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Introduction
Welcome to MainBoss Advanced

Thank youfor licensing MainBoss Advanced You 6l | find it provides
youneedfo managing your organizationds maintena

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

For informationon installing MainBoss, see thestallation and Administration Guide|
For information on configuring MainBoss, see @enfigurationguide.

Documentation conventions

This guideuses the following documentation conventions:

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

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

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

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


install.pdf
config.pdf

MainBoss Concepts

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

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

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

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

Each entry in a table must be 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 differedentifiers.

Unit: A unit is anything that might require maintenance.

This includes equipment, vehicles, and places. In a factory, for example,
your units will mostly be pieces of manufacturing equipment. In a
shopping mall, each store rhigbe 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 camack the maintenance record of each piece.

Similarly, in a shopping mall, you might subdivide large areas into

small er ones (e.g. AfDepartment store,
east sectionodo, and so on) sotothat worl
go when theyore sent to fix a probl em.

T h er e 0 sandfast diwiding tine between what is a subit and

what is simply a spare part. For example, if a piece of equipment has a
self-contained motor, do you treat the motor as awsbor simply a

spare part? The answer depends on whether or not you want to track the

mot or 6s maintenance independently fror
youdre | ikely to move such motors fror
care about the mot oytbesyopsheuldtrestai nt en an
the motor as a subnit. Otherwise, there may be no point in treating the

motor as a sulnit.

Request:

A request reports a problem or asks for work to be done (e.g.
renovations).

Request 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 the
person reporting it, the date/time the report was receivedy andf
description of the problem itself.

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




Work order: A work order is a detailed descriptionof work to be done.

Work orders are designed to be filled out by maintenance personnel. In
many organizations, work orders are written up by a supervisor or
di spatcher, then issued to the peopl e

Work orders are more detaildthn 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.

General Principle: Requests descriroblemswhile work ordersiescribesolutions

Items: Items are materials used in your maintenance work.

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

When setting up inventory records, start with the most important items in

your inventory, such as expensive or vital sparespd@racking simple
itemslikenailsor6@vat t | i ght bul bs is often mor
worth...but if your operations depend on certain materials, those are the

ones you should track.

Note that MainBosso6s recor dslfadyenpeamgb jJon physi
into a storeroom and take out materials without recording the fact in MainBoss, tljen
you canb6t expect MainBossob6s data to |[be accurt

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

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




Unit Maintenance Plan: 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 exanple, 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

timing might be fAevery three months or

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 information
from the unit maintenance plan record.

Maintenance Organization:A collection of data describing the operations of a
single maintenance organization. Each maintenance organization
you have corresponds to a separate database.

While many MainBgs customers will only have one maintenance

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

property management company that maintains properties for several

di fferent clients. The company may c hc
separaterbm the others, or may decide to have a single database

combining data from all clients.

You must have a separate set of license keys for each maintenance
organization database you maintain.

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

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

Note that a st or eanormahroanoForseraple,ihave t o
you have service trucks that each are supposed to contain standard work
materials, you can treat each truck as a storeroom and can track the

contents to make sure each truck has everything it needs.




Expense CategoryA way to label costs on a work order.

For example, you might have separate categories for inside labor (your
own personnel), outside labor (done by hired contractors), electrical
supplies, plumbing supplies, spare parts, anohs&/ou 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 propgrtnanagement company may have a separate
expense model for each tenant. This makes it possible to associate
different expense categories with different tenants.

CostCenter: A way of associating MainBoss costs wi
accaunting 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 brealdown your costs in more detail than your ledger accounts
allow.

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

In addition to listhg the materials or services you wish to purchase, a
purchase order can specify where each item should be delivered, how
goods should be shipped, when materials are needed, and much more.
Purchase orders may contaniscellaneougems which are expenses
beyond goods and services (e.g. surcharges for quick delivery).

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

When all specified goods and services are veckithe purchase order is
closed.




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

You can assign work orders, requests or purchakoto any number

of people. If the assignees are MainBoss users, MainBoss makes it easy
for them to find their assignments by listing them inltheAssignment
Overview section of the control panel.

The workers who work on a job are annatically assigned to the work

order. You might also assign a work order to whoever will supervise the

work 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 that

the reuest is honored (e.g. the person at the-tegk 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

whobs expected tooodsecei ve the purchas:

Notifications: Email 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 sern connection with requests, work orders,
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 setthats

they do not receive notifications.

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

Security Roles:Settings that determine what you can

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




Licensed Module: A collection of related operatiors in MainBoss.

The operations that are available in MainBoss are determined by which
| T censeq

modul es your organization has
license, you will not see various entries related to that module.

Important: Yourli censes and your security ro
i n MainBoss. For example, if you hayv
related to that module wonét be disp
particular set of smirity permissions, some types of information may be hidden fro
you and some operations may be disabled. Therefore, what you see on your screg

A

enot

| ayed
m

en may

differ from the pictures displayed in this guide.

The MainBoss Control Panel

Herebs a tyMdicmBo sé&d umeaei mfwi ndow:

e My MainBoss - MainBoss Maintenance Manager = =

Session  View Actions Help

My Assignment Oveniew View MainBoss Overview

[

[FRequests

E-Work Orders Lest Backup Date Monday. February 9, 2015 2:02:54.93 PM

[-Unit Maintenance Plans .

-Units Last Backup File Name backuptest

E]}-::t.ernsh o New In Progress
+-Purchase Orders

- Coding Definitons REgEE [
[H-Administration Unassigned 3 1

Mumber of In Progress Requests by In Progress Date

Convened Some Incomplete

I Converted All Complete Count Py
Count

B Unconverted Count

.
212015 242002015 2222015 2724/2015 226/2015 2282015 212015 412015 FEr2015
In Progress Requests by Priority In Progress Requests by Status
1WEKG T
o 1
Mew Open Overdue
‘Work Orders 61 3 3
Unassigned &1 2
Number of Open Work Orders by Work End Date
I Requested CM \work Order Count EEl Reguested PM \Work Order Count CM WorkOrder Count Il PM ‘work Order Count
71172013 10/1/2013 1172014 4/1/2014 71/2014 10/1/2014 1172015
Open Work Orders by Priority Open Work Orders by Status
e~
0 1
Draft Issued
Purchase Orders 1 1
Unassigned 1 1
]
]
|Userjagardner (SQL Administrator) Organization My MainBoss (MB35Test: Database '"MB35Test” on server ‘SCRINIUMNSQLEXPRESS) Active & Help|

On the left is theontrol panel This provides access to all standard actions and
information. At the bottom right, th= (Refresh) button updates the information
displayed (in case otherusers haverecery made changes to

your

o

r

es dete

(
|



General Principle: In MainBoss Advanced, you use the control panel (on the left) fo go
to a table, then you use the tableds|] button:s

This manual uses the notatiantry | Subentry to refer to items in the control panel.
For exampleyWork Orders | Reportsrefers toReports under the/NVork 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 whgbu selected. For example, if you cli¢kork Orders in

the panel, the rightand part of the window changes to show information on work
orders.

We recommend that you maximize the MainBoss window so that MainBoss has the
most possible screespace to disply information.

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as
<Ctrl+C> for copy anc<Ctrl+V> for paste.

YoucanalsouseTab>t o move to the next field in a wi
form, you can just tab from erfield to another rather than using the mouse.
<Shift+Tab> moves backward to the previous field.

In any table viewer, the shortcut sequencerl+F> opens the search window. The

search will be applied to whatever list of records yatked most recently. For

example, if you most recently clicked a list of unit recordsirl+F> will let you search

through units. However, if you were looking at a unit record and your most recent click

was on the unitds | €CsltF> awduld searchithroogh sevioent r act s,
contracts. €Ctrl+F> will not work if your most recent click was on the MainBoss

control pane it only works if your most recent click was in some sort of table viewer.)

If the search window is not opethe <F3> function key has the effect &ind Next,
searching for whatever you searched for most recently. This means that préssing
repeatedly will perform the same search over and over.

MainBoss buttons often allow keyboard shortcuts. Tdatseshortcuts in a window,
press the<Alt> key. One letter of each button will be underlined, &Saive Pressing
<Alt> plus the underlined letter is equivalent to clicking the button, sethiatS> is
equivalent to clicking th&ave button.

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

(1 Zoom in on View: If you click this menu item, MainBoss will hide the control panel
in this window. To bring back the control panel, clitkom in on View again.

(1 Open in New Window: If you select this option, MainBoss opens a new window
containing the same information as the current one. This is useful if you want to



compare information between tables: you can have two windows ope showing
one table and one showing the other.

Change Active Filter Thi s i tem | ets you change the def
work orders and purchase orders. For examplecgawspecify that work orders
Should only be displayed in table viewers

Changes that you make through this menu item affect you but not other users.

Show compact browserslf this is checkmarked, table viewers will not show

details from the currently selected record. This makes it possible for a table viewer
to list many more records. If the entry is not checkmarked, table viewers will have
an area showing the contentslod currectly selected record; this reduces the
number of records that the window can show at any one time.

Form Customization: Offers a submenu of actions related to customized table
viewers, editors, and reps. The submenu contains:

[0 Enable: If this is checkmarked, you can customize table viewers,
editors and report windows, as descr
later in this document. If you remove the checkmark, you will not be
able to m&e such customizations.

[1 Customize Main Menu Lets you choose which entries appear in the
control panel.

[0 Publish: This saves all your current form customizations as a single
set of Apreferredo keotet omi zati ons. Y
customizations after publishing, but they will be forgotten when you
quit MainBoss. Only published customizations are remembered from
one session to the next.

[1 Restore from published Gets rid of any customizations you have
madesince you last clickeBublish. You will return to the preferred
customizations you have already saved.

[0 Clear all customizatiort Removes any and all form customizations
you have created, restoring everythi
This doesotdelete your published customizations; therefore, you
can userestore from publishedto return to your published
customizations.

[1 Export: This saves your current customizations in a file. (MainBoss
will open a window so youan specify a file name and location.)
Saving customizations in a file lets you pass your customizations
along to someone else. It also keeps a record of your current
customizations if you intend to publish a different set of
customizations.

-10-



[1 Replace from file Replaces all your current customizations with
customizations from a file. The specified file should contain
customizations previously saved withport.

[0 Add from file : Adds customizations from a file to your curreet of
customizations. The customizations will be added to any
customizations that already exist; however, if a customization in the
file conflicts with one of your current customizations, the
customization in the file will replace your current custoriaa

[1 Select View Contains submenus that reproduce all the entries of the control panel.
This is useful for people who would rather work with menus (especially menu
shortcut keys) rather than using the mouse t& clicthe control panel.

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

TheMainBoss Configuratioguide explains how to set up yooding Definitions.
This Dayto-Day Operations Guide assumes 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® f or exampl e, wor k dNonberd swhirlee i idewne n tf o rey
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 Thi s is often used
code. For example, in a QGoded tmirgBaltorlwe f or a wk:
NorthEast wh i | eDedcriptonoA mi ght speci fy what type of

The Importance of ConsistencyBeforeyou begin enteringnyinformation, you must
establish a coding policy that will be followed by everyone who uses MainBoss. Then
you must stick to that policy with absolute consistency, unless everybody agrees that the
naming conventions should be changed.

For example, 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

-11-
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If someone then uses the name

AC 4
it will throw off the consistency of your records.drist of equipmensored in
alphabetical order, the inconsistent one wol
It wi || be harder to find the unit you want

unit may al so sl i p beprintirgefireports aoutyolmc 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 similargkiappear together 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 t he s ofdizee@and anélyze data in eéffecivgwayso or g a

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 recdfdr example, each entry in tilendorstable
gives information about one of your suppliers.

A table viewer lists the records in a particular table. For exampl&,etheors table
viewer lists the entries in yolendorstable.

Table viewers usually have two sections:

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

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

-12-



B My MainBoss - MainBoss Maintenance Manager = =
Session View Actions Help
MainBoss Overview — Afi = -
[#-My Assignment Overview — View Vendors | | H |
[+-Reguests
B-\work Orders View | Defaults for Vendars
B-Unit Maintenance Plans "
E-Units Code Description
[-ltems
[-Purchase Orders g ANC STELLA Stellar Air Conditioning
=g Coa.’:ngﬂeﬁmﬁons = BATTERIES Sullen Battery Supply
:Em?s‘fﬁc"des = BEARING Silvester Bearing
ot Ceters &= CHEMICAL R&R Resources
B-ltems = CHILLER Chilly & Churchill Inc hd
B1-Locations . .
E-Purchase Orders 2| | T [l Filter
—Relationships = = = = =
B1-Requests Details | tem Pricing | Hourly Outside | Per Job Outside | Service Contracts | Purchase Orders | Purchase Order Templates | Units
B1-Linit Maintenance Plans Code A/C STELLA
B Unite Descrigtion Stellar Ar Conditior
[ Units of Measure escription Stellar Air Condttioning
528 Vendors Vendor Category A/C
h[]—\_*h_)rk Orders Name Business Phone Email
[H-Administration
Sales Contact A/C STELLA 555-308-9872 freezer@stellar.com
Service Contact
Payables Contact
Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 098 TRL 209
Payment Term
Comments alternative contact is Jane Darling
New Vendor | ||| ~| |X| |G| |EB|~| 4|~ o
‘Usar]agardnar {5QL Administrator) Organization My MainBoss (MB35Test: Database "ME35Test' on server "SCRINIUM\SQLEXPRESS) Active Help)

Special Selection Actions

If you right-click on the records listed in a table viewer, MainBoss opens a menu of
actionsthat can help you select entries in the table. For example, in most tables, the
menu will include &elect allaction; clicking this action in the menu selects all the
entries in the table.

As another example, some rigtlick menus have an action naneelect all editable
This selects all the entries that can be edited from this particular table viewer. For
example, théJnits table displays both units and the locations that contain the units.
Records for the units can be editfrom this table; locations cannot be. Therefore,

Select all editablewill select all the unit records in the table but will leave locations
unselected.

Tables with entries that can be expanded or contracted have a menu item named
Expand new entries This lets you determine whether the entries are fully expanded or
fully contracted when you start up MainBoss.
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Hiding the Details for a Selected Record

By default, when you select a record in a table, the table viewer displag®ation
from that record. Typically, this is shown irdatails 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 carMalhBoss not to display the details
panel; you do this by clicking the following button:

ry

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 wantto see the details panel again, click the same button.

Active and All in Table Viewers

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

(1 If the word isActive , lists of records displayed in the window only inclaaive

records. This means that the window only s
For requests, work orders, and purchase orders, it also means that it only shows

recordsthe ar e fArecent 0. By default, a record i
old; your MainBoss administrator may chang
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- My MainBoss - MainBoss Maintenance Manager - O R
‘ Session View Actions Help

MainBoss Overview — i — T
My Assignment Overview = View Vendors | =] Iﬂ | ‘l

Reguests .
‘Work Orders View | Defaults for Vendors |
Unit Maintenance Plans S ‘
IL::"‘_t: Code Description ‘
Purchase Orders h==f A/C STELLA Stellar Air Conditioning n
Coding Definitions E BATTERIES Sullen Battery Supply
[ foess Cores B BEARING Silvester Bearing
(—Cost Centers = CHEMICAL R&R Resources v
[#-ltems ] .
E-Locations (2| || [ Aeply Filter
e i ottt ity Ot | P o Ot | oGt | Puhan Ot | s Ot Trgts | U |
B1-Requests [ Code A/C STELLA
EJJ:S:;:SMam(enanoe Plans Description Stellar Air Conditioning
(—Units of Measure Veendor Category A/C
E} e Name Business Phone Email
nork Orders
B-Administration Sales Contact A/C STELLA 555-908-9872 freezer@stellar.com
Service Contact
[ Payables Contact

| Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 098 TRL 209
Payment Term
Comments zlternative contact is Jane Darling

NewVendor | |2+ | % | ‘givj 1“;7ij

User jagardner (SQL Admini: ) Organization My MainBoss (MB35Test: Database 'MB35Test' on server 'SCRINIUM\SQLEXPRESS)

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

My MainBoss - MainBoss Maintenance Manager - D
Session  View Actions Help
MainBoss Overview = -~ -
B-My Assignment Overview = View Vendors | ‘ E |
BtRequests
E-Work Orders View | Defautts for Vendors
-Unit Maintenance Plans "
- Units Code Description Deleted on
F-liems . _—
B#-Purchase Orders J=={ A/C STELLA Stellar Air Conditioning ~
Et-Codling Definitions ' ANGULAR Angular Metal Products 1210/2014 3:15:104
A
—Eoo?s;SCodes = BATTERIES Sullen Battery Supply
—Conta - .
—Cost Centers BT BEARING Silvester Bearing v
F-ltems
- Locations 2 7| [ Apply Filter
B-Purchase Ord ;
_R:T:E:ﬁgﬁzhiprsers Details | ftem Pricing | Hourly Outside | Per Job Outside | Service Cortracts | Purchase Orders | Purchase Order Templates | Units
- Requests o Code A/C STELLA
[]—U;:}.s aintenance Flans Description Stellar Air Conditioning
[—Units of Measure Vendor Category A/C
225 Vendors. - .
B-Work Orders Name Business F;hone Email
F-Administration Sales Contact A/C STELLA 555-008-9872 freezer@stellar. com

Service Contact
Payables Contact
Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 038 TRL 203
Payment Term

Comments alternative contact is Jame Darling

New Vendor Bv AR IRIEIRET IR

|Userjagardner (SQL Administrator) Organization My MainBoss (MB35Test: Database "MB35Test” on server "SCRINIUMYSQLEXPRESS) All m‘
In most tables, MainBoss never completely erases deleted recorsisakes it
possible to maintain a complete audit trail of everything you do.
To switch fromActive to All or vice versagdoubleclickt he wor d. Youdl |l see

deleted records appear or disappear.

TheRestorebutton les you bring back a record that was previously deleted. MainBoss
opens a window where you can examine the record to be restored and make changes if
necessary. When you save the record and close the window (typically bysasmg:

Close), the record will le restored to the active list.

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

recor d,

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

example, i f you delete Joe Sthairefdrothate mpl oyee
person will show the name dse-Smith This shows that the associated employee

record has been deleted (and wil/ reduce yol
Smit hds nameActiven enyployees). | i st of
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The Active Filter

Theactive filterdetermines which work orders, requests, and purchase orders count as

Active . In other words, it determines what a table widpday when the wordctive
appears in t he-hantacbrhee6s bottom right

Work orders, requests and purchase orders are always considered active until thgy are
closed or voided. For exampl e, aitwillde|wor k

actve 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 thi

a number. If you dowork 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 purchase ordetdwiones whose histories have

or

changed in the past 400 days. Typically,

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

Showonlyrecordssince You can set t hi souflo, wotkd 6 s

orders, requests and purchase orders will only be considetiee if their

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 purchse orders will be ones which have had some activity since that date.

The options you set through tkleew menu only affect your own MainBoss sessions.
For example, if you only want Showonge e

records less than thisnany daysold t o 3 0. Mai nBoss woul
orders, requests and purchase orders less than 30 days old. You can change this number

at any time.

You can usédministration | Company Information to se active filter defaults for
everyone who uses the MainBoss database.

Table Filters

A table filtertells MainBoss to display a subset of all the recordsatteain a particular

tabl e. I n ot her words, it nfilters outo

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 teeswork

order s WarhSiastPate® i s t oday. Mai nBoss woul
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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 informatiomits in your HVAC
system. You could set up a filter on theits table saying that you only want to see
wor k or deysenwHWE MainBoss would then filter out nadVAC unit
records, so that the table viewer only displays HVAC units.

You can specify a filter in any table viewer. To do so, click the filtetugpetbutton

beneath the tableds I|ist of records:

T
This opens a window similar to the one used to search for individual records. Use this
window to specify which records you want® s . For example, suppose
Items window and you specify
e Edit ltems Filter - B
[Description = | [Starts with ] [6 | 4
[Mo additional condition -

Cose

This indicates that you only want MainBoss to display item records whose
fiDescriptono f i el d starts with the |l etter B. Once
Apply Filter button.You 61 | see that the table viewer ch
records that mat ch wloaethe fiter widdove thestgblec i f i e d . | f
remains filtered. To r et uf‘“buttdnassdciatedwitha bl ed s
the filter.

When you specify one condition, MainBoss gives you a new line where you can specify
an additional condition. Each time you specify a condition, MainBoss gives you a new
line for more.

If you specify multiple conditions, MainBoss only showsorels that satistall the

specified conditions. For Regestagble.®ne suppose
condition might specify that you only want to see requests on a particular unit. A second

condition might specify that you only want to see retpiegth a particular priority

code. MainBoss will then display all requests on that unit with the given priority code.

The filter setup window contains the following:

Fields, filter conditions, values: Select the records to be displayed. You specify you
selections in the same way that you specifying search conditions when searching
for a particular record.
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Apply Filter : If you click this button, MainBoss immediately filters the table using
the given criteria. Note that the table does not get filterétiyau click this
button.

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

Close Closes the window where you specify filters. If you have not cliékgaly
Filter, MainBoss willnotfilter the table. Furthermore, MainBoss will not record
any filter c¢ondd®é the nexttsne yoo apénihe filterpviadow,f i e d
youoll start from scratch again.

On every table viewer, there is a checkbox labélegly Filter . If this box is blankthe
tableisunfiteredyou see everything youbdéd 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 edfilter

displays.

Some filters let you specify patterrather than specific character strings. For example,
Description Matches Pattern .*furnace.*

corresponds to arfescripton whi ch contains the string daf ul
X pattern is a particularly useful one which stands for any string of zero or more

characters.) Patterns are often catlegular expressionsand MainBoss supports any

regula expression as defined in the Microsoft .NET environment. For more

information, see

http://www.codeproject.com/KB/dotnet/regextutorial.aspx

Request, work order and purchase otebtes are also affected by thetive filter. For
more, se€ he Active Filtelon pagel?.

Customized Table Settings

Table viewers can bmustomizedThe customization area is above the table, consisting
of a dropdown list and a dropown button:

| ~1 g~

A customized setting is name that stands for a particular set of table display options,
especially filtersgeeTable Filterson pagel?). For example, suppose your organization
manages a lot of properties, but you yourself only work in Building A or Building B.
You might create three custorait settings for thenits table, named\, B, andA&B If

you choose tha setting, théJnits table will only show you the units in Building A,
similarly for theB andA&Bsettings. In this way, you only see the units that matter to
you, not any units in ber buildings.
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Note: Settings that can be saved are indicated with blue lettering rather than black. For
e X a mpAppey FilteAid  wi | | appear in blue in thble vie
settings can be saved as a customized setting for the asstalideed

To create a customized setting, you first set a filter that chooses only the records you
want to see. For example, if you only want to see units in Building A, you could set a
filter like

75/ Edit Units Filter - 0
[Containing Location Path ~ | [Starts with | |Building A | >
[Mo additional condition -]

Close

You then clickApply Filter and therClose Y o u &adt the table enly shows the
units whose containing locationBsilding A

To give this table setting a name, click the ddapvn arrow associated with the drop
down button in the customized setting area. In the resulting menuselickAs A
windowwl | appear | etting you specify a name fo

b New Settings — o BES

Settings Name | |6
(®) Personal
() Global

Scope

Save & Close Close || =

| Active g Help|

| nSetfingsNam® , ent er a nameAtofstand fotBhildisgAs et ti ng ( e.

The scope of your settings may®ersonalor Global. If you chooséslobal, then all

people usig your MainBoss database will see the name of this customization in the

drop-down list of possible customizations. (Only people withAtministration

security role may creatélobal customizations.) If you choo$&rsonal this name will
appearinyouown | i st of possible customizations, |

Note: You may wish to create a number of standard global customizations that cgn be
used by anyone in your organization. This is particularly helpful if some of your ugers
arenot k nenaugheabogtéMaihBloss to create customizations of their owj.

)

Click Save & Clost 0 save your setting and close the

youobl I see the name of the cus-dowmlistzati on ap|
Anytime you come to thitable, you can quickly apply the setting by selecting the name
from the | ist. Once youbdbve chosen a customi :
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come back to this window until either you quit MainBoss or you choose a different
customization or filter.

The dropdown button for customizations contains the following choices:

Save Saves the current filter settings under an existing name. This is how you
change the definition of an existing customization.

Save asSaves the current filter settings undeeamame.

X: Del etes the name thatdés c u-dowrlistt | y

Set as Default Specifies that the selected customization should be treated as the

sel e

default for this table. I n thisd case, yol

whenever you start MainBoss, the customization is automatically applied. For
example, if the default customization for yaumits table only shows units in
Building A, then the table is automatically filtered that way whenever you start
MainBoss. You willnever see units that are in other locations, unless you
change the filter or choose a different customization.

Form Customization

MainBoss lets users with tlgministration security role control what informaitn
is displayed in table viewers, editor windows, and report windows. This is done by
means oform customizationUsing form customization, you can reduce the amount of

nf ormation being displayed; this may

usal information, or if youdre working
information cannot be removed from a window, e.g. compulsory fields.)

It is possible to disable form customization. To do so, go t&ithe menu and click
Form Customization. In the resulting menu, remove the checkmarkopable.

I f

you are attempting to customize a| wi
customization is enabled (i.e. make sure Hraible has a checkmark beside it).

To customize a particular tablewer, editor window or report window, click the drop
down arrow beside the customization button:

(This button appears in the top right corner of table viewers and report windows, but the

i

bottom right corner of editor windows.) After clicking the@phidown arrow, click
Customize Formin the resulting menu.

MainBoss will display a window where you can use checkboxes to determine which
information will appear in the associated form. Each table viewer, editor window and
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report window has itsowncustonz at i on f orm. For example, her
customizing théVork Orders table viewer:

ek Customize Work Order View = =

Columns
Mumber Pricrity Subject Cument State History User Contact

Panel

Custormize Work Orders | Panel

Close || =

| Active Help|

There is a checkbox for each column that usually appears at the top of the table viewer.
If you blank out a checkbox, the corresponding column will no longer apptdee
table viewer.

ThePanelbutton in the customization form lets you customize the panel that appears at

the bottom of the table viewer (under the list of work orders).Elhr button lets

you customize the standard work order editor. If yokaither button, MainBoss will

open another window where you can use checkboxes to specify which information will

and wonét appear in the corresponding |l ocati

The customization form also has a button lab€&ladtomize Work Order Report
Form. This letsyou customize the standard report for printing work ordéfsrk
Orders | Print). It is included here so that the same window lets you customize the
work orders table viewer, the work orders editor, and the work order report.

After you have specified archanges you want to make to a form, chigkoly to save
those changes. Clickpply & Close to save the changes and close the customization
window, or clickClosejust to close the customization window.

Note: If you customize a form, it will no longer méatthe help files associated with thje
form. For example, if your customization leaves out certain fields, the help files wj
still describe those fields. This may confuse people who wonder why the help file
doesndét match what they see on the s|lcreen.

Publishing Your Customizations:By default, any customizations you have made will
be discarded when you quit MainBoss. If you want to keep your customizations from
one MainBoss session to the next, you hayeutdishthem.

To publish your customizations, go to tfieew menu, clickForm Customization, and
then clickPublish. This savesll your current customizations. From this point onward,
those customizations will be used every time MainBads. If you make a new
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customization, then want to go back to your old customizations, you carrelitkre
from published in the same menu.

You can usé&lear all customizationfrom the same menu to get rid of all the

customizations you have madeMie ver , youol | go back to your

customizations the next time you start MainBoss, unles£y@ar all customization
and therPublish( so t hat the fAclearedod customizat.i

Exporting Customizations: You can save your current customizations in a file. This
makes it easy to restore the customizations later if you wish, or to switch between
different sets of customizations.

To save your current customations, go to th&iew menu, clickForm Customization,
and then clickexport. MainBoss will ask you to specify the name of a file to hold your
customizations.

At a later date, you can uBeplace from filein the same menu to get rid of any current
customizations and instead use the ones you exported to the file. You caddis®m

file in the same menu to add the saved customizations to any other customizations that
are currently in effect. Withdd from file, if a saved customization conflicts with one

of your current customizations, the saved customization replaces your current one.

Selecting Multiple Table Entries

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

1 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.

[0 If you hold down the<Ctrl> key and click on a record, you select that record. If you
hold down<Citrl> 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 opmersiti

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

[4 : Opens the first selected record in an editor window. This window offers you alll
the features available in a normal editor window for this typeadrd. 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 clickihgext, you can move through the records
thatywyubve selected, editing each one as
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If you use the editor window to change the contents of a recorbletttdutton
disappears until you clickave(to save your changes) 6ancel(to cancel the
changes). You will not be able to go to the mexbord 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 using and
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 usuaCancel button, canceling any changes you have
made.

® : Works exactly like[#1 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 list of selecsedrds.

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

Right-Clicking: When looking at a mukselection list, you can rigkdick on the list tg
get a menu of useful actions that can be performed. For example, the menu give$ you
the option of checkmarkingll the entries in the list or blanking them out. With long
|l ists, we recommend that you click tlhe #f.
click on the list in the window to select the entries you want.

Editors

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

1 Mandatory fields are marked. wrYroh @aanéd sav
the record until you specify v@ubjects for th
andntd are mandatory.)
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Details | Assignments | Service Cortracts

New Work Order =

Resources | Temporary Storage | Meters | Purchase Orders | Chargebacks | Requests | State History

MNumber |

|€

Subject |

|€

Effective Date
Current

PM Generation Batch

Name

State Status

Business Phone Email

Requestor |

Unitl

\work Start Date [Friday. March 13. 2015

\ork End Date [Friday, March 13, 2015

Duration |1

‘work Category |

[[] Use Access Code from Unit

Access Code |

Pricrity [

["] Use Expense Model from Unit

Expense Model | Default Expense Model

Default Expense Model vl =

Project |

Description

Comments

Downtime |

Close Code |

Select for Printing

Save & New Save & Print

Save | ¥

Save & Close ~| | Cancel |+

[ | &~ Active oHeIp|

1 Readonl vy

fi

el ds candét be changed.notThey can

surrounded by a black bord&e. In the picture above, several fields are realy.

For
only.

pur chase

exampl e,

Curleeto f | e hBaissnass Bhor@h ar @ - al | read

Some fields can only be edited at certain times. For example, some fields on a

order candét be charisguindtheonce t he

Y

purchase order implies that the purchase order is ready to be sent to the supplier, at

whi ch

p o

i nt, some information is considere

informationcanbe changed, but you have to withdraw the purchase order before

youodre a

|l l owed to make the change.

)

MainBoss also prevents you from changing information that has already generated

accounting recordsf o r

the sake of securiangedoraccount i

deleted. For example, when you record the use of materials in connection with a
work order, MainBoss generates accounting records indicating the cost of those

materi al

S . You canbot direct! edi t thi s i

y

been written; if necessary, you must creatsoarection which will generate aew
accounting record to correct any mistakes in an old one.

As shown above,

Save Just

editor windows have several buttons containing theSaroed

saves inmddor mati on youdve ente
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Save & Close Saves the information and closes the window.

Save & New Saves the information and starts a new record. This lets you create
one record after another; for example, i°f
people, you cafbave & Newaft er each person, which saves
entered and starts a record for someone else. (Fields in the new record are
initialized with default values as set in thefaults section of the appropriate
table viewer.)

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

General Tip:When youob6re filling out a recofpd, if vy
should have, leave it blank. Filling in dubious values will cause confusion; finding|
values that eed to be changed can be difficult. If MainBoss really needs a field to pe
filled in, it uses the red arrow to mark the field as mandatory.

Drop-Down Lists (Pickers)

Editor windows often specify infmation usinglrop-down lists also known apickers
For exanReduestoo t hieelid i n a wor ldommksguest editor

Requestor | | | ]

As shown above, a dregiown list ends with three symbols:

[1 The leftmost arrow displays a list of available valuesthe field. In the case of
fiRequestod t hi s wi | | be a |Iist of the people w
work requests.
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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 MNewlywed hbb-802-9728
Jane Leighbold hbb-785-9872 =
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
NElII'I-L'.‘-",’-J-E.'Ell'I Eeltree hbh-897-2587 e
7 The A...0 opens a window showing the compl
. . . Requeson , i y o uReguestorstable.eClick an entry in the table, then
click Selectto fill in the original field.
e Select Requestor = B
Contact ’ Contact Business Phone Contact Mobile Phone
Alex Miraculacci bb5-335-0289 Bb5-835-5411 ~
Allison Matrix hb5-058-9872
Andrew Alberts BBB-972-9873
Coach Charlie RRE-TB3-9872
Floyd J. Pump £b5-853-5830
Gary Meller BBE-TR3-9723
George Jasper BRE-035-9087
Henry Tallboat BBE-987-9723
oo e .
E 7| [ apply Filter
MNew Requestor E[ - K S| B x| |Clear | ||~ |2 | | Select Cancel
| [ - &/~ Active OHeIp|

[1 The rightmost arrow of the dredown list opens a menu that gives you a number of
options. For exampl e, Reduestpto uflicée y cakdltlhi sear
the following:
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Business Fhon

Name
Flequ&ntu’| ;|||'r|
Unit o Browse...
Mew R to
Work Start Date [January-09-2015 @EET maHEsEr
SEdi
Work End Date |lanuary-09-2015 @‘-.-‘iew
Duration |1 Export
Work Category | 2= Import
[T Use access code from ur Save XML Schema
Access Code | Clear
Browselets you look at the existingequestorst abl e, just |INevke t he 0
Requestorlets you create a new requestor record; if you do this, the requestor will
be fill ed iRetuestob h i e lodspeemra eloséthe new record.
This makes it easy to create new records a

appropriate recordzdit lets you edit theelected requestoecord, whileView lets

you look at the record (but not changeli)port, Import, andSave XML Schema
are related to importing and exporting data; for more information, sééaingoss

Configurationguide.Clear deletes the current contents of the field (if any).

Errors

MainBossputs a marker beside data fields that contain invalid data. The error marker is
a red circle containing a white exclamation point. This is shown below, where the

fEffective Dated0 f i el d shoul d contain a dat e, but i n
& New ltem Pricing - E
Effective Date jaa -~
ltem =y 1000 LIGHT -
‘-.-"endorl wl o = .‘
Quantity LInit Cost Cost

Quoted Pricing | || | | | @
Crder Line Text | |

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

| ~|| g~ Active @ Help

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 why a data value is invalid, move your cursor to the error marker. MainBoss
will display a tooltip with a messageexplai ng why the current val uc
This is shown below:

& New Item Pricing = =
Effective Date paa [ ]
ltem = 100/ LIGHT —1[=
Vendor| = | prvn | = d TEE date is not in a recognized format
Quantity Unit Cost Cost
Queted Pricing | |6| | | |6

Order Line Text | |

Save & New | | Save || »| | Save & Close Cancel ||«

[ >[I v Active EHelp)

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

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

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

that the recorthas changed while you were making your changes:

I Update Error SHACEL X

Database update failed with @ concurrency error

Browse Conflicts | Previous Conﬂidl MNext 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

Model OLYMPIA OLYMPIA OLYMPIA -

Serial Number 12 12 12 b
| 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-0025-4c02-51a7-eees5 . ThOb55Be-0025-4c02-51aT-e85

‘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.
The error message lists the fields in the record. For each field, there are three columns:

(1 The first column showstreecor dés values at the time you

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

0 The third column shows the new values youbd
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Where the values are different, you can see fields wioenewalues differed from the
ot her p e NextdCondlist andPrelvieus Conflict buttons jump to fields where
the values conflict.

In many records, some field values will look like nonsense strings of characters. These
strings are actually linkstolote r t ab |l es . Category®e xfaimgpll & ,r d fher i t

entry in theUnit Categoriesl i st . The fieldbés value i s a mea
a pointer. You can see if two pointers have

about the recorthey point to.

When conflicts oc éobutionaneverg conflietstiis basicallyc | i ¢ k t h «
says, fAlgnore what | just did.o ) Then just

This time youol!|l see t he oueahtheadecidelwiidh t he ot |

of these you want to change.

Reports

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

When you choose the control panel entry for a report, you get a window that lets you
specify options for the report:

Vendors = =

Field Selection | Advanced | Preview

Show summary footer for the overall report

|No Grouping hl | j :]

_:L = Export Data Close

~| & |~ @Hep

Report Sections

The window associated with a report orgasipptions into sections.

Grouping andSorting: Let you control how the report is organized. For example,
suppose youbre printi ng Giouphgoptiomswil on on wc
divide the report into sections. For example, yoghhgroup your work orders
by the location where the work will take place. Inside each group, you can
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specify subgroups if you wish.

The Sorting options tell how to sort records each each group and subgroup. For
example, if you are grouping work orderslbgation, you might sort each group
section by the date the work orders are supposed to begin. You can specify
additional sorting options as well. For example, if you are sorting group sections
by starting date, within each such date, you might choosertdy expected
duration; in this way, shorter jobs would be listed before longer ones.

For bothGrouping andSorting, you can specify either ascending or descending
order. For example, if you sort records by date, you can go from earliest to latest
or vice versa.

Each grouping/sorting option is followed by three buttons:

4] x| =3

These let you change the position of the option within the list of options or
delete the option entirely.

Groupingoptions break a report into sections. Eadlise has headings to indicate the

start of the section, and may have footers as well. If a section has more than five fentries,

the total number of entries will be shown in parentheses after the group h&mttingg
options sort information within eacledion; they do not result in headings.

If a particular group has no elements, the group will not appear in the report. For

exampl e, suppose youdre printing inflormati ol

category. If a particular category has no itemis, that category will be omitted from
the report.

Filters: Areport filter] et s you sel ect which records

report. For example, you might want to restriceport about units to units in a
particular category or range of unit IDs. Filter sections let you specify such
restrictions.

Field Selection Lets you specify what information shid be included in the report.
The section lists all the pieces of information timatybe included in the report.

Each possibility has a checkbox beside it; if you checkmark the checkbox, the

information will appear in the report.

The first time you go to a print window during a MainBoss session, a default set
of checkboxes will be checkmarked. If you change any of these, MainBoss will
remember your changes throughout the rest of the session. However, when you
quit MainBoss, everythopgets set back to the defaults.

For some reports, tHeeld Selectionwindow may have special checkboxes. For
example, some reports hav&appress Costeheckbox; if you checkmark this
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checkbox, any money amounts that would otherwise be printed vathideed
from the report.

Some print windows will have a number of checkboxes at the bottom of the page
under the headinghow Child Records These checkboxes let you choose extra
optional information that may be included in the report.

The columns in a report are made wider or narrower, depending on how many pi¢ces of
information youdbve asked for. Askingl for mar
width of each column and may make the report difficult to read. Printing a report i

landscape format rather than portrait may improve readability. Another option is t

export the report to Microsoft Excel; if you do that, you can avoid the problems thpt

arise from trying to cram a lot of information onto a limited piece of paper. One other

sol ut i on iRepottwidthurspaged hepfii on di scusse bel ow.

Advanced Lets you specify a title for the report when it is printed, the fonts to be
used, and additional information.

In some reportshdvancedoptions let you obtaisummariesA summary

typically gives totals and sttibtals of monetary amounts for the groups and sub
groups of the report. In some cases, the summary may also give you averages
(e.g. the average lifespanaparticular kind of equipment). If you do not
specifyGrouping section options, summaries may not give you much
information.

Report width in pages By default, reports are one page wide (where the page
width is dictated by your curreptinter settings). If a report contains many
fields, you can set the value of this field to a number higher than 1; for
example, if you set the field to 2, each line in the report will be two pages
wide. This allows more space for the information you warsee.

When a report is more than one page wide, the effects vary depending on
whether you look at the report on your monitor screen or whether you
actually print it out. In a screen preview, you can simply use the usual scroll
bars to look at lines thatre too wide to fit on the screen. In a printed report,
each line of the report will be the given number of pages wide. For example,
if the report width is 2 pages, each line will be two printed pages wide. You
could then tape pages together to get a meadable report.

| n g e Reportavidthinpaged shoul d be set to 1, unl
need wider lines. If you specifyalargepagé dt h when you dondt
the report will look worse than if you use the default width. In addition, a

largepgewi dt h i s | i kely inappropriate when
orders for workers or purchase orders for vendldhe results will probably

be harder to read than the default format.
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Preview. Displays a preview aherepoda ver si on of what youod
actually printed the report on paper. Preparing such a preview may take some
time, since MainBoss may have to process a lot of data; therefore, you might
have to wait while MainBoss creates the preview.

ThePreview section has buttons that let you specify which printer you want to
use, the size of page margins, and other printing details. Another button lets you
export data from the report (e.g. to Microsoft Excel). Finally Rhe/iew

section has a buttonahwill actually print the report.

Depending on the contents of your database, certain combinations of options in
Grouping, Sorting, Filters, Field SelectionandAdvancedmay result in a report with
little or no useful information. You are encouraged tpeginent with the options to
find combinations that are particularly helpful to your work.

Filtering on Locations and Units: Various reportset you filter by locations and/or

units. In general, if you use a filter to select one or more locations, the repontodoes
coversublocations (unless you select the sublocations too). Similarly, if you use a filter
to select one or more units, the retoesnot cover subunits (unless you select the
subunits too).

However, when you filter on locations, the filter window offers you the optimration

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

Report Buttons

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

=: Immediately prints the report, using whatever sorting and filtexpigns you
have specified. You can use this button i
can cancel printing with théancelbutton.

ExportData;:Ex ports the reportdés data in XML for
intendedo serve as input for usamritten programs which process the data in
some way. This contrasts with tResview export facilities (discussed below),
which are most useful for embedding in Microsoft Word documents and other
Aunprocessedo contexts.

Clear Select for Printing: If you click this button, MainBoss removes the
checkmark from alGelect for Printing boxes on all work orders. Typically, you
do this after printing work orders that have been magagdct for Printing.
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Cancet Cancés the preparation and printing of a report. This button is enabled only
when MainBoss is preparing 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 fadities; after the report has been handed off to Windows,
MainBoss has no more control over the pont and theCancelb ut t on wonot
work. (If you want to cancel the prhout after that, you must use the standard
Windows printer control facilities.)

Depending on the configuration of Windows and the Microsoft Report Viewer,
canceling a report may result 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.)

& Goes to théreview section of the window and creates a preview of the report.
Preparing such a preview may take some time.

The Preview Window

ThePreview section of a prit 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 théeft-hand panel of the previewhe preview changes to shoyv
you that entry.

) First Page button: Goes to the start of thewent.

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

1 of 4 Gives the number of the page that is currently being displaye:
the total number of pages in the report. You can go to a speci
page by typing the appropriate page numbw the box.(The
number of the last page is not finalized until the entire report |
been generated. This means that the number may not appeal
a preview begins, and the number may also change as report
generation continues.)

4 Next Page buttanGoes to the next page of the document.

M Last Page button: Goes to the last page of the document.
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Parent Report button: Only applies when a report containsefats, and
this feature is not currently used.

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

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

Print Layout buttonSwitches thdéormat of the preview display.

By default the left side of the display contains an index of the informatio
the report. Clicking an entry in the index will move to the corresponding
information. The mouse wheel can move forvar backward through the
report but it doesndt necessaril
number of pages.

If you switch to the alternate formatou see a scaletbwn version of the
page as it will actually print. The mouse wheel will move from mage to
the next.

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

Page Setup information specified within MainBoss alwaesrides any
default options associated tiyour printer, even if you specify printer
options at the time you print the report. For example, suppose you spec
page setup of Landscape orientation, but when you go to print the repot
specify Portrait. The Landscape overrides Portrait becaus h e f p a
in MainBoss overrides anything you specify directly with the printer.

Page Setup options specified for one MainBoss report do not affect opti
for different MainBoss reports. For example, if you set options when prii
work ordersthose options will not affect the Page Setup for printing any
other MainBoss report. The options will also be forgotten when you quit
MainBoss.

Export buttonExports information from the report into a file. If yolick
thedownar r ow associated with this
export formats. The formats currently supported include Microsoft Exc
Microsoft Wordand Acrobat PDF

Once you specify what type of output you want, MainBoss ®aevindow
asking you to specify where the exported data should be stored. Loose¢
speaking, MainBoss exports the
in the prevew. For example, if you export data in Excel format, the rest
can be read into Excel (or embedded in a Microsoft Word document) t
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produce something that looks like the original report. If, on the other h:
you want to export data for processing by samerwr i t t en pr
better to use thExport Data button (discussed previously).

Note: When you export data in PDF format, MainBoss uses the margin sizes and|paper
Ssize as speci fi eRhgeiSatuptettings. r epor t 6s cujrrent

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
the scale to 50%, youol |l

SearchingTo search for information in the repor
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
AFi ndong Ctlheckdssoci at ¢
goes to the next occurrence of the same text.

Select For Printing

Work orders, equests, and purchase orders have a checkbox |ehxksd for
Printing . The purpose of this to simplify the task of printing a number of newly
created records in a single print run.

For example, suppos®u create several work orders every.ddy default,Select for
Printing is checkmarked in every nemork order To printall the newones go to
Work Orders | Print, go to theFilters section, and checkmatkelect for Printing in
t h WorlkiOlder Filterso0 o pt i o Brnshle Fi{teCih thecrésulting window.)

This tells MainBosshat you want to print alvork ordersvhereSelect for Printing is
checkmar ked. Once workwearsgoupgan clioktthe€kar @elett t hos e
for Printing button (at the bottom of the window for printing). Thésnoves the

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

Select for Printingr e qu e st s, ywonk érdefscreatetdftgr yop alidked t

Clear Select for Printing.

You might decide to printfd work ordersat the end of each day. During the dagyk
ordersare createdvith Select for Printing checkmarked. At the end of the day, you
print all work orderswith Select for Printing checkmarked, the@lear Select for
Printing on allwork ordersin this way, you only have to make one p#iah per day.

The same principle applies tequest@and purchase orders. When a new one is created,
Select for Printingi s checkmar ked. Once youbve printed
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orders, you aauseClear Select for Printing to remove the checkmarks and start over
again with no records waiting to be printed.

Note: Suppose you usé&/ork Orders | Print to prepare a report of all work orders that

haveSelect for Printing turned onThen 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 any that were created while

you were previewing therepofithe r eport wondét include those
(because they were created aft eSeledifore report
Printing anyway.

This demonstrates that you shouldnodot | eave ¢
isel ect for print i rCegd SaeetpoPrittingalrhedssamteh e t i me yo
principle applies for requests and purchase orders.

Paper Size and Margins

When you start MainBoss, iets 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 clickingabe Setuputton in the
Preview section of any winow that prints reports.

Note: Any change in margin size or paper size only affects the current printing wiidow.
Different reports will still have the default margin size and paper size. Also, if you|close
a report window then open it again, the margie siad paper size for that report will pe
set back to the defaults.

When you exportiata 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 tha
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 sifige0 for each record in theeport, with the
fields of each line broken up into separate colurihgs format can be useful if you
only want to see a few piecesinformation from @ch record (as dictated by tBeow
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 ilandscapdormatrather tharportrait, you can put
more on a line without losing readabilifjo change the forat, use the "Page Setup”
button near the top of th&review section.
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The column format is particularly useful if you intecekportthe repord s wat a

Microsoft Excel In this case, itdoeént mat t er i ftfitwdllenapiedeafmns don .
paped in Excel, you can expand the columns so thatGleeyadable ogour computer

screen.

Charts

A chart is special type of report that shows information in a graphical way. A chart
report consists of one or more bar chautsing either vertically or horizontally.

Some charts use different colors tstatiguish different types of data on the same chart.
For example, preventive maintenance work orders may be shown in a different color
than corrective work orders.

Often theGrouping section of a chart report window will determine how chart
information isorganized. For example, tliosts by Groupingchart shows work order
costs organized by whatever option(s) you specify irGitteiping section. If you
chooseWNork Category, costs are broken down by work category; if you chabsée
Location, costs are bie@n down by location; and so on.

Some data and option selections may lead to charts that are difficult to read. In such

cases, we recommend usingfkerss ect i on t o reduce the amount
trying to show in a single chart. Breaking your data multiple charts may make the

final results easier to understand.

Interrelated Records

MainBoss records are often linked to each other. For example, a record describing a

piece of egipment might have a link to a service contract record, indicating that the

equipment is covered by the service contract. This link is roughly analogous to a link on

a web page: ités a pointer that MainBoss cal

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

Now suppose youodre creat i ndgerdacesedion. Ifyoui t r ecor

havendt yet saved t heNavinittService Comtractbuttoy ou 6 1 | S ¢
in theService Conractss ect i on i s disabled. Why? Because
exist until you save it. If you tried to create a new service contract record before the unit

record was saved, therebébd be nothing to | inl
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For this reason, thigew Unit Service Contractbutton for service contracts stays
disabled until you save the unit record. After that,Nleev 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 adbled\ew button, a tooltip will explain the
situation.

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

If you find that aNew button is deactivated, 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, @ted the amount you charge for your
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 accouting package.

Mai nBossds accounting f a c-to-tay dperaiens, aortteat i nt e n d e
workers using MainBoss dondét have to know wl
expenses. In order to make this possible, someone familiar withyparori z at i ond s
accounting practices must set up a number of definitions that workers can then use.

For a complete description of how to set up
Configurationguide. The description hereasly an overview of the basic concepts.

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

using these records in conjunction wétiy accounting software package. You will have

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

The Accounting Module: If you have licensed the MainBoAscounting module, you
will have access tearious special facilities for tracking accounting information:

[J Cost Centerslf you have licensed the MainBo&scounting module, you will be
able to define cost centers. Most organizations will set up a single cost center for
each general ledger accawsed by the maintenance department. However, it is
possible to set up multiple cost centers all corresponding to a single general ledger
account. This makes it possible to have detailed cost breakdowns for your
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department 6s pur pasdg.eakdomwnisf ageanldtdeteaiuli
organization as a whole.

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

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

However, you might decide to creatiltiple cost centers likElectrical

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

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

more detailed breakdown of your materials expenses, even thouglcialr a
accounting system doesnodt subdivide expens

If you have not licensed the MainBo&scounting module, MainBoss hides all
references to cost centers. Therefore, you
wonoét see themesdtwalkee anywhere in th

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

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

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

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order, typeoi | ook at
expense is this?06 You choose the expense ¢
categories associated with the expense model.

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

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

Cost Centers  Ledger Account
TenantA Labor 00001
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TenantA Materials 00002

TenantB Labor 00003
TenantB Materials 00004
TenantC Labor 00005

TenantC Materials 00006

For each tenant, you cteaan expense moddlenantA Model , TenantB Model
TenantC Model . TheTenantA Model would contain the following expense
categories:

Category Associated Cost Center
Labor TenantA Labor
Materials TenantB Materials

TenantB Mo del andTenantC Model would be similar.

Whenever you create a work order, you have to assign it an expense model. Suppose
youdre doing a job for Tenant A. You | ook at
there is one especially associated with Tedaryou therefore assign that expense

model to the work order.

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

only two:Labor andMater ials . Therefore, you just have to assign one of those two
categories to each expense on the work order. If you havetoeinting module, this

also associates a cost center with each expense, and therefore a general ledger account.
Note, however, that wimeyou fill out the work order, you only have to make two types

of decisions:

0 Which model do we use (what general approa

[0 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 labor expenses but not for inventory items or
for miscellaneous expenses. This prevents expense categories being used for
inapproprate entries.

Default Accounts: The MainBoss accounting facilities let you separate out expenses in
a sophisticated way (e.g. if you keep separate accounts for each tenant). If your needs
are more simple, MainBoss has default expense models and expegseies that you

can use, with or without modification.

|l f you dondédt need accounting at all, just us
orders. Choose the default expense categories for every item on the work order.
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Whenever you create a work ordgoumusts peci fy an expense
set up your own expense models, use the default model.

Similarly, whenever you add an item to a work order, iymustspecify an expense
category. I f you havenodét setobnesp your

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

Corrections

mod el

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

that has already generated accounting transactions (e.g. records of actual costs on work

orders). To maintain an accurate audi
existing accounting recordsidtead, you have to create newsvrectionrecords which
add or subtract from previous monetary values.

t

On a similar principlephysicalcount e cor ds resul ting from

their numbers altered once the record is saved. Insteadayeudvoid (cancel) a

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

being fudged you always leave an audit trail.

Security Roles

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

Security roles affectwhataels sees: i f a user doesnot

particular type of information, that information will be blanked out or missing entirely
from MainBoss windows. Security roles also affect what a user can do; for example, if a

user has permission to viemork orders {VorkOrderView ) but not to close them, the
Close Work Order button will be disabled for that user.

Important: When i nformation is blank becauls

permissions, move the cursor to the blank; MainBoss will tell you sdaitrity roles

will give you permission to see that information. Similarly, if a button is disabled, nove
the cursor to the button; MainBoss will tell you what security roles will allow you t¢ use

that button. Note, however, that in some cases, informafilbdisappear entirely (e.g.

e

trai

t aki

have

you

cat

(

sections of records just wonoé6t be dilspl ayed)

something is missing.

To assign security roles to a user, you usesthairity 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/her job. For example,
consider someone working on a heigsk and receiving problem reports from clients
outside the maintenancepmtment. 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 camnmr twolrlk ah acsl ibeenetn, sficthoeudul ed f or
suggests th@/orkOrderSummary security role.

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

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

The Configurationguide offers suggestions on which security roles are appropriatq for
various duties within a maintenance organization.

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

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

[1 WorkOrderView automatically includeg/orkOrderSummary .

For this reason, ther eobWokDrder gndi nt i n giving

WorkOrderView (for example), becaus®&orkOrder automatically includes all the
permissions ofVorkOrderView .

In general, &iew role automatically includes the relatedmmary role and a role with
a simple name automatically includes roles of the sazamee with extra words (e.qg.
PurchaseOrder automatically includeBurchaseOrderView
PurchaseOrderSummary , andPurchaseOrderReceive ).

CostRelated Security Roles

Only a few security roles allow users t@saonetary 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 willtrime able to see or specify material costs on the
wor k order. For example, youbll be able to
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on a job but you wondt know how much the pat
costs if you have th&ccounti ngWorkOrder role (or some other accountinglated

role). FurthermorefccountingWorkOrder 1 snd6t sufficient to see |
you needAccounting  or AccountingView

I f you dondt hcacvoeu matni nago psreocpurriiattgateraol e, you ¢
monetary values. However, MainBoss can enter monetary values for you. Loosely

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

cost of that work based on Joeb6s sastary, eve
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 options related to the actual
cost of the labor or materials:

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

For materials, MainBoss checks its inventory records and determines the historic
cost of the materials used; it uses this cost as the actual cost of énanator
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. That cost is then
used as the actual cost of the oil used.

For labor, MainBoss checks its labor castords (hourly inside, per job inside,

hourly outside, per job outside) and uses the costs specified in those records. For
example, if you specify that employee Joe Smith worked five hours, MainBoss

checks its hourly i nsi dyavage.MaimBosdthent o det er
uses that hourly wage to determine the ac¢

Demancded: This is similar taCurrent value calculation except that it uses costs as
they were at the time of the original demand rather than the tinsetinesl
materials and labor were recorded. This makes a difference, for example, if a
wor kerds hourly wage changes between the
actual hours are recorded.

Current value calculation andDemanded are useful in situationshvere costs can be
specified by the person who creates the original demand, but not by the person who

eventually records actual labor and material usage. This might happen when work orders
are created by a dispatcher who has the Wwke&Order and
Accounti ngWorkOrder , but then the work orders are closed off by workers who pnly
have thewvorkOrderFulfillment role.

Manual entry: When this option is specified, the person who records actual costs
must haveAccountingWorkOrder ~ or some other accounting role tladiows
costs to be entered directly. I n this cac
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same calculations &surrent value calculation or Demanded or may
manually enter some different cost.

Note that these options specaidfgfaultsto be used in situatis where the person who

records actual | abor and materi al usage does:s
person recording actual usage has cost permissions, that person can override the defaults

if and when desired.

Costs on Reportsin every repa window, theAdvancedsection has &uppress
Costsoption. This tells MainBoss not to print any costs that would normally appedr in

the report. This option is always tnl effect
related security role.

Bar Code Support

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

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

are numerous systems for representing data as bar codes, so ytutbh\WainBoss

which one you use.) Once you have specified a format, MainBoss will include a suitable
bar code for each record in the prnit.

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

[1 Forworkoreers t he bar code represefwds the wor k ¢
00000001 )

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

Forpurchaseorders t he bar code representPO the purc
00000001 )

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

[0 Forunit t he bar code repredemnbagpg fheldal adiacf f
appears in th®etails section of the associated record

Whenyou read a bar code into MainBoss, MainBoss will open an editor for the entity
associated with that bar code. For example, suppose you want information about a unit.
If you read the bar code on the unit, MainBoss will immediately open the appropriate
unitrecord 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 window containling Mai:
window at the time you read the bar code. If any other type of windautii® (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 Encoding:You can set your organizationos
going toAdministration | Company Information and cIickingEf. This opens a

window where you can specify which type of bar codiag 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 dondét want a parBai cul ar r1 ep«
Code Symbologyto None when you print that particular report.

Drawbacks toBar Codes:Many wouldbe bar code users think they can simply use the

st andar d UPQbarcedesrthatappeéar on most products (such as the codes

t hat appear on grocery items in the super mat
satisfactory.

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

these are all the same. However, each brand of battery comes with a diffe@ecade;

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

battery pakage is differentfromafods at t ery package. You might |
cell 6 code for all such b &PCGcaleforeghat, but you
purpose.

A second problem is that manufacturers recyf® codes. Rubbermaid is wethown

for this practice. When they discontinue a product, thayseethe old code for

something new. They also use the same code for products with minor differences, e.g.
similar products with different colors. This may or may not make a difference to your
operatiors.

Similar problems apply if you use anyone el ¢
particular supplierds catalog number s. S VA
you may be caught by surprise changes or inconsistefaeseasons like thj 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 must be planned carefully.

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

Requestswork orcers and purchase ordetan be assigned to people. Someone
assigned to a record is calledassignee

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

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

[1 Whoever is responsible for seeing that the request is handled satisfactorily (e.g. a

maintenance supervigo

Similarly, you assign someone to a work order if that person has some interest in the

job. People who might be assigned to a work order include:
[0 The requestor
[0 The dispatcher who created the work order

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

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

Any worker who appears in a labor demand (inside or outside, hourly or per job) &

automatically an assignee for the associated work @pdevided that the worker is or
the |Iist of recognized Work Order As
explicitly i Assignbesectiom.r Kk or der 6s

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

(1 The vendor

[0 Whoever created the purchase order

[0 Whoever will receive materials specified on the purchase order

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

Differentorgan z at i ons wi | | have different p

signees)

urchas

ol icies

record. For example, an organization might choose to assign requestors 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, yo
entry labeledly Assignment Overview | f you expand t

O In Progress Requests
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0 OpenWork Orders

0 IssuedPurchase Orcers

These tables lisictver equest s, wor k orders, and purchas
assigned. In other wordsly Assignment Overviewlists the requests, work orders and
purchase orders that youdre most | ikely to

My AssignmenOverview

TheMy Assignment Overviewentry of the MainBoss control panel displays
information on requestsvork ordersand purchase ordeassignd to you.

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

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

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

The® button 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 MainBosgou can obtain help in a number of ways:

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.

If you click the Help button at the bottom of the MainBoss windowaarpress the
<Fl>k ey, MainBoss provides full documentati c

at.
The MainBossdelpmenupr ovi des access to Mai

[0 Help- Help gives you information about the screen you are
currently looking at. For example, if you are looking at a table

nBossods

viewer,Help will provide information about the table and about what

various buttons mean.

[1 Help - Table of Contentsgives you the table of contents for the

help files.
[0 Help- Help Index gives you an index of important terms.

[1 Help- Get Technical Supportis useful if you currently have an
Internet connection. It takes you to a web page that makes it easy to

get help from MainBoss Support personnel.

[0 Help- Start Support Connectioncan be used when you are

talking on the phone with MainBoss Support personnel. They will
explain how the entry can be used to help deal with any problems you

might be having.

(1 Help- Aboutt el I s you which versi

on of

Online hép is displayed using your web browser (for example, Internet Explorer or
Firefox). If you want a prinbut of any online help page, just use the print facilities of
your browser.
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MainBoss Sessions

A MainBosssessbn begins when you start the MainBoss program and ends when you
quit the program. MainBoss sessions are controlled througbetbormenu.

Maintenance Organizations

When you first begin using MainBoss, you may be as@exbecify your maintenance

organization:
w View Organizations = =
Session  Help

DB Version Access Hide Panels Prefered Mode  Status

Organization Name Database Server Database Name

2 | |7 [ Apply Filter

Start ||| | Add Existing Organization | v| |[J | Remove from list

Upgrade | =| | SetDefault |~ 34~ | Exit
Active @ Help|

|
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, clickdd Existing Organization. This opens a window

where you can specify what organization you want to use:

e New Organization = K
Database Server | | [=-] Q
Database Name | | "
Organization Name | | @
[ ] Make browsers smaller by not showing details for selected record by default
(®) MainBoss
() MainBoss Assignments
Preferred Mode () MainBoss Requests
() Administration
() View Sessions
Save & New | | Save Save & Close Close ||«

| Letive Helpl

During the MainBoss installation process, your MainBoss administrator will have
created an appropriate database on seseomputer. Ask your administrator for the
data you need to fill in the above window. CIliokK when finished.
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When you add an organization to your list, the new addition is automatically made your
default organization. Whenever you start MainBoss inréytthe program will

automatically open this maintenance organization. Therefore, most users will never have
to specify a maintenance organization in future.

Changing to a Different Maintenance Organization

Some companies may create multiple maintenarganaations. For example, a

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

To do this, open th€essiormenu and clickChange Maintenance Organization This
opens a window that lists all the maintenance organizations known to you. Choose an
organization from this list, then clicktart. MainBoss will open the corresponding
databasend you can begin working with the associated data.

Quitting MainBoss

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

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

This chapter discusses the most important tables in MainBosations table and
Contacts You use these tables in almost evesgerct of your work with MainBoss.

The Configurationguide describes how to set up yaurcations andContactswhen

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

Locations

TheLocationstable lists all locations that are of interest to your work. Ex{am
include:

[0 The building sites where you perform maintenance operations

[0 Home addresses of your personnel

[0 Business addresses of your suppliers

[0 Any other addresses or places you want to record

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

At a minimum, youiLocations should list all the buildings covered by your

maintenance operations. Almost everything you do with MainBoss requires an
associated location. When someone submit®blgm report, you have to specify

where the problem is; when you create a work order, you have to tell workers where
they should go; when you track spare parts, you have to tell where the parts are stored.

Her e 6 s Lacatmnstalge: e
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= MainBoss Examples - MainBoss Maintenance Manager - =

Session  View Actions  Help

~ViewLocatons | A

Es

Code Description
=B A
—[ ] Arts Building Charles C. Jones Hall for the Arts
—[ ] Gymnasium John C. Smith Physical Activities C_.
—[ ] Science Building Mary C. Lamieux Science Researc..
L[ Services Building Physical Services Building and Ga..
F-1£t MainBoss Fleet
—(H Depot
—[ ] Garage
M1 M=in Miffiee ~

2 | || []Apply Filter

Details | Contactz | Unitz | Storerooms | Temporary Storage and ftems

Fecord Type Postal Address
Code MainBoss College
Description College Demonstration
Address1 567 Any Street
Address2
City Amyville
Territory
Country
Postal Code
GIS Location 43403357 Morth, 80 47662° West
Comments

New Postal Address | | New Sub Location | |[X ||+ | Showonmap | | X| || 44|~ &

|USE.'|' MainBoss User (SGL Administrator) Organization MainBoss Examples (Database "MainBos: Active ﬂHelp|

This tablehas two types of locations:

[0 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 usualdadss information (street address, city, state or
province, etc.).
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[1 Sub Locationsvhich are locations inside other locations. When you create a sub
location record, you specify the location that contains the sub location. (The
containng location must already have a record in yiourationstable.)

Sub locations can have sub locations of their own. In the preceding pidone,100

is a sub location dfloor 1 which is a sub location @urBuilding

. You can

organize your locations argiib locations in any way you like.

Notice that MainBoss depicts locations usirtgeg picture similar to the way that
Windows Explorers shows folders, subfolders, and files. This makes it easy to see

which locations contain which sub locations.

Postal Aldresses

addr es s

Herebs a typical example of a post al
) New Postal Address
Details | Contacts | Units | Storerooms | Temporary Storage and fems

Code |Our Building

Description |Headquarters

Address1 (123 Any Street

Address? |

City [Anyville

Territory |

Country |

Postal Code |

GIS Lecation |43.4D343’ Morth, 80.47667° West

Comments

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

Show on map

|| & ||| Active EHelp

As shown, it contains a brief identifier code, a longer description of the location, and

standard address information.
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[1 To create a postal address record:

1.

2.

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

—[=] Science Building
L[] Services Building
£t MainBoss Flest
—[=] Depot

—[=] Garags

L Main Diffice

4 | |57 | []Apply Filter

Details | Contacts | Units
Record Type Sub Location
Code Food court
Description
GIS Location
Containing Location Floor 2 @ MainBoss Mall
Comments

New Postal Address | | New Sub Location

ot MainBoss Examples - MainBoss Maintenance Manager - U
Session  Wiew Actions Help
= View Locations | =l ||~
Code Description
E-£ MainBoss College College Demonstration F
—[=] Arts Building Charles C. Jones Hall for the Arts
—[] Gymnasium John C. Smith Physical Activities C..

Storerooms | Temporarny Storage and tems

[ -

Mary C. Lamieux Science Researc.
Physical Services Building and Ga...

X |9 - =

|User MainBoss User (SGL Administrator) Organization MainBoss Examples (Database "MainBossFull Deme  Active aHeIp|

In theView section of the table viewer, clidgkew Postal Address- . This opens a
window where you can enter information about the location.
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=) New Postal Address - DR

Details | Contacts | Units | Storerooms | Temporary Storage and ltems
Code | -
Description | ®
Address1 |
Address2 |

|
|
|
|
City | |
|
|
|
|

Territory |

Country |

Postal Code |
GIS Location |

Comments

Save & New Save ||v| | Save &Close Close || = Show on map

| [ x| &~ Active €Help

| nCoded- , enter a short identification code for thisddion.

3

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

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

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

I f youdr e typiaddgessesratorce, oo tan tisée & pNewsotsavée th

information youdve just typed, then |set up ¢
address.

A postal addresommestd of dekcdnt ¥onscanfiuse t hi
any informationhat | sndét covered by the other field:c

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

The Contactsarea of the postal address record lists people you know giviéin

location. These are people from y@atwntactslist (discussed later 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 Google Maps to spe ify

fiMap Coordinatesdo . 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 panel with 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. Mai nBoss
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, clickNew Sub Location This
opens a window where you can enter information about the sub location:

— New Sub Location - 0
Detalls | Contacts | Units | Storerooms | Temporary Storage and fems
cose [ €
Description| - |
GIS Location | |
Containing Location |!a- MainBoss College @ - | e[
Comments

Save & New Save ||~| | Save & Close Close ||« Show on map

| || g | | Active EHelp

2. | nCoded -, enter a short identification code for this location.
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3. | nDegtriptiono- , enter a longedescription of the location.
4. 1 nCorfitaining Locationo ®, specify the location that contains this sub location.
5. Click Save & Close to save the information and close the window.

Not e Corttameéd Withind 1 s -dawndist. oo usually fill in thevalue by

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

Contacts

TheContactst abl e contains contact information for
your maintenance work. This includes maintenance workers, other personnel in the

company, outside contractors, suppliers, clients, customers, and a&g®mdom you

may wish to contact.

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

person. You do this by specifying a record in ybocationstable. This is often a
postal addr es s :maitng&dress Hdwavertfor peeple snside gosir
company, you might specify a sub location within one of your buildings. For example,
in a shopping mall, you might have a contact person associated with each store; the
location associated with each suchteahis the store itself.

You can create an appropriate location record before you start creating a contact{record.
Alternatively, you can create a location record as needed in the middle of creating the
contact record.
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[1 To create contact records:

1.

2.

In the control panel, go t6ontacts This opens th€ontactstable viewer.

e MainBoss Examples - MainBoss Maintenance Manager - B

Session  View Actions Help

View Contacts EI]| =
Code ° Business Phone Mabile Phone
John Falstaff hhh-384-2054 5hh-934-3940 ~
John Smith BRE-111-2222 BEE-Z222-1111
Josephine Bonaparte hhh-385-9834 RRB-493-7773
Julius Caesar hh5-8355
Len Gulliver BBR-352-4839 RRB-394-9937
MainBoss |User W

4 | |57 | ] Apply Filter

Details |Currtact Functions I Contact Helatiuns|

Code Julius Caesar
Business Phone 555-33595

Email lceesar@rome.it
Home Phone
Pager Phone
Maobile Phone
Fax Phone
wieb LURL
Location
Location Description
IJzer Mame

Preferred Language [wee][+]
Comments

le @IEI >< = | @IEI |CreateﬁDmDirectnr5rServiDe| ﬁB E

|User MainBoss User (SGL Administrator) Organization MainBoss Bxamples (Database ‘MainBossf Active aHeIp

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

Details | Cortact Functions | Contact Relations
Code | _

Business Phone |

Emil |

Home Phone |

Pager Phone |
Mobile Phone |
Fax Phone |
\wieb URL |
Location |® vl IR

User Name
Freferred Language | | [l
Comments

Save & New Save ||v| | Save & Close Close ||« | Initialize from Directory Service

| | &~ Active ﬂHelp‘

3.1l nCoded-, enter the persondés name.

4. InflLocationo®, specify the personés | ocation by
Locationst abl e. (I f vy eacatichorecdrd for this perstnacirclk thea

i. .. 0 bLodattown fTchri sh opens a window where you

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

This chapter is only relevant if you have licensedMlagnBoss Requestsnodule. If
you do not have bBcense key for this module, the control panel will not contain ent
related to requests.

es

This chapter outlines the usual sequence of events in dealing with a problem report
received from outside theaimtenance department. Such a problem report is called a

requesior work request

What is a Request?

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

(1 An office is too hot

[0 Atap is dripping

[0 A piece of equiprant has stopped working

[0 A piece of equipment is squeaking

[0 A parking lot has a pothole

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

Problem reports usually come in by phonemail

Requests vs. Work Orders:A request pecifies goroblem a work order specifies a
soluion Roughly speaking, a requestthemi g
atiumd, whi l e a wor k or de rO-wattbglhftom Starexcore
101 and replace the buratit bulb inthe entrance atrium 0

Requestors

The person who submits a request is calleddhjgestor Some maintenance

h t

departments only accept requests fiauthorizedrequestors; others will accept requests

from anybody.

If you only accept requesbom authorized requestors, the names of such requestors

should be listed in youRequestorstable Coding Definitions | Requestg
Requestory. TheConfigurationguide explains dw to set up this table. In dag-day

operations, you just have to select an existing requestor from the table whenever you

create a request.
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When Your Requestor Base is HugeYour MainBoss license may limit the number of

entries you ray have in youRequestorstable. In some cases, however, your

maintenance department may accept requests from huge numbers of people; for

exampl e, -@airtenange departmentcduld conceivably receive complaints

about potholes from anyone in tbigy. In this case, your best solution might be to create

a requestor record in the nameQuher , or General Citizen , or something like

that. When a request comes in from someone who is unlikely to submit many requests,

you can record their request usthgs general requestor record, possibly using the
requesmnersd ifi eld to record the requestor6s
information.

Codes Used in Requests

Requests use codes to provide information. For exampeuast piority codecan
indicate how urgent a particular request is. The codes include:

Request priority codes
These can indicate how urgent the request is. Specifying a priority code is useful if

arequest s more urgent than usual (or 1 f itodos

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

These codes are set up usihgding Definitions | Requesty Request Riorities and
Coding Definitions | Access CodesFor more information, see ti@nfigurationguide.

Request States

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

In Progress Maintenance personnel have matlkie request as being in press.
This is often used when requests have been submitteshéyusing the
MainBoss Servicemodule Request and MainBoss Serviam page/l). When

youlabela r equest as Ain progresso, you send

that the request has been received and is being processed.

Closed Typically, this means that the work is finished and the problenbéas

p

C

sol ved. However, request s vadeddif al so mar k e«

maintenance personnel have decided to reject or cancel the request.
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Each of these states has its own table viewer. For exaRggests| New Request

lists new requesiis ones that are waiting for attention. This table is particularly useful if
ouobr e rManBossisevicentedule, which automatically creates new
requests based on incomiagail Requesty New Requestshows younew requests
created by this automatic process (as well as other requests created by hand).

y

Si

nce the maiequeststable showsll o f

your

requests, itods

specific request if you go to one of the singlate tables.

Creating a Request

To create a new request, you begin at the control panel enfgfprests

0

Session  Wiew Actions Help

# View Requests |

7
Mumber Requestor

F YR 00000001 Holly Happy
4 WR 00000002 Jackie James
4 WR 00000003 Mike Mitchell 10000

2 | |7 | [ Apely Filter

Details | Assignments | Email Request | Work Orders | State History

Mumber WR 00000001
Subject Test

Effective Date State Status
Current Tuesday, February 17, 2015 3:14:04 23 Pl In Progres:

MName Business Phone
Requestor Holly Happy hh5-902-8723
Unit
Access Code
Pririty J: 1 WEEK
Description

Comments
Select for Printing

5
New Reguest | |[2f||~| |&j| | Close Request ||=| |d&|~

My MainBoss - MainBoss Maintenance Manager

Subject
Test
Test 2
Test 3

Link Work Orders

Estimated Completion Date

Email

holly@honeymoon helidays.com

New Wwark Order

Mew Reguestor Comment | | &

User jagardner (SQOL Administrator) Organization My MainBoss (MB35Test: Database ‘"MB35Test” on server 'SCRINIUMYSQLEXPRESS) Active ) Help|
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0 To create a new work request:
1.

In theView section of théRequestdable, clickNew Request- .

This opens a

window where you can create emrequest.

o New Request - O R
Detailz | Assignments | Email Reguest | Work Orders | State History
Number [WR 00000001 |
Subject | - | @
Effective Date State Status Estimated Completion Date
Current
Name - Business Phone Email
Requester | (R) = [Ealeal )
Unit | o ~] -
[] Use Access Code from Unit
Access Code | + -]
F'riorit',f| 2 vl
Diescription 3
Comments ‘
Select for Printing .
Save & New Save & Print Save || v Save & Close ~| | Cancel |~
‘ | - g | Active EhHelp
2. | nSubjjecto- type a brief description of the problem.
3. S e Reqliestoo® to the name of the person who submitted the request.
( Requestod ¢ o0 me s Reqguegmrstpbbeulfryour company only accepts
requests from authorized requestors, the submitter should already be in the list.
Ot herwi se, you can create recgrds for new
S e Unit@° to the unit where the problem occurred.
If there are restrictilks o n ac c es sAcdess Caddteto aicodethat s et i
describes those restrictions.
6.1 f this job has a gr eat eRequestPridrityofetd pri or it
an appropriate priority code.
| nDegtriptiond® describe the problem in as mutétail as you like.
8. ClickSave &Clos¢€ t o save the information youdve e

the window when the information has been saved.
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Working with Requests

TheRequestdable viewer has a number of buttons at the bottom ofithe secton.
These include:

[4 : Opens a window where you can change information in the selected request.
=: Lets you print one or more requests. Se@ting Requestsn pages7.

State change button: This is a dig@vn button that offers a number of actions for
changing the state of the selected request. The actions available for the drop
down button are determined by what kirfdequest is selected.

Operations thathange the state of a requeen opera window where you can

record comments about your action. For example, ifWod (i.e. cancel) a

request, MainBoss opens a window where yoc
the request. If you have tivdainBoss Servicemodule any comments that you

enter are automatically sent back to the person who submitted the request.

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

Close Reuest (With Comment) Closes the selected request, and also opens a
window where you can record a comment a

Reopen Reopens a request that has been closed or voided. MainBoss will also
open a window where you may record acommentexp ni ng why youdr
reopening the request.

In Progress(With Comment): Marks an open request as in progress. Using this
button is particularly useful in connection wittainBoss Service it 6 s a way
to send the ragestor aremailupdate about the request.

For example, suppose a piece of equipment breaks down. You make a quick
temporary repair but -tesmofixontithbe abl e to m
weekend. By usingh Progress you can record whatodos go
gets saved in your records; if you hawlainBoss Service it also gets

emailed to the requestor (unless youobve
shoul dndét be sent such acknowledgement s
informed, and also record uséfnformation about exactly what happened

on the job.

In Progress Same aén Progress but 1t doesndt ask you tc
Requestors will still receive aamailacknowledgement indicating that the
request I s now ¢ onsiadkeowledgdemdntis pr ogr es s o

basically just a form letter.
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Void: Cancels an open request. You might do this when the request first comes
in (effectively rejecting the request) or at any point before the request is
closed.

New Requestor Comment Sends a note to the requestor associated with the
selected request, provided that you haveMbhaBoss Servicemodule and that

you havenodét set the option that prevents

acknowledgements. This is similaritoProgress(With Comment), but can be
used any tim@& even if the request has been closed or voided.

Typical Request Life Cycle

To il lustrate how requests are processed,

1.

Someone phone®yr service helglesk to report a problem. Hetiesk personnel
go toRequestdn the MainBoss control panel and cliskew Requesto create a
new request.

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

Sometime later, a maintenance department dispatcher gees/t@sts New
Requestin the MainBoss control panel. This lists all new requests, including the
one that the hptdesk just made.

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

0 If the request is acceptable, themhtcher click$n Progress
indicating that the request has been seen and accepted. MainBoss
opens a window where the dispatcher can record any comments about
the request.

[1 Otherwise, the dispatcher drops the arrow besidetReogress
button and click&/oid. This rejects the request. MainBoss opens a
window where the dispatcher can enter a reason for rejecting the
request.

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

The dispatchemext goes t&Requesty In ProgressRequestso review the requests
there. This table viewer shows requests that have been accepted and marked as in
progress. The dispatcher goes through the list and decides which areready t
turned into work orders. (If necessary, the dispatcher may phone the requestor to
obtain more information about the problem.)
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To turn a request into a work order, the dispatcher clicks on the request in the table
viewer, then click$\ew Work Order . (This is discussed in the next chapter.)
Creating a work order from a request puts the requéstduestd In Progress
Requestq In Progress Requests witHinked Work Order , although the request

also remains listed iRequestg In ProgressRequests

6. The dispatcher assigns the work order to maintenance personnel who then do the
work as specified.

7. When the job is finished, the work order is closed. Once the work order is closed,
the dispatcher must close the request too.

8. The dispatchegoes taRequestq In ProgressRequestqy In Progress Requests
with linked Work Order in the control panel. This lists open requests that have
been used to make work orders.

9. The dispatcher finds the appropriate request in the list. The dispatcher thédects
request, then clickSlose Request

Request Status Codes

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

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

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

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

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

Printing Requests

You can print requests from any of tRequeststable viewersRRequesty New
Request Requestq In ProgressRequests etc.). However, the easiest way to print a
request is from the request record.
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[1 To print a specific request:
In anyRequestgable viewer, select the request you want to print.
e

1.
My MainBoss - MainBoss Maintenance Manager

D
@]~

View Actions Help

Session

# View Requests

MNumber Requestor Subject

' ]\wR 00000003 Mike Mitchel 10000 Water damage to back wall

£ WR 00000004 Gary Meller Fuses keep blowing

& \WR 00000005 George Jasper Urgent! ¥

@ [] Apply Filter

Details | Assignments I Email Reguest I Work Orders | State History

Mumber WR 00000003
Subject Water damage to back wall
Effective Date State Status Estimated Completion Date
Current Thursday, October 30, 2014 3:34:25 52 Pl Closed
Name Business Phone Email
RRE-A50-5778 mike@the mechanice.com

Requestor Mike Mitchell 10000
Unit A/C PIZZA @ FOODFEST
Access Code

Priority K: 2 WEEKS
Description Water damage due to recent plumbing problems

Comments

Select for Printing

|ZI |E| |ZI |Link‘."-ﬁnrk0rders| |Nw1.'ubrk0rder| | NewF{equEstorCnmment|
Active eHeIp

|User jagardner (SAL Administrator) Organization My MainBoss (MB35Test: Database "MB35Test’ on server "SCRINIUMYWSQLEXPRESSY)
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2. Click [ = . This opens the request record.

ot Edit Request : WR 00000003 - O

Details |Assigr1rnents | Email Request | Work Orders | State Histor3r|
Number WR 00000003
Subject |Water damage to back wall

Effective Date State Status Estimated Completion Date

Current Thursday, October 30, 200 Closed
Name Business Phone Email

Requestor [ Mike Mitchel10000 [+ [~ ][=]  555-830-3728 mike@the mechanice com

Unit|‘]Al'CPIZZA@ FOODFEST E|||E|E|

[7] Use Access Code from Unit
Access Code | =] [==][=]
Pricrity | K: 2 WEEKS 2 \WEEKS [« [===1[~]

Description [Water damage due to recent plumbing problems

Comments
Select for Printing
Save | Print&CInse| | Reopen HEI |Cle HEI | Unk‘.’-ﬁnrk(]rders| | New‘.’-!nrk(]rder| | New Regquestor Comment |

| =] @ ||=| Active @Help

3. Click Print - . This opens a window where you can specify options for the print
out.

e Print Requests = K

 Sorting || Fiters | Field Selection | Advanced | Preview |
[No Sorting ] 9 X =d
®
| [ | ExportData| | Clear Selectfor Printing | Cancel
| S|~ @eb
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4. Click 4 ®. sfé¢he requestpprirut. i e w

o Print Requests

- o N

Sorting | Fiters | Field Selection | Advanced | P
1 of 1 = E A | 100 - Find | Mext
= Regquest

.- WR 000000 Req uest

WR 00000003

VElllBoss

Demonstration

Unit Code A/C PIZZA
Unit Description PIZZA PLUS &/C UNIT
Unit Containing FOODFEST
Location
Unit Unit Postal 1 Maximilian Place
Address Romana
RM
23 RP45

Requestor Mike MitchellLO00O
Priority K: 2 WEEKS
Lifetime 0:00

Time as New 0:00
Time Active 0:00

Subject Water damage to back wall
Description Water damage due to recent plumbing problems

State History State History  State State History State History Status State Duration
Effective Date User Contact  History Estimated
State Completion
Date
10/30/2014 jagardner MNew 0:00
10/30/2014 jagardner In Frogress 0:00
10/30/2014 jagardner Closed 133.23:15
Friday, March 13, 2015 2:45:30 FM Fage 1 of WR 00000003
€ >
;L = | Export Data Clear Select for Printing Close
‘ ~| |~ @Heln
5. Click the printer icon to print the request.
To print a batch of new requests, you can usé&thiect for Printing featuré® for more
details, se&elect For Printingon page36.
Request Reports
Request reports provide information about your requests:
[0 TheRegquesHistory Report(Requesty Reports | Request Hstory) prints out
information about your requests. For example, suppose you want a binjding
building breakdown for your requests, to see which buildings have the most
problems. Inthé&roupings ect i on of t he expamthébit wi ndow,

node then choogsgontaining Location. The resulting report would have a section

for each location you maintain.
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(1 TheRequest StatHistory SummaryRequesty Reports | Request $ate History
Summary) provides information abotibe state and status iquess. For example,
suppose you want information on your open requests. Ifiltlee s section filter by
State, then drop the arrow on the associated value.figitslets you specify which
states should be included in the report

= My MainBoss - MainBoss Maintenance Manager

Session  View Actions Help

- O X

1= JiEd

Request State History Summary \

Grouping | Sorting | Fiters | Field Selection | Advanced | Preview

[State = | [ls one of 3| el [

Code Description :l
-~

[Mo additional condition

I Closed Reguest has been completed
|~ In Progress Reguest work in progress
[ New MNew Reguest

__l =] Export Data

‘Usar]agardner {SQL Administrator) Organization My MainBoss (MB35Test: Database ‘MB35Test' on server "'SCRINIUMYSQLEXPRESSY)

Active @ Help|

Once you checkmark which states you want to see, you can goRoethew
section to see the actual report.

[1 TheAverage Request Duration Per Groupicitgart(Requesty Charts | Average
Request Duration By Grouping) shows how long requests take from start to finish
(on average). You use tl&ouping section to organize the report. For example, if
you group by priaty, the chart will show the average duration of requests in each
priority class.

Requess and MainBoss Service

If your organization has licensed thkainBoss Servicemodule, users can submit
requests bymailto an automated pecessing system. This system offers several
benefits:

[0 Requestgrom the web oemailmessageare automatically placed into your
database files. Your personnel donét

Many organizations with MainBoss Service have fouddaanatic decrease in phone
calls to the maintenance department. When people can report problémesamb or

have

emaill, they dondét use t h-answehng pesonnellfdrotlser fir ees up

work.
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(1 In order to keep the requestor informed, MainBoss Serendemail
acknowledgements to the requestor at various points in the request process. This

happens automatically when requests are cr
progresso, when theyobre cNewRBegudstor and wheneyv
Comment Requesir s are happy because theyodore kept
personnel are happy because they dondét hayv

what 6s happening with their request.

[1 MainBoss Service lets you specify whasrailrequests will be accepted. Y bst
theemailaddresses from which the automatic processing program should accept
requests. Requests sent from other addresses will not be accepted.

Thelnstallation and Administration Guidplains how to set up MainBossr@ee
when you begin using MainBoss.

Keeping Requestors Informed:MainBoss Servicautomatically sendsmail

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

and whenever you change the state of the request.

For example, when you click thie Progressbutton to indicate that a new request has
been accepted, MainBoss opens a window where you can enter ctsmAre/
information you enter will be emailed to the requestor. The same happens if you use
Void to cancel the requestiew Work Order to turn the request into a work order,
Closeto close the request, Breopento reopen the request again.

| f y o entedamynspetific comments at these points, the automatic request

processor sends oemailmessages anyway. For example, when you create a work

order from a request, the processor automatically creamailmessage to tell the

requestor aboutthewor or der . I n many cases, the standa
necessa you only have to add extra details if something requires special comments.
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Work Orders

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

To use the features discussed in this chapter, your version of MainBoss must haye the
MainBossmodule.

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

[1 personnel assigned to tiee job (possibly including labor costs based
on the workersodé wages)

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

Wor k or der s ardescbing whatustduld hesiené an lafothey also
preserve a history of what got done.|] After ¢
parts and labor used, as well as any other information that might be useful to renjember.

Work Order States

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

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

Open: The work order contains all the information you want and has received any
approvals it mi ghtuedtoaverkers. Thetworkorderevdldy t o b ¢
remain in the open state until the job is actually finished.

Closed The job is finished and all information about the work has been recorded. A
wor k or dehangedehand tirdtBeelosedstate However, you can
reopen a closed work order, make changes, then close it again.

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

Ead of these states has its own table viewer. For examfules Orders | Open Work

Orders lists open work orders. In addition, there is a combiivedk Orders table that

l'ists alll wor k orders in all st ateds . (Since
find work orders in one of the other work order lists.)
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MainBoss has various buttons for changing the state of work orders. These are
summarized below:

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

[1 Re-Draft: Change$/oid to Draft, and also opens a window where you may record
a comment about why you decided to reactivate the canceled work

Open: Change®raft to Open

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

[1 Suspend Change®©pento Draft, and also pens a window where you may record
a comment explaining why you suspended the work order

Close Work Order: Change®©pento Closed

Close Work Order (With Comment): Change®pento Closed and also opens a
window where you can record acommanth out what youdre doing

[1 Reopen Change<losedto Open, and also opens a window where you can record
a comment explaining why youdre reopening

An open work orderan also bé&verdue. When you create a work order, you can

specify dates for when the work should start and end. A work order is considered

overdue i f 1 t06s stil |Wokpelers |pPesiiteWork s speci f i ¢
Orders lists any work orders that are overdue.

If a work order has no specified end date, it will never be overdue. Therefore, yoy
should usually specify an end date whenever you create a work order.

Work Order Status Codes:Work orders may be assigned status codiggically, a
status code indicates that the work order ne
example, your organization may have status codes like

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

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

You can create any type of statugles that make sense for the way you work. To see
what codes have been defined by your organizatiorn;seeg Definitions | Work
Orders | Work Order Statuses

Note that status codes cha a useful form of communication between users. For
example, suppose that a worker haswhekOrderFulfillment security role
(meaning that the worker can record actual labor and material usage) but does not have
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theWorkOrderClose security role (which isieeded to close a work order). The

worker could give the work order a status likeady to Close , indicating that all
appropriate information has been recorded. A supervisotatkOrderClose

permission could regularly check all open work orders tof sa®/ areReady to

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

Remember that a status code is intenlded
You can theefore use status codes as signals for other users.

You assign status codes to a work order by clickidd Work Order Comment in a

work order or in a work order table viewer. This opens a window where you can specify
a status. You use the sameqass to remove an existing status. Any existing status

code is also removed when you open or close the work order.

Creating a Work Order

The sections that follow describe how teatie a complete work order. Yoy or may
notdecide to followall the st@s. For examplgpoumay not be wusi ng Mai
inventory facilities to keep track of work materials. If so, you can skip allocating

materials for the job.

Before and After: When you first create a work order, you often supply estimates for
various type®f information. For example, you might specify when you expect the job

to start and when you expect it to end. Once the job is finished, you can go back and put
in the actual start and finish times.

The same applies to materials. Before a job, you aadligirwhat materials you might
need and record those materials in the work order. After a job, you can record what
materials you actually used.

Emergencies:In emergencies, you may not have time to write up a work order before
the job. However, you shouldrite up the work ordeafter the job, recording all
relevant information. Wdorwhattwdaooa thesjgbar en ot

theydbre a record of t bspecialpmpértanytonecordwhat Thi s

you did during an emergencsince such work is often more high profile than-ofin
the-mill maintenance.

Starting a New Work Order

There are several ways to create a new work order. Two common ones are starting from
an existing work request and making the work order from scratch.

-75-

t

(0]

j

nBo

U ¢

m ¢



[0 To turn a request into a work order:

1. Open aRequestdable viewer that shows the request. This mighRbeuesty New
Request(if the request is brand new) Bequestq In ProgressRequestq(if the
request has been marked as in progress).

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

If you create a work order from a request, MainBoss fills in some of tke fi¢ the
work order, using information from the request.
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