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Introduction
Welcome to MainBoss Advanced

Thank youfor licensingMainBoss Advanced You 61l | find it provides

you need for managing your organizationos

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

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

Documentation conventions

This guide uses the following documentation conventions:

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

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

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

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

me



MainBoss Concepts

This section explains a number of concepts that underlie MainBoss. It does not describe
the fine details of using the software, but looks at how MainBoss is organized and how
you can adapt that organization to the work you do.

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

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

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

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

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

confusing f different records have different identifiers.

Unit: A unit is anything that might require maintenance.

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

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




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

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

small er ones (e.g. AfDepartment store,
east secti on o, orkarshhve s dearerndpa obwherd td a t
go when theyore sent to fix a probl em.

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

mot or 6s maintenance independent|
youdre | ikely to move such motor
care aboutthemoor 6 s past mai ntenance hi
the motorasaswbni t. Ot her wi se, the motor
as a sulunit.

Request:A request (or work request) reports a problem.

Requests arefien based on complaints from people outside the
maintenance department. Requests provide preliminary information
about the problem such as the location of the problem, the name of the
person reporting it, the date/time the report was received, and a brief
description of the problem itself.

Since problems may be reported by +maintenance personnel, requests
are designed to be simple enough that anybody can fill one out.

Work order: A work order is a detailed description of work o be done.

Work orders are designed to be filled out by maintenance personnel. In
many organizations, work orders are written up by maintenance

managers, then issued to the peopl e

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

General Principle: Requests descrilgoblemswhile work orders descrilbsolutions




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

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

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

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

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

For example, a unit maintenancampimight describe regular oil changes

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

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

timing might be fAevery three months or

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

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

While many MainBoss customers will only have one maintenance

organization, some may have more. For example, conspteparty

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

from all clients.




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

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

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

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

storeroom and can track the contents toersmke the truck has

everything it needs.

Expense CategoryA way to label costs on a work order.

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

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

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

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

CostCenterA way of associating MainBoss costs wi
accounting system.

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

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




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

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

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

When all specified goods and servicesraceived, the purchase order is
closed.

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

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

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

current user section of the control panel.

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

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

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

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

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

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




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

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

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

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

Security Role:Set ti ngs that determine what you can

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

Important: Your security roles determine what you
example, if you arenodot permitted to |[see a c:e¢
wonoét be displayed 1 n Miatyou8e sngounvscreendogyws . Ther
differ from the pictures displayed in this guide.

The MainBoss Control Panel

Heredbs a typical picture of the programbs me



E SecureFacility - MaiﬁBuss Maintenance Manager EE '

Session  View Actions Help

View MainBoss Status

Mew Version

In Progress Database 1.0.6.39
Closed
Print Last backup

Requestors Backup file

= ﬁiﬁr@sﬁ Requests Purchase Orders

History MNew 38 Draft 1

Status History
- \ork Orders In Progress 9 lzsued 0

+-nit Maintenance Flans Work Orders

+- Units
I feme Owerdue 2

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

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

Refresh

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

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

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

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

Whenever you select an entry in the control panel, #teofehe window changes to
show information about what you selected. For example, if you \dlicik Orders in
the panel, the rightand part of the window changes to show information on work
orders.

We recommend that you maximize the main window soNfaamhBoss has the most
possible screespace to display information.

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as
<Ctrl+C> for copy and<Ctrl+V> for paste. You can also uséab>to move to the



next field inawindow;iy oudére filling out a form, you ca
another rather than using the mousehift+Tab> moves backward to the previous
field.

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

View Options: TheView menu provides options that control how informat®n
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 sedion, even if you were just
looking at that section). If you were looking at a report window, you will see all
sections of the window.

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

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

[0 Change Active Filter Thi s i tem | ets you change the def
work orders and purchaseders. For example, you can specify that these records
should only be considered active if their most recent history record is less than a
year old. For more information, séee Active Filteion paje 14.

Coding Definitions: The Coding Definitions part of the control panel deals with
information that doesndt change very often.
priority (urgency code) to evy work order. Once you decide what priority codes your
organization will wuse, you probably wonodot cl
codes undet€oding Definitions.

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

Identification Codes and Descriptions

Every record has an identification code. This code has different names in different types
of record® forexanp |l e, wor k orderNambaroewhdbkati hvedtbyy



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

Most r ec or dBescaptiosco lthitdes is oftan used to expand on the ID

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

equipment.

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

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

reduces the softwar eosdataineffectiveways o or gani ze ¢

Table Viewers

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

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

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

-10-



Table viewers usually have two sections:

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

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

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

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

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

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

Hiding the Details for a Selected Record

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

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

¥

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

-11-



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

Deleted Records

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

[ If the word isActive , lists of records displayed in the wond only includeactive
recordsThi s means that the window only shows
For requests, work orders, and purchase orders, it also means that it only shows
records th®@8ty ardé atid ¢ c e mt 0 essthand00idays ir ecent 0O
old; your MainBoss administrator may useéministration | Company
Informationt o change what (Notethatih rere eases, defeecc e nt . 0
records sometimes have to be shown in ordersjplaly undeleted ones).

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

E MainBoss Full Demo - MainBoss Maintenance MaEer -IEum

Session  View Actions Help

View Vendors

r

Code Description Deleted on

All Hooked Un Electr .

Amytown Factory Sup._..

Dodecahedron Tires

(General goods and m...

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

The llluminati Store

b4 [ Enable Filter

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

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

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

Note: You can change which res count ag\ctive . For more, seéhe Active Filter
on pagel4.

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

-12-



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

will be restored to the active list.

Records That Refer to Deleted InformationWh en you del ete a record,
that other records still refer to it. For example, suppose a worker leaves your

organization so you delete that person fromryomployeesl i st . That wor ker 6s
will still appear in old records (e.g. work orders that the person worked on).

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

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

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

Table Filters

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

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

could set up a filter on thé&/ork Orders table saying that you only want to see work

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

starting today.

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

work orders whoséSystend HVAC MainBoss would then filter out nedVAC unit
records, so that the table viewer only displays HVAC units.

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

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

= Edit ltem Filter

[=]] [Starts with =] s

Add Filter Condition Lpply Filter

-13-



This indicates that you only want MainBosstodisgl i t em r e@oded dsi evhad s e
starts with the letter B. Once you enter this information, clickih@y Filter button.

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

the tablebds wusual st at/AgpplyHittrank out the checl

The filter setup window contains the following:

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

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

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

the specified conditions. FReguestssx amp | e, s
table.One condition specifgethat 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 dick this button, MainBoss immediately filters the table using
the given criteria. Note that the table does not get filtered until you click this
button.

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

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

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

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

displays.

The Active Filter

Theactive filterdetermines what counts Astive in the request, work order and
purchase order tables. In other words, it determines what a table will display when the
wordActve appears i n t he-handcbrhee6s bottom right
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To set your active lier, go to the/iew menu and clickChange Active Filter. This
opens a window that contains the following:

Show only records less than thismanydaysald You can set this
a number. If you do, requests, work orders and purchase ordeosilyibe
consideredictive if their most recent history record is less than the given
number of days old. For example, if you set the value to 400, the only active
requests, work orders and purchase orders will be ones whose histories have

f

e

changedinthpast 400 days. Typically, this mear

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

Showonlyrecordssincer You can set this fieldds va
requests, work orders and purchase @aell only be consideredctive if
their most recent history record was created after the specified date. For
example, if you set the value danuary 1, 2009 , the only active requests,
work orders and purchase orders will be ones which have had sowity acti
since that date.

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

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

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

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

Editors

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

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

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

State Status Effective Date
Curgeg

timated Completion Date
! isiness Phone
Requestor ) €

Unit|
[] Use access code from unit

Access Code |

Request Pricrity |

Description

Comments

Select for Printing

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

0 Reado nl y f itleelchdrgedcTaay 6an be recognized because thegtare
surrounded by a black bordere. In the picture above, several fields are realy.
For exampl e, Curreeto f i ie hBEstsnateddConipletien Dfate
are all reaebnly.

[0 Some fields can only be edited at certain times. For example, some fields on a
purchase order candt be ¢ harsguingtheonce t he p
purchase order implies that the purchase order is ready to be sent to the,aatpplier

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

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

accounting record to correct any mistakes in an old one.

1 As shown aboveeditor windows have several buttons containing the \Barg:
Save Just saves information youdve entered.
Save & Close Saves the information and closes the window.

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

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

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

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:

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

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

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

Receive Acknowledgements
Comments

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

Active

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

options. For exampl e, Reduestp uf icedliad,k ¥ dud&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 rguestor ecord, whileView lets you look at the record

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

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

dondt already h avRefreaimets ggqu ppdateghe dragtwe lisr e c or d .
of Requestorsto show any changes since you first opened the current window.

If you want to delete (clear) thevalleat 6 s currently shown in thi
click on the fielditself and choos€lear. (With dropdown lists, theClear option only
showsupinnomandatory fields; you canédownc!| ear t he

' i st once i tueslthbugheyou canigiveahe fiel a differdent value.)
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Errors

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

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

Quoted Pricing | |¢| | | |§

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

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

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

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

Order Line Text | |

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

Active

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

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

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

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

Database update failed with a concurrency error

Browse Conflicts | Previous C-unﬂldl Next Conflict

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

An Update error has occurred:

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

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

0 The first column shows the recordobds values

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

[0 The third column shows¢h new val ues youbve specified y

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

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

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

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

of these you want to change.

Reports

Reports can display and analyze your maintenance information. Manynseatibe
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 optionsdr the report:
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- MainBosz Mai
Session  Miew Actions Help

Work Order History Report

A
Eg
31

1 Current State
1 Current Status

m
o
3
B
ih

| Purchase Yendor

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

(=1

E
g
P

1 Unit Location

=
=,
-
=
E

.
y
:
=

) ‘work Category

Sort by
i@ Current State Date

() Duration

1 \work Order
Sort Direction

@ Ascending

(7) Descending

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

Report Sections

The window associated with a report organizes options into sections. Different reports
have different sections, but here are the most common:
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Grouping, Sorting or Grouping and Sorting: Lets youcontrol how the report is
organized. For example, suppose youbre pt
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). As 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 aher criteria. With work orders, for
exampl e, yoStartOaecd $o0he dptié eBndbatep ob begal
(the date each job ended), by work order number, and so on.

Filtering : A filter lets you selectwbih r ecords you do and donot
For example, you might want to restrict a report on units to units in a particular
category. Filter sections let you specify such restrictions.

ThegFiltering section lists a number of checkboxes; each iscested 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 restricthe 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. F ovork oederaumpdrangd i f 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 specit he end of (Tdoe |r arege Yioru tclhaen 16 €
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 selectea\ u e . For examprbned, ainfd you set
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fiTod0 W@00000006, the report will only give you information about that
work order.

Note: In ranges (and lists in general), MainBoss only sorts information in numericjorder
if all the informaton is numeric. If the information can contain both letters and
numbers, then MainBoss sorts all of the information in textual order. This means | for

example, that the valu@E 1 sortsbeforel06 anything that starts with sorts before
anything that startaith 1.

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

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

" 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
closeghe 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 windowand 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 printed, #uedfonts to

be used. Depending 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 youdd
actually printed the repbon 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.)

Filtering on Locations and Units: Various reports let you filter by locations and/or
units.In general, if you use a filter to select onarare locations, 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).

Howeve, when you filter on locations, the filter window offers you the opliooation

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. Similarly, 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 previe may take some time. (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,
S upp o s dookng at & prewiew of a report about work requests; meanwhile,
somebody el se at your company creates

automatically added tdgouthdveto dicddRefeesht youdr e

first.

ExportData:Ex ports the reportdos data in XML
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 usefubf embedding in Microsoft 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 Prevew 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 dhePreview section

_=| 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 damment map, the preview changes to show you that er]

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 thetotal number of pages in the report. You can go to a speci
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 Repa button: Goes to the item that contains the currently selecte
it em. For example if youdre | ook
goes to the beginning of the containing section.

Stop button: Stops MainBoss processing the report. You rigktthis if
Mai nBoss is preparing a |l engthy
the report after all.

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

Print Layout buttonSwitches the idplay tolayoutformat. 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 paps, s
margin size, and other printing information.

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

Once you specify what type of output you want, MainBoss will open a
window asking you to specify a file wieethe exported data should 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 produce 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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100%

Select For Printing

Scale: Catrols the scale of information displayed in the

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

Searching: To searcbifinformation in the 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. Cliatkedgh Nt
goes to the next occurrence of the same text.

Requestswork ordersand purchase orders have a checkbox latigdelct for
Printing . The purpose of this is to sinifglthe task of printing a number of newly
created records in a single print run.

For example, suppos®eur helpdeskcreats a number ofequests every dapy
default,Select for Printing is checkmarked in every newquestTo print allthe new

requestsgo toRequestq Print, go to thetiltering section, and checkmafkelect for
Printing i n ReywestHiterso o pt i o Bnshle Fi{teCih thecrdsulting

window.)

This tells MainBoss that yowant to print alllequestsvhereSelect for Printing is
checkmar ked. Once requestsyowcarpclick thelleardSelect fdr
Printing button @t the bottom ofhe window for printingequests This renoves the
checkmark frontelect for Printing in all requestsThe next time you ask to print

Select for Printingrequests y o u 6 | Irequests createafteriyon tlickedClear

Select for Printing.

A maintenance department might dedidgrint off requestat the end of each day.
During the dayrequestsre created witlselect for Printing checkmarked. At the end
of the day, you print alequestsvith Select for Printing checkmarked, the@lear
Select for Printing on allrequestsin this way, you only have to make orezgjuest

print-run per day.

The same principle applieswwrk ordersand purchase orders. When a new one is
createdSelect for Printingi s checkmar ked. w@kotderory oudve pri

purchase order you can us€lear Select for Printing to remove the checkmarks and
start over again with no records waiting to be printed.

Note: Suppose you usé&/ork Orders | Print to prepare a report of all work orders that
haveSelect for Printing turned on. Then suppose that you spend some time previewing
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the report before you print it out. Finally, you cliCkear Select for Printing. This

turns off Select for Printing onall work orders, including any that were created while

you were previewingtneeport . The report wono6t include 1
(because they were created aft eSeledtfore report
Printing anyway.

This demonstrates that you shoutledtmadt | eave ¢
Asel ect for print i QepoSelecefqr Brinting. Bhashma he t i me vy«
principle applies for requests and purchase orders.

Interrelated Records

MainBoss records are eft linked to each other. For example, a record describing a
piece of equipment might have a link 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 p pagnterthat MaidBossaan follow in order to find related information.

If record A links to record 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.

Now suppose youodre creati ndgerdace@@mwactiauni t recor

section. I f you ihtavrem®ddr d/,et NeswsSarleded < éree tumat t
Contract button in theService Contractssection is disabled. Why? Because the unit

record doesnét exist until you save it. I
before the unit record was savekthe 6d be not hing to | ink the

For this reasomlew Service Contractstays disabled until you save the unit record.
After that,New Service Contractis enabled and you can use it to create a new service
contract.

Note that if youhold the cursor oadisabled\ew button, a tooltip will explain the
situation.

If this seems confusing, just remember thisrulé: youdre in the middle
new record, MainBoss may not let you create a connected record until you save the
first record.

If you find that a\ew button is deactivated, saving the current record will usually
activate the button.
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Accounting Facilities

MainBoss lets you keep track of various types of costs: the amount you pay for
equipment, materialsutside contractors, etc., and the amount you charge 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 eiparsed
with an accounting package.

Mai nBossds accounting f a c-to-tay dperaiens, aortteat i nt e n d e
workers using MainBoss dondét have to know wl
expenses. In order to make this possible, someofi a mi | i ar wi th your org
accounting practices must set up a number of definitions that workers can then use.

For a complete description of how to set up
Configurationguide. The description here is oy overview of the basic concepts.

Mai nBossds accounting facilities generate a
based on your general ledger accounts. However, there is currently no direct method for

using these records in conjunction with @aegounting software package. You will have

to export the information from MainBoss and process it into a format acceptable to your
accounting package.

Mai nBossds accounting facilities are based ¢

(1 Cost Centerslf you have licensed the MainBoggcounting module, you will be
able to define cost 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 costrders all corresponding to a single general ledger
account. This makes it possible to have detailed cost breakdowns for your
department 6s purposes, even I f such detail
organization as a whole.

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

You can create a single cost center namMatérials  for that ledger account.

However, you might decide to create multiple cost centergldatrical

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

corresponding to the same single ledger account. This lets MainBoss give you a

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

If you have not licered the MainBos#ccounting module, MainBoss hides all
references to cost centers. Therefore, you
wonobét see them used anywhere in the softwa
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(1 Expense ModelsAn expense modes a type of MainBses record that describes
how youdre going to fAcost outo a particul 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 dieatsiin. As
another example, organizations that receive government grants may have 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
job. You should have a separate expense model for all the different expense
reporting formats that you may have to use.

[J Expense CategorieEach expense model has a set of associated expense categories.
These are the categories that esused to classify expenses in this particular
situation. You might have categories like

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order ,typeafu | ook at
expenseis hi s?0 You choose the expense categor
categories 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 indicatesdhea EEiger

account that should be used for that expense category within that expense model.
Linking an expense category to a cost center is callexkpense mapping

As an example, suppose that a property management compaesg tveaseparate
general ledger accounts for each tenant: one for labor expenses 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 00004
TenantC Labor 00005

TenantC Materials 00006

For each tenant, you create an expense mdeed#ntA 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.

-29-



Whenever you create a work order, you havastign it an expense model. Suppose

youdbre doing a job for Tenant A. You | ook at
there is one especially associated with Tenant A; you therefore assign that expense

model to the work order.

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

only two:Labor andMaterials . Therefore, you just have to assign one of those two
categories to each expensetioa work order. If you have thccounting module, this

also associates a cost 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 Whichmo&| do we use (what general approach w

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

Expense categories may be restricted to certain uses. For example, you might specify
tha 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.

Default Accounts: The MainBoss accounting facilities let you separatee@penses in

a sophisticated way (e.g. if you keep separate accounts for each tenant). If your needs
are more simple, MainBoss has default expense models and expense categories that you
can use, with or without modification.

| f you donodt atalgustdisedhe default eXpense gnodel for all work
orders. Choose the default expense categories for every item on the work order.

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

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

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

Corrections

Some editors have@orrect button.Correct is used to make corrections to information

that has already generated accountiagsactions (e.g. records of actual costs on work
orders). To maintain an accurate audit trail
existing accounting records. Instead, you have to createomactionrecords which

add or subtract from previousometary values.

-30-



On a similar principlephysicalcount ecor ds resul ting from t
their numbers altered once the record is saved. Instead, you hebié (icancel) a

physical count, then record a new count. Again, the pointpseteent numbers from

being fudged you always leave an audit trail.

Security Roles

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

Security roles affect what a user sees:
particular type of informationhat 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 i nformation is blank becaulse
permissions, move the cursor to the blank; MainBoss will tell you what security rdles

will give you permission to see that information. Similarly, if a ot disabled, movg
the cursor to the button; MainBoss will tell you what security roles will allow you t¢ use
that button. Note, however, that in some cases, information will disappear entirely (e.g.

aki

you

n

"~y

(

sections of recor ds |oasetyouwmaymd eventkeowthas pl ayed)

something is missing.

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

(1 He or she will need to create work regtsedescribing problems; that requires
Request permission.

[ Help-desk personnel also need a small amount of information on work orders (so

that they can tell a client, AYour worKk

suggests th@vorkOrderSummary securityrole.

(] TheuUnitSummary 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 whatleskppersonnel ar
expected to do, and on your organizatio
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The Configurationguide offers suggestions on which security roles are appropriatg for
various duties within a maintenance organization.

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

In such a grouping, some roles automatically include others. For example:
(1 WorkOrder automatically includes all the othedes in the grouping.
[J WorkOrderView automatically includegvorkOrderSummary .

For this reason, ther eoOWokOrder gndi nt i n giving
WorkOrderView (for example), becaus®orkOrder automatically includes all the
permissions ofWorkOrderView .

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

a simple name automatically includes roles of the same name with extra words (e.g.
PurchaseOrder automatically includeBurchaseOrderView
PurchaseOrderSummary , andPur chaseOrderReceive ).

CostRelated Security Roles

Only a few security roles allow users to see monetary values. For example, the
AccountingWorkOrder  role lets a user see the actual costs of materials ¢buelor)
on a work order.

Someone with th&/orkOrder security role but noAccountingWorkOrder  will be

able to create work orders but will not be able to see or specify material costs on the

wor k order. For exampl e, vyaparticlldr spdrecpara bl e t o
on a job but you wondt know how much the pal
costs if you have thaccountingWorkOrder  role (or some other accounthinglated

role). FurthermoreiccountingWorkOrder 1 s ndt s u élaborecasts;fotthat, 0 s e

you needAccounting  or AccountingView

I f you dondt hcacvoeu matni magp psreocpuriiattye raol e, you ¢
monetary values. However, MainBoss can enter monetary values for you. Loosely

speaking, if you record thdbe Smith worked five hours, MainBoss can calculate the

cost of that work based on Joebds salary, eve
is.

More specifically, when someone creates a demand for labor or materials on a work
order, the person craéad the demand has a choice of three options related to the actual
cost of the labor or materials:
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Current value calculation: If you choose this option, you tell MainBoss to
calculate costs based on the current value of labor and materials.

For materialsMainBoss checks its inventory records and determines the historic
cost of the materials used; it uses this cost as the actual cost of the materials. For

example, if you specify that a particular job uses a quart of oil, MainBoss

determines the cost ofcuart of oil from its inventory records. That cost is then

used as the actual cost of the oil used.

For labor, MainBoss checks its labor cost records (hourly inside, per job inside,

hourly outside, per job outside) and uses the costs specified in tbosgstd-or

example, if you specify that employee Joe Smith worked five hours, MainBoss
o deter
t he ac

checks its hourly inside records t

uses that hourly wage to deter mine

Demand esimate: This is similar toaCurrent value calculation except that it uses

costs as they were at the time of the original demand rather than the time the

actual materials and labor were recorded. This makes a difference, for example,
i f a wor ke rchangehbetwaen tiye timveaoftike demand and the time

that actual hours are recorded.

Current value calculation andDemand estimateare useful in situations where costp

can be specified by the person who creates the original demand, but not by the person
who eventually records actual labor and material usage. This might happen wher] work

orders are created by a dispatcher who has thewalg®rder and

AccountingWorkOrder , but then the work orders are closed off by workers who pnly

have theNorkOrderFulfillm ent role.

Manual entry: When this option is specified, the person who records actual costs

must haveAccountingWorkOrder ~ or some other accounting role that allows

costs to be entered directly. I n this <ca
same calalations agCurrent value calculation or Demand estimate or may
manually enter some different cost.
Note that these options speaifgfaultsto be used in situations where the person who
records actual | abor and ma tpecifyicosts. Ifthes age doe

person recording actual usage has cost permissions, that person can override the defaults

if and when desired.

Costs on Reportsin every report window, th&dvancedsection has uppress
Costsoption. This tells MainBoss not to ptiany costs that would normally appear i
the report. This option is always &n
related security role.

)
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Assignments
Requestswork ordersand purchase ordecan be assigned to people. Someone
assigned to a record is calledassignee

Typically, you assign someone to a request if that person has some interest in the
request. People who might be assigned to a request include:

(1 The requestor
(1 The person who received the request from the requestor (e.gldskpersonnel)

(1 Whoever is responsible fgeeing that the request is handled satisfactorily (e.g. a
maintenance supervisor)

Similarly, you assign someone to a work order if that person has some interest in the
job. People who might be assigned to a work order include:

[0 The requestor
[0 The dispatchewho created the work order

[0 Whoever is responsible for seeing that the work is done (e.g. a maintenance
supervisor)

[ A bookkeeper or accountant who has to keep track of work expenses

Any worker who appears in a labor demand (inside oraeitsiourly or per job) is
automatically an assignee for the associated work order (provided that the workef is on

the |Iist of recognized Work Order As|signees)
explicitly i Assidnbesectiomr k or der 6s

You asign someone to a purchase order if that person has some interest in the purchase.
People who might be assigned to a purchase order include:

1 The vendor

[0 Whoever created the purchase order

[0 Whoever will receive materials specified on the purchase order

[ A bodkkeeper or accountant who has to keep track of purchase expenses

Di fferent organizations wil/l have different
record. For example, an organization might choose to assign requestors to requests but

not to work ordes. Similarly, helpdesk personnel might be assigned to requests but not

to work orders associated with those requests.

Your Assignments When you run MainBoss, youoll see t
entry labeledAssigned to currentuserlfyouexpand hi s entry, youdl !l se

(@}

O In Progress Requests
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O OpenWork Orders
[0 IssuedPurchase Orders

These tables lisictiver e quest s, work orders, and purchas
assigned. In other words, yo#issigned to current usersection lists the requestwork
orders and purchase orders that youdre most

The Assignment Status Display

The Assigned to current use entry of the MainBoss control panel displays information
on requestswork ordersand purchase ordeassigned to you.

[0 For requests, the window displays the number of new requests and ther rodinmb
progress requests assigned to you.

[ For work orders, the window displays the number of draft work orders and open
work orders assigned to you.

[0 For purchase orders, the window displays the number of draft purchase orders and
issued purchase orderssagyned to you.

TheRefreshbutton in this window updates the numbers to reflect any recent changes
made by other people.

-35-



Online Help

While you are using MainBoss, you can obtain help in a number of ways:

1.

If you point the cursor to a dafield and leave it there for a moment, MainBoss will
display atooltip (a small yellow box) explaining what the data field is for.

If you press thecF1>key, MainBoss provides full documentation about the window
youobre |l ooking at.

The MainBbssHelpmenupr ovi des access to MainBosso0s

[0 Help- Contentsgives you the table of contents for the help files.
[0 Help- Help Index gives you anndex of important terms.

Online help is displayed using your web browser (for example, Internet Explorer or
Firefox). If you want a prinbut of any online help page, just use the print facilities of
your browser. This is usuallyRxint button near theop of the table viewer window.
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MainBoss Sessions

A MainBosssessiorbegins when you start the MainBoss program and ends when you
quit the program. MainBoss sessions are controlled througbetbormenu.
Maintenance Organizations

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

E Select MainBoss Organization

Session  Help

Mairtenance Organization DataBasze Server DataBase Name Start Mode

MainBoss scriniumisglexpress MainBossDemo MainBoss

MainBoss 3.2 Demo scriniumisglexpress MainBoss32Demo MainBoss
scriniumisglexpress MainBoss
SCriniumisglexpress

’ Open Organization IE] [Mcl Ewisting Organization JE] [ Edit organization ] ’ Set Start Default IE] ’ Remowve from Iist] ’ Upgrade ]

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

where you can specify what organization you want to use:

E Add Existing Crganization EE '
- Add an existing maintenance organization to the list
Database Server [ | Gl
Database Name | | Gl
Organization Name | |4
[] Make browsers smaller by not showing details for selected record by default
Default MainBoss mode |MainBoss =]
K || Cancel

During the MainBoss installation procesepuy 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. CIioK when finished.

When you add an organization to your list, the new addition @atically 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.
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Changing to a Diffeent 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 may negdtth 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
organization fom this list, then clickDpen Organization. MainBoss will open the
corresponding database and you can begin working with the associated data.

Quitting MainBoss

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

Note that 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.
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Locations and Contacts

This chapter discusses the most impdrtahles in MainBosg:ocations table and
Contacts You use these tables in almost every aspect of your work with MainBoss.

The ConfigurationGuide describes how to set up yaacations andContactswhen

you first install MainBoss. After initial setp, some organizations may not add new
locations or contacts very often. However, other organizations may add locations and
contacts frequently, so this guide provides full details about working with these tables.

Locations

The Locationstabe lists all locations that are of interest to your work. Examples
include:

[ The building sites where you perform maintenance operations

[0 Home addresses of your personnel

[ Business addresses of your suppliers

[ Any other addresses 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, youiLocations should list all the buildings covered by your
maintenance operations. Almost everything you do with Blaés 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 spare parts, you have to tell where tharpastsred.

Her e 6 s Lacatmnstalge: 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 address, as in a college campus). Wherrgate a postal address
record, you specify all the usual address information (street address, city, state or
province, etc.).

[0 Sub Locationsvhich are locations inside other locations. When you create a sub
location record, you spi#g 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 sub location dfloor 1 which is a sulbocation ofOurBuilding . You can
organize your locations and sub locations in any way you like.

Notice that MainBoss depicts locations usirtgeg picture similar to the way that
Windows Explorers shows folders, subfolders, and files. This makes itcesesy
which locations contain which sub locations.

Postal Addresses

Herebs a typical example of a postal addr es:

E Edit Postal Address : MainBoss College

Details |Corrtacts I Urits | Storerooms I Temporary Storage and ftems
Code |MainBoss College
Description |Co||ege Demonstration
Address Line 1 [567 Any Street
Address Line 2 |
City [Aryvile
Territory |

Country |
Postal Code |
Map Coordinates |43.4ﬂ339’ North, 80.47662° West

Comments

m Save Save & Close

As shown, it contains 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...

-

(e Pent Arss | [ Hew b Lot | [E61][+] [Showonro | (Dot (] [Rtesn) [ Seme ]

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

2. In theView section of the table viewer, clidkew Postal Address- . This opens a
window where you can enter information about the location.
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E MNew Postal Address 5 x

Details |Carrtac:ts I Units IStorerooms Temporary Storage and tems
Code | _
Descriptionl ®
Address Line 1 |
Address Line 2 |
City |

Territowl

Country |
Postal Code |

Map Coordinates |

Comments

[Save&ﬂm] lgave] lSave&CI_{:se] ICI{:SE] lShmanmap]

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

3

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

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

. Click Save & Close to save the informatioand close the window.

|l f youbre t
i nf ormati on
address.

in a | ot Safe&Ppewsotsavéth¢gad dr es s
ve just typed, then |[set wup

y n
u

o Q

p i
y o

A postal addresCommedso of dekcdnt ¥onscanfiuse thi
any information that isndét covered by the o
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 yatwntactslist (discussed later in this chapter).

When you first start setting up MainBoss, t
automatically wheryou begin recording contact information.
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As a special feature, MainBoss makes it easy for you to use Google Maps to spe
fiMap Coordinatesd . Fi rst, use Google Maps to

Cify
find

position; make sure to click on the positiorthe Google Maps display so that the map

is centered on the storeroom. Then copy the full URL from your web browser and
it i nMapCobrtiretesd fi el d i n MainBoss. Mai

paste
nBoss

and latitude from the Google Maps URL.

SubLocations

A sub location is contained in another location. Sub locations can contain their own sub

locations.

To create a new sub location record:

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

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

E Mew Sub Location EE‘ '

Code |

—_

Description | -

Map Coordinates |
Contained \within |ﬁ MainBoss College ®)

Comments

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

2. | nCoded -, enter a short identification 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.
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Not e Cortamed Withind 1 s -dawndist. oo usually fill in the value by

clicking the first arrow, which displays yocurrent locations. However, you can also
click the fA. .. 0 l(owatonstable) dribyscicking thelasyaorawr f ul |
(which offers you a menu of options for filling in the field).

Contacts

TheContactstable containscontat i nf or mati on f or every persa
your maintenance work. This includes maintenance workers, other personnel in the

company, outside contractors, suppliers, clients, customers, and anyone else whom you

may wish to contact.

When you recordnformation about a contact, you may specify a locdbomhat

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 associated with each store; the

location associated with each such contact is the store itself.

You can create an approgie location record before you start creating a contact regord.
Alternatively, you can create a location record as needed in the middle of creating the
contact record.
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[1 To create contact records:
1. In the control panel, go tGontacts This opens th€ontacts table 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 contact information:
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E MNew Contact

Details | Roles | Units |

Mame l -

Business Phone l
E-mail |

Home Phone l
Pager |

Mobile Phone |
Fax l

WEE Page |
Location | ®
Comments

Save&ﬂewl §ave| Save&CI_nsel Clnse_l

3. | nNarled-, enter the personds name.

4. | nLocationo®, speci fy the peingaoenttysntheocati on by
Locationst abl e. (I f vy aacaticherecdrd for this perstnaciiclk thea
i.. . 0 blLodattomn fTdri sh opens a window where you
location record.)

5. Fillin any of the other fields for which you have apmiate information.

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

-47-



Requests

This chapter is only relevant if you have licensedMlagnBoss Requestsnodule. If
you do not have a license key for this module, the control panelatilantain entries
related to requests.

This chapter outlines the usual sequence of events in dealing with a problem report

received from outside the maintenance department. Such a problem reportlia calle
requestor work request

What is a Request?

A request is a description ofpoblem Here are some situations that might initiate a
request:

1 An office is too hot

[ Atap is dripping

[ A piece of equipment has stopped working

[ A piece of equipment is squeag

[0 A parking lot has a pothole

Often, such problems are reported by someone outside the maintenance department.

Problem reports usually come in by phone-onal.

Requests vs. Work Orders:A request specifiesaroblem a work order specifies a

solutonn. Roughly speaking, a requestthemi ght

atiumd, whi l e a wor k or de rO-wattbglhftom Starexcore
101 and replace the buratit bulb inthe entrance atriumo

Requestors

Theperson who submits a request is calledrégriestor Some maintenance

departments only accept requests fiauthorizedrequestors; others will accept requests

from anybody.

If you only accept requests from authorized requestors, the names of suclorsques
should be listed in youRequestorstable Coding Definitions | Requestg

Requestory. TheConfigurationguide explains how to set up this table. In-tagay
operations, you just have to select arstaxg requestor from the table whenever you
create a request.
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Codes Used in Requests

Requests use codes to provide information. For exampdeuast priority codean
indicate how urgent a particular request is. The codes include:

Request priority codes
These can indicate how urgent the request is. Specifying a priority code is useful if
a request is more urgent than wusual (or if

Access codes
These indicate any restrictions on access to the work area or when the job can be
performed. For example, if a location is only accessible during normal work hours
or if a piece of equipmeshould only be serviced on weekends, the restriction may
be specified using an access code.

These codes are set up usihgding Definitions | Requestg Priorities andCoding
Definitions | Access CodesFor more information, see ti@onfigurationguide.

Request States

A request can be in one of the following states:
New: The request has been created is waiting for attention.

In Progress Maintenance personnel have marked the request as being iegs.0g
This is often used when requests have been submittednlayl @sing the
MainBoss Service module Request and MainBoss Serviam pages9). When
you | abel a request as Ain progresso, Yol
that the request has been received and is Ipeotgessed.

Closed Typically, this means that the work is finished and the problem has been
sol ved. However, request s vadeddif al so mar ke«
maintenance personnel have decided to reject or cancel the request.

Each of these states has its own table viewer. For exaRgeesty New lists new

reques ones that are waiting for attention. Th
runningthe MainBoss Servicemodule, which automatically creates new requests based

on incoming email. Requesty New shows you new requests created by this automatic

process (as well as other requests created by hand).

Since the maiiRequestsable showsll ofy our r equest s, itds wusuall
specific request if you go to one of the singlate tables.

Creating a Request

To create a new request, you begin at the control panel en®Rgfprests
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I MainBoss Full Demo -

Session  View Actions Help
View Requests

MNumber Requestor Subject
/R 00000001 Elizabeth Bennett Tap is dripping

£ [7] Enable Filter

Details |Assignees | E-mail Request | Work Orders | State History|
Number WR 00000001
Subject Tap is dipping
State
Current New
Estimated Completion Date
MName Business Phone E-mail
Reguestor Elizabeth Bennett h55-234-9937 ebennett mberton. uk
Unit Washroom - Women's @ Arts Building @ MainBoss College
Access Code
Request Priority
Description Tap has been dipping all day

Effective Date
Tuesday, May 11, 2010 3.00:56.45 FM

Comments

Select for Printing

(][] [Fon] [inProgess ] o] (S ] [kt ok i [ Groe ok O [ i RosiotorCommen

User MainBoss User Organization MainBoss Full Dema (Database "MainBossFull Dema’ on server "SCRINIUMNSGLEXPRESS) Active

[ To create a new vrk request:

1. IntheView section of theRequestgable, clickNew Reguest- . This opens a
window where you can create a new request.
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“E New Request

Details |A55igr|ee5 | E-mail Request | Work Orders | State History
||| Number |WR 00000001
Subject | -

State Effective Date
Current
Estimated Completion Date

Name Business Phone
Requestor [ (R) [2jemial J
Unit | °
[] Use access code from unit
Access Code | +
Request Priority | 2

Description

3

Comments

Select for Printing

s

[ Save a New | [ Save & Frint | [ Save & Close | B

N

| nSubjectd- type a brief description of the problem.

3. S e Requiestoo® to the name of the person who subndittiee request.
( Requestod ¢ o me s Reqguestorstabdeulfryour company only accepts
requests from authorized requestors, the submitter should already be in the list.
Otherwise, you cancreaterecd s f or new requeplptors by clic

4. S e Unit@° to the unit where the problem occurred.

| f there are restr i cAccessiCede®d to aededhats s t o t he
describes those restrictions.

6. If this job has a greater or lower priorittyh a n n o rRevadst,Priostge tof
an appropriate priority code.

| nDegtriptiond3 describe the problem in as much detail as you like.

8. ClickSave &Clos€ t o save the information youbve et
the window when the informatiorak been saved.

Working with Requests

TheRequestdable viewer has a number of buttons at the bottom dfithe section.
These include:

Edit: Opens a window where you can change information in the selected request.
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Print : Lets you print one or more requests. 8eating Requesten page4.

State change button: This is a ciabpwn button that offers a number ofiaot for
changing the state of the selected request. The actions available for the drop
down button are determined by what kind of request is selected.

Operations thathange the state of a reque&en opera window where you can

record comments aboubyr action. For example, if yowoid (i.e. cancel) a

request, Mai nBoss opens a window where vy
the request. If you have tivainBoss Servicemodule any comments that you

enter are automatically sent back to the personsubmitted the request.

The state change buttons include:
CloseRequest Closes an open request.

Close Request (With Comment)Closes the selected request, and also opens a
window where you can recormg. a comment a

Reopen Reopens a request that has been closed or voided. MainBoss will also
open a window where you may record a co
reopening the request.

In Progress(With Comment): Marks an opemequest as in progress. Using this
button is particularly useful in connection wiktainBoss Service it 6 s a way
to send the requestor ammail update about the request.

For example, suppose a piece of equipment breaks down. You make a quick
temporarye pair but wonoét -tbrmfixaftilte t o make a
weekend. By usingp Progress you can record whatods go
gets saved in your records; if you hdlainBoss Service it also gets

email ed to the r eque s tthatrsaygthisréqeeste youobdv e
shoul dnét be sent such acknowledgement s
informed, and also record useful information about exactly what happened

on the job.

In Progress Same agn Progress but it doesndmenask you tc
Requestors will still receive anmail acknowledgement indicating that the
request i s now considered Ain progressao
basically just a form letter.

Void: Cancels an open request. You might do this whemequest first comes
in (effectively rejecting the request) or at any point before the request is
closed.

New Requestor CommerntSends a note to the requestor associated with the
selected request, provided that you haveMb@Boss Servicemodule and that
you havendédt set the option that prevents
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acknowledgements. This is similarltoProgress(With Comment), but can be
used any tim@& even if the request has been closed or voided.

Typical Request Life Cycle

To il lustrate how requests are processed,

1. Someone phones your service hegsk to report a problem. Hetiesk personnel
go toRequestsn the MainBoss control panel and cliclew Reauestto create a
new request.

2. Help-desk personnel record information about the problem in the new request
record. Then they clickave & Closeto save the request and close the window.

3. Sometime later, a maintenance department dispatcher geesgjtests| Newin the
MainBoss control panel. This lists all new requests, including the one that the help
desk just made.

4. The dispatcher selects the new request in the table viewer list. Information from the
request is displayed in thattle viewer. The dispatcher examines the request and
determines what ought to be done.

[0 If the request is acceptable, the dispatcher click&ogress indicating
that the request has been seen and accepted. MainBoss opens a window
where the dispatcher caecord any comments about the request.

[0 Otherwise, the dispatcher drops the arrow besidetReogressbutton
and clicksVoid. This rejects the request. MainBoss opens a window
where the dispatcher can enter a reason for rejetttengequest.

The dispatcher typically repeats the above process for every request in the new
request list.

5. The dispatcher next goesf@questg In Progressto review the requests there.
This table viewer shows requeststthave been accepted and marked as in progress.
The dispatcher goes through the list and decides which are ready to be turned into
work orders. (If necessary, the dispatcher may phone the requestor to obtain more
information about the problem.)

6. To turn a request into a work order, the dispatcher clicks on the request in the table
viewer, then clickCreate Work Order. (This is discussed in the next chapter.)
Creating a work order from a request puts the requéstauestd In Progress|In
Progress Requests with Work Orders although the request also remains listed in
Requestq In Progress

7. The dispatcher assigns the work order to maintenance personnel who then do the
work as specified.
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8. When the job is finished, the work order is closed.&xhe work order is closed,
the dispatcher must close the request too.

9. The dispatcher goes Requestq In Progress|In Progress Requests with Work
Orders in the control panel. This lists open requests that have been used to make
work orders.

10. Thedispatcher finds the appropriate request in the list. The dispatcher selects this
request, then clickSlose Request

Request Status Codes

A request may be assignedtatuscode Typically, such a code indicates that the
request requires attention from someone, or that it is unusual in some way.

For example, in some sectors it is common to put requests on hold until someone from
the maintenance department has gone out to wbatya problem actually exists. In this
case, you might give the request a statuswWiéing for verification . This

status indicates that the request requires personal action from someone (whoever is
assigned to verify the problem). Once this actiondess taken, the status code can be
removed and the request can continue with normal processing.

Your organization can create any type of status codes that make sense for the way you
work. To see what codes have been defined by your organizatichpSee)
Definitions | Requestd Status.

You assign status codes to a request by clickiey Requestor Commenin a request
table viewer or in a request record. This opens a window where you can specify a status.
You use the same process to remove an existing status.

Printing Requests

You can print requests from any of tRequestgable viewersRequestg New,
Requestq In Progress etc.). However, the easiest way to print a requdsing the
request record.

-54-



[ To print a specific request:

1. In anyRequestsable viewer, select the request you want to print.

Session  View Actions Help
View Requests

Requestor
/R 00000001 Elizabeth Bennett Tap is dripping

£2 [ Enable Filter

Details |Assignees | E-mail Request | Woark Orders | State History
Number WR 00000001
Subject Tap is dipping
State
Current Mew
Estimated Completion Date
MName Business Phone E-mail
Reguestor Elizabeth Bennett h55-234-9937 ebennett mberton. uk
Unit Washroom - Women's @ Arts Building @ MainBoss College
Access Code
Request Priority
Description Tap has been dipping all day

Effective Date
Tuesday, May 11, 2010 3:00:56.45 FM

Comments

Select for Printing

(] (] [inregoss o] Rotes ] [ Somen ] [kt i Orer [ ootk O | | R Commens

User MainBoss User Organization MainBoss Full Demo ({Database 'MainBossFull Demo’ on server 'SCRINIUMASGLEXPRESS?)

Active
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2. Click Edit =~ . This opens the request record.

Details | Assignees | E-mail Request | Werk Orders | State History |
Number [WR 000D0DD1

Subject |Tap is dripping

State Effective Date

Current Mew Tuesday, May 11, 2010 3:00:56.45 PM
Estimated Completion Date

Name Business Phone E-mail
Requestor | Elizabeth Bennett [=] C==1[»]  555-234-3337 ebennett@pemberton.uk

Unit ||ﬁ] Washroom - Women's @ Arts Building @ MainBoss College

[] Use access code from unit
Access Code |

Reguest Prionty |

Description |Tap has been dripping all day

Select for Printing

“ov | [ Print&Clese] [ In Progress |[+] [Clase ] [ Link to Work Order | [ Create Work Order | | New Requestor Comment |
Active

3. Click Print - . This opens a window where you can specify options for thé prin
out.
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Sort by
@ Access Code
(7)) Access Code
() Current State
() Current State Date
() Current Status
() Ownership
(") Purchase Vendor Categony
) Reguest Number
(") Request Priority

) Unit Asset Account

() Unit Purchase Vendor
) Unit Usage

Sort Direction
i@ Ascending
i©) Descending
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4. Click Preview®. Youdl |l see a pr-euti ew of the reque

E Print Regquest EE |

| Sorting | Filtering | Mvanced| Preview | _
H 4 2 of 48 b b & B - | 100% - ]

= Request Rep -
“e e Request Report

- WR 000
- WR 000

- WE D00

wz NEM1Boss

- WE D00 g

- WE D00

e Demonstration
- WE D00
- WR 000
- WR 000 Effective Tuesday, May 11, 2010
- WR 000 State In Progress

- YWR 000 Requestor Jane Leighbold

- WR 000
- WR 000
- WR 000
- WR 000
- WR 000 Subject Dripping tap in women's wash
- YWR 000 Description Tap has been dripping all day.

- WR 000

- WR 000

:% Monday. June 07, 2010 3:11:33 PM

- WR 000

- WR 000

-~ WR 00D _

VAID e
A4 [ 3 1| 1] [ 3

41

| Preview | | ExportData | | Clear Selectfor Printing | | Close |

5. Click the printer icon to print the request.

To print a batch of new requests, you can usé&thect for Printing featuré® for more
details, se&elect For Printingon page?6.

Request Reports

Request reports provide information about your requests:
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[l TheRequest Listing RepofiRequesty Reports | History) prints out information
about your requests. For example, suppose you want a btiigibgilding
breakdown for your requests, to see which buildings have the most problems. In the

Grouping and Sortingsect i on of t he r e pmtidcationi ndo w,
The resulting report would have a section for each location you maintain.
1 TheRequest StatHistory Repor{Requesty Reports | State History) provides

information abouthe state and status i@quess. For example, suppose you want
information on your open requests. In thgering section, checkmarktate This
opens a window where you can indicate which states you want inghutesl
report:
[ Filter By Current Status |E|E|£_hj ]

" Range of values

+ Specific values

[ Closed

[+ |n Progress

v Mew

Dizable Filter Enzble Filter

SelectSpecific values and MainBoss lists possible states to include in the report.
Checkmark the states you want, the cliglkable Filter. The resulting report will
|l ist new and fAin progresso requests, but

(1 TheRequest Status Statistics Regéttquests Reports| Status Statisticg gives
statistics on how long requests keep a particular status. For example, if you have a
status likewaiting for Verification , this report will tell you how long a
request spent in thataiting status.

Requess and MainBoss Service

If your organization has licensed thinBoss Servicemodule, users can submit
requests by-enail to an automated processiygtem. This system offers several
benefits:

[ E-mail requests are automatically placed into your database files. Your personnel

y O

dondét have to enter the requests by hand.

Many organizations with MainBoss Service have found a dramatic decrease in pljone
calls to the maintenance department. When people can report problemsallythey
dondt wuse t he ph ocamssveringlpbrsosnel forothersvorku p plhone

[ In order to keep the requestor informed, MainBoss Service sendsd e
acknowledgements to thegueestor at various points in the request process. This
happens automatically when requests are
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progresso, when theyo6re cNewRBegudstor and wheneyv
Comment. Requestors ar e haprmey aidenaitemanee t heyor e
personnel are happy because they dondét hayv
what 6s happening with their request.

(1 MainBoss Service lets you specify whosmail requests will be accepted. You list
the email addresses from whichd automatic processing program should accept
requests. Requests sent from other addresses will not be accepted.

Thelnstallation and Administration Guidexplains how to set up MainBoss Service
when you begin using MainBoss.

Keeping Requestors Informed:MainBoss Servicautomatically sends-mail

acknowl edgements to requestors when thereods
This happens when the automatic processing program places the request in the database

and whenewveyou change the state of the request.

For example, when you click thie Progressbutton to indicate that a new request has
been accepted, MainBoss opens a window where you can enter comments. Any
information you enter will be emailed to the requestbie $ame happens if you use
Void to cancel the requestreate Work Order to turn the request into a work order,
Closeto close the request, Breopento reopen the request again.

| f you dondt enter any specifioestcomments at
processor sends oungail messages anyway. For example, when you create a work

order from a request, the processor automatically createsai message to tell the
requestor about the work order. I n many case
necessarg you only have to add extra details if something requires special comments.
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Work Orders

As noted in the previous chapter, a request descripesbéemwhile a work order
describes aolution

To use the features discussed in this chapter, y@sion of MainBoss must have the
MainBossmodule.

A work order may contain any or all of the following information:
(] priority of the job
[ date/time the job should be done

[0 personnel assigned to do the job (possibly including labor costs based on
t he wovagespr s O

[0 length of time the job is expected to take
[0 materials expected to be needed for the job
[0 a detailed description of the work to be performed

Wor k orders arendét just @sheyfalsdpredewega tljel | i ng
history of whatgotdt one. After a job is finisheld, itoés
labor used, as well as any other information that might be useful to remember.

Work Order States

A work order can be in one of the following states:

Draft: The work order has been created and saved, but is still considered easy to
change. You may be waiting for additional information or some sort of approval
before the work order can be finalized.

Open: The work order contains all the information you want and has received any
approvals it might need. l'tds ready to be
remain in the open state until the jgtactually finished.

Closed The job is finished and all information about the work has been recorded. A
work order candét be changed when iitdés cl «
work order, mak changes, then close it again.

Void: The work order was created but it was canceled before it begpare

Each of these states has its own table viewer. For exawiplé, Orders | Open lists

openwork orders. In addition, there is a combingdrk Orders table that lists all

work orders in all states. (Since this can |
orders in one of the other work order lists.)
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MainBoss has various buttoftg changing the state of work orders. These are
summarized below:

1 Void: Change®raft to Void, and also opens a window where you may record a
comment about why you decided to cancel the work order

"1 Draft Work Order_: Changes/oid to Draft, and also opens a window where you
may record a comment about why you decided to reactivate the canceled work

Open: Change®raft to Open

Open Work Order (With Comment) : Change®raft to Open, and also opens a
window where you may record a comment abou

1 Suspend Change®©pento Draft, and also opens a window where you may record
a comment explaining why you suspended the veoder

Close Work Order: Change®©pento Closed

Close Work Order (With Comment): Change®pento Closed and also opens a
window where you can record a comment abou

1 Reopen ChangesClosedto Open, and also opens a window where you can record
a comment explaining why youdre reopening

An open work order can also bererdue. When you create a work order, you can

specify dates for whemé¢ work should start and end. A work order is considered

overdue i f 1 tds stil |Wokpelers |peesgldelisisany speci f i ¢
work orders that are overdue.

If a work order has no specified end date, it wdlzer be overdue. Therefore, you
should usually specify an end date whenever you create a work order.

Work Order Status Codes:Like requests, work orders may be assigned status.codes
Typically, a status code indicates that the
attention. For example, your organization may have status codes like

Waiting for management approval
Waiting for parts
Waiting for customer sign - off

Once the issue has been resolved, the status code may be removed and the work order
may resume normal processing.

Your organization can create any type of status codes that make sense for the way you
work. To see what codes have been deflmegour organization, seeoding
Definitions | Work Orders | Status

Note that status codes can be a useful form of communication between users. For
example, suppose that a worker haswlekOrderFu Ifillment security role
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(meaning that the worker can record actual labor and material usage) but does not have
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 supervisotatkOrderClose

permission could regularly check all open work orders to see if ameatty to

Close ; if so, the supervisor can review those work orders and close them as ep@ropr
(removing the status code in the process).

Remember that a status code is intended to I
You can therefore use status codes as signals for other users.

You assign status codes to a work ordeclking Add Work Order Comment in a

work order or in a work order table viewer. This opens a window where you can specify
a status. You use the same process to remove an existing status. Any existing status
code is also removed when you open or closevtit& order.

Creating a Work Order

The sections that follow describe how to create a complete work order. Your

organization may or may not follow all the steps. For example, some organizations may

not be using Mai nBoss 6s ofwork matetiatsrifyso,yoa ci | i t i e ¢
can skip allocating materials for the job.

Before and After: When you first create a work order, you often supply estimates for
various types of information. For example, you might specify when you expect the job
to start andvhen you expect it to end. Once the job is finished, you can go back and put
in the actual start and finish times.

The same applies to materials. Before a job, you can predict what materials you might
need and record those materials in the work ordeer Afjob, you can record what
materials you actually used.

Emergencies:In emergencies, you may not have time to write up a work order before

the job. However, you should write up the work oraleer the job, recording all

relevant information. Workoelr s ar endt just instructions fo
of the wor k y o uespéamllyimpoiantso recoedavhat you did@wwing

an emergency, since such work is often more high profile thaafrtire-mill

maintenance.

Starting a New Wdr Order

There are several ways to create a new work order. Two common ones are starting from
an existing work request and making the work order from scratch.
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[J To turn a request into a work order:

1. Open aRequestdable viewer that shows the requestisTinight beRequesty New

(if the request is brand new) Bequestq In Progress(if the request has been
marked as in progress).

I MainBoss Full Demo - MainBos

Session  View Actions Help
View Requests

MNumber B Requestor Subject
\W/R 00000001 Elizabeth Bennett Tap is dripping

3 [ Enable Filter

Details |P|ssigr1ee5 | E-mail Request | Work Orders | State History|
MNumber WR 00000001
Subject Tap is dipping

State
Current Mew
Estimated Completion Date

MName Business Phone E-mail

Requestor Elizabeth Bennett 555-234-95937 ebennett mberton.uk

Effective Date
Tuesday, May 11, 2010 3:00:56.45 FM

Unit Washroom - Women's @ Arts Building @ MainBoss College
Access Code

Request Prionty
Description Tap has been dripping all day

Comments

Select for Printing

B ’ In Progress ]B ’ F{efresh] [Search]B ’ Linlcto‘.'\!orkOrder] [Create?\ﬁnrk(lrder] ’ New Reguestor Comment ]

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

Active

2. Select the request in the table, then clickate Work Order = . MainBoss opens a
window where you can begin creating the work order.

If you create a work order from a request, MainBoss fills in some of the fields of the
work order, using information from the request.
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[J To create a new work order without starting froma request.

1.

In the control panel, open thi@ork Orders viewer.

E MainBeoss Full Demo - MainBoss Maintenance Manage

Session  View Actions Help

View Work Orders

Business Office Condition - Monthl
Swimming Pool Condition - Monthly

2 [ Enable Filter

Details |Assignee5 | Service Contracts | Resources | Temporary Storage | Meters | Purchase Orders | Chargebacks I Requests | State History

Number WO 00000001
Subject Business Office Condition - Monthhy
State Status
Current Open
Planned Maintenance Batch Date Thursday, December 18, 2008 3:24:25 35 PM
Mame Business Phone E-mail
Requestor

Unit Office A8 @ Arts Building @ MainBoss College
‘work Start Date Thursday, December 18, 2008
‘wiork End Date Thursday, December 18, 2008
‘whork Category Inspection
Access Code Arytime
‘wiork Order Priority
Expense Model Default Expense Model
Project
‘wiork Description Man Hours 2
ltems to Checle & Initial Completion:

Comments

Downtime 0:00

Clesing Code Planned maintenance
Select for Printing

Effective Date

Thursday, December 18, 2008 3:24:41.78 PM

[NewW;kOrder] [ New Work Order From Task | [ Eit|[+] [ Close ork Order |[+] [ Refresh | | Search [~] [ Add Work Order Comment |

User MainBoss User Organization MainBoss Full Demo (Database ‘MainBossFull Demo’ on server "SCRIMIUM\SQLEXPRESS?)

Active

Click New Work Order -~ . MainBoss opens a window where you can begin
creating the work order.

cl

somet hing
explicitly tell youtoSavey our i nf or mat
you should make a point of doing so once in a while.

i cking
goes

(e.

g.

on

t he
wh i

t h
power
e yo
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Basic Work Order Information

Once youbve opened a windowyolicanstagfiling i ng wor |
itin.

If you created the work order from a work request, some fields of the work order ill be
filled in with information from the original request. You can change this information, if
necessary.

The instructions that follow assurtieat you have already opened a work order window
(as discussed in the previous section).

E MNew Work Order EE )

Details |P|ssignees I Service Contracts I Resources I Temporary Storage I Meters I Purchase Orders | Chargebacks I Requests I State Histor)'|
Number [WO 00000084 |
Subject | - | €
State Status Effective Date
Current
Mame Business Phone E-mail
Requestor | - M=
Unit | ® @je=]cag
\ork Start Date Tuesday, May 11, 2010 =]
‘wiork End Date I'I'uesday. May 11, 2010 E]|
Duration |‘I |
\work Category | =] =)
[] Use access code from unit
Access Code | 3] 3]
Work Order Priority | =] =)
[ Use expense model from unit
Expense Model [ Default Expense Model Default Expense Model =] =)
Project [ = ==
‘wiork Description — -
Comments -
Downtime | |
Closing Code | =] =)
Select for Printing

Save & New | [ Save & Frint | [ Save & Close | 7]

Active

1 To fill in basic work order information:
1. | nSuljjectd -, enter a description of the work to be done.

2. | nRedueston- , specify theContactstable record fothe person who requested
the work (i f any). (Once youdbve specified
andemai | addr ess wkhbne bads-mdiidis p Ty esd iinh ofi mat i
obtained f r @ontadisheeordp er sonad s

3. | nUnifio®, specifythe unit where the work should be performed.
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4. | nWofk Descriptiond , enter a complete description of the work that should be
done. This can take any form, but chdisks and/or stefby-step instructions are
often the best approach.

The remaining field in theDetailss e ct i on ar endét mandatory, but

useful information about the job. You can fill them out in any order, but most people
start at the top and work down:

Work Start Date: When you first create a work order, you can fill thisvith the
date and time when you want the work to start. After the job is done, you should
change this (if necessary) to the actual date/time when the work began.

Work End Date: When you first create a work order, you can fill this in with the
date and tira you expect the work to be completed. After the job is done, you

should change this (if necessary) to the actual date/time when the work was
finished.

Duration: This is the expected duration of the job, in days. Every fraction of a day
is rounded up to tnext full day. For example, if a job is expected to take an
h o ubDurationd becomes 1 day. If a job is expec
fiDuratond0 becomes 2 days.

Typically, yDarationdon d th st ielalork Sfactated i lalh di n i
Work End Dateo . Mai nBoss bDumnagond cautcarmattiesalfl y. By ¢
AWork Start Date0 aWatk EfidDate0 ar e set to the cyrrent d

Work Category: The type of work involved. Look at your list of categories and
select the appropriate one.

Use access cadfrom unit andAccess CodeAn access codgpecifies any
restrictions on when a job can be done (e.g. only on weekends or after hours).
Every unit may have its own default access code. If you checKdsarkaccess
code from unit, MainBo s s wiAdcéssGodet tfio t he uni tds nor me
code; ot her wAcsessCodeo U oc amys eatppif opri ate co
mi ght override the unités normal access

Work Order Priority : May indicate how urgent the job is.

Use expense model from unandExpense Model An expense model specifies
the set of expense categewithat will be allowed for maidals and labor
expenses on a work order. Every unit may have its own default expense model.

If you checkmarkJse expense wdel from unit, Ma i n B o sEgpense | | set i
Modelo t o the unitds nor mal exlpxpemsee model ;
Modelo t o any appropriate model . (For mor e

Accounting Facilitieon page28.)
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Project: May be used to indicate that this job is part of a larger project. For
example, suppose your maintenance department is taking part in a series of jobs
that are all part of one big renovation. Yean create a project code that you
attach to every job in the renovation. This makes it easy to track the costs of the
renovation separately from the costs of other work.

Select for Printing: Makes it easy to print a number of new workessdin a single
batch. For details, seé&lect For Printingon page26.

MainBoss automatically fills in some of these fields when the work order is first

created. For exampl&Work Start Date0 aWak Efid Date0 ar e bot h se
current daEkpensaNodedti smesefi to the defaul't
fields may also be set to default values if your organization has set up customized
defaults.

You donoétl hanv e vtea yf ifli el d. For ex awokl e,

t t o
e Xpe

we r

Order Priority 6 bl ank unl ess the job really does ha

If you get used to using a blank to mean an ordinary job, then-blaok value has
more impact whegou need to emphasize a point.

Work Order Resources

TheResourcessection of work order lets you record labor and materials expenses for a
job. Thissection uses the following terminology:

Demand
A demand is madeeforethe job begins.

[0 A demand for labor means assigning someone to do the job. This could
includeinsideworkers (yair own personnel) and/outsideworkers
(hired contractors).

[0 A demand for materials means reserving materials for the job, so that the
items will be avail able when they

There must be a demand for every labor and material expense assoctatbe wit
work order.

Actual
An Aact ual 0 aftemcesource isiused. hraabrds what labor and
materials were actually used.

Actual records are created agtualizingan exsting demand: indicating the labor

or materials that were actually used in response to a demand. (Remember, there
must be a demand for every |l abor and
expect in advance.)
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Scheduling Labor
TheResourcessection of a work order can record the following types of labor
expenses:

Hourly Inside Work done by your own personnel arfthoged for by the hour.

Per Job InsideWork done by your own personnel and charged for on a flat fee
basis (e.g. a vehicle oil change which has a fixed priceattenhow long it
actually takes).

Hourly Outside Work done by an outside contractor and charged for by the hour.

Per Job OutsideWork done by an outside contractor and charged for on a flat fee
basis.

During MainBoss setip, you create records for each type of expense. For example, an
Hourly Inside record specifeseowr k er and t hat workerdés cost p
that Chris Smith gets paid $20 an hour.

The Configurationguide explains how to set up Hourly Inside, Per Job Inside, Hoyrly
Outside, and Per Job Outside records.

To assign an inside worker to a jobuygelect an Hourly Inside or Per Job Inside record
that names the worker and how much the worker is paid for such work. Similarly, to
record that an outside contractor is going to do a job, you select an Hourly Outside or
Per Job Outside record that nartfes contractor and how much the contractor will be
paid.

Same Person, Different Chargest t 6 s possi bl e to have sever al
worker, inside or outside. For example, if Chris Smith gets paid extra for overtime, you

might have one Hourlyindie r ecor d f or Chri sds nor mal r at e
record for overtime. When assigning personnel to a job or recording labor expenses, you

should make sure to choose the correct record.

When recording the cost of a specific job, you can alwaite wr a different cost than
the one in your recor ds :timéfohlevariatformsfran, 1t 6s e as
standard labor charges.
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[J To assign your own personnel to a work order (Hourly Inside):

1. IntheResourcessection of the work order, go thelnside subsection.

Demand Actual
Total .‘N].DD_| £0.00

| ftems | Inside |Outside | Miscellaneous|

=

Code Deman.. DemandedC.. Actual Actual Cost

[7] Enable Filter
’ Mew Demand Hourly Inside ]B Lctuslize dit B Delete B

Seve| [[Print&Close | [Open[~] [Close ] [ Add Work Order Comment |

2. Click New Demand Hourly Inside- . MainBoss opens a window where you can
assign a worker to the job.
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E MNew Demand Hourly Inside

‘wiork Order ‘WO 000000.. Flood in washroom WIR LDY 2B @ BDA
Hourly Inside | ® ] == €
Hourly Rate
Hours Hourly Rate Cost
Already used 0:00 $0.00
Remaining 0:00
Estimated Demand | - |
Calculated Cost
[[] Use calculated cost +
Estimated Cost | |° |
@ Manual entry
Actual default (©) Current value calculation
(7) Demand estimate
Expense Category [ Default E:E)pense Category Default Expense Category =] C=1=

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

Active

w

want to assign and the hourly cost of thatson.

| nHouftly Insided®, select an Hourly Inside record that names the person you

4. | nEstfinated Demand , enter the number of hours and minutes that the person
is expected to work. The formath&:mm For example, an hour and a halti30 .
The value that you enter should be tbial time expected on the job; for example, i
the person is expected to work three etgbiir days, you should enter the value

24:00 .

5.1 f you
wor ker 6s

basedbn t he wor ker

0s

wi s h ,Estipnataed Cas@°nwith an ledtimated cost of the
tUsenCalculatedr Coatt Itd havie MainBoss calculate the cost

h o ur IEstimateal Desnarabn. d

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

t he

The

opt Actual Befalitdo r ( 8 h o wn

above) |l et you

t el

the actual cdsof this work later on. This is useful if the work order may eventually be

closed by someone
costs. The options are:

wh o

doesnodt have

[0 Manual entry: You expect that the person who closeswbek order willenter the

actual cost, whatever it is.

[J Current value calculation: You expect that the actual cost will be calculated from

the hourly

r Hourle Insglé Ov er ne &3 offithéttimesthatithe actual

time is recordedl'he actual hours spent on this job may be greater or less than the

ti me
expected.

S p eEstimétad ®amarndn bfiu t

-71-

the hourly co

St

t

Wi

m e

M

appropri



1 Demand estimate This is similar toCurrent value calculation, except that
MainBoss usethe hourly rate that applied at the time of the demand rather than the
time of the actualization.

Il n all cases, someone with apqgueldgaulicvat e per mi
you specify. However, if the person closing the work pdiesnot have sufficient
per mi ssions, the actual c 0 Attualdefauttoh.e  wor k wi |

After Filling Out the Hourly Inside Demand: When you return to the work order
window, youodll see t htatheRasourcedsstt i mat e has beer

Not e t Bstntated Gogbl ine has tUnbCostoo | fuomn st:hefi cost pe
anc€os® for the total cost. | f you fill in onc¢
one with a value calculatddr oHstim@dted Demand .

AEstimatedCost | et s you enter a speci al holurly rat
given in the Hourly Inside record. For example, suppose that the job has to be dgnhe on a

holiday, when the worker is paid double the usuzdi@; you could enter this special
wage | Wihit€ostoh € ofi ubstimatedfCosh s o t hat the |work or
the correct expense.

If you want to assign more than one person to a job, repeat the above process for each
person. If a worker is expett to spend more than a day on the job, you can create a
separate demand for each day or a single demand for the entire demand (e.g. a single
demand for 24 hours might mean threled®ir workdays).

Per Job Inside: You use a similar process to add demand$€r Job Inside labor
expenses, with these exceptions:

[0 Click New Demand Per Job Inside

[1 Select a Per Job Inside record specifying the person and cost of the job.

0 F o Estiated Demand, specify the number of jobs in
suppose the worérder is for piecework like cleaning windows and the worker is
pai d by t heEstmataddDemand Tweulid be the number o
to be washed.

01 f this job is charged at Estimatgda€asd a l rat e,

Outside Contractors You use a similar process to add demands for Hourly Outside

and Per Job Outside expenses. You begin this processQuikiele subsection of the
Resourcessection. Just choose an appropriate Hourly Outside or Per Job Outside record

that specifiestheent r act or and the expense rate. (I f
advance, you can leave it blank when you fill out the demand. You can record the rate

after the job is done when you record Actual information.)
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In order to pay foroutsde | abor, you can create @ purcha
work order. For more details, seeying for Outside Labor with a Purchase Oraer
pagelO7.

Miscellaneous ExpensesVor k or der s may have expenses tha
labor orinventoriedmaterials. For example, worker might have to pay for parking at a

job site. For this kind of expense, you uselthecellaneais subsection of the

Resourcessection. ClickNew Demand Miscellaneous Cogb record details of the

expense.

Any worker who appears in a labor demand (inside or outside, hourly or per job) &
automatically an assignee for the associated work @odevided that the worker is or

the |Iist of recognized Work Order As|signees)
explicitly. The wor ker will t her efAssheeesegignearf i n t he

Reserving Materials for a Work Order

When you assign materials to a work order before the work is done, you estimate what
materials you believe the work is likely to require. MainBoss then puts these materials
on reserveFor exampleif a job on a forklift truck will replace two tires, you can put an
appropriate number of tires on reserve when you make up the work order.

When materials are put on reserve, MainBoss removes them from counts of stock
available. For example, if you cently have six tires in a storeroom but two of those
tires have already been put on reserve, MainBoss says you have four tires available.

When you reserve an item, you tell MainBoss
item. For example, if a particuldem is found in three different storerooms, you tell
Mai nBoss which storeroom youd6ll go to. (Mai-r

storerooms contain a particular item and how much each storeroom contains.) By
reserving items from a particular storeno, you make sure that the items will be there
when you want them.

You only need to reserve items if you track thse For exampl e, [if you ¢
use of common items likape, glue,etc. t hen you dondét workgd t o re
order® you probably have plenty in stock, and you can easily buy more if you runf out.

On the other handhe work order should list any items whose usedmtrack.

You reserve materials by creating demands iitdlless ubsect i on of a wor k
Resourcessection. You do so by specifyinglamand itemmecord. This record specifies
the materials you want and the storeroom whe
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[J To reserve materials for a work order:

1. Intheltems subsection of th®esourcessection of the work order, clidkew
Demand ltem- .

i Edit Work Order : WO 00000012 (o e |

Details I Assignees | Service Contracts | Resources | Temporary Storage | Meters | Purchase Orders | Chargebacks | Requests | State History|
Demand Actusl
Total £0.00 £0.00

=

Code Dema.. Demanded .. Actual Actual Cost

Storage Assignment Delete

(@pen |[+] [Close ] [ Add Work Order Comment |
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2. MainBoss opens a window where you can reserve an item.

3.

B New Demand Item

Work Order WO 000_. Flood in washroom WiIR LDY 2B @ BOA
Storage Assignment

(") Only include ltems on the Spare Parts list
i@ Show all ltems

Show Storage Assignments for | -

[ ®

Awailable
Quantity
On Hand -
Available

Wia purchase

Quantity mit Cost
Demand from on hand
Demand via purchase
Already used 0
Remaining 0
Estimated Demand |

Calculated Cost
[ Use calculated cost

Estimated Cost

i@ Manual entry
Actual default () Current value calculation
(") Demand estimate

Expense Category | Default Expense Category  Default Expense Category

| Save&New | | Save | [Save%ﬂl_nse] | Closg |

| nShdw Storage Assignments far- , specify the item for which you are creating

a demand. (If

t rsmare partelist, yousan aligdkhtirftlede u ni t 6 s

ltems on the Spare Parts listthis will shorten the length of the drajown list.

Otherwise, clickShow all Items and the drolown list will show everything in

your ltems table.)

Once you se&lct an item, droglown the arrow on the next li® to select a storage
assignment for the selected item. A storage assignspentfiesa storeroom that

contains the itengou want

Once you sel

ect a storage

Quagtiiy@ nan@ Ind mn Ma i n

o fAvdilabled  with the quantity of the item in the selected storeroom. (Note that

AOnHandd s hows

the quantity
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shows the quantity thatos avail alieéne for wus
put on reserve for other jobs.)

| f the storeroom doesndt contathem t he quant
storage assignment dralown listand select anothentry. By checking all your

storeroom assignmentgou can see if any storeroom consathe quantity you want

to reserve.

If no singlestoreroom contains enough of the item, you can create multiple reservgtions:
reserve gquantities from several different storerooms until you have enough to do fhe job.
Youodl I have t o abdlake bnie eeseivationsaceording ta theses t|a g

instructions, then make another reservation, and so on.

Another approach is to transfer items from various storerooms to a temporary stgrage
location associated with the joBor more on temporary storage, dee next section.

5. | nEstiinated Demand° , enter the quantity of the item that you want to reserve
in the selected storeroom.

6. Click Save & Closet to save the information and close the window.

Temporary Storage for a Job

You may designate a temporary storage area f
youbre doing a | arge renovation, you may set
store lumber, paint, etc. for the job. Toavoidconfasio i t 6s wuseful to reco
materials are stored in this temporary storage and which are stored in your regular

storeroom@ otherwise, you may waste time searching for materials in the wrong place.

We recommend the following approach to reserving anyutems:

0 Before a job, you create demands for a
This puts the items on reserve. (There
always have lots of, e.g. masking tape.)

y i
S n

(@ ]

0 When youbre r eadyereserved temsfrofn yobr storgramms r e mo v
and record that theydve been transferred t
unit being repaired as the temporary stor a
to the site of the unit. o

0 After yolulbyveusacdt uaan it em, you create an fac
recommend that you donét create this fAactu
it em. Creating an fAactual 06 record generate
simply be deletedifyoii nd out you didndét need the ite

undo an accounting transaction, you have to create a formal correction record.
MainBoss demands this formality in order to preserve an accurate audit trail.)
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O 1'f you use an i ddghave ameristingdamand omtiéatiteng you e
have to create a demand record first, then
|l f you use temporary storage for a job, you

the temporary storage is a t8tage pocess:

0 Specify the |l ocation(s) youbre u
t

ing for t
Room 101 to hold materials for i

s
his jobo).
[0 Record which materials have been transferred from your regular storerooms to the

temporary storage location (or which maaégihave been delivered direct from the

supplier to the temporary storage)

Although MainBoss lets you specify a regular storeroom as a temporary storage

location, we recommend against this pradicki st i ngui shing bet ween wl
storeroom temporariyrad what 6s t here permanently is bou
materials will be stored in a storeroom, just write it up as if theyabaaysbe stored in

that storeroom.

As noted above, you can use the unit itself as a temporary storage location. This js ofte

the best approach, especially if you just intend to keep materials close at hand while you

work on the wunit. The only time youodld use s
location would be if you have a lengthy job and a lot of materials that will bedstoa
special place over the course of the work.
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[J To designate a location as temporary storage:

1. In awork order, go to theemporary Storagesection.

- " H '-
) Edit Work Order ; WO 00000012 [P

i| Meters | Purchase Orders | Chargebacks | Requests | State History|

’ New Tem;ran‘r Storage] [ New Temporary Storage Assignment ] Edit B Delete

Save & Cloze [Qpen]E] [Cluse_] [ Mcl‘.'u’nrkOrderCommem]

2. Click New Temporary Storage- . MainBoss opens a window where you can
designate a new temporatpiage location for this work order.
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B New Temporary Storage

Details | Temporary Storage Assignments

Work Order W0 00_. CHANGE LIGHTS - Delisicso Re_. FOOD @& MAXMALL

Location | . E3EDEal
Desecription | ® |

Comments -

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

3. | nLodationo- , specify the location you intend to use for temporary storage.

4. | nDegtriptiono®, specify an identification code for this temporary storage
location.

5. Click Save & Close to save the informatioma close the window.

Once you return to the work order, youodl |l se
appears in the |ist. Underneath the | ocati ol
work order thatodods usinge.the | ocation for ter

Temporary Storage AssignmentsOnce you have designated temporary storage for
work order materials, you can spediéynporary storage assignmeni&mporary

storage assignment records tell what kind of items may be stored in a temporary storage
location.
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vy Edit Work Order : WO 00000012

Details I Assignees I Service Contracts I Resources | Temporary Storage | Meters I Purchase Orders I Chargebacks I Requests I State History|

=

Code Record Type Temporary Storage
B 504 ‘ork Order WO 00000012
B0 MECH Location MECH @ BOA

I_@_ Description Work Location

Comments

[ New Temporary Storage ] [ New Ternpnra;StDrage Assignment ] B [ Qelete] [ ﬂeﬁﬁh] [ E‘_:earch]

(Gpen ] [Close | [ Add Work Order Comment |

[J To create a temporary storage assignment:

1. Inawo r k olentberandSsoragesectionclick New Temporary Storage
Assignment- . MainBoss opens a window wigeyou can create a temporary
storage assignment:
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B MNew Temporary Storage Assignment EE I

Location |@ w0 00000010 @ BASEMENT & BOA
Preferred Pricing |
Quantity Unit Cost
On Hand O
On Order 0

On Reserve 0

Loszilable

Cost Center | Default Mon Stock Item Helding... Default Mon Stock ltem Holding Costs

R)

| Save | | Save&Close | | Close |

2. | nitemo- , specify an item that you intend to keep in the temporary storage
location.

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

One youbve specified temporary storage assig
the transfer of materials from a regular storeroom to temporary storage. Note that you

must choose a temporary storage assignment f
transfering. For example, if a temporary storage assignment describes light bulbs in a

temporary storage location, you cannot use that assignment for transferring paint. You

must have a temporary storage assignment for each type of item that will be kept in the

temporary storage location.

[ To transfer materials to temporary storage:

1. 1 n a wo M&npwaryd®nagesectionselect a temporary storage
assignment entry for the materials and location you wish to transfer.

2. Click Edit to edit the temporary storage assignment record.

In theActivity section of the temporary storage assignmecrd, droghearrow
onNew Item Issueand clickNew ltem Transfer From. MainBoss opens a
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window where you can record the tséer of items from a normal storeroom to the
temporary storage location:

E New Item Transfer

Entry Date Wednesday, May 06, 2005 4:25:08.2 PM
Effective Date l’.‘\i'ednesday. May 06, 2005 4:25:08.2 PM
Creator MainBoss User

From Storage Assignment | =
To Storage Assignment =) BALLAST 2F40 @ B-SUPPLIES @ BOA
This Entry As Corrected
Quantity | - |6
Quantity Unit Cost Total Cost
From On Hand £263426
Calculated "From’ On Hand Cost
TeOn Hand 72 £36.5869 5263426
Calculated To' On Hand Cost
® (7) Manually Enter Cost @) Use calculated 'From’ On Hand cost (7) Use calculated To' On Hand cost

This Entry I:I - l:l €

As Corrected

From Cost Center
To Cost Center Defautt tem Cggts

[ save s liew] Save & Close | [Close]

4. | nFrofh Storage Assignmend - , specify an existing storeroom assignment
record that gives an item of the correct type and a storeroom that contains items of
thd type.

| nQudintityd- , enter the quantity being transferred.

You must now specify the value of the item(s) being transferred. You can tell

Mai nBoss to calculate from the value assoc
clicking Use calculatedd Fr o m& O n ) ot to caftulateat frdm the value
associated with theUBtoocastoietedmdolby ©Ohi
cosi. Alternatively, you can clicklanually Enter Cost ® and enter the value

directly infiThis Entryo .

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

If you want to transfer items to a regular storeroom from a temporary storage location,
you use a similar process and the buttem T ransfer To.

Assigning People to a Work Order

Assigning someone to a work order indicates that the person has some interest in the

wor k order. For example, you might assign t1l
who will eventuallydothejob You mi ght al so assign some su
responsiblefos eei ng that the work gets done, or an

for seeing that needed inventory items are ready by the time the job begins.
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In order for someone to besigned to a work order, the person must be on the list pf
authorized work order assigneé€siding Definitions | Work Orders | Assignees

In MainBoss terminology, assigning someone to gveoder is different than
scheduling someone to work on the job:

] You assign someone to a work order when you want to draw that work order to the

personds attention. You ma kAssigitebsedionas si gn me
@ You schedul e a worker t o Resourcksedion. a j ob i n

If you schedule a worker to work on a job, the worker is automatically considered
assigned to the job (provided the worker is properly authoriz€dding Definitions |
Work Orders | Assignee} All such workers will automatically appear in the work
o r d égsigngessection.

If a MainBoss user is assigned to a work order, the work order will be disptayed

Assigned to current userf Open Work Orders whenever that person uses MainBoss.

Since this table only shovegpenwork orders, the work order will not displayed when

itéds just in the draft stage, nor wil/ it b
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[J To assign someone to a work order:

1. Open the work ordevindow and go to thé\ssignees~ section:

w3 Edit Work Order : WO 00000012

=

’ New ‘.'\I’DrkO:derﬁssignmm] Edit B Delete

(@pen |[+] [Close ] [ Add Work Order Comment |

2. Click New Work Order Assignment- . MainBoss opens the following window:

" New Work Order Assignmen

Wark Order WO 00_. Light out in elevator ELEW BOA @ BOA
Work Order Assignee

@ Show prospects for Work Order Assignee for this \work Order ®

(™) Show all Work Order Assignees not currently assigned to this Work Order —
| ° S)jemeag
| Save&llew | | Save| | Save & Close | [ close |

3. If the person is already associated with this work order in some wayh geitson
is the requestor or the person is a worker
Show prospects for Work Order Assignee for this Work Order® . Otherwise,

click Show all Work Order Assignees not currently assigned to this Work
Order .
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4. In the drg-down list® , select the person whom you want to assign to this work
order.

5. Click Save & Closet to save this assignment and close the window.

Modifying Draft Work Orders

After you have created a work order, you may neadake changes. For example, you
may schedule the job for a particular day bt

Wor k orders are easy to modify when |theyobre
work order, much of theandtf oeganaitli ynblg sc id ogd

(] To modify a draft work order:

1. SelectWork Orders | Draft from thecontrol panelMainBoss displayall draft
work orders:

“ 3
™ MainBoss Full Demo - MainBass Maintenance Manager [P=EnE

Session  View Actions Help

View Draft Work Orders

Mumber Priority Subject
w0 00000034 Sample work order

2 [ Enable Filter

Details |Assignee5 | Service Contracts | Resources | Temparary Storage | Meters | Purchase Orders | Chargebacks I Requests | State History|
Number WO 00000034
Subject Sample work order
State Effective Date
Current Draft Tuesday, May 11, 2010 3:16:35.11 FM
Planned Maintenance Batch Date
Mame Business Phone E-mail

-

Requestor

Unit Air Conditioner A1 @ Lecture Room A1 @ Arts Building @ MainBoss College
‘work Start Date Tuesday, May 11, 2010

‘wiork End Date Tuesday, May 11, 2010
‘whork Category
Access Code
‘wiork Order Priority
Expense Model Default Expense Model
Project
‘wiork Description

Comments

Downtime
Closing Code
Select for Printing

E] (Open|[~] [Refresh | [ Search |[~] [ Add Work Order Comment

User MainBoss User Organization MainBoss Full Demo (Database ‘MainBossFull Demo’ on server "SCRIMIUM\SQLEXPRESS?)
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2. In the list of work orders , find the work order you want to change. Cliblat
work order to select it.

3. Either doubleclick the work order where it appears in the list, or chckt - .

4. MainBoss will open a window showing all the information you have previously
recorded about the work order. Make any changes you want, thieselie &
Close This saves the new information and then closes the work order window.

Opening a Work Order

Once youobve filled in all necessary infor mat
receivedany necessary approvals from management), yoopamthe work order.

When you open a work order, youobdre saying it
workers.

(] To open a draft work order:

1. SelectWork Orders | Draft from the control panel. MainBoss displays all draft
work orders:
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2. Click Open-.

As an alternative, you can dralown the arrow o®pen and usédpen Work Order
(With Comment) to open the work order and also record a comment.

Cancelling Draft Work Orders

You can cancel draftwork order. To do so, go i&ork Orders | Draft in the control
panel. This opens the work order table viewer.
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