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attention than stores, you may be able to redistribute your resources to take that into 

consideration. A small improvement in something you do a lot can have a significant 

effect over time.
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To find out why a data value is invalid, move your cursor to the error marker. MainBoss 
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only want to see a few pieces of 
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Now suppose youôre creating a new unit record and you go to the Service section. If you 

havenôt yet saved the unit record, youôll see that the New Unit Service Contract button 

in the Service Contracts 
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For each tenant, you create an expense model: TenantA Model, TenantB Model,
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 __________________________________________________________________________  

 To create a posta address record:  

1. In the control panel, click Locations. This opens the Locations table viewer. 
 

 

2. In the View section of the table viewer, click New Posta Address  ¬. This opens a 

window where you can enter information about the location. 

¬ 
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Note that ñContaining Locationò is a drop-
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Vendor Categories 

Before creating vendor records, youôll find it useful to define a few vendor categories. 

You can use these categories to classify your vendors and organize your reports. Here 
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4. In ñDescriptionò  
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3. In ñCodeò ¬ type a brief identification code for the category. 

4. 
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organizations have different needs. Nevertheless, the points below should help you 

evaluate what information you do or donôt want to record: 
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3. In ñCodeò ¬ type a brief identification code for the unit of measure. 

4. In ñ
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2. Click  
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Requests 
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Trades 

You can categorize your employees by trade (e.g. job title or classification) using 

Coding Definitions 
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The record includes the following: 
 

 A ñCode
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Generic Costs: In an hourly inside record, the ñEmployeeò name isnôt mandatory. This 

means you can create records that are associated with a trade or an employee class rather 

than a specific person. 
 

For example, if you have several electricians who all cost the same hourly rate, you can 









 

- 97 - For each billable requestor, you have the option of specifying a cost center to be associaeed with bills sent to the requestor (i.e. accounts receivable from the requestor) . 
 

Chargeback Categories 
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Adjustment 

Clean-up 

Vehicle maintenance 

Air conditioning 

Outdoor work 

Work generated from inspection 
 

Work generated from inspection is a very useful category to track, since it lets 
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To set any of these defaults, go to Work Orders in the control panel, click on the 

Defaults for Work Order
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jobs which should only be scheduled on weekends, to avoid interfering with weekday 

operations. 
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 __________________________________________________________________________  
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 __________________________________________________________________________  
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ñTiming Basis
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Standard (Boilerplate) Work Orders 

As noted earlier in this chapter, tasks can be used to create work orders on demand. For 
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Inventory Control 

 

MainBoss can 
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example, it might contain information on model number, size, and anything else 



 

- 132 - 

When you first set up an item record, you only fill in the Item Properties section, as 

just described. Other sections will be completed in later stages of set-up or in day-to-day 
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3. 

3. 
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Purchasing/Receiving 

 

This chapter is only relevant if you have licensed the 
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Purchase Order Templates 

Preventive maintenance tasks may have associated costs for outside labor or for 
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6. Click Save ®
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8. In ñTaskò °
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hourly inside, 92 

hourly outside, 95 

per job inside, 94 

per job outside, 95 
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locations, 45, 51, 61 

filtering, 32 

map, 47 

storerooms, 138 
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categories, 63, 70 

details, 69 

external tags, 69 

filtering, 32 
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