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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBoss Advanced You 6l | find it provides

you need for managing your organizationos

This guide concentrates on di@yday operatios 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 comjuring MainBoss, see tHeonfiguration
Guide

Documentation conventions

This guide uses the following documentation conventions:

(1 Dataentry fieldsare shown in bold face, enclosed in double quotes:
Fi |l | Dateofigldn.e 0

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

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

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

me



MainBoss Concepts

This section gplains 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 noticensed a particular module, you will not see informatign
related to that module. For example, if you have not licensdddheBoss Requests
module, you will not seearious types of information related to requests.

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

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

Each entry in a table must be giveni@entifier 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 if different records have different identifiers.

Unit: A unit is anything that might require maintenance.

This includes equipment, vehicles, and places. In a fadtorgxample,
your units will mostly be pieces of manufacturing equipment. In a
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 stdivide complex equipment into smaller sub
units so that you can track the maintenance record of each piece.
Similarly, in a shopping mall, you might subdivide large areas into

small er ones (e,gnofibdipasrtche mtnost dmMdep

east sectionodo, and so on) so that

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 exampiiea piece of equipment has a self
contained motor, do you treat the motor as awsubor simply a spare
part? The answer depends on whether or not you want to track the
mot or 6s maintenance independently
y 0 u 6 r o ntovelsueh nyotors from one unit to another and if you

care about the motords past maintenan
the motorasasabni t . Ot her wi se, the motor

as a suhunit.

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

Requests are often 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 th
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 or der: A work order is a detailed description of work to 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 peogleavd6 | | do t he actual

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

Generd Principle: Requests descrilgoblemswhile work orders describsolutions




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

Items include spare parts, tools, lubricants, and anything elssewise

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 doneduring planned maintenance or in
some other standard maintenance job.

For example, you might have a task record describing a standard oil
change and inspection on a vehicle. Task records often contaibystep
step instructions or chedists of actionsd 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 maintenance plan might 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

timngmi ght be fievery three months or 30C

MainBoss uses your unit maintenance 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 infaiomat

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 haveeamaintenance

organization, some may have more. For example, consider a property

management company that maintains properties for several different
clients. The company may choose to kece
from the others, or may decide to havsingle 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 tle storeroom should contain and the maximum/minimum
guantities for each item.

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

guantities of standard work materiateu can treat each truck as a

storeroom and can track the contents to make sure the truck has

everything it needs.

Expense CategoryA way to label costs on a work order.

For example, you might have separate categoriessate labor (your

own personnel), outside labor (done by hired contractors), electrical
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 categories are 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 exypense 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 operabns, you will see cost centers in various windows,
but they will always be in readnly 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 addition 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,@nen 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 respornsto a purchase
order.

When all specified goods and services are received, 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 to any number
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 controlgnel.

Typically, you assign a work order to
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 hamed (e.g. the person at the hdgsk who

received the initial call). You 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 someone,
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 under various
circumstances.(In order for notifications to occur, you must have
licensed the MainBoss Service modyle.

Notifications may be sent in connection with requests, woikrs,

and/or purchase orders. In order to be notified, you must be assigned to
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 notificans.

Notifications are sent whenever a request, work order or purchase 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 arghase order. This means that
adding such a comment can be used to broadcast a message to all
assignees.

Security Role:Setti ngs that determine what you can

Your MainBoss administrat@ssigns security roles to you. These
determine what operations you can perform inside MainBoss.

Important: Your security roles determine what you
example, if you arenodot per won,thatiefamation |[see a ce¢
wonoét be displayed in MainBoss windojws. Thert
differ from the pictures displayed in this guide.

The MainBoss Control Panel

Heredbs a typical picture of the programbs me
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'ﬁ‘é Facility331 - MainBoss Maintenance Manager ;lglll
Session  View Actions  Help

View MainBoss Status

‘work Orders
Hn!t Maintenance Plans Last backup February-22-12 1:48:07.17 FM
nits .
ltems Backup file Doingh
Coding Definitions Owverdue Open
Administration \work Orders 25 15

—Number of Open ‘Work Orders by \Work End Date

- Requested Corrective \work Cormrective Work Orders (1)
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L | n
010472011 01/07/2011 011072011 01/017202 01/04/2012 01/07/2012

—Open Work Orders by Prieity —————— 1 Open Work Orders by Status
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F:12HOUR
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|Userjagardner Organization Facilty331 (Database Facility331" on server "SCRINIUMM\SGQLEXFRESS?) m Help |Ac:tive v

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

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

This manual uses the notatiantry | Subentry to refer to items in the control panel.

For exampleyWork Orders | Reportsrefers toReports under the/Nork Orders entry
in the control panel.

Whenever you select an entry in the control panel, the rest of the window changes to
show information about what you selected. For example, if you \@lick Orders in

the panel, the rightand part of the window changes to show inforaratin work

orders.



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

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as

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

next field in a window; iif youodore filling ot
another rather than using the mousehift+Tab> moves backward to the previous

field.

MainBoss buttons often allow Weoard shortcuts. To see the shortcuts, press/lie
key. One letter of the button will be underlined, aSane Pressing<Alt> plus the
underlined letter is equivalent to clicking the button, so thdit+S> is equivalent to
clicking theSave button.

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

[0 Zoom in on View: If you click this menu item, MainBoss will hide the control panel
in this window. If you were looking at a table viewer, yoill see an enlarged
version of the/iew section (without th@®efaults section, even if you were just
looking at that section). If you were looking at a report window, you will see all
sections of the window.

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

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

[1 Change Active Filter. Thisitemlée¢ s you change the definition
work orders and purchase orders. 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 pagéel6.

[0 Show compact browserslf this is checkmarked, table viewers will not show
details from the cuently selected record. This makes it possible to show many more
records in the table viewer window. If the entry is not checkmarked, table viewers
will have an area showing the contents of the currectly selected record; this reduces
the number of recordbdat the window can show at any one time.

Coding Definitions: The Coding Definitions part of the control panel deals with
information that doesndt change very often.
priority (urgency codefo every work order. Once you decide what priority codes your

-10-



organi zation wil|l use, you probably wonodot ct
codes undet€oding Definitions.

TheMainBoss Configuration Guidexplains how to set up yoroding 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
ofrecord® for  exampl e, wor k orNdmebere whel edenveht edy
i tems ar e iCddedd bui theiperpbsemfithe alenfifier is always the same:

to provide a label that distinguishes one record from another.

Most r ecor dBescaptiorco fhiaevled .a Thhi s is often used
code. For example, in a QGoded tmirgBaltoriwe f or a ws:
NorthEast wh i | eDedcriptonoi mi ght speci fy what type of

The Importance of ConsistencyBefore you beginmteringanyinformation, 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 examfe, consider the names by which you identify your equipment. You might
decide on names like this:

Air conditioner 1
Air conditioner 2
Air conditioner 3

If someone then uses the name
AC 4

it will throw off the consistency of your records. In a list giigpmentsoried in
alphabetical order, the inconsistent one wol
It wi || be harder to find the unit you want
unit may al so sl ip bet wedfmepdrthaboutcyounc ks when
equipment.

The same applies to all other types of information in your dataNasees must be
consistent: similar things should have similar namedn particular, you should
choose the format of names so that similar things appgeather when 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 soft war alyze dawminieffectiteyays.o0 or gani ze ¢

-11-



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 exangaleh entry in thgendorstable
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.

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 defdudtsva
in theVendors viewer will be used whenever you create a new vendor record.

I MainBoss Full Demo - MainBoss Maintenance Manages [E=REE )

(| Session View Actions Help
lzinBoss Full Demo
t-Assigned to curre..

+-Reguests
t-\njork Orders View | Defaults for Vendor

5-Unit . =
t-Units Code Description
+-ltems

+Purchase Orders [All Hooked Up Electronies N
—I-Coding Definitions || | Anytown Factory Supply
| Access Codes Dodecahedron Tires 1

—Contacts
(—Cost Centers @ [T] Enable Filter

H-ltems
[ Locations Details | iem Pricing | Hourly Outside | Per Job Outside | Service Contracts | Purchase Orders | Purchiase Templates | Units |

+-Purchase Or.. :
T Requests Code All Hooked Up Blectronics

- Unit Mainten_.. Description

View Vendors

t-Units endor Category Hectronics supphy
—Units of Meas .
[

MName Business Phone E-mail
t-\ork Orders Sales Contact Mary Jones 555-333-4444 mijones&bland.net
- Administration Service Contact Aphra Behn  555-3424 abehn@rover.co.uk
Accounts Payable Contact Julius Caesar  555-8395 [caesarErome.it
Accounts Payable Cost Center Default Accounts Payable Costs
Account Mumber 058 TRL 205
Comments Atemative contact is Chris Smith

(Eai) [Des) (B (B5en) (o)

User MainBoss User Organization MainBoss Ful Demo (Database "MainBossFull Demo’ on server "SCRINIUM\SQLEXPRESS)

-12-



Hiding the Details for a Selected Record

By default, when you select a record in a table, the table viewer displays information
from that recad. Typically, 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 displdgtails
panel; you do this by clicking the following button:

82

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.

If you want to see the details panghan, click the same button.

Active and All in Table Viewers

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

[ If the word isActive , listsof records displayed in the window only inclualeive

records. This means that the window only s
For work orders, requests, and purchase orders, it also means that it only shows
records that ar,e afrrecemntdo .i sByi rdeecfeanulot i f it

old; your MainBoss administrator may uséministration | Company
Informationt o change what counts as Arecent. o (N
records sometinsehave to be shown in order to display undeleted ones).

O 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 marold records, MainBoss may take a considerable time to
obtain them all from the database.)

-13-



E MainBoss Full Demo - MainBoss Maintenance Manager [ o= e ] |

Session View Actions Help

MainBoss Full Demo View Vendors
[-Assigned to curre...
[#-Requests
[B-\work Orders View | Defautts for Vendor
E-Unit Mai =
B-Units Code Description Deleted on
B-ltems . .
[#-Purchase Orders ,:«II‘Hooke;i Up Elesctrorll‘lcs ol
£+ Coding Definitions Anytovn Pactory Supply 3
A Dodecahedron Tires E
Access Codes .
|—Contacts General goods and merchandise B
- By Hot 'n’' Cold Monday. May 31, 2010 3:38: .
Cost Centers : e 5 -
B ltems s Fouipment Supply
[~ Locations Enable Filter
[#-Purchase Ord... @ 0
Eﬂlzﬁﬁﬂul\?sati:tena... Detalls | tem Pricing | Hourly Outside | Per Job Outside | Service Cortracts | Purchase Orders | Purchase Templates | Units |
[#-Units Code Hot " Cold
—Units of Meas... E
[E2g Vendaors v dDB(S:CI'ID‘tIDn Heati d s ditioni
F-waork Orders 'endor Category Heating and airconditioning
B¥-Administration Name Business Phone E-mail
Sales Contact Guinevere Pen 555-383-3432 guinevere@camelot.uk
Service Contact Nicholas Nickle 555-328-4937 nick@circus.org
Accounts Payable Contact
Aecounts Payable Cost Center Default Accounts Payable Costs
Account Number
Comments -
M Wiew Delete Print Refresh Search
[ Now Vendor ] [ yiew [esret] ] —
User MainBass User Organization MainBoss Full Demo (Database 'MainBossFull Demo’ on server "'SCRINIUMYSQLEXPRESS) Al
—

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

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

TheRestorebutton lets you bring back a selected record. MainBoss opens a window
where you can examine the record to be restored andehakges if necessary. When

you save the record and close the window (typically by uSimg & Close, the record
will be restored to the active list.

Records That Refer to Deleted InformationWh en you del ete a record,
that other recorddifi refer to it. For example, suppose a worker leaves your
organization so you delete that person from youployeesl i st . That wor ker 6s
will still appear in old records (e.g. work orders that the person worked on).

MainBoss indicates that data cesnffrom a deleted record biriking-outthe data. For

example, if you delete Joe Smithés employee
person will show the name dse-Smith This shows that the associated employee

record has been deleted (andwile duce your confusion when you
Smi t hds nameActiven enyloyees). | i st of
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Table Filters

A table filtertells MainBoss to display a subset of all the records that are in a particula
table. I n this way, it #Afilters outo record:

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

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

orders whosé&Work StartDate0 i s t oday. Mai nBoss would the
orders that started on some other day, so that the table viewer only displays work orders

starting today.

As another example, suppose you only want to see information on units in yo@ HVA
system. You could set up a filter on theits table saying that you only want to see
wor k or de&ysendow HWA8G MainBoss would then filter out nddVAC unit
records, so that the table viewer only displays HVAC units.

You can specify a filtemi any table viewer. To do so, click the filter-sgt button
beneath the tableds | ist of records:

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

LT Edit Item Filter

=] [Starts with =] [

Add Filter Condition Apply Filter

This indicates that you only waloded Maii enlBb s s t
starts with the letter B. Once you enter this information, clickiih@y Filter button.
Youd !l | s e eviewdr ehtangds Boehattit anty Isrews records that match what

youodve s peCldsdthe gltdr window, thg table remains filtered. To return to
the tableds wusual st at/AgpplyHittrank out the checl

The filter setup window contaia 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 buttm, the window expands to allow
another condition to be added to the filter. You can click this button several
times to get multiple filter conditions (up to a total of six).

If you specify multiple conditions, MainBoss only shows records that satisfy
the specified conditions. FWak exampl e, s
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Orders table. One condition specifies that you only want to see work orders
w h e r eRequbseib AJohs Smith . A second condition specifies that you
only want to see work orders whePridiity 0 Urgent . Then MainBoss
displays all urgent work orders requested by John Smith.

Apply Filter : If you click this button, MainBoss immediately filters the table using
the given criteria. Note that the table does not get filtered until yokittlis
button.

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

Close Closes the filter window. If you have not clickédply Filter , MainBoss
will notfilter the table. Furthermor@&jainBoss will not record any filter
conditions 9bhéveegpetimeegou open the
start from scratch again.

On every table viewer, there is a checkbox labgledly Filter . If this box is blank, the

table is unfiltered yous e everything youdd usually see.

table will be filtered using the filter that is currently defined. By blanking or
checkmarking the box, you can switch back and forth between filtered and unfiltered
displays.

The Active Filter

Theactive filterdetermines which work orders, requests, and purchase orders count as
Active . In other words, it determines what aléawill display when the wordctive
appears in the-hantacbrhee6s bottom ri ght

Work orders, requests and purchase orders are always considered active until thgy are
closed or voided. For exampl e, aitwilldbejwor k
active until you close it.

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

Show only records less than thismanydaysald You can set this f
a numberlf you do, work orders, requests, and purchase orders will only be
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
work orders, requests and purchasgers will be ones whose histories have

or (

i e

changed in the past 400 days. Typically,

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

Showonlyrecordssince You can set wdaiel lbyoufdo,edrkd 6 s v al
orders, requests and purchase orders will only be considetiee if their
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most recent history record was created after the specified date. For example, if
you set the value téanuary 1, 2009 , the only active work orders, requests
and purchase orders will be ones which have had some activity since that date.

The options you set through thleesw menu only affect your own MainBoss sessions.

For example, if you only want Showongffee very r e
records lesghan this many daysold t o 3 0. Mai nBoss would only
orders, requests and purchase orders less than 30 days old. You can change this number

at any time.

You can usé@dministration | Company Information to set active filter defaults for
everyone who uses the MainBoss database.

Selecting Multiple Table Entries

A table viewer lets you select multiple records from the table. To do this, you use the
standad Windows conventions:

[ If you hold down the<Shift> key, click on one record, then click on another, you
will select both records and all the records in between.

[ If you hold down the<Ctrl> key and click on a record, you select that record. If you
hold davn <Ctrl> and click a different record, you select that record and the first
record stays selected. In this way, you can<isel+Click> to select any number of
separate records.

After you select multiple records, you can perform the following operations:

Delete Deletes the selected records. A window will open to ask if you really want to
delete those records.

Edit: Opens the first selected record in an editor window. This window offers you
all the features available in a normal editor window for thpe tf record. In
addition, it has &lext button; if you clickNext, MainBoss closes the current
window and opens one where you can edit the next record that you selected from
the table viewer. By repeatedly clickihigxt, you can move through the records
that you selected, editing each one as you wish.

If you use the editor window to change the contents of a recorblettidoutton
disappears until you clicRave(to save your changes) Gancel(to cancel the
changes). You will not be able to go to th&trecord until you save or cancel
your changes.

Nextis a dropdown button with the following entries:

Previous Closes the current window and opens an editor window to edit the
previous record from the list of selected records. By usigg and
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Previous, you can go forward and backward through the list of selected
records.

Close Closes the current window and goes back to the table viewer. This says
that you are finished usingext andPreviousto edit the selected records.

Cancel Works like the usualancelbutton, canceling any changes you have
made.

View: Works exactly likeEdit except that you can only look at the contents of the
selected records, not make changes. You cahleseandPreviousbuttons to
go forward and backward through the lissefected records.

Restore Is only enabled if the records you have selected are all currently deleted. If
so, MainBoss opens an editor window that works exactlyHikié. If you Save
the current record, it will be restored. You can Nset andPreviousto move
forward and backward through the list of selected records.

Right-Clicking: When looking at a mukliselection list, you can rigfdlick on the list tg
get a menu of useful actions that can be performed. For example, the menu give$ you
the option of beckmarking all the entries in the list or blanking them out. With long
|l ists, we recommend that you click tjhe 0.
click on the list in the window to select the entries you want.

Editors

An edtor 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 additional information.

0 Mandatory fields are mame&efdi lwlidad ian.r edowarc
the record until you specify v@aubjeces for th
andntd are mandatory.)
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Details |A55ignees I Service Contracts I Resources | Temporary Storage I Meters I Chargebacks I State Historyl

Number [WR 00000001

|
Subject | @

State Status Effective Date
Current

Name

Requestor |

Unit |

Work Start Date [July-10-2012 hd

\ork End Date [July-10-2012 ~]

Duraticn |1 |

‘work Category | JEa e R

[T Use access code from unit

Access Code | R s R

Work Order Pricrity | 2 e R
[ Use expense model from unit

Expense Model [ Default Expense Model Default Expense Model R e R

Project | LI i R4 |

‘wiork Description ;I

-

Comments d

=

Downtime | |

Closing Code | B e R

¥ Select for Printing

Save&ﬂewl Save&Erintl §ave|v| Save&Cleel ;:e’lvl Canogllvl Add Wiark Grder l:TTé':l

[ [ & Help [Active

1 Readonly fields candét be changed.notThey
surrounded by black bordetine. In the picture above, several fields are realy.
For exampl e, Curleeto f i ie hBaisnass Bhori@h ar 8 - al |
only.

1 Some fields can only be edited at certain times. For example, some fieldsark
order candét be change & clasingtlee workhoederwo r k
i mplies that youdve finished working
is. If you really want to make changes to the work order, you must reopen it.

MainBossalso prevents you from changing information that has already generated

accounting recordsf or t he sake of security, account

deleted. For example, when you record the use of materials in connection with a
work order, MainBosgenerates accounting records indicating the cost of those
materials. You canodét directly edit t
been written; if necessary, you must createraection which will generate aew
accounting record to correahy mistakes in an old one.

[J As shown above, editor windows have several buttons containing theSaoed

read

order

can

on

hi

S

t

Save Just saves information youdve entered.

Save & Close Saves the information and closes the window.
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Save & New Saves the information and stastsew record. This lets you create

one record after another; for exampl e
people, you capave & Newa f t er each person, whi ch

entered and starts a record for someone else. (Fields intheosrd are
initialized with default values as set in thefaults 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.

A

General Tip:When youote af irlelciomgl,ouf you dojfn
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 @s the red arrow to make the field as mandatory.

Drop-Down Lists (Pickers)

Editor windows often specify information usidgop-down lists also known apickers
For e x anReduestoo t thieawodk order editor is a dragown list:

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

ot

, 0
Save

knoyv

fiRequestod t hi s wi | | be a Reéquestarsisaf t he peopl e i
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Requestor ... - - . et T4 e | ]
Mame Business Phone
Alex Miraculacci hh5-8359-0289 -
Allison Matrix 5h5-098-5372 =
Andrew Alberts Bh5-972-5373
Coach Charlie hb5-733-0372
Floyd Pump 5h5-893-5330
Gary Neller hBE-TB3-9723
George Jasper h65-035-9087 E
Henry Tallboat hbE-987-9723
Holly Happy h6E-902-8723
Jackie James h6b-008-2729
Jackie Newlywed hhh-892-9728
Jane Leighbold hbb-785-9872 5
Janice Freidelburg hhh-980-9873
Jean Martin
John Livingston hhh-238-9872
Jonny Spot hbb-803-9872
Karen Krystal hbb-972-5287
Marylee Chef
Mike Mitchell hh5-890-5728
MNancy-Jean Beltree hbh-897-2587 e
7 The #A...0 opens a window showing the compl
A. . . Requeson , i y o uReguestorstable.eClick an entry in the table, then
click Selectto fill in the original field.
-ia/x]
MName = I Business Phone I Mobile Phone I
Alex Miraculacei hAR-835-0283 BhRB-835-5411 -
Allison Matrix 5R5-095-9872 —
Andrew Alberts 555-972-9873
Coach Charlie bhb-783-9872
Floyd Pump hhR-853-3830 1
Gary Meller RRR-T783-9723
George Jasper hhh-039-3087
Henry Tallboat 555-987-9723
Holly Happy 555-902-8723 555-902-4511
Jackie James 555-088-2789
Jackie Newlywed hhh-852-9728
Jane Leighbold 555-789-9872 -
[F] ¢ | Enable Filter
NewRequestor | Edit [+| Deleic | Print| Refresh | Search |+| seleot| cancel |
| [ € Help [Active

(] The rightmost arrow of themp-down list opens a menu that gives you a number of
options. For exampl e, Reduestpo uf icéliadc k ywdud&l lar
the following:
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Estimated Completion Date
Name Business Phone
Requestor | & GO 4
Unit | Browse...
[7] Use access code from unit Edit
Access Code | View [
Request Priority | Mew Requestar |
Description Refresh
Browselets you look at the existingequestorst a bl e, j ust |IEditke t he i

lets you ed the selected requestoecord, whileView lets you look at the record

(but not change itihNew Requestorlets you create a new requestor record; if you do

this, the requestor Reguedtoob d i feil ldl @chcientyout Is
and close theew record. This makes it easy to create new records as needed if you

dondt already havRefreairetsggu ppdateghe dragtwe listr e c or d .

of Requestorsto show any changes since you first opened the current window.

If you wantto delete(| ear ) the value thatodés currently s
click on the field itself and choosdear. (With dropdown lists, theClear option only
showsupinnomandatory fields; you canoédownc!| ear t he
| i st sdeen gven atvaue, although you can give the field a different value.)

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 ashbelow, where the

fnEffective Dated f i el d shoul d contain a dat e, but i n
“E Mew Item Pricing gm I

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

Quantity Init Cost
Quoted Fricing | ||

Order Line Text |

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

If you try to save a record when it contains an invalid field, MainBoss will display an
error message and wondét save the record.
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To find out whya data value is invalid, move your cursor to the error marker. MainBoss
will display a tooltip with a message expl ai
This is shown below:

[ E Mew Item Pricing =N X
Effective Date paa =
ltem  Air brake hose: 0.375 Automotive supplies [===]
Vendor | o =® I‘The date is not in a recognized format ]
Quantity Unit Cost Cost
Queoted Pricing || |Q| | | |Q

Order Line Text | |

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

Active

Concurrency Errors: In the rare case thawo people try to edit the same record at the
same time, MainBoss will reportcencurrency error

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

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

that the record has changed while you were making your changes:

I Update Error SHACEL X

Database update failed with @ concurrency error

Browse Conflicts | Previous Conﬂidl Mext Conflict |

Caolumn Qriginal Value Cument Database Value Proposed Change
0c7311cd-0029-49a0-a2e3-9eb.. Ocealdhi-00253-4aa1-Ba28-6b42e . 9dfbcd08-0028-42e4-bBb7-2abce ..
Make STELLAR STELLAR STELLAR N
Model OLYMPIA OLYMPIA OLYMPIA -
Serial Number 12 12 12 3
Usage a0c13%e6-ched-45e6-3acT-2d1 . a0c135eb-chbed-459eb-09acT-2d194 . a0c135eb-cbed-45e6-9acT-2d15 . |
Category 19¢53M19-0029-4da6-aleb-ddB.. 14b9d028-0029-44f0-987a-d285e.. 19¢53M15-0029-4dak-aleb-ddB5T ..
System 4a3calbe-0025-436c-a517-4bb . 433calfe-0025-436c-a517-4bbda . fEaed485-0025-426d-bf03- 5400
Drawing
Access Code Tb0b558e-0025-4c02-51a7-eee . ThOb55Re-0029-4c02-51a7-eeea . TbOb55Be-0025-4c02-51aT-ec8a
‘work Order Expense Model 2

An Update error has occurred:
Da you want to overwrite the current database record with the proposed changes?  Yes Mo

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

0 The first column shows the recordobés values

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

0 Thethr d col umn shows the new values youbve s

Where the values are different, you can see fields where your values differed from the
ot her p e Nextd€Condlist andPrevieus Conflict buttons jump to fields where
the values conflict.
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In many records, some field values will look like nonsense strings of characters. These

strings are actually | i nGaegotyoo foitehledr rteafbelress .t
entry in theUnit Categoriesl i st . The fi el dés vadewesassi s a mea
a pointer. You can see i f two pointers have
about the record they point to.

When conflicts oc dabuttondneverg corflietstiis basioallyc | i ¢ k t h ¢
says, fAl gnor e enhuatgo bhck and fart editingdhe tecond agaih.

This time youdll see the values that the ot/

of these you want to change.

Reports

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

When you choose the control panel entry for a report, you get a window that lets you
specily options for the report:
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E Facility340 - MainBass Maintenance Manager

Session  Miew  Actions

Help

Grouping | Sorting | Filtering I Advanced | Preview|

Work Order History Report

Group by Then Group by Then Group by
() Mo Grouping (7) No Additional Grouping @ Mo Additional Grouping
() Access Code () &scecess Code () Access Code
() Azset Account () dzset Account () Azset Account
() Closing Code () Cloging Code () Cloging Code
@ Current State ) Current State ) Current State
() Current Status () Curent Status () Curent Statug
() End Date () End Date () End Date
(") End Date Maonth (7) End Date Manth (7) End Date Manth
() End Date Wweek () End Date Week () End Date Week
") End Date Year ) End Date Year ") End Date ‘Year
() Expense Model () Expense Model () Expense Model
() |2 Preventive ) ls Preventive ) |3 Preventive
() Owenership ) Dwnership ) Owrership
) Priarity ~) Pricrity ~) Priarity
() Project ) Project () Project
(7) Purchase Vendor (7)) Purchase Vendar () Purchase Yendor
() Requestor () Requestar () Requestar
) Start Date ") Start Date ") Start Date
() Start Date Manth (7)) Start Date Maonth () Start Date Month
() Start Dateweek (7)) Start Date Week () Start Date Week
(70 Start Date Year () Start Date Year () Start Date Year
() Subject ) Subject () Subject
(7 System () System () System
) Task ) Task @) Task
0 Unit @ Unit ) Unit
() Urit &ccess Code () Unit Access Code () Unit &ccess Code
() Unit Category () Unit Categorny () Unit Category
) Uit Lacation ~) Unit Location ~) Unit Location
) Unit Usage ) Unit Usage ) Unit Usage
(7 Vendor Category (7)) Wendor Category () Wendar Category
() Work Category () Work Category () Work Categony
) work Order ) Work Order ) work Order
| Sort Direction Sart Direction

@ Ascending @ Ascending
() Descending () Descending

[ Freview l [ Frint l [ Export Data
Uszer jagardner [Adminiztrator) Organization Faciity3d0 (D atabaze Facility331' on server 'SCRINIUMMSOLEXPRESS')

) Help Active

Report Sections

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

Grouping, Sorting or Grouping and Sorting: Lets you control how the report is
organi zed. For example, suppose
The report will be divided into sections, with each section containing work
orders that have something in common. For exangach section might refer to
a different location (which gives you a locatiby-location 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 casort by other criteria. With work orders, for
exampl e, yoStartdDaed $o0he kKdpti@é eB@ndbatep ob
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(the date each job ended), by work order number, and so on.

If you choose a grouping option, MainBoss offgos more options so that you
can create sufgroups within groups. Similarly, if you choose a sorting option,

MainBoss offers you more options so that you can refine the sorting process.

Groupingoptions break a report into sections; easetition has headings to indicate t
start of the section, and may have footers as well. (If a section has more than five
entries, the total number of entries will be shown in parentheses after the group
heading.)Sortingoptions sort information withinaeh section; they do not result in
headings.

If a particular group has no elements, that group will not appear in the report. For
exampl e, suppose youodore printing inf
category. If a particular category hasitemns in it, that category will be omitted from

the report.

Filtering: Afilter] et s you select which records

For example, you might want to restrict a report on units to imésparticular
category. Filter sections let you specify such restrictions.

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

included in the report:

Range of valuesif you selectRange of valuesyou can restrict the report to a

consecutive set of records.

BB Filter By WO Numn.. b= Eh S|

{* Range of values
" Specific values

From |\WO 00000006

Eil
Te  [Anyvvalue R

Disable Filter | Enable Filter

- -

You specify the sHomotl| iofeteledtany ao g e

record or else specifny value , in which case the report will begin at the

start of the |ist. For exampl e,
y o u Fsoend \KO0000006, the report will begin with the specified
work order and contue on from there. If you specifyny value , the
report will begin with the very first value in the appropriate table.

Similarly, you speci fTgo tlhen een dy oaf

any record or else specifyny value , in which case the rept will end
with the end of the list.
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|l f you select t Raenos amm , idlhee riepolvbat twii l
cover the single selectedFromal aed For ex
fiTo0 W@00000006, the report will only give you information abaiat

work order.

Note: In ranges (and lists in general), MainBoss sorts information in textual order} not
numeric. For example, the valagl sortsbefore1l00 anything that starts with sorts
before anything that starts with

Specific values If 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
closes the filtering winolw 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 window and removes anysasiated 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, and the fonts to

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

Preview: Displays a preview of therepédrta v er si on of what youod
actually printed the report on paper. Pramgasuch 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.)
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Filtering on Locations and Units:Various reports let you filter by locations and/or

units. In general, if you use a filter to select one or more locations, the depseniot
coversublocations (unless you select the sublocations too). Similarly, if you use a filter
to select one or more units, the report degtcover subunits (unless you select the
sub-units too).

However, when you filter on locations, thker window offers you the optiohocation

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 filteon 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 prining a report contains a number of buttons at the bottom:

Preview: Goes to thé’review section of the window and creates a preview of the
report. Preparing such a preview may take some time.

Print: Immediaely prints the report, using whatever sorting and filtering options
you have specified. You can wuse this
You can cancel printing with théancelbutton.

Refresht Updates the window to reflect any recent changes in data. For example,
suppose you e Il ooking at a preview

or
somebody el se at your company creates
| 'y a dedowldng &b gjouthdvesto alicdRefeesht y o u 6

automati cal
first.

ExportData:Ex ports the reportodos data in XML

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

Clear Select for Printing: If you click this button, MainBoss removes the
checkmark from &lSelect for Printing boxes on all work orders. Typically, you
do this after printing work orders that have been mageadct for Printing.

Cancel Cancels the preparation and printing of a report. This button is enabled only
when MainBoss is gparing a report, i.e. gathering the data and formatting it.
Once the report is ready to print, MainBoss hands off the result to the Microsoft
Windows printing facilities; after the report has been handed off to Windows,

butt

of a

a r

for

MainBoss has no more control oveetprintout and theCancelb ut t on wonoét

work. (If you want to cancel the prhout after that, you must use the standard
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Windows printer control facilities.)

Depending on the configuration of Windows and the Microsoft Report Viewer,
canceling a report nyaesult in a diagnostic message. Typically, you can just
ignore this message.

Close Closes the window. (This button is only present if you opened a separate
window to print the report.)

The Preview Window

ThePreview section of a print window contains a control bar like this:

1 of 46 b M i B A - | 0% - Find | Mext

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

If you click an entry in the document map, the preview changes to show you that gntry.

) First Page button: Goes to the start & document.

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

Gives the number of the page that is currently being displayet
- of 4 the total number of pages in the report. You can go to a speci
page by typing the appropriate pagener into the box.

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

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

P Parent Report button: Only applies when a report containseqats, and
this feature is not currently used.

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

=)  Print button This is the button that actually prints theoep

Print Layout buttonSwitches the display betwedncument maformat and
LJ layoutformat.

In document map format, the left side of the display contains an index o
information in the report. Clicking an entry in the indeX move to the
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corresponding information. The mouse wheel can move forward or bacl
through the report but it doesnd
whole number of pages.

In layout format, you see a scalddwn version of the page as itivactually
print. The mouse wheel will move from one page to the next.

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

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

Once you specify what type of output you want, MainBoss will open a
window asking you to specify a file where the exported data should be
stored. Loosely speaking, MainBoss exports the data in a formédrdion
what 6s displayed 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 hangou want to export data for processing by sc
userwr i tt en pr ogr am, i t BxportPatacbbtarb |
(discussed previously).

Note: When you export data in PDF format, MainBoss uses the margin sizes and|paper
sizea specified i nPageBaumsettmgsor t 6s currert

Scale: Controls the scale of information displayed in the

100% - previevy window. For example, if you set the scale to_ 200¢
youoll see the informatior
thescaleto3®, youodll see it at

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

Select For Printing

Work orders, equests, and purchase orders haskeezkbox labele&elect for
Printing . The purpose of this is to simplify the task of printing a number of newly
created records in a single print run.
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For example, suppos®u create several work orders every.ddy default,Select for
Printing is checkmarked in every nemork order To print all the nevones go to
Work Orders | Print, go to theEiltering section, and checkmagielect for Printing in
t h WorkiOlder Filterso o pt i o Bnsible Fi{te€Cih therdsulting window.)

This tells MainBoss that you want to print aibrk ordersvhereSelect for Printing is
checkmar ked. Once wosko@arsgoupgan clicktth€dar Selett t hos e
for Printing button (at the bottom of the window for printing). This removes the

checkmark frontelect for Printing in all work orders The next time you ask to print

Select for Printingr e qu e st s, ywonk ordefscreateddftgr yop aliaked t

Clear Selectfor Printing .

You might decide to print offvork ordersat the end of each day. During the dagyk
ordersare createdwith Select for Printing checkmarked. At the end of the day, you
print all work orderswith Select for Printing checknmarked, therClear Select for
Printing on allwork orders In this way, you only have to make one pirimt per day.

The same principle applies tequest@and purchase orders. When a new one is created,

Select for Printing is checkmarkedOnce youobdve printed work orde
orders, you can ugelear 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 @il work orders that

haveSelect for Printing turned on. Then suppose that you spend some time previewing

the report before you print it out. Finally, you clickear Select for Printing. This

turns offSelect for Printing onall work orders, including anthat were created while

you were previewing the report. The report \
(because they were created aft eSeledifore report

Printing anyway.
This demonstrates thatysuhoul dndét | eave a | ong gap bet wec¢

Asel ect for print i @QepoSelecefq Brinting. Bheshmd he t i me vy
principle applies for requests and purchase orders.

Paper Size and Margins

When you start MainBoss, it sets the margin sizes for any report to default values, and
sets the paper size to the default size associated with your default printer. You can
change both the margins and the paper size by djj¢ckePage Setuputton in the

Preview section of any window that prints reports.
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Note: Any change in margin size or paper size only affects the current printing widow.
Different reports will still have the default margin size and paper size. Alsaj iflgse

a report window then open it again, the margin size and paper size for that reporg will be
set back to the defaults.

When you exportlata in PDF format, MainBoss uses the margin sizes and paper size
associated with your curreRage Setup This means that you might uBage Setugo
specify a paper size and/ or margin sizes
intend to export the report in PDF format.

Formatting in Columns

Many reportshave aShow Report in Columnsoption in theAdvancedsection.This
organizes a report so that there is a sifheo for each record in theeport, with the
fields of each line broken upto separate columnghis format can be useful if you
only want to see a few piecesinformation from ach record (as dictated by tBaow
checkboxes)However, it becomes unreadable if you try to cram too many pieces of
information on a single line.

Note that if you print out the report iandscapdormat rather thaportrait, you can put
more on a line without losing readabilifiyo change the forat, use the "Page Setup"
button near the top of thi&review section.

The column format is particulgruseful if you intendd exportthe repord s tat a
Microsoft Excel In this case, itdoeént mat t er i ftfitivdllen apiede afmn s
paped in Excel, you can expand the columns sat theyre readable ogour computer
screen.

Interrelated Records

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

a web page: ités a pointer that MainBoss

If record A links to recad 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
equipmento service contracts or vice versa.

t

c

h ¢

don

al

Now suppose youodre creat i ndgeracesedion. Ifyoui t r ecor

A

havendt yet saved t heNavinittService Comtractbuttoy o u 6 1 |

in theService Contractssection is disabte. Why ? Because the uni
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exist until you save it. If you tried to create a new service contract record before the unit
record was saved, theredd be nothing to I inl

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

Note that if you hold the cursor on a disabiégy button, a todlp 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 aNew button is deactated, saving the current record will usually
activate the button.

Accounting Facilities

MainBoss lets you keep track of various types of costs: the amount you pay for
equipment, materials, outside contractors, etc., and the amount yge &irayour
mai ntenance departmentds wor k.

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

Ma i n B acsosiriirgy facilities are intended to simplify eayday operations, so that
workers using MainBoss dondét have to know wl
expenses. I n order to make this possible, st
accounting pactices 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 only an overview of the basic conceps.

Ma i n B acsosiriirg facilities generate a reliable audit trail of accounting records
based on your general ledger accounts. However, there is currently no direct method for
using these records in conjunction with any accounting 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 MainBo&scounting module, ya 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
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possible to set up multiple cost centers all corresponding to a single gengeal led

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 you only use a single ledger account for matpeates.

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

However, you might decide to create multiple cost centerEldarical

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

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

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

If you have not licensed the MainBo&scounting module, MainBoss hideall
references to cost centers. Therefore, you
wonoét see them used anywhere in the softwa

[0 Expense ModelsAn expense modés$ a type of MainBoss record that describes
how youodr estgoo mtgo ta pmaroti cul ar work order.
you do for Client X, you might be required to categorize expenses in one way; on
jobs for Client Y, you may have to use a different system of classification. As
another example, organizations theteive 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 fdreatlifferent expense
reporting formats that you may have to use.

[1 Expense CategorieEach expense model has a set of associated expense categories.
These are the categories that must be used to classify expenses in this particula
situation. You might have categories like

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order , typeafu | ook at
expense is this?0 You chdsdefavaillablee expense ¢
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 indicates the general ledger
account that should be used forttegpense category within that expense model.
Linking an expense category to a cost center is callexXense mapping

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

Whenever you create a work order, you have to assign it an expense model. Suppose
y o u 0 r eajodforiTengnt A. You look at your list of expense models and see that
there is one especially associated with Tenant A; you therefore assign that expense
model to the work order.

Next you have to assign an expense category to each expense on thedenoi/hen

you look at the list of categories associated WwehantA Model , you see there are

only two:Labor andMaterials . Therefore, you just have to assign one of those two
categories to each expense on the work order. If you havetoeinting modue, 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 Which model do we use (what general approach willwduge Aicost out o t hi s

[ 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
that an expense category can be used for labonsgpdout 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 separate out expenses in

a sophisticated way (e.g. if yoedp 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 dondt need accounting aflwoakl | , just us
orders. Choose the default expense categories for every item on the work order.
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Whenever you create awork order,yousts peci fy an expenseg model
set up your own expense models, use the default model.

Similarly, whenever you adah item to a work order, yaaustspecify an expense
category. I f you havendét set up your| own cat

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

Corrections

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

that has already generated accounting transactions (e.g. records of actual cosks on wo
orders). To maintain an accurate audit trail
existing accounting records. Instead, you have to createoectionrecords which

add or subtract from previous monetary values.

On a similar principlephysicdcountr e cor ds resul ting from takin
their numbers altered once the record is saved. Instead, you heié (itancel) a

physical count, then record a new count. Again, the point is to prevent numbers from

being fudged you always leage 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 | Security Roles The comments provided
in each role record indicate what permissions that role provides.

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

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

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

Close Work Order button will be disabled for that user.

N

Important: Wheninfeo mati on i s bl ank because yqu donot
permissions, move the cursor to the blank; MainBoss will tell you what security rclLes
will give you permission to see that information. Similarly, if a button is disabled, nove

the cursor to the button; &hBoss will tell you what security roles will allow you to yse

that button. Note, however, that in some cases, information will disappear entirely (e.g.
sections of records just wono6t be di|lspl ayed)
something is n@sing.

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

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

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

that they can tell a client, AYour work

suggests th@/orkOrderSummary security role.

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

Other roles may also be appropriate, depending on whatlbslkppersonnel are

expected to do, andciesesn your organizationos

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 related groupings; for example,
WorkOrder , WorkOrderVie w, WorkOrderFulfillment andWorkOrderSummary
are all roles related to work orders.

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

For this reason, ther eobWokDrder gndi nt i n gi
WorkOrderView (for example), becaus®&orkOrder automatically includes all the
permissions ofVorkOrderView .

In general, &iew role automatically includesi¢ relatedsummary role and a role with

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

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 (but not labor)
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 example, youbll be abl e
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on a job kwtowy diwowaruccth t he part cost.
costs if you have th&ccountingWorkOrder  role (or some other accounthnglated
role). FurthermorefccountingWorkOrder 1 snd6t sufficient to
you needAccounting  or AccountingView

I f you dondt hcacvoeu matni mago psreocpuriiattye raol e,
monetary values. However, MainBoss can enter monetary values for you. Loosely
speaking, if you record that Joe Smith worked five hours, MainBoss canatalthe

S

you

cost of that work based on Joeb6s salary,

IS.

More specifically, when someone creates a demand for labor or materials on a work
order, the person creating the demand has a choice of three optided telthe actual
cost of the labor or materials:

Current value calculation: If you choose this option, you tell MainBoss to
calculate costs based on the current value of labor and materials.

For materials, MainBoss checks its inventory records andmigies 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 of a quart of oil from its inventory records. Tkatsthen
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 those records. For

example, if you specify that employdee Smith worked five hours, MainBoss
checks its hourly inside records to

uses that hourly wage to determine the

Demand estimate 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,

ee

Youbol

c

eV ¢

det er

a (

if a workerodéds hourly wage chandmmes bet weer

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 matesage. This might happen when 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 thewvorkOrderFulfillment role.

Manual entry: When this option is spédied, the person who records actual costs
must haveAccountingWorkOrder ~ or some other accounting role that allows
costs to be entered directly. I n t hi
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same calculations &urrent value calculation or Demandestimate or may
manually enter some different cost.

Note that these options specatfgfaultsto be used in situations where the person who

records actual | abor and materi al usage does:s
person recording actual gahas 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 print any costs that would normally appedr in

thergport. This option is always in efflect if
related security role.

Bar Code Support

MainBoss Advanced can add bar codes to various printed reports including work orders,
requests, prchase orders, storeroom assignments, and unit records. This provides a
level of support for the use of bar codes in your operations.

To print bar codes on a report, go to #vancedsection of the report. On the line
labeledBar Code Symbology chooseéhe type of bar coding you wish to use. (There

are numerous systems for representing data as bar codes, so you have to tell MainBoss
which one you use.) Once you have specified a format, MainBoss will include a suitable
bar code for each record in therout.

The bar code represents different information depending on the type of records being
printed:

[0 Forworkorders t he bar code represefwds the work ¢
00000001 )

Forrequests t he bar code r epr e sWRDOOBOL)he request

Forpurchaseorders t he bar code representPO the purc
00000001 )

[ For storeroom and storeroom assignnrenbrds, the bar code represents the value
of t he bBxtermabTaghd $ i @1 d; t hi sDefalissettionofathepear s i n
associated record

[ Forunit the bar code represeitsh e v al ue oJitTagoe friedadrddhi s f
appears in th®etails section of the associated record

When you read a bar code into MainBoss, MainBoss will open an editor for the entity
associated with that bar code. For example, suppose younfi@mation about a unit.

If you read the bar code on the unit, MainBoss will immediately open the appropriate
unit record in an editor window; this lets you obtain all the usual information from the
unit record.
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Important: Make sure that a windowcomtai ng Mai nBossds cojntr ol p &
window at the time you read the bar code. If any other type of window is active (e}g. a

window for editing a record or for printing a report), reading the bar code will not have

an effect.

Default Bar Code Encodng: You can set your organizationos
going toAdministration | Company Information and clickingEdit. This opens a

window where you can specify which type of bar codiog most often usd+rom this

point on, that type of bar coding will always be set as the default in any report that can

print out bar codes.

As with all default values, you can specify a different value in any specific situation. For
example, i f you epmtdincludedar todes, yquaanet c ul ar r
Code Symbologyto None when you print that particular report.

Drawbacks to Bar Codes:Many wouldbe bar code users think they can simply use the
standard fAuniversal o UPS bauwuchasdhe eodesthdtat app ¢
appear on grocery items in the supermarket) .

For example, consider standard D cell batteries. To most maintenance departments,

these are all the same. However, each brand of battery cathesdifferent UPS code;

also different packages from the same manufacturer have different codes, so a two

battery package is differentfromafdurat t er y package. You might |
cell o6 code for all such W&PIcedeforl@at, but you
purpose.

A second problem is that manufacturers recycle UPS codes. Rubbermaidkeaveil

for this practice. When they discontinue a product, theyseethe old code for
something new. They also use the same code for productmimitin differences, e.g.
similar products with different colors. This may or may not make a difference to your
operations.

Similar problems apply if you use anyone el ¢
particul ar suppl i ersélsrcodadtrat conge froamuanybne else,. I VAN
you may be caught by surprise changes or inconsistefaeseasons like this, you will

probably have to create your own bar codes for anything you want to identify. This can

take a great deal of work, and mustatenned carefully.

Note: MainBoss Advancethcludes Barcode software developed by Neodynamic SRL
(http://www.neodynamic.com/ ). All rights reserved.

Assignments

Requestswork ordersand purchase ordetan be assigned to people. Someone
assigned to a record is calledassignee
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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:

[0 The requestor
[0 The person who received the request from the requestor (e.gldsklpersonnel)

[0 Whoever is responsible for seeing 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 worlepmdclude:

(1 The requestor
(1 The dispatcher who created the work order

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

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

Any worker who apears in a labor demand (inside or outside, hourly 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 inthewo r k  OAssthrecesedion.

You assign 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

(1 Whoever created the purchase order

1 Whoever will receive mateligspecified on the purchase order

1 A bookkeeper or accountant who has to keep track of purchase expenses

Different organizations wil/ have different
record. For example, an organization might choose to assigesteqs to requests but

not to work orders. Similarly, helgesk personnel might be assigned to requests but not

to work orders associated with those requests.

Your Assignments When you run MainBoss, youdll see t
entry labeledAssigned to currentuser | f you expand this entry,

O In Progress Requests
0 OpenWork Orders

0 IssuedPurchase Orders
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These tables lisictiver equest s, wor k orders, and purchas

assigned. In other words, yofissigned b current user section lists the requests, work
orders and purchase orders that youore

The Assignment Status Display
TheAssigned to current userentry of the MainBoss control panel displays information
on requestswork ordersand purchase ordeassigned to you.

[ For requests, the window display®e number of new requests and the number-of in
progress requests assigned to you.

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

[ For purchase orders, the window displays the number of dratigre@rders and
issued purchase orders assigned to you.

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

While you are using MainBoss, you can obtain help in a numbeays:w

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

2. If you click the Help button at the bottom of th&inBoss window, oyou press the
<Fl>k ey, MainBoss provides full documentati c
at.

3. The MainBossHelpmenupr ovi des access to MainBossods h
[0 Help- Contentsgives you the table of contents for the help files.
[0 Help- Help Index gives you an index of important terms.

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

A MainBosssessiorbegins when you stiathe MainBoss program and ends when you
quit the program. MainBoss sessions are controlled througbetb@ormenu.
Maintenance Organizations

When you first begin using MainBoss, you may be asked to specify your nzaiogen
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 thdnstallation and Administration Guider information on creating a maintenance
organization. Otherwise, cliockdd Existing Organization. This opens a window

where you can specify what organization you want to use:

E Add Existing 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 process, your MainBoss administrator will have
created an appropriate database on a server computer. Ask your administrator for the
data yowneed to fill in the above window. ClicRK when finished.

When you add an organization to your list, the new addition is automatically made your
default organization. Whenever you start MainBoss in future, the program will
automatically open this maintance organization. Therefore, most users will never have
to specify a maintenance organization in future.
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Changing to a Different Maintenance Organization

Some companies may create multiple maintenance organizations. For example, a
property management c@any with multiple clients may create a separate database for
each client. As a result, workers in such a company may need to switch from one
maintenance organization to another while using MainBoss.

To do this, open th8essiormenu and clickChange Maintenance Organization This
opens a window that lists all the maintenance organizations known to you. Choose an
organization from this list, then clicRpen Organization. MainBoss will open the
corresponding database and you can begin working with theassbdata.

Quitting MainBoss

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

Note that you can close a main MainBoss window and still have other windows open.
MainBoss contines to run on your computer until you close the last window.
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Locations and Contacts

This chapter discusses the most important tables in MainBosations 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 fequently, so this guide provides full details about working with these tables.

Locations

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

[ The building sites where you perform maintenanceaijmars

[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, yourLocations should list all the buildings covered by your

maintenance operations. Almost everything you do with MainBoss requires an
associated location. When someone submits a problem report, you have to specify
where the problem is; when yoleete a work order, you have to tell workers where

they should go; when you track spare parts, you have to tell where the parts are stored.

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). When you create a postal address
record, you specify all the usual address information (street address, city, state or
province, etc.).

[0 Sub Locationswhich are locations inside other locations. When you create a sub
location record, you specify the location that contains the sub location. (The
containing location must already have a record in yogationstable.)
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Sublocations can have sub locations of their own. In the preceding piRtwe, 100
is a sub location dfloor 1 which is a sub location @urBuilding . You can
organize your locations and sub locations in any way you like.

Notice that MainBoss depicts lakons using @ree picture similar to the way that
Windows Explorers shows folders, subfolders, and files. This makes it easy to see
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...

-

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

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

2. IntheView secton of the table viewer, clickiew Postal Address- . This opens a
window where you can enter information about the location.
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E Mew Postal Address EE‘ '

Details |Corrtact5 I |eits I Storerooms | Temporary Storage and kems
Code | ®
Description |
Address Line 1 |
Address Line 2 |
City |
Territory |

Country |
Postal Code |
Map Coordinates |

Comments

[Safe&ﬂm] léave] lSave&CI_nse] lCInse] lShmuonmap]

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

3

4. | nDegtription0®, enter a longer description of the locatio

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

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

|l f youdre typing in a | ot Sale&denwsotsavéth¢ad dr e s s ¢
informatonyas 6 ve just typed, then set up al new e mg
address.

A postal addresommestd of decdnt ¥onscanfiuse t hi
any information that isnét covered by the ot

driving directions from your headquarters to the address if your personnel would find
such information useful.

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

location. These are people from yalwntactslist (discussedater in this chapter).

When you first start setting up MainBoss, tI
automatically when you begin recording contact information.
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As a special feature, MainBoss makes it easy for you to use GoogtetMapecify
fiMap Coordinatesd . First, use Google Maps to] find t
Then, rightclick on the location in the Google Maps display and diekter map
herein the resulting menu. Next, click the button in the-tefhd panelith the link
icon on it (a section of chain). Finally, copy the given URL (beginning ktigh ) and
paste i MapCootdinatesohd ifel d i n Mai nBoss. MainBoss
longitude and latitude from the Google Maps URL.

Sub Locations

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

[J To create a new sub location record:

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

E Mew Sub Location EE '

Details |Carrtac:ts I Units I Storerooms | Temporary Storage and herns|
Code

=

Description | -

Map Coordinates |
Contained Within |ﬁ~ MainBoss Cellege ®

Comments

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

2. | nCodeo -, enter a short identification code for this location.
3. | nDegstriptiond- , enter a longer description of the location.
4. | nCoritained Withino®, specify thedcation that contains this sub location.
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5. Click Save & Close to save the information and close the window.

Not e Cortaméd Withind 1 s -dawndist. Wop usually fill in the value by

clicking the first arrow, which displays your current locaioHowever, 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

The Contactstable contains contact information®rv er y per son whooés r el
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 record information aboutantact, you may specify a locatitor that

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

postal address: the contact personb6s mail i ng
company, you might spiég 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 appropriate location redmmfibre you start creating a contact recgrd.
Alternatively, you can create a location record as needed in the middle of creating the
contact record.
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[ To create contact records:

2.

1.

In the control panel, go tGontacts This opens th€ontactstable viewer.

o - “ <
5 Facility240 - MainBoss Maintenance Mana 0 e S
| Session  View Actions Help
i Yiew Contacts
Mame : Buszinezz Phone kuobile Phone
A STELLA ; 2 -
Alex Miraculacci hAR-335-0239 AAR-835-5411 I:I
Alex Miraculacei 0000 AE5-833-0239
Allizon Matrix hAR-098-9872
Andrew &lberts AE8-972-9873 >

2] 7] Enable Fiter

Letails | Cantact Funchions I Helated|
Mame A/C STELLA
Buziness Phone 555-308-93872
E-mail freezerEstellar. com
Hame Phohe
Fager
b obile Phone
Fax B55-987-0828
WEB Page W stellar air. comn
Location A/C STELLA
Location Detailz Stellar Air Conditioning
Izer
Comments Yendor

[ Mew Eu:untau:t ] [ Edit ]B [ Qelete] [ Frrirt ] [ Hefrezh ] [ Search ]B

Izer jagardner [Administrator] Organization Facilitpy340 [0 atabaze 'Facilite331 a Help Active

In theView section of theContactstable viewer, clicklew Contact - . This opens
a window where you can enter contact information:
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