated system (how much is spent on HVAC, how much i spesecurity
systems, how much is spent on fire prevention)

1 By accounting classifications; this depends on hovp#rentorganization sets up
its books, but clearly the maintenance departmeatisa breakdown of its expenses
inaformat hat matches the parent organizationo:

Ot her types of breakdowns may be desirabl e.
accounting system may not be very useful for the purposes of the maintenance

department; you nydike to set up an additional way of dividing expenses into

accounts.

To make it possible to break down costs in various ways, MainBoss lets you define

various codes and categories related to units. There are rarfdiakt rules for ha

you use these. For example, every unit can hawetaategoryand ausage

classification(as well as other code&jou might use unitategories for one type of

breakdown flumbing, mechanical, electrical) and usage classifications for a different

kind (unmovable equipment, movable equipment, parts of the premysesi d on &t

have to use all the available codes/ categor.
them for every unitbut they can be very helpful in looking at your operations from

various agles.
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Unit Categories

Before you start recording information about your units, you should consider defining

unit categoriesAs mentioned ithe previous sectigrcategories help organize your

information, especially when printy out reports. If you choose your unit categories in
advance, you can use them when youbre creati
either to skip using categories, or to go back later on and edit all your unit records to add
category information.

Different types of organizations will have different unit categories, but here are a few
possibilities:

Office space
Elevators

Public areas
Washrooms
Outdoors

Air conditioners
Boilers
Manufacturing equipment
Safety equipment
Security Systems
Pumps

Vehicle s

[J To define unit categories:
1. Go toCoding Definitions | Units | Categories

2. Click New Unit Category. MainBoss opens a window where you can define a new
category:
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I MNew Unit Catego
Deetails
Code |

Description |

Comments

| Save&New | | Save | [Save@ﬂl_nse] | Close |

3. | nCoded- type a brief identificatiomode for the category.
4. | nDegtriptiono- type a longer description of the category.
5. Click Save & Close® to save your data and close the window.

Systems

MainBoss lets you defingystem®f related units. For exagpte, the various pieces of
equipment for heating and aonditioning might all be considered to belong to a single
HVAC system. Here are some other examples:

Electrical

Plumbing

Security
|l tds useful to specify t hastemeesuseywiacan uni t s me
t hen ask MainBoss for reports about the syst
HVAC system. 0 fiHow much did we spend maint ai
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A system is just a | abel that yopatofan attact
our HVAC system. o0 Such a | abel makes it pos:
of the entire system, not just its individual components.

As is obvious, systems have a lot in common with unit categories. The usual difference

is that categoriea r e b as e diypewhid eu rsiyts@ se ms gurgsebased on
Thereds no need to assign every unit to a s\
that youodll find helpful

Systems are most useful for organizing units that are spread a@ngdocations. If

you have a number of wunits that are al/l I n
subunits of a larger unit. For example, you might consider an assembly line as a single

unit; the machines that make up the line would all lewsits of the larger unit.

To set up systems, uSeding Definitions | Units | Systems The process is exactly like
creating unit categories.

Other UnitRelated Categories and Codes

In addition b unit categories and systemxding Definitions | Units lets you define
the following:

Asset Codes
These are similar to cost centers, in that
system.You might use asset codes to break down cost centeffinetaletail; for
example, if you have very broad unit cost centers (e.gEpgpment and
Premises ), you might use asset codes to subdivide these into smaller categories
you might want to track. On the other hand, if you have very detailed unit cost
certers, you might create more general asset codes so that you can obtéévdligh
overviews.

Ownerships
These indicate who Aownso each wunit. This
maintenance department manages units owned by other parties. Aliynitiv
might mearunits which are temporarily associated with other parties (e.qg.
equipment currently in the possession of tenants).

Usage Classifications
These are general purpose codes that can be setaladsifying units(If you
migratefrom MainBoss Basic to MainBoss Advanced, the exjpoport process
uses usage classification codes to distinguish between MainBoss Basic spaces and
equipment. Otherwise, usage classificatiaresavailabldor any purpose you
wish.)
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Access Codes

Access codesan inform workers if there are any restrictions or requirements for
accessing units. For example, you might have codes indicating that a unit can only be
repaired on weekends or with written per mis:
sample list of access codes:

Anytime

Only9 -5

Only on night shift

Only when store is closed

Only when office is open

Only when manager is present
Get permission first

To set up access codes, tsaling Definitions | Access CodesThe process is exactly
like creating unit categories.

Access codes may be used on work orders and work requests (indicating when the work
should or shouldndét be done) and on unit r e«
may not beserviced).

Creating Unit Records

To create a new unit record, goUdaits in the control panel. Clicklew Unit in the
table viewer. This opens a window where you can record information about the unit.

Details ‘Ser\ﬂce | Spare Parts | Specifications | Value I Meters I Attachments I Requests I Maintenance Plan | Work Crders | Temporary Storage and ftems
Code |

Description |

Map Cocrdinates |
Location |ﬁ| Arts Library @ Arts Building @ MainBoss College

Name Business Phone

Unit Contact | =] =[]
Make: |
Model [
Serial Number |
Usage [

Unit Category [

System |

Drawing |

Comments

st [soe] [oncies)
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This record hs sections title®etails, Service Spare Rarts, and so on. Each section
records a different type of information.

When you start setting up MaDbemiBsestiosn, youodl | ¢
This is because you have to set upeotilainBoss tables before you can fill in other

sections of the unit record. For example, to set u@tiege Parts section of a unit

record, you must enter information about yol
create your basic unit recoras before you get around to recording inventory.

You can give two different units the saieden ame, provi ded theyore i
locations. However, this is a bad idea. Not only will it be hard to distinguish one unit

from another, but many types afits can be moved from one location to another,

perhaps leaving two units with the same name in the same location.

Smart Coding:Unit reports typically show units in
useful to choose codes so that similar units will beegdoeside each other. One way to
do this is to adopt a standard like

"What the unit is" "Size" "Brand"

For example, you might have a code li8U450Trane for an air handling unit, 450

ton, from Trane. This coding ensures that all air handling unitsoared together (they

start withAHY and sizes are sorted together falu450will be listed together). The

brand is typically the | east i mportant pi ec:eé

Starting Your Units Table

Entering complete information on all your units can be a huge undertaking. Fortunately,
it 6s nod yoncarstad with a hasic sgh and add more as time goes on. The
more information you put in, the more results you can get out; however, evérejust
basics can provide you with noticeable benefits.

Herebs one approach to phasing in unit infor
everything all at once:

1. Begin by making unit records for places. It should be straightforward to create a list
of rooms,office suites, public areas, etc. that you maintain, and this will be enough
to get you started on work requests, work orders, and planned maintenance. Even if
a job deals with repairing a piece of equipment, you can write up a reasonable work
order by speifying the room where the equipment is located. This lets you get
started right away, using MainBoss to manage work requests and work orders.

2. Create bardones unit records for equipment, starting with the equipment you
service most. For example, when ymave to repair a piece of equipment, create a
record for that equipment. The record need not contain complete details about the
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equipment (although the more information you record, the more you can use later

on). As soon as you create a unit record, yaulmegin tracking work on that unit.

3. Continue to create new unit records for equipment until youts table listsall
your equipment and all rooms, suites, etc. At the same time, add more details to
existing records. For example, begin to recordstteae parts used by your most
important pieces of equipménif you make it easy for workers to determine what
parts they may nedakforethey go to the work site, you can save them wasted
effort.

4. Record new information as it comes in. For example, if gounpany buys a new
piece of equipment, you can recdudl details about that equipment right away. If
you renew a service contract, make sure you record which units it covers and all
relevant terms of the contract.

Note that a warranty is just a typesarvice contract with the manufacturer. Therefofe,
you can use th8ervice Contractstable to record warranties whenever you buy new
equipment.

Stay on top of new information, gradually fill in the gaps on old units, and eventually
your database will coain everything you need to do your work effectively. It may take
you a while, but remember: the more you put in, the more you can get out.

Unit Details

TheDetails section holds basic information:
CodeandDescription: An identification code for the unit and a longer description.

Map Coordinates. The geographic position of this location. Coordinates are
specified in longitude and latitude.

As a special feature, MainBoss makes it easy for yaséoGoogle Maps to specify

your

fiMap Coordinatesd . Fi rst, use GowoigeagraphMapostiont of f i nd

make sure to click on the position in the Google Maps display so that the map is
centered on thenit. Then copy the full URL from your web browserd paste it into
t h ®apfoordinatesd fi el d in MainBoss. MainBg¢s
latitude from the Google Maps URL.

Location: Where to find the unit. The dragown list will display a location map

t

s

-
C

giving existing locations and unitsffou choose a | ocation, Vyo
youbdbre describing a new unit in that | oc
t hat youobdr e deasitoftthatunitng a new sub

Unit Contact: You can associate a contact person with eadhfor example, if a
unit i s WnitGontactoe ,f iteHe @i ght specify the s
unit 1 s a piece of Um&ontadtta cniug h tn gb ee qtuh ep me 1
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equipment operator or the shop fore@amhoever you should go to if you want
answes or decisions.

AUnit Contactdo r ef er s t dongctatable, givind contatct t h e
information for the person you choose.

Contactst abl e, you can create an appropriate

or the second dregdown arrow.

Business PhoneandE-mail: These are readnly fields. (You can tell because they

arendét surrounded by a Bdntaaok pbearsdenrésl i ne.

phone number andmail address, as taken from the appropriate reicaitte
Contactstable. These fields are provided as useful information for anybody who
wants to contact the person associated with this unit.

Make, Model, Serial Number: These fields are mostly intended for pieces of
equi pment. They pantdfthauntiyaplascen dt be rel e

Mobile Units and Serial Numbers:l f a wunit can possiblly be
assign it a serial number, even if tlhere
makes it easier to keep track of which unit is whigpeeially when two units are
moved into the same location.

Usage Essentially, an anythingou-want code that you can use to record more
information about your units.

Category. A category for the unit. For more aboutturategories, seenit
Categorieson pageb0.

System The system to which the unit belongs (if any).

Drawing: If you have hargtopy drawing®f a piece of equipment, fill in this field
with information that will help your workers find the drawing (e.g. an index
number that indicates a drawer in a particular filing cabinet).

Comments Any comments you wish to record about the unit. In particthés is a
great place for workers to record information that might be useful in future.
Possibilities might include listing:

[0 Special tools needed for working on the unit

0 Advice based on experiencéth¢uniAl ways
isclosetoador that stays open all dayo)

00 Useful tips (AThe fuse box is hidden

[ Basic questions to ask someone reporting a problem on the unit, such as,

Als the machine plugged in? Does the
power?Haveyo tried turning it off and turn
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Unit Values

TheValuesecti on of a wunit record records inform
and replacement value. Typically, this section is only used for pieces of equipment;

however, it might also be relevant to other types of units (e.g. roofs that will need

replacing, parking lots that will need repaving, and so on). Fill in the fields with the

following information:

Purchase Date The date the unit was purchased.

PurchaseVendor: The supplier who sold you this unit. To fill in this field, you
need to create an entry in tliendorstable; you can either do that now (in
which case, seéendorson pagell10for detals) or wait until later, when you
create thé/endorstable.

Purchase Cost The original cost of the unit.

Ownership: A code that lets you indicate who owns the unit. This might be the
actual owner (e.g. a customehose property you maintain). It might also be a
person or department in your own company who is responsible for the unit (e.qg.
the person you have to see for permission to repair the unit).

Asset Code A code used to reflect accounting information for the unit.

Future Value: Fields in this area deal with expected replacement costs for the unit.
This information will be used you ask MainBoss to prepare a Replacement
Forecast report.

Replacement Cost Estimation DateThe date on which you fill in the other
fields. This means the day when you make the estimates, not the day when
you expect the unit to be replaced. Recording date makes it easy to tell
howuptood at e t he esti mates are. I f you see
someone estimated replacement costs, it might be time to check that the
estimates are still reasonable.

Estimated Replacement CostThe estimatedostif you had to replace the unit
today In other words, this is the castthouttaking into account future price
inflation. You specify inflation rates when you actually prepare a
Replacement Forecast report, not when you make your original replacement
estimates.

Typical Life (years): The expected lifespan for this type of unit. This means the
typical total lifespan, not the remaining lifespan for this particular unit.

Scrap Date The date when you expect to take this unit out of operation.

ScrapValueThe price you expect to sell t he un
operation. Again, this is the price in
future inflation.
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Other Sections of Unit Records

The other sections of unit record can contain an intimdatmount of data, especially
if youdve never used a CMMS package before.
really care about ?0

The answer depends on the nature of your operation. A small maintenance organization

may only need to record a small amount daga large maintenance organization with

obligations to third parties (e.g. a management company that maintains property for

tenants) may be legally required to keep a great deal more information on file. Different
organizations have different needs. Nélveless, the points below should help you

evaluate what information you do or dondt w:

Servicesection: Records information about service contremtering the unit. This
includes bhe start and end dates of the contract, and what the contract covers (e.qg.
parts, labor or both).

You can also use this section to record warrarfyrmatiord just write up the
warranty as iif ités a service contract fr

Spare Rarts: Records information about the spare parts used in maintaining the
unit. By listing these parts in the unit record, you can inform workers about what
they may need to take when they go out or
exhaustive; for example, if a unit record describes a room, you might just list
what type of light bulbs are used in the room. This type of simple information
lets workers show up with the correct bulbs rather than wasting their time
making two trips becae they guessed wrong.

Another important benefit of recording spare parts is the ability to transfer parts

in case of emergency. If a critical pi ece
have that part in stock, you can check MainBoss records to theepért is used

in any other unit. If so, you can remove the part from a less important unit to use

it in the more important one.

SpecificationsUs ef ul once youdbre comfoss,bmbl e with
not necessary in your initial sep.

Specifications let you create a ili-the-blanks form about a particular type of

unit. For example, suppose that a maintenance department maintains a fleet of

delivery vans. You could create a form that eamd blanks for Vehicle

Identification Number, engine horsepower, tire size, gas tank capacity,

maximum load size, and any other information you might find useful when

performing vehicle maintenance. You then fill in this form for each of the vans

you mairain. That way, when workers are assigned to work on a van, they can

|l ook up the vanbés specifications and mak:«
manuals, etc. to do the job.
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As another example, a vacation resort might create a form for all thedrasort

guest cabins. The form might have blanks for number of beds, type of bulbs used

i n the cabi nds -dondigohingsysteniseandiso angAganntite a i r
point is to record the sort of information that might be useful to workers before

they stat a job.

Deciding what information to record may take time; so does gathering that
information for all of your units. Nevertheless, consider the value of your
workers always knowing what kind of tools and materials they betethey
head out to theop site. Specifications can save you from a lot of wasted time
and effort.

Note: Specification forms can contain any text you want. You can, for example, uge
specifications to give instructions for standard maintenance operations on a unit. |(This
can alsde done with attachments, as discussed below.)

Meters: Important if you intend to use meter readings as a basis for scheduling
planned maintenanc# you regularly record meter readings delll MainBoss
you want to follow a particular maintenance routine (e.g. an oil change every
3000 miles), MainBoss will automatically schedule maintenance jobs in
accordance with the meter readings.

Even i f you dondédt use marnceyosmayfindischedul e
useful to use MainBoss as a repository for meter readings. You then have the

meter readings available for examination, perhaps to get a clearer idea of

equipment usage over a period of time.

For more on setting up meters, $éeterson pagesO.

Attachments: Useful if you have online files related to a particular unit (e.qg.
manuals or schematic diagrams). Basically, an attachmeardrpist gives the
name of the file; this makes it easy for workers to refer to the file if desired.

RequestsandWork Orders: Lists any work requests/work orders associated with
the given unit. You dondét haveuwpto do anyt
Once you start using MainBoss, any work requests and work orders you create
for a unit will automatically show up in the appropriate unit record section.

Maintenance Plan Li st s any planned maintenance as
fill in this secton when you set up planned maintenance (as discussed in
Planned Maintenancen pages8).

Temporary Storage and ltems Lists any work orders that useghinit as a
temporary storage location for work materials.

For further information on any of the above, see the online help.
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Meters

Units may have associated meters. For example, vehicles have odometers to measure
miles or kilometers. Other types of equipment might have meters to measure hours of
operation, power consumption, or other kinds of usage information.

MainBoss can record meter readings. These may be useful for general information, but

they can also be used $chedule planned maintenance. For example, a vehicle may

need an oil change every 3000 miles, or a piece of equipment may need servicing every

100 hours of use. If you record meter readings, MainBoss can get an overall picture of

equipment usage and cpredict when planned maintenance will be required. For

example, if you record a cards mil eage ever)
average mileage over a period of time. MainBoss can then estimate the next time the car

will hit the 3008mile mark ad need an oil change. In this way, MainBoss can

automatically schedule when the next oil change should take place.

In order to record meter readings, you create meter records. These state the unit where
the meter is located and what the meter measuhesteBt of this chapter provides
details on how to set up meter records.

Units of Measure

The first step in setting up meter records is to define units of measurement. For
example, you might define:

Feet
Miles
Pounds
Quarts

or

Meters
Kilometers
Kilograms
Liters

Quite possibly, youdl |l have to define multipg
might have some meters that measure weight in pounds and some that measure weight

in kilograms. Therefore, yownits of Measuretable will have to include bothounds

andKilograms

Mai nBoss often abbreviates fAunit of measur er

Units of measurement are used in connection with meters and also in connection with
materials. For example, your inventory recordghtinote that a particular lubricant is
measured by the quart or by the liter.
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[J To record your units of measurement:
1. Go toCoding Definitions | Units of Measure

2. Click New Unit of Measure. MainBoss opens a wilow where you can record a
new unit of measure:

E Mew Unit of Measure @Jﬂﬂ

I DEtE”SlItems | Meter Classes] I
Code [ - | €

Description [ - ]

Comments -

Save & New | Save | Save%Cl_nse | Clnse_l

|F~c:ti\re A

3. | nCoded- type a brief identification code for the unit of measure.
4. | nDegtriptiono- type a longer description of the UOM.
5. Click Save & Close® to save your data and close the window.

Meter Clases

The next step in setting up meter records is to defieer classesA meter class
specifies a particular type of meter. For example, you might define classes like:
Odoneter (miles)
Odometer (kilometers)

Kilowatt - hours
Hours of operation
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Every meter class has an associated unit of measurement. For example, a type of meter
t hat measures hours of operation would have

(1 To create a meter class:
1. Go toCoding Definitions | Units | Meter Classes

2. Click New Meter Class MainBoss opens a window where you can define a new
meter class:

Details l Meters | Maintenance Timings)|

Code | - | 4@
Descriptian[ - ]

von [ ® ~] I~
Comments -

Save & Mew | Save | Save & Close | Close |

Active

| nCoded - type a brief identification code for the meter class.

3

4. | nDegtriptiono- type a longer description of the meter class.
5. | nUOMO®, specify the units of measurement for this class.
6

. Click Save & Close to save your data and close the window.

Creating Meter Records

Once youdve de measuementyandyour meterclasses,ydu can create
meter records. To do so, you specify the class of the meter and the unit where the meter
is located.

Each meter may also have an associatesgt An offset is a coection factor for

situations where thereds a difference bet wee
reading. For example, suppose that a meter only allows five digits, so it rolls over from

99999 t0 00000 . In this case, the offset will H®0000 : for example, when the meter

says00023, the true reading should actually 1023 .
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Setting the offset correctly is I mportant

i f
meter reading. For example, if youdre sched?l

miles and the odometer rolls over, you have to provide MainBoss with an appropriate
of fset; otherwise, MainBoss wonot be abl e t«
apparent reading and the true reading, whicl

schedulehe required oil changes.
I n practice, there are only a few times wher

[0 When a meter rolls over. In this case, the offset is what the meter would have read if
it had enough digits.

1 When you manually change the nrateading, either setting it backward or forward.
In this case, the offset is the difference between the new reading and the old reading.

1 When you install a new meter on a piece of equipment. In this case, the offset is
what the old meter read just befg@u installed the new one. (If you installed the
new meter because the old meter rolled over, set the new meter to what the old one
would have read if it had enough digits.)

[ To create a meter record:
1. Go toCoding Definitions | Units | Meters.

2. Click New Meter. MainBoss opens a window where you can define a new meter
record:

5 v vee 1 I

DETE”SI Readings ]
Meter Class |
Linit |
Unit of Measure
Offset 0 ®
Last Reading Date

Last Effective Reading

Comments

Save & Mew | Save | Save & Close | Close |

3. | nMeter Clasd -, specify the meter class to which this meter belongs. (MainBoss
wi | | Unitdf Measuredo fiwi t h t h e ediithMhataneter alass.)a t

4. | nUnifio- , specify the unit where the meter is located.
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5. | nOff§eto®, enter an appropriate offset, if necessary.
6. Click Save & Close to save your data and close the window.
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Requests

This chapter is only relevant if youvalicensed thlainBoss Requestsnodule. If

you do not have a license key for this module, the control panel will not contain eftries

related to requests.

TheMainBoss Requestsnodule lets you track problem repoutsing an easjo-use
format called aequest(or work request

Requests are designed to be as simple as possible; if necessary, they can be filled out by
people with no maintenance experience. Of course, requests can also be filled out by

maintenance psonnel...but some companies allow fmaintenance people to submit

requests (e.g. customers, clients, or people from other departments in the company). At
other companies, requests are filled out by a maintenance department secretary who

receives problemeports over the phone.

TheMainBoss Servicemodule can automatically process requests sent imnfgile
For more information, sééainBoss Servicen pager 1.

Requestors

A requestoiis someone who submits a request. Since some organizations only allow

requests from authorized requestors, MainBoss lets you create a list of people from

whom youol | accept requests.

You create these lists throu@loding Definitions | Requeds | Requestors You should

create &ontactsr ecor d f or the requestor first

information) and then add the person to one or both requestor lists.

TheContactsrecord shouldent ai n t hneail gddress therformat that is
used when that person sends cutal. (In some organizations, a person might hav

174

multiple aliases that all go to the same mailbox. Mail sent from that box is always|sent
from a specificenailadd ess; thatdés the addCorgasts (hi

table.)

Remember that you can creat€@ntactsrecord directly from the window that creates
a requestor. For exampl e, herebs the
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E MNew Requestor

Details | Requests | Work Orders
Name Business Phone

Regquestor Contact | =] =) 4@
Receive Acknowledgements

Comments

’Save&ﬂew] [éave] [Save&Close] [Clmg]

By c | i c k iherighthfia. n.d. 0a rorro w aReguestoi Coritaetd, wyi a uh cfia n
create a newZontactsrecord for the person in question. Once you specify a hame in

fiRequestor Contacb , Ma i n B oBusnesk Phiorié s a B-maildi wi t h t he
chosen per sonandemailladdress (as givenbnetlimntactstable).

Mai nBoss aJomnentdi Wi shi anfi commeEamthcss i n t he pert
record.

Receive AcknowledgementsThis checkbox is used in connection with kh@nBoss

Servicemodule If the box is checkmarked (and if you have MenBoss Service

module), MainBoss will keep this requestor informed of the progress of any requests

that the person submits. In particular, MainBoss sefrdaikto inform the regestor

when the request is marked as fAin progressao,
request, and when the request is closed. This happens automatically, without

maintenance personnel having to take any special action.

Requestor SectionsThe requestr record contains the following sections:

Requests Shows requests submitted by this requestor. When you first create the
requestor record, there wonot be any suct
can give you a good idea of how active this requess been.

Work Orders : Shows any work orders associated with this requestor.

You dondt fill i n-upt Insteas],eMaisBess automaticllydlls r i ng s et
them in during dayo-day operations. For example, when you create a request for a

partiaular requestor, the request will automatically appear ilRtugiestdist of the
requestoros record.
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Request Priorities

A request priority codean indicate how urgentaa r t i cul ar request i s.
starting list

As soon as possible
By the end of the day
By the end of the week
Whenever

Each code has an associated numeric value so that MainBoss can sort them in order of
urgency. Assign the lowest value to thest urgent code and successively higher values
to less urgent codes.

Note:Pri orities donét have tooexdmple,gougoaldh| consecu
assign 1Qo the most urgent code, 20 to the next, 30 to the next, and so on. As lofg as

the codesta in ascending order, MainBoss will sort them correctly. By leaving ga;l‘s
between the numbers, you leave room for adding additional priorities if you decidg

t h e y Gsdful.baad by starting at 1ou make it possible to define even higher leyels
of urgency if it ever becomes necessary.

To create a request priority code, gaCteding Definitions | Requestq Priorities and
click New Request Priority. This opens a window where you can define a priority
code

E Mew Request Prionty 5

Detailsl F{eque.sts]

Code [ |4
Diescription l ]

Rank | |‘
Comments e

Save & New | Save | Save & Close | Cloze |

Active
As usuaCodeof wi t hi a DDesceftionc owiet mna fiul | er desc
fiRankdb i ndi cates how the code compares to ot he

urgent. Whenever MainBoss lists priorities, it will list them from most urgelaast.
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Work Order Priorities: MainBoss lets you create a second set of priority codes to be
used on work orders. Work order priorities are separate from request priorities because
work ordes are created by maintenance personnel, while requests may be created by
outsiders.

Your work order priority codes can be significantly different from your request priority
codes. For example, you might have

Do immediately

Do within four hours
Dobyend of shift
Do within 24 hours
Do this week

Do whenever

However, youoll probably find it easiest to
orders and requests.

Many organizations find that the best policy is not to specify a priority at all, excegt in
exceptional cases. I f you wuswual |l Wrgedtojnot f i | |
has more impact; if every request has a priority, a request margeat may not

stand out as clearly.

Request Status Codes

Request status codes give you a way to indic
attention. For example, some maintenance departments have a policy of verifying

certain types of problem regds before actually doing something about them. You might

create a statu#/aiting for confirmation to mark a request which has been

received from a client but which has not been verified by maintenance personnel. As

another example, you mightuserequésts keep t4 ack 0off ofbwi: shvor k vy
might do someday, but not in the immediate future. In this case, you might create a
statuslong-Termt o0 mar k requests that you want to re
with anytime soon.

While it is possible tase status codes for any purpose, we recommend that you only
use them for requests that are notabll e in st
fiStatuo f i el d bl ank.

To set up your request status codes,@us#ing Definitions | Requestg Status
Clicking New Request Statutets you define a code.
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Request Assignees

A request may bassignedo any number of peopléssigning a requéso someone
indicates that the request is of interesttt@at personFor example, you might assign a
request to the requestor and to anyone who has an interest in seeing that the request
receives timely attention (e.g. the helgsk person who receiveuaktrequest originally).
Essentially, assigning a request to someone makes it easier for that person to check on

A

the requestos progress.

Before a request can be assigned to someone, that person must be listétquéise
Assigneetable. The people listiein this table are authorized to be assigned requests.

To add someone to tli&equest Assignegable,the person should first be in the
Contactstable. (For more on contacts, seentactson page38. ) Once youobdve <cre
an appropriate contact recogt toCoding Definitions | Requesty Assigneesand
click New Request Assigned n Namedo if i el d, specify the perso

The lequest assignee redaalso has checkbox labele@eceive Notifications If this is

checkmarked, and if you have licensedMenBoss Servicemodule,MainBoss sends

e-mail to the assignee each time a histegord is created for any request to which the

person is assigned. In particular, the assignee will recavailevhen the request is

mar ked filn Progresso, when soméewme adds a cc
Requestor Commenjf and when the request ioskd. In this way, the assignee is

automatically notified of significant changes in the request or its status.

The first notification seDdscripionoanf aslbegnee
request. Subsequent notifications do not; they do, howksteall the comments
associated with the request.

If an assignee can actually use MainBoss, that person can see his/her assigned requests

in Assigned to current user In Progress RequestsThis makes it easy for people to

check up onann-progresse quests to which theybve been as
might check your assigal request f i r st thing in the morning t
new requiring your attentioryou might also check to séeany requests have been

sitting around for a whilgvithout making any progress.

Creating Requests

To begin creating a request, goRequestsin the MainBoss control panel. This
displays a list of your current requests. Cligkw Reguestto begin creating a new
reqlest.

From this point on, it's just a matter of filling in the blanks: the requestor, the unit that
needs attention, access co8ubdjecwdHndimreiority (i
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summari zi ng t Descriptie@ugisoviathidn@g deessamuch det ai l
Once youbve entered this infoBavebittonen, you Sz
(e.g.Save & Closeto save the request and close the window).

When you return to the I|Iist of the requests,
request. iy ou dondt see tHeeeshhoaupdateteedisi)e st , cl i ck

For full details about creating and using requests, seldimo-Day Operationgyuide.

Request Defaults:f you turn on theReguests areautomatically set In Progress

when linked to a work order, and are closed when work order closesption, closing

a work order automatically closes all linked requests, provided that the requests are only

linked to this single work order. (If a request is linked to multiple work ordetsmust
closeitmanualllt he request iIisnbét closed automati cal
work orders.) To turn on this option, goRequestsin the control panel, go to the

Defaults for Reguestssection, and clicledit Defaults. Turning on thisption also

means that when you create a work order from a new request, the request is
automatically put into the fAin progresso st :

TheEdit Defaults window also has a field labelétbmment to requestor for

requests that are automaticdly closed when their linked work order closesThis

field lets you enter a message that will automaticallgrbailedto requestors whenever
one of their requests closes because a linked work order dlaseskample, you might
use this message tlirectrequestorso a web page that contains a user satisfaction
survey.(Note that the message is only emailed out if you have licensdtaih®oss
Servicemodule.)
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MainBoss Service

This chapter is only relevant if you have licentigeiMainBoss Servicemodule. If you
do not have a license key for this module, the control panel will not contain entrie
related tovlainBoss Service

vl

MainBoss ®rvice is a piece of software which processes notificagensto the
assignees of requests, work orders, and purchase orders. It also processes requests
submitted by authorized requestors viaail.

In order to use the facilitief MainBoss Service, you must hav&ainBoss Service
license key. For information about installing MainBoss Service, sdagtalation and
Administration Guide

Note: Earlier versions of MainBoss contained a facility named @RequdaisBoss
Service replaces @Requests; it does everything @Requests did but provides adglitional
functionality.

Herebdbs how MainBoss Service processes reque:¢
1. Users send-enail requests to a designated mail address.

2. On aregqular basis (e.g. every haltinp MainBoss Service checks for incoming
mail at the designated address. If there are new messages, each one is turned into a
request and added to tRequeststable. Once a request has been made in this way,
MainBoss Service sendsneail to the requestor saying that the message has been
received and processed.

3. Whenever the state of the request changes, MainBoss Service sends another
acknowledgement message to the requestor. For example, when someone marks the
request agn Progress an apropriate email message is sent to the requestor.

MainBoss Service follows a similar system for sending out notifications: on a regular
basis, MainBoss Service checks to see if any notifications should be sdhsout.
MainBoss Service does so.

You can configure how often MainBoss Service checks for incoming requests and how
often it checks if notifications should be sent. These can have different schedules; for
example, you might check on incoming requests evalfyhour and on outgoing
notifications every ten minutes.

You control the operation dflainBoss ServiceisingAdministration | MainBoss
Service For information on all the features of configuring and runiiagnBoss
Service see thénstallation and Administration Guide

-71-



Work Orders

TheMainBossmodul e | ets you prepare detailed work
when, howo instructions for performing a part

Work orders can contamuch more information than work requests Her e 6 s a
comparison:

0 A request says something |ike: AThereds a
washroom. 0

0 A work order says, AChri s, | 6m dosrsi gning vy
mendés washroom. The tap is to receive a Mo
103.0

As this comparison suggests, requests are often submitted by people outside your
maintenance department while work orders are prepared maintenance personnel (either
a dispatcher or a manager).

Wor k orders arendét |just @sheyfalsdpredewea tlel | i
hi story of what got done. After a jolb is
labor used, as well as any other imi@tion that might be useful to remember.

Work Order Status Codes

Work order status codggve youa way to indicate when a work order needs me one 0 s
attention. For example, you might create a stataiging for approval to mark a
work order which has been written up but not approved by management. Other possible
status codes might include:

Waiting for parts

Waiting for tenant sign - off

Waitin g for government inspection
Temporarily suspended by customer request

While it is possible to use status codes for any purpose, we recommend that youfonly
use them for work orders that are nofjtabl e ir
have Stdusi rf ifel d bl ank.

Note that status codes can be a useful form of communication between users. For
example, suppose that a worker haswlvekOrderFulfillment security role

(meaning that the worker can record actual labor and material usage) but doe€not hav
theWorkOrderClose security role (which is needed to close a work order). The

worker could give the work order a status likeady to Close , indicating that all
appropriate information has been recorded. A supervisonMothOrderClose
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permission couldegularly check all open work orders to see if anyRerady to

Close ; if so, the supervisor can review those work orders and close them as appropriate

(removing the status code in the process).

Remember that a status code is intended to bring awork ordeo s o0 me o n
You can therefore use status codes as signals for other users.

b 0 S

To set up your work order status codes,@sding Definitions | Work Orders |
Status Clicking New Work Order Status lets you define a code.

Workers

Work orders are usually assigned to specific workers. In order to do this, you have to

create a list of your employees usingding Definitions | Work Orders | Labor |
Employees Clicking New Employeeopens a window where you can record an
empl oyeeds name:

B New Employee EE :

Details | Hourly Inside | Per Job Inside |

MName Business Phone E-mail
Employes Contact | =) =)= 4

Description |

Comments

| Save&Mew | | Save | | Save&Close | | Close |

| nEmflloyee Contacb, you s peci Coptacestableqivigthd i n
empl oyeeobs cont adouwlylnsidéacea imdiscussedlater i( this e
chapter.)

t

TheEmployeestable is used for your own personnel. To record information about
outside contractors, use tilendorstable (as discussed Wrendorson paget0).

-73-

he

atte



Trades

You can categorize your employeesttade (e.g. job title or classification) using
Coding Definitions | Work Orders |Labor |Trades. Her ed6s a sampl e | i st

Electri  cian
Electrician Apprentice

Cleaner
Engineer - Chief
Engineer 1 Class 1

Your trade categories apply to both your employees and to outside contractors.

Labor Costs

If you want to keep track of labor costs, you have to tell MainBossa$teof each
worker, inside and outside. There are two ways in which MainBoss can record the cost
of work:

1 Hourly: You specify the hourly rate for labor by a particular worker on a particular
typeof job.

[ Per Job:You specify a flat rate to be charged for a particular type of job, no matter
how long it takes or who performs the work.

For example, consider a car mechanic. For routine jobllkchanges, a mechanic
might charge a flat fee, regardless of how long the job takes. For other jobs, the
mechanic might charge by the hour, based on the time actually spent.

Important: Although MainBoss lets you keep track of your labosts, it should not

considered a comprehensive paysoly s t e m. For exampl e, t doesn
of how much each person works, so it|l candt
week; now he s hou higis theeortpfahing yowhawe tokdeprigck 6 T

of on your own.

Chargebacks for Labor: Your organization may chargeistomers for labor on some

types of jobs (e.g. if a customer requests special renovations). MainBogketely

separates these chargeback costs from actual employee costs. This makes it possible to
charge customers a different amount than you actually paid to emplGgeeguring
chargeback information is discussediinargeback®n page30.

A

Same Person, Different Charges: t 6 s possi ble to have sever al
worker. For example, if Chris Smith gets paid extra for overtime, you might have one

Hour |l y r ec or dalrat@and aGdtherifos dvestime. Bvhemassigning

personnel to a job or recording labor expenses, you should make sure to choose the

correct record.
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As another example, you might have one Hourl
wage and a differemtnethat uses the combined pricetoh e wor ker 6 s wages, L
overhead, etc. (sometimes called ¢thargeoutrate). Some organizations may find it

more useful to record labor expenses using the combined chargeout rate rather than

wages alone.

As a final exampleysing multiple records for the same person is helpful when the
worker is scheduled for a pay raise. For more informatieaRate Changesn page
78.

The moe complex your labepricing structure, the more hourly and per job records
youoll need. I f your cost structure [|is simpl
your cost structure is complicated, Mai nBo s s
complications.

When recording the cost of a specific job, you can always write in a different cost than
the one in your r ecor ds :timdohlevariatformsfran, 1t 6s e as:s
standard labor charges.

Hourly Inside

You set up hourly charge records for your own employees by Gsidgng Definitions

| Work Orders | Labor |Hourly Inside ( wher e Ainsided means t hat
an employe, as opposed to an outside contractor). Clickiag opens a window that

looks like this:

T3 New Hourly Inside w_iEh

Code | @[}
Description | |
Employee | (=] ==
Trade | (=] ==
Hourly Rate | |
Cost Center | Default H. Default Hourly . [=]| [==][=]
Comments -

[Save&ﬂew] [ﬁave] [Save&{ll_me] [Clme_]

Active

The record includes the following:

0 A Cdded i dentifying the r Peswipticdho pl us t he usu:
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[0 AEmployeed r ef er s t dm@Eoyeestabléd thel employeetwhose costs
youodre recording

~

0 The empllradgee e 6s 0
1 Thedouily Rated0 t o be charged for the worker
1 TheosfiCentet t o be associated with paying this

As noted earlier in this chapter, you can have multiple hourly imemteds for the
same worker. For example, you might have one record for a worker at normal pay and a
second record for jobs that must be charged ataintks-half overtime.

Because you can have multiple coouserecords f
unambiguous identification codes so0o you dont¢
example, you might use codes like

John Smith Normal
John Smith Overtime

to distinguish between John Smithés nor mal ¢

GenericCostsiinan hour |l y i nBEmpldyesd reame di, shdt MmMmandat o
means you can create records that are associated with a trade or an employee class rather
than a specific person.

For example, if you have several electricians who all cost the same fraiarlyou can
create an hour | yCoden slEiataear e docstardl fomail yolr a
electricians. When you create a work order,
Electrician rather than specifying someone in particular.

In many cases, using generic labor assignments is better than assigning a job to p
specific person, since it establishes a standard cost for the job.

Per Job Inside

Peg job pricing is simpler than hourly pricirt
involved. You set up per job records by usitgding Definitions | Work Orders |

Labor | Per Job Inside Clicking New Per Job Insideopens a window that looks like

this:
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% New per oo i J = =

Code | |
Diescription | |
Employee | (=] [=21(=]
Trade | (=] (=)
Per Job Cost | |
Cost Center | Default Per. Default Per Job In.. [=]| [=-][=]

Comments -

| Save&Mew | | Save | | Save&Close | | Close |

\The record includes the following:

0 A Cdded i dentifying the r Peswipticho pl us t he
[0 The cost of the job

0 TheosfiCented t o be as s ogdarsuthevorkk wi t h payi n

Outside Contractors

You can assign work to outside contractors as well as to your own employees. For
example, suppose you deal with plumbing problégnesalling in an independent
plumber. You should still write up worKk
important to traclall the maintenance work done on your premises.

Outside contractors are consideveshdor® they sell you their services just as
suppliers sell you materials. Therefore, you record information about outside contractors
using thevendorstable. For more information, seendorson paged0.

You keep track of contractor costs with the same sort of records used with your own
personnel.

1 Coding Definitions | Work Orders | Labor | Hourly Outside lets you specify the
hourly rates fooutside contractors. As with your own employees, you have to set up
multiple records for a contractor if the contractor charges you different hourly rates
for different types of jobs.
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[ Coding Definitions | Work Orders | Labor | Per Job Outsidelets you specify
rates when outside contractors charge on a per job basis.

Hourly outside records are filled out much like hourly inside records, and per job
outside records are similar to per job inside with your own inside labor records, you
may need a lot of hourly outside and per job outside records if you have to account for
complex pricing structures.

Rate Changes

If labor costs change for some reason (e.g. workers getting pay raises), yoa have
phase in the change to make sure that your database accurately reflects past, present, and
future.

As an example, suppose tlyaur Electricians arscheduled to get a raise from
$30/hour to $31/hour as of September 1. You currenthg a hourly inside record
with the ID codeElectricians that saygheir hourly rate is $30.

[ If you merely change thElectricians record from $30 to $31, you make it look
as ifthey havealwaysbeen paid $31/hour. This is because MainBbsse s n 6t keep
track of when a particular hourly rate is in effect. As a result, whenever MainBoss
calculates the cost of old work orders, it uses the new cost rather than the old one.

1 In the period immediately before and after the rate ghayou also have to make
sure you assign the right cost to the work orders you create. For example, suppose
you write up a number of work orders fectricianson August 31. If you schedule
an electricianjob for the same day, it should ubeold rate if you schedule a job
for September 1 or later, it should use the new rate.

The way to handle this is with two records. Take theEtddtricians record and
change the code to something |iKectricians before Sept 1 2008. Then

create a new record widm hourly rate of $31 and a code liKectricians

after Sept 1 2008. (Remember that you can have multiple price records for any
worker.) Jobs scheduled before the rate change use the first record; jobs scheduled
afterward use the second.

What happens & job was scheduled for before the rate change but gets delayed and
takes place after? You have to change the job assignment so that it refers to the
correctratefot he el ewotkr i ci ands

0 After youobve cl| odoeabyelkdtricianddioee Septembder 1pr der s
thereds no rHeargiang t loeforkSe@p 2008 record. You
can therefore delete that record. Remember
erase it; the record is simply moved to a list of deleted recl@@iaBoss still
retains the information thatectricians werence paid $30/hour and all work orders
referencing that record still refer to the correct price.
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Once you deletElectricians before Sept 1 2008, you can rename

Electricians after Sept 1 2008 simply toElectricians . Why isnét thi
confused with the old $3€lectrician raté Because the old $30 record still exdsts

deleted records never totally disap@eand any work orders charged at $30 are still
connected to the olhdtthe mew ecod has the sadeacads n 6t ma
(Electricians ) that the old record once had.

This process may sound complicated, |but ito:¢
do when you want to switch the names of two files. If you want to change Filel to| File2

and vice versa, you have to change Filel to some other name (e.g. X), then change File2

to Filel and change X to File2.

Note that i1itos wuseful to put the year i1 nto
over time, yowarécbriislikeventually ha
Electricians before Sept 1 2008

Electricians before Sept 1 2009
Electricians before Sept 1 2010

| f you dondét put a year in the record names,

Work Order Assignees

Assigning a work order to someone is similar to assigning a request (as discussed in

Request Assignees pag 69). Assigning a work order to someone indicates that the

work order is of interest to that person. For example, you might assign a work order to

t he workers whool |l do Asdigaingjaxmfordmod t o t heir ¢
someone makes it easier for that person to check gn thgprogess.

Before awork ordercan be assigned to someone, that person must be listed/ifothe
Order Assigneetable. The people listed in this table are authorized to be assigmied
orders

To add someone to thi#ork Order Assigneetable, the person should first be in the

Contactstable. (For more on contacts, seentactson page38. ) Once youdve cre
an appropriate caact record, go t&€oding Definitions | Work Orders | Assignees

and clickNew Work Order _Assignee | nNammeh ef el d, specify the p
contact record, then clickave & Close

If an assignee can ally use MainBoss, that person can see his/her assigoréd

ordersin Assigned to current userf Open Work Orders. This makes it easy for

people to check up on anpenwork orders o whi ch t heydve been assi
examplea workermight check assigmewvork orderdirst thing in the morning to see if

he/she habeen given any new jobs.

As with request assignees, you can useéthezive Notificationscheckbox to indicate
that work order assignees should be informed of changes to the work order fis¢ory.
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first such noti fi cWakiDesoriptionbc | UWSdiebss etqhuee ndr i gi n
notifications omit this information, but give comments from the work order history
records.

Chargebacks

A chargebackecord indicates when some or alltoé costs for a particular job are
charged to an outside party. For example, property management companies may charge
tenants for certain types of work.

Billable Requestors

To set up for chargebacks, you must first create a lisillable requestorgCoding
Definitions | Work Orders | Billable Requestor9. This is simply a list of people who
may be charged for work orders. You set up tisit exactly like thé&kequestorslist
(seeRequestorsn pagesh).

For each billable requestor, you have the option of specifying a cost center to be
associated with billsent to the requestor (i.e. accounts receivable from the requestor).

Chargeback Categories

| t s wusef ul chargeback catagorigfg€oainglDefisitions¢\f/ork Orders
| Chargeback Categorieg. These codes let you divide chargebacks into categories.
Herebs a simple |ist:

Repairs

Renovations

Leasehold Improvements
Special Requests

With each chargeback cgtary, you have the option of specifying a cost center to be
associated with costs in that category.

Once you have set up lists of chargeback codes and billable requestors, you canjadd
chargebacks to work orders. For details about how to create chargedmcitsday-
to-Day Operationgyuide.

Closing Codes

When you finish a job, yodlosethe work order to indicate that the job is done. At that
point, you have the opportunity of specifyinglasingcode Many companies use
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closing codes to indicate what necessitated the work in the first place; this lets you track
the type of problems your operation deal s wi

Normal wear and tear
Operator error

Breakage

Vandalism

Poor lubrication

Routine planned maintenance

(ARoutine planned maintenanceo indicates t he
maintenance, as opposed to repairing an actual problem.)

By attaching such codes to your work orders, you get an overall pafttive problems

you face. For example, how much does vandalism actually cost you? Is it negligible, or
is it substantial enough that your company should take some kind of action? If poor
lubrication causes a significant number of problems, should you elyang planned
maintenance timing to lubricate more often?

The more you know about why problems happen, the better armed you are to prevent
them in future. Closing codes are a simple way to record important knowledge.

Other Work Order Information

Work orders can use codes to provide information. For exampteyréy codecan
indicate how urgent a particular work order is. Such codes are dgtigoa can create
work orders withoutthethb ut t heyo6ére al so quite simple to

Priorities Coding Definitions | Work Orders | Priorities): Indicate how urgent the
work order is. Oupreferred approach is to define priority codes in terms of
time. Herebs a possible starting |ist:

Immediately
Sometime today

In the next three days
Within a week

Within a month
Whenever

Each code has an associated numeric value sM#ianBoss can sort them in
order of urgency. You should assigtoe value to the most urgent code and

higher values to less urgentcoddo wever , the values donodot |
sequenti al . For example, you migsht wuse tI
room between your existing codes, in case you decide to add more codes at some

later time.

-81-



Note: As noted inRequest Prioritiesn pages7, work orders and requests mawh
different priority codes. Request priorities are usually simple while work order prigrities
may allow for more detail.

Projects Coding Definitions | Work Orders | Projects): A project codes a way to
indicate when a number of work orders are all connected with each other. For
example, suppose your department undertakes a large renovation and you want
to trackwork ordersassociated with that renovation. You would create a project
codefor the renovation and assign that code to any work order related to the
renovation. MainBoss reports can be sorted by project, so that you can see
various types of information on a projdmt-project basis.

A

Note that itds al-gecificlespenseurodels and eéxpehsene pr o]
categories to make it easy to separate ot

Work categories@oding Definitions | Work Orders | Work Categories): Work
categories aabe used to classify work orders any way you like, but most
companies use them to state the kind of \

Plumbing

Electrical
Mechanical
Inspection
Lubrication
Adjustment

Clean - up

Vehicle maintenance
Air conditioning
Outdoor w ork
Work generated from inspection

Work generated from inspection is a very useful category to track, since it lgts
you record when planned maintenance inspections discover prdidéonsthey lead tq
actual breakdowns.

In addition to codes and categesj the coding definitions associated with work orders
include:

Miscellaneous Costspding Definitions | Work Orders | Miscellaneous Costk
Used when a work order includes ®stt hat arendét | abor and m
arendét cover edod forexamplepwhena warkerehasdorpdydor
parking at a job sitdeach miscellaneous cost has an associated cost center.

Some organizations won o0 tdsdirenginit@lesetmi scel | ar
up. Youodll simply create such records if
day-to-day operationgHowever, this requires that the person entering work

orders has appropriate security roles to create miscellaneous cost records.)

Other organizations will define a small set of miscellaneous cost records in order
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to specify what types of costs can actual
Essentially, this means writing down what kind of costs your organization will

usually reimburseAnything else will be considered unusual and may require

special authorization.

Work Order Defaults

TheDefaults for Work Order section of théNork Orders table viewer lets you
control important aspects of tirk order. In particular, you can specify:

[J The format used for work order identification numbers. The default format is
WO00000001 , WO00000002 , and so on. However, you can change this to suit the
needs of your organization.

(1 The starting point for numbiag work orders. For example, if your organization has
already used work orders up to 10,000, you can tell MainBoss to start numbering at
10,001.

[ Additional text that should appear on a printed work order. For example, you can
add blank lines in case wais need to write in materialstvae r e used but wer
on the original work order. You can also add lines for authorization signatures and
other information that workers are expected to fill in.

To set any of these defaults, goftwrk Orders in the corrol panel, click on the

Defaults for Work Order section, then cliciEdit Defaults. MainBoss will open a
window where you can change the current defaults. For information about the default
window, see the online help (pressl>).

Creating Work Orders

There are three common ways of creating a work order:

[0 From scratch: Go toWork Orders in the control panel, then clidkew Work
Order. This opens a window containing a blank work order. You can then fill in all
the blanks.

[0 From an existing request:Go toRequests select a request, then clicCkeate
Work Order . MainBoss opens a new work order, with some of the fields already
filled in. Bubjectoe ¥ d mel eo,f ttthe fwor k order wi l
original request.

[J From a planned maintenance job:Go toUnit Maintenance Plans select a unit
maintenance plan, then cli€keate unplanned Maintenance Work Order
MainBoss opens a new work order, with most of the fields filled in from the selected
plan. (For more on unit maintenancam, se®lanned Maintenancen pages8.)
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From this point on, it's just a matter of filling in the blanks. For full details, sdeaie
to-Day Operationgiuide and thenline help.

Expense Categories

I n order to analyze your expenses, 1it0s usef
order. For example, you might have categories like

Inside labor
Outsi de labor
Spare parts
Electrical
Plumbing
Work materials

and so on. By labeling such expenses on every work order, you make it possible for
Mai nBoss to produce analysis reports answer.
spend on outside labor this moatid

In order to categorize your expenses, you define expense categories; the preceding list
gave some examples. You define expense categories@isitigg Definitions | Work

Orders | Expense CategoriesThe process for defining expense categories is similar to
the process for defining work categories: cligkw Expense Categorythen enter a

fiCoded a Medcrigiiono .

Expense categories may be restricted to certain uses. For example, fpapaafy

that an expense category can be used for labor expenses but not for inventory items or
for miscellaneous expenses. This prevents expense categories being used for
inappropriate entries.

Note: If you have theéAccounting module, &pense categories are typically related tq
general ledger accounts. For more information /se®unting Facilitien page27.

Expense Models

An expense modéblls what expense categories are allowed on a particular work order.
This means that you can select different sets of categories for different work orders.

For example, a property management company rhighe a different expense model
for each client. The expense model for Client X might contain expense categories like

Inside labor, Client X
Outside labor, Client X
Spare parts, Client X
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and so on. Youodod define si nmdeditpossibtedot egor i es f
separate each clientds expenses; this would
clients.

Many organizations will have no need for multiple expense médgis can simply
use the same set of expense categories for every work ordervétoarganizations
that serve multiple clients in the same locations may find it useful to be useful to
separate expenses by client. This is done with multiple expense models containifg
different expense categories for different clients.

Using Expense Moels: When you create a work order, you specify the expense model

you want to use. For example, suppose you have separate models for each client; when

you create a work order for Client X, you st
you categorize eaatxpense on the work order, you will only see the expense categories

that are available for this particular expense model.

In practice then, expense models are easy to use. Just specify the correct one for the

wor k order that y o uodhateyowcategorizerexpenseponth® nce you
work order; the only categories you see are the ones that are allowed in the model

youdve chosen.

Creating Expense ModelsTo create aexpense model, we strongly recommend doing
so in the following ader:

1. Create the expense categories first (as described in the previous section of this
guide).

2. Create the expense model record and save it.

3. Go to t he expeklxseese emuingdsectioreaodocrealtides
expense mappings.

4. Save the expense model record again (if necessary), then set the default expense
categories in thB®etails section of the expense model record.

Details of this process are given below.

To create an expense model, first create all the expense categories that should belong to
the model. Then uséoding Definitions | Work Orders | Expense ModelsClick New
Expense Modeland MainBos®pens a window where you can define a new expense
model.
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E Edit Expense Model : My Expense Model EE

Details | Expense Mappings I Units I Waork Orders I Tasks |
Code |I‘\"h|r Expense Model |

Description | |

Comments -

Default ltem Expense | & =)

Default Hourly Inside Expense | E]| =)

Default Hourly Outside Expense | )| Cesl(=)

Default Per Job Inside Expense | M EE®

Default Per Job Outside Expense | [ EEa)

Default Miscellaneous Expense | =HE=EE

Receive ltem to Temporary Holding Cost Center | Default Non Stock ltem Holding Co..  Default Mon Stock ltem Holding Costs E]| =[]

[ Save & lew| | Save | [ Save&Close | | Cancel |

Active

As usual ,Cogen ua Medctigiiond nwifit h i dent i fDooadt i on i nf
fill in the other fieldyet (e.g.fiDefault Item Expens® ,Deféult Hourly Inside
Expens® etc.)

Next Savethe expense model record. Thgmto theExpense Mappingssection and
click New Expense Mapping This opens a window where you can specify an
additional expense category to belong to this expense model. You can add/as man
categories as you want to the model.

The window for adding an expense category to an expense model also lets you specify a
cost center to be used for this expense category within this expense model. Items
charged to this expense categatyile using this expense model will be charged to the
associated cost center. For example, in the expense model for Client X, you might
specify that inside labor expenses should be charged to costI28der

In different expense modelkke same expense category may be associated with
different cost centers.

For more on the relationship between expense models, expense categories, and|cost
centers, seAccounting Facilitieoon page27.

Once you have set up all the Epepsense mappi n(
Mappings section, you can return to theetails section of the expense model record.
T he fDetalltdtesn ERpens® ,Deféult Hourly Inside Expens&®, and so on, a

filled in with the expense categories that should be used as default for items, hourly
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inside expenses, and so on. Note that theseedaglts MainBoss uses them when you
first create this type ofx@ense on a work order. However, an expense model can
include additional expense categories which can be used instead of the default.

For e x BRafapliitem Exfflens® mi ght be t he Spaxepense categ
Parts . However, the expenseaaiel may include additional categories for other types
of items that might be used in a job.

Default Expense Models and CategoriesvlainBoss has buHin expense categories

and a single buiin expense model containing all the buritcategories. If yod o n 6 t

need sophisticated expense tracking, you can simply use the defaults. This will assign

one of the builin categories to each expense you put on the work order. For many

organi zations, the defaults are all youdol |l
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Planned Maintenance

This chapter is only relevant if you have licensedRlamned Maintenancemodule. If

you do not have a license key for this module, the control panel will not contain eftries

related to planned maintenance.

ThePlanned Maintenance (PM) module lets you schedule regular planned
maintenance jobs. The process works like this:

1.

You specify the timing when work should be done. For example, you might specify
Aevery three monthso and/ or fAevery 3000 mi

You set up descriptions of the PM work you want to do. These descriptions are
calledtasks For example, a task might provide stgpstep instructions or a
checklist of equipment that the worker should inspect.

You associate specific units withsta and timing. For example, a task might

describe an oi l change and a timing record
Associating a company vehicle with the oil
mont hso timing tells Mai nBan®ikchangeavery you wan

three months. The combination of a unit, a task, and a timing record is caliéd a
maintenance plan

On a regular basis, you tell MainBoss to generate planned maintenance work orders.
For example, evgrFriday you might generate PM work orders for the following
week.

MainBoss checks its timing schedules to see which PM jobs will come due in the

specified period. It then creates work orders for each of these jobs. These work

orders are exactly liketheaw k or der s you create by hand,
information from the task description.

After MainBoss generates the PM work orders, you should review them in case any

changes are necessary. For example, a unit maintenance plan may say thakWorker

is always assigned to Job Y, so thatodéds how
However, if Worker X is on vacation this week, you have to decide whether to

assign the job to somebody else or else delay the job until Worker X gets back from

holiday.

Timin g by meter: For jobs whose timing is based on meter readings, MainBoss looks
at all past meter readings for the unit and estimates when the unit is next likely to
require maintenance. For example, suppose a car needs an oil crem080 miles,

and suppose that you generate PM work orders every week. MainBoss looks at past
mileage readings for the car and estimates whether the car is likely to hit the next 3000
mile mark in the coming week. If so, MainBoss creates a work ordérdanil change.
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In order for this process to work, you should record meter readings on a regular basis;
ot herwise, MainBoss doesnodt have enough inf
information on meters, sééeterson pages0.)

Maintenance Timing

A maintenance timing record represents infol
second Tuesdayo or Yoeddieermainteh@OeQimikgirdcaodmet er s 0 .
usingCoding Definitions | Unit Maintenance Plans| Maintenance Timing.

Most maintenance timing records are simple. However, some maintenance

organizam ns have complicated scheduling needs (I
count and never schedule the job on Mondays
MainBoss can accommodate such complexities, but setting up the corresponding timing

record may be iky.

3 New Maintenance Timing =
Details | Periods | Exceptions | Unit Maintenance Flans

@ Defer overdue work orders 1o the date maintenance is generated
() Inhibit generation of overdue work orders
Seasonal exceptions

Start End Example using today’s date
Season | | May 05
@ Defer work orders triggered outside the season until the start of the season
() Inhibit generation of work orders outside the season
Weekday exceptions
Enabled weekdays
Monday
Tuesday
\nednesday
Thursday
Friday
[ Saturday
[F] Sunday

@ Defer work orders triggered on disabled weekdays until the next enabled weekday
(@) Inhibit generation of work orders on disabled weekdays

[Save&ﬂew] lSave&CI_ose] [Closg]

Enabled Weekdays:In many organizations, some or all of the personnel only work on
weekdays. Therefore, planned maintenance | ot
Other organizations, however, work every day of the week. In fact, there mestdia c

jobs which shoulanly be scheduled on weekends, to avoid interfering with weekday

operations.

To accommodate such considerations, MainBoss lets you specify which days of the
week are acceptable for a particular job. In the picture above, thd freE®checkmarks
for Monday through Friday, but not for Saturday or Sunday. This says that any jobs
using this timing record should only be performed on weekdays, not on weekends.
Therefore, MainBoss will never schedule such jobs for Saturday or Sunday.
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As another example, if you only checkmark Wednesday (with all other days blank),
MainBoss will only schedule corresponding jobs on Wednesdays. This is something you
might do if you want to schedule a job for the first Wednesday in every month.
(However, toget thefirst Wednesday, you have to do more; this is explained later.)

SeasonsMainBoss lets you create seasonal timing records. For example, you might

perform planned maintenance one@nditioners in summer but not in winter; you

might perform planned maintenance on heaters in winter but not in summer. Therefore,

every timing rSeason Btdd | eeBedsofiEmdu vsaeltueis 1 f you w
For exampl 8eason Stamy d wo MeaBeadhn Eadh dt i Oct ober 31,
corresponohg maintenance jobs will only be scheduled between those two dates.

Deferrals: If you tell MainBoss not to schedule jobs for certain days of the week or for
certain times of year, what should MainBoss do if agoimes due oadatet hat 6 s not
allowed?

For example, suppose you say that a job should be scheduled every 30 days. What
happens if the next job should be schedul ed
permitte®

Normally, you want MainBoss to schedule the job for the nextfssible day. For

example, if the job should be scheduled on
probably want MainBoss to schedule the job for the first acceptable day (Monday). In

some cases, however, it may be more appropriate to skip thengtietely. This is

particularly true of seasonal jobsydu want to skip certaijobs in summer, you

probably donét want them all to be schedul ec

Therefore, Mai nBoss gi ves agsoonaspossiblegiteri on of
t he dat ed or anigdaickitthemektitime. t Tdijsolmpplies in th
situations:

Overdue work ordersA work order isoverduewhen thgob comes due before the
date when you generate planned maiatee work orders. For example, you
generate new work orders on June 4, but there was a job you should have done
on June 1. Your options are:

Defer overdue work orders to the date maintenance is generatelh our
example, this means scheduling thie for June 4, the day you generate the
work orders.

Inhibit generation of overdue work orders: This means skipping the work
entredyou mi ssed the June 1 date, so youbo
comes around on the schedule.

Seasnal exceptionsAs noted previously, seasonal jobs are only performed during a
certain season. For example, you may only servieeoaditioners during the
summer. If a job comes due outside the allowed season, you have these options:
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Defer work orders triggered outside the season until the start of the season
In our airconditioner example, this means scheduling the next inspection for
the starting day of the summer months.

Inhibit generation of work orders outside the seasoriThis meansigpping
the work entirelg if a job comes due outside the season, just ignoy®it.
only do jobs that come due within the season.

Weekday exceptiondf a job comes due on an unacceptable day of the week, you
have theollowing options:

Defer work orders triggered on disabled weekdays until the next enabled
weekday For example, if a job can only be done on Saturdays and it comes
due on a Thursday, you schedule the job for the Saturday as soon after the
Thursday as possible.

I nhibit generation of work orders on disabled weekdaysThis means
skipping the work entirefy if a Saturday job comes due on a Thursday, you

just dono6ét do it. You keep skipping the
Saturday.

Timing Periods: There are tree ways to specify maintenance timing:

1 Adailyperiods peci fies timing in terms of days, e
1 A monthly periodspecifies timingintems of mont hs, e.g. fAevery
1 Ameterperos peci fies timing in terms of meter r

[J To specify daily period timing:

1. In the control panel, go t©oding Definitions | Unit Maintenance Plans
Maintenance Timing.

2. Click New Maintenance Timing. This opens a window where you can create the
schedule record.
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ME]

» -4 New Maintenance Timing

Detalls‘ Periods. | Exceptions | Unit Maintenance Plans
Code | =
Diescription | -
Comments

m

| nCoded -, enter an identification coder this schedule.

3
4. | nDegtriptiono- , enter a longer description of the schedule.
5. Click Save® to save this information.

6

Go to thePeriodssection:

T Edit Maintenance Timing :

Details || Periods ;| Exceptions | Unit Mainteriance Plans |

Period Interval

[ New Daily Period | [ New Monthly Period | [ New Meter Pericd | | Exit B Delete
@ Save Save & Close Closg

7. Click New Daily Period . This opens a window where you can specify the
number of daysdtween jobs.
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+T} New Daily Period

Days [ ° |

[Sal.re&ﬂmu] [ﬁawe] [Sal.rei{]_e] [Cle_

Active .
8. | nDay®° , enter the number of days between jobs @agdf the schedule should
be fievery 30 dayso).

9. ClickSave &Closet t o cl ose the daily period window.
schedule record. MainBoss will now show the daily pemoithe Periodslist.

') Edit Maintenance Timing : M

Ddalls| Periods | Exceptions I Unit Maintenance Plans‘

Peiod | Interval

Ficw Daily Period | | New Monthly Period | [ New Meter Pericd | B [Delete]| [Refresh| [ Search |

@ Save Save & Close Close
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10.Click Exceptions? to go to theExceptionssection.
§7} Egit Maintenance Timing : MySchedule [F=REE )

@ Defer overdue work orders to the date maintenance is generated
() Inhibit generation of overdue work orders
Seasonal exceptions
Start End Example using today’s date
Season 3 | | ” March 09

@ Defer work orders triggered outside the season until the start of the season
() Inhibit generation of work orders outside the season

Weekday exceptions

Enabled weekdays

Monday

Tuesday

\nednesday

Thursday

Friday

[ Saturday

[ Sunday

@ Defer work orders triggered on disabled weekdays until the next enabled weekday
(™) Inhibit generation of work orders on disabled weekdays

3

Active

11.Checkmark the days of the week when the work may be carried out. Leave the other
days blank.

122For seasonal SeastnsSthmsl with the sfaitid date of the s@ason
a n Geason End” with the ending datdThe example at the end of this line
shows what date format is expected. Tdam varyfrom user to user, depending on
your Windows settings.)

13.Checkmark any inhibits that apply. (Inhibits werscdissed earlier in this section.)

14.Click Save & Closeju to save your data and close the window.

The process of setting up monthly timing is similar. Usiiegv Monthly Period, you
specify the number of months between jobs.

Similarly, the process of setty up a meter period starts by clickingw Meter Period
in the schedule record:

E Mew Maonthly Peri;:l-d w-iEh
Maonths | |‘I

| Save&New | | Save | | Save&Close | | Close

Active
| nintéivalo, you enter the difference in meter
For exampl e, i a j ob shmervalldo B@m.thone every
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fiMeterClaso, you specify the class of the meter
automaticalUOMofiil éksdithotsleow the meter cl ass

Combined Timing: A timing record can combine multiple types of periodpidslly a

date period and a meter period. For example, suppose an oil change should take place

every three months or every 3000 miles, whichever comes first. To set up such timing,

you first clickNew Monthly Periodt o s et up an fdeverThent hr ee mor
in the same timing record, you clitlew Meter Periodt o s et up an Adevery 3
schedule. This means that theriods section will contain two entries:

3 Edit Maintenance Timing : 3 months or 3000 miles E |

| Details | Periods | Exceptions I Unit Mairtenance Plans

Meter Class MILES
UOM MILES

=
Period Interval

Meter  3.000
Mont 3

[ New Daily Period | [ New Monthly Period | [ New Meter Pericd | B [Delete]| [Refresh| [ Search ]

Active

MainBoss will schedule the job whenever either of the possibilities is satisfied.

Tasks

A taskrecord provides basic information on a maintenance job. Tasks often contain
checklists or stepy-step instructions for what workers should do. Task descriptions
might also contain useful information like any spktwals or safety equipment that the
worker will need.You can view task records throughmit Maintenance Plans| Tasks

or Coding Definitions | Unit Maintenance Plans| Tasks.

In addition to a description of the work, task records may contain most of the
information that can appear in a work order. For example, you can specify personnel
assignments, demands for materials, access codes, temporary storages|cadicn

on. When generating work orders, MainBoss copies all this information from the task
record into the generated work orders.

Tasks can be used in two contexts:
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[1 Tasks can be used toeate work order 7 o n  dFer@amplepyou might write
up a task describing ever yichange/lyake hat s houl
i ns pe ctOneceryau hgveotle task written up, you can use it for every such
work order you ever need (changing details slightly if necessary).

I n a busy maintenance department, you prob

instructions for every job you do, every time you do it. If you use tasks, however,
you only have to make a full wriegp once (when you create the task record). From
thatpoint on, you can quickly generate work orders from the task. Therefore, we
recommend that you create a good complete task description for every standard job
you do. You can then use the task to create good complete work orders whenever
necessary.

For mae on using tasks in this way, seeindard (Boilerplate) Work Ordeo
pagel09

[1 Tasks can also be used to create planned maintenance work dheersst of this
chapte explains how this is done.

What a Task Record Should Contain:The contents of a task record are used to create
subsequent work orders. Any essential information that is not in the task will have to be
filled into the work order by hand.

For example, casider the question of who should be assigned to perform a particular
job.

[ If the same person is always assigned to do the job, you should record that
assignment in the task record. MainBoss will then automatically assign the person to

the job whenwork@rer s are generated. You dondét hav:i

assignments yourself.

[ If ajob is frequently done by different peopfeu might specify an employee trade
rather than a specific personnel assignmigach time the task is used ®ngrate a
work orderyoucamr evi ew t he generated work order
this time.

[ If ajob is usually done by the same person, but not always, you have to weigh your
options. I f you dondt speci hyyealwfiygl sonnel
have to fill in the assignment later (once work orders have been generatedXddf you

specify a personnel assignment in the task

default assignment to someone else. This means running the rigkadhaté | | f or get
change the assignment, so the work order will be given to the wrong person.

Similar considerations apply to other fields in the task record.

The basic principle of tasks is thifrite up the job once, then use that writeup
whenever you need itFor this reason, we recommend that tasks provide details apout a
job, as completely as possible.
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Task Specializations:A task specializatinis a specialized version of another task. For
example, suppose you have a standard@hange task which describes a standard oll
change. However, the oil change for a particular vehicle might require a different type of
oil, extra inspection operationsr other differences from the standard. In this case, you
can create a task specialization based on the ori@ih@hange task. The

specialization states ways in which the special job differs from the original. The
following rules control what happemshen a work order is generated from a task
specialization:

[ Information in the specialization &ldedto the original whenever possible. For
example, the task description in a generated work order will consist of the
description in the original tagdusany description in the specialization. Similarly,
the work order will contain all resources from the origplakall resources from
the specialization.

[ Information in the specializatiaeplacesnformation from the original when the
t wo c an 6 orexampiexaiwsrk orderfEan only have a single priority.
Therefore, if the original task description has one priority and the specialization has
a different one, the work order will take its priority setting from the specialization.

A task specializatiosan be used wherever a task can. For example, you can schedule a
specialized task in the same way that you schedule a basic task. Similarly, you can
create a specialization of a specialization.

In theTasksviewer and other viewers, tasks and speciabnatare shown using a map
similar to a location map. Specializations are shown under and indented from their base
tasks.

Task Work Description

The most important part of a task record is/srk Description section. Thiss where
you describe the planned maintenance work that should be done. This might include
stepby-step instructions or a checklist. It might also specify tools, safety equipment,
and anything else that might be of use to the person doing the work.

[J To begin creating a new task:

1. Inthe control panel, go tdnit Maintenance Plans| Tasks.
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2. Click New Task This opens a window where you can create the task record.

3. | nCodeo -, enter an identification code for thask.
4. | nDegtriptiono- , enter a more complete description of the task.
5. | nSulijecto®, enter a subject line for work orders based on this task.

6. IntheWork Description — section of the task record, enter complete information
on the work to be done. Yo use standard Windows editing techniques to fill in
the section (e.g. copy and paste).

7. Click Save® to save the record (but not close it).

Note: T h Subjectd f i el d i s not mandigrequairedsinwork ja t as k |
orders. Therefore,alloyur t as ks Sebjectou I1di nheasv es oi t haf wor k o
created successfullglf you use task specializatioreither the main task or the
speciali zati Bubjeceh d uline . h dSabgedoa tifi nheasv,e Mai nBos s
us e s Subjece i theospecialization.)

TheDetalils section contains a number of other fields that may or may not be useful for
a particular task:

Work Duration : The number of days that the job is expected to take.
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