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Introduction 

Welcome to MainBoss Advanced 

 

 

Thank you for licensing MainBoss Advanced. Youôll find it provides all the features 

you need for managing your organizationôs maintenance work. 
 

This guide concentrates on day-to-day operations with MainBoss. It assumes that 

MainBoss has already been installed and configured for use on your computer. 
 

For information on installing MainBoss, see the Installation and Administration Guide. 

For information on configuring MainBoss, see the Configuration guide. 

 

Documentation conventions 

This guide uses the following documentation conventions: 
 

 Data-entry fields are shown in bold face, enclosed in double quotes: 

 Fill in the ñDateò field... 

 Buttons are shown in bold face and underlined: 

 Click the  button. 

 Keyboard keys are shown in bold face enclosed in <angle brackets>: 

 Press the <Tab> 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 button of the mouse. When the guide 

says to right-click an object, click with the right button of the mouse. 

install.pdf
config.pdf
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MainBoss Concepts 

 

This section explains a number of concepts that underlie MainBoss. It does not describe 

the fine details of using the software, but looks at how MainBoss is organized and how 

you can adapt that organization to the work you do. 
 

Important:  If you have not licensed a particular module, you will not see information 

related to that module. For example, if you have not licensed the MainBoss Requests 

module, you will not see various types of information related to requests. 

 __________________________________________________________________________  
 

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

something. 
 

 For example, the Locations table is a list of locations relevant to your 

maintenance work. The Contacts table is a list of records giving contact 

information for anyone you may wish to contact. 
 

 Each entry in a table must be given an identifier code to distinguish it 

from other entries in the table. Identifier codes donôt have to be uniqueð

for example, your Contacts table might have entries for different people 

with the same name (e.g. two John Smiths)ðbut itôs much less 

confusing if different records have different identifiers. 

 __________________________________________________________________________  
 

Unit:  A unit is anything that might require maintenance. 
 

 This includes equipment, vehicles, and places. In a factory, for example, 

your units will mostly be pieces of manufacturing equipment. In a 

shopping mall, each store might be considered a separate unit, with 

additional units for washrooms, the parking lot, and so on. 

 __________________________________________________________________________  
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 __________________________________________________________________________  
 

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

 For example, you might sub-divide complex equipment into smaller sub-

units so that you can track the maintenance record of each piece. 

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

smaller ones (e.g. ñDepartment store, north sectionò, ñDepartment store, 

east sectionò, and so on) so that workers have a clearer idea of where to 

go when theyôre sent to fix a problem. 
 

 Thereôs no hard-and-fast dividing line between what is a sub-unit 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 a sub-unit or simply a 

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

motorôs maintenance independently from the containing equipment. If 

youôre likely to move such motors from one unit to another and if you 

care about the motorôs past maintenance history, then you should treat 

the motor as a sub-unit. Otherwise, there may be no point in treating the 

motor as a sub-unit. 

 __________________________________________________________________________  
 

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

renovations). 
 

 Requests are often based on complaints from people outside the 

maintenance department. Requests provide preliminary information 

about the problem such as the location of the problem, the name of the 

person reporting it, the date/time the report was received, and a brief 

description of the problem itself. 
 

 Since problems may be reported by non-maintenance personnel, requests 

are designed to be simple enough that anybody can fill one out. 
 

 __________________________________________________________________________  
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 __________________________________________________________________________  
 

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

 Work orders are designed to be filled out by maintenance personnel. In 

many organizations, work orders are written up by a supervisor or 

dispatcher, then issued to the people whoôll do the actual work. 
 

 Work orders are more detailed than work requests. For example, a work 

order may specify the amount of time the job is expected to take, the 

materials to be used, and so on. Such details are not present in a work 

request. 
 

General Principle: Requests describe problems while work orders describe solutions. 

 __________________________________________________________________________  
 

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 to re-order more stock. 
 

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

your inventory, such as expensive or vital spare parts. Tracking simple 

items like nails or 60-watt light bulbs is often more trouble than itôs 

worth...but if your operations depend on certain materials, those are the 

ones you should track. 
 

Note that MainBossôs records depend on physical inventory control. If anyone can go 

into a storeroom and take out materials without recording the fact in MainBoss, then 

you canôt expect MainBossôs data to be accurate. 

 __________________________________________________________________________  
 

Task: A description of work to be done during planned maintenance or in 

some other standard maintenance job. 
 

 For example, you might have a task record describing a standard oil 

change and inspection on a vehicle. Task records often contain step-by-

step instructions or check-lists of actions to be done during the work. 

 __________________________________________________________________________  
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 __________________________________________________________________________  
 

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 timing for doing that work.  
 

 For example, a unit maintenance plan might describe regular oil changes 

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

might be a check-list of what should be done in each oil change; the 

timing might be ñevery three months or 3000 milesò. 
 

 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 MainBoss customers will only have one maintenance 

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

property management company that maintains properties for several 

different clients. The company may choose to keep each clientôs data 

separate from 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 parts and other materials. 
 

 For each storeroom, you create storeroom assignments which specify 

what items the storeroom should contain and the maximum/minimum 

quantities for each item. 
 

 Note that a storeroom doesnôt have to be a normal room. For example, if 

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. 

 __________________________________________________________________________  
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 __________________________________________________________________________  
 

Expense Category: A 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, and so on. You assign an 

expense category to each cost on a work order so that you can track and 

categorize your expenses. 

 __________________________________________________________________________  
 

Expense Model: A list of what expense categories are allowed on a particular work 

order. 
 

 For example, a property management company may have a separate 

expense model for each tenant. This makes it possible to associate 

different expense categories with different tenants. 

 __________________________________________________________________________  
 

Cost Center: A way of associating MainBoss costs with your organizationôs actual 

accounting system. 
 

 Typically, each cost center corresponds to a single general ledger account 

in your accounting system. However, you can create multiple cost centers 

which are all associated with the same general ledger account, if you 

want to break down your costs in more detail than your ledger accounts 

allow. 

 __________________________________________________________________________  
 

Purchase Order: Information on materials or labor you wish to purchase from a 

specific supplier or contractor. 
 

 In addition to listing the materials or services you wish to purchase, 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 contain miscellaneous items, 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 received, the purchase order is 

closed. 

 __________________________________________________________________________  



 

- 7 - 

 

 __________________________________________________________________________  
 

Assignment: An indication that a work order , request or purchase order is of 

interest to a particular person. 
 

 You can assign work orders, requests or purchase orders to any number 

of people. If the assignees are MainBoss users, MainBoss makes it easy 

for them to find their assignments by listing them in the My Assignment 

Overview section of the control panel. 
 

 The workers who work on a job are automatically 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 request is honored (e.g. the person at the help-desk 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 

whoôs expected to receive the purchased goods. 

 __________________________________________________________________________  
 

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 module.) 
 

 Notifications may be sent in 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 set up so that 

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 from Draft  to Open or from 

Open to 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 and canôt do with MainBoss. 
 

 Your MainBoss administrator assigns security roles to you. These 

determine what operations you can perform inside MainBoss. 

 __________________________________________________________________________  
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 __________________________________________________________________________  
 

Licensed Module:  A collection of related operations in MainBoss. 
 

 The operations that are available in MainBoss are determined by which 

modules your organization has licensed. If you donôt have a particular 

license, you will not see various entries related to that module. 
 

Important:  Your licenses and your security roles determine what you can and canôt see 

in MainBoss. For example, if you havenôt licensed a particular module, information 

related to that module wonôt be displayed in MainBoss windows. If you do not have a 

particular set of security permissions, some types of information may be hidden from 

you and some operations may be disabled. Therefore, what you see on your screen may 

differ from the pictures displayed in this guide. 

 __________________________________________________________________________  

 

The MainBoss Control Panel 

Hereôs a typical picture of MainBossôs main window: 
 

 
 

On the left is the control panel. This provides access to all standard actions and 

information. At the bottom right, the  (Refresh) button updates the information 

displayed (in case other users have recently made changes to your organizationôs data). 
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General Principle: In MainBoss Advanced, you use the control panel (on the left) to go 

to a table, then you use the tableôs buttons (on the right) to do work. 
 

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

For example, Work Orders  | Reports refers to Reports under the Work Orders  entry 

in the control panel. 
 

Whenever you select an entry in the control panel, the rest of the window changes to 

show information about what you selected. For example, if you click Work Orders  in 

the panel, the right-hand 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 screen-space to display information. 
 

Keyboard Shortcuts: MainBoss allows standard Windows keyboard shortcuts such as 

<Ctrl+C>  for copy and <Ctrl+V>  for paste. 
 

You can also use <Tab> to move to the next field in a window. If youôre filling out a 

form, you can just tab from one field to another rather than using the mouse. 

<Shift+Tab> moves backward to the previous field. 
 

In any table viewer, the shortcut sequence <Ctrl+F>  opens the search window. The 

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

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

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

was on the unitôs list of service contracts, then <Ctrl+F>  would search through service 

contracts. (<Ctrl+F>  will not work if your most recent click was on the MainBoss 

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

If the search window is not open, the <F3> function key has the effect of Find Next, 

searching for whatever you searched for most recently. This means that pressing <F3> 

repeatedly will perform the same search over and over. 
 

MainBoss buttons often allow keyboard shortcuts. To see the shortcuts in a window, 

press the <Alt>  key. One letter of each button will be underlined, as in Save. Pressing 

<Alt>  plus the underlined letter is equivalent to clicking the button, so that <Alt+S> is 

equivalent to clicking the Save button. 
 

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

displayed: 
 

 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, click Zoom in on View again. 

 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 
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compare information between tables: you can have two windows open, one showing 

one table and one showing the other. 

 Change Active Filter: This item lets you change the definition of ñactiveò requests, 

work orders and purchase orders. For example, you can specify that work orders 

should only be displayed in table viewers if theyôre less than three months old. 

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

 Show compact browsers: If 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 contents of the 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 reports. The submenu contains: 

 Enable: If this is checkmarked, you can customize table viewers, 

editors and report windows, as described in ñForm Customizationò 

later in this document. If you remove the checkmark, you will not be 

able to make such customizations. 

 Customize Main Menu: Lets you choose which entries appear in the 

control panel. 

 Publish: This saves all your current form customizations as a single 

set of ñpreferredò customizations. You can make other 

customizations after publishing, but they will be forgotten when you 

quit MainBoss. Only published customizations are remembered from 

one session to the next. 

 Restore from published: Gets rid of any customizations you have 

made since you last clicked Publish. You will return to the preferred 

customizations you have already saved. 

 Clear all customization: Removes any and all form customizations 

you have created, restoring everything to MainBossôs default forms. 

This does not delete your published customizations; therefore, you 

can use Restore from published to return to your published 

customizations. 

 Export : This saves your current customizations in a file. (MainBoss 

will open a window so you can 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. 
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 Replace from file: Replaces all your current customizations with 

customizations from a file. The specified file should contain 

customizations previously saved with Export . 

 Add from file : Adds customizations from a file to your current set 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 customization. 
 

 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 to click on the control panel. 

Coding Definitions: The Coding Definitions part of the control panel deals with 

information that doesnôt change very often. For example, MainBoss lets you assign a 

priority (urgency code) to every work order. Once you decide what priority codes your 

organization will use, you probably wonôt change them. Therefore, MainBoss puts the 

codes under Coding Definitions. 
 

The MainBoss Configuration guide explains how to set up your Coding Definitions. 

This Day-to-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 

of recordsðfor example, work orders are identified by a ñNumberò while inventory 

items are identified by a ñCodeòðbut the purpose of the identifier is always the same: 

to provide a label that distinguishes one record from another. 
 

Most records also have a ñDescriptionò field. This is often used to expand on the ID 

code. For example, in a unit record for a water boiler, the ñCodeò might be Boiler 

NorthEast  while the ñDescriptionò might specify what type of boiler it is. 
 

The Importance of Consistency: Before you begin entering any information, 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 
 

config.pdf
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If someone then uses the name 
 

AC 4 
 

it will throw off the consistency of your records. In a list of equipment sorted in 

alphabetical order, the inconsistent one wonôt be sorted with the other air conditioners. 

It will be harder to find the unit you want when youôre visually searching the list; the 

unit may also slip between the cracks when youôre printing off reports about your 

equipment. 
 

The same applies to all other types of information in your database. Names must be 

consistent: similar things should have similar names. In particular, you should 

choose the format of names so that similar things appear together when sorted in 

alphabetical order. 
 

You should decide on standard name formats before you start entering data. This 

decision affects how much benefit MainBoss can provide. A haphazard naming scheme 

reduces the softwareôs ability to organize and analyze data in effective ways. 

 

Table Viewers 

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

example, the Vendors table is a list of your suppliers. 
 

Each entry in a table is called a record. For example, each entry in the Vendors table 

gives information about one of your suppliers. 
 

A table viewer lists the records in a particular table. For example, the Vendors table 

viewer lists the entries in your Vendors table. 
 

Table viewers usually have two sections: 
 

View: A list of normal recordsðthis can be anything from work orders to 

information about spare parts. 

Defaults: Default values for creating new records. For example, the default values 

in the Vendors viewer will be used whenever you create a new vendor record. 
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Special Selection Actions 

If you right-click on the records listed in a table viewer, MainBoss opens a menu of 

actions that can help you select entries in the table. For example, in most tables, the 

menu will include a Select all action; clicking this action in the menu selects all the 

entries in the table. 
 

As another example, some right-click menus have an action named Select all editable. 

This selects all the entries that can be edited from this particular table viewer. For 

example, the Units table displays both units and the locations that contain the units. 

Records for the units can be edited from this table; locations cannot be. Therefore, 

Select all editable will 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 displays information 

from that record. Typically, this is shown in a details panel beneath the list of records in 

the table. 
 

If your computer has a small monitor screen, you may decide that the details panel takes 

up too much room on the screen. If so, you can tell MainBoss not to display the details 

panel; you do this by clicking the following button: 
 

      
 

When you click this button, the details panel disappears. The list of records can then use 

the space that was previously occupied by the panel. 
 

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

 

Active and All in Table Viewers 

In the bottom right hand corner of most table viewers and editor windows, youôll see 

either Active  or All : 
 

 If  the word is Active , lists of records displayed in the window only include active 

records. This means that the window only shows records that havenôt been deleted. 

For requests, work orders, and purchase orders, it also means that it only shows 

records that are ñrecentò. By default, a record is ñrecentò if itôs less than 500 days 

old; your MainBoss administrator may change what counts as ñrecent.ò 
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 If the word is All , the viewer is showing all records, no matter how old, including 

those that have been deleted. Deleted records are marked with a red X on the left. 

(Note that if you have many old records, MainBoss may take a considerable time to 

obtain them all from the database.) 
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In most tables, MainBoss never completely erases deleted records. This makes it 

possible to maintain a complete audit trail of everything you do. 
 

To switch from Active  to All  or vice versa, double-click the word. Youôll see old and 

deleted records appear or disappear. 
 

The Restore button lets 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 by using Save & 

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

Records That Refer to Deleted Information: When you delete a record, itôs possible 

that other records still refer to it. For example, suppose a worker leaves your 

organization so you delete that person from your Employees list. That workerôs name 

will still appear in old records (e.g. work orders that the person worked on). 
 

MainBoss indicates that data comes from a deleted record by striking out the data. For 

example, if you delete Joe Smithôs employee record, all work orders that refer to that 

person will show the name as Joe Smith. This shows that the associated employee 

record has been deleted (and will reduce your confusion when you canôt find Joe 

Smithôs name in your list of Active  employees). 
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The Active Filter 

The active filter determines which work orders, requests, and purchase orders count as 

Active . In other words, it determines what a table will display when the word Active  

appears in the tableôs bottom right-hand corner. 
 

Work orders, requests and purchase orders are always considered active until they are 

closed or voided. For example, if a work order is open, its age doesnôt matterðit will be 

active until you close it. 
 

To set your active filter, go to the View menu and click Change Active Filter. This 

opens a window that contains the following: 
 

Show only records less than this many days old: You can set this fieldôs value to 

a number. If you do, work orders, requests, and purchase orders will only be 

considered Active  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 orders will be ones whose histories have 

changed in the past 400 days. Typically, this means you wonôt see any work 

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

Show only records since: You can set this fieldôs value to a date. If you do, work 

orders, requests and purchase orders will only be considered Active  if their 

most recent history record was created after the specified date. For example, if 

you set the value to January 1, 2009 , the only active work orders, requests 

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

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

For example, if you only want to see very recent records, you might set ñShow only 

records less than this many days oldò to 30. MainBoss would only show you work 

orders, requests and purchase orders less than 30 days old. You can change this number 

at any time. 
 

You can use Administration  | Company Information  to set active filter defaults for 

everyone who uses the MainBoss database. 

 

Table Filters 

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

table. In other words, it ñfilters outò records that you donôt want to see. 
 

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

could set up a filter on the Work Orders  table saying that you only want to see work 

orders whose ñWork Start Dateò is today. MainBoss would then filter out any work 
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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 information on units in your HVAC 

system. You could set up a filter on the Units table saying that you only want to see 

work orders whose ñSystemò is HVAC. MainBoss would then filter out non-HVAC 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 filter set-up button 

beneath the tableôs list of records: 
 

  
 

This opens a window similar to the one used to search for individual records. Use this 

window to specify which records you want to see. For example, suppose youôre in the 

Items window and you specify 
 

 
 

This indicates that you only want MainBoss to display item records whose 

ñDescriptionò field starts with the letter B. Once you enter this information, click the 

Apply Filter  button. Youôll see that the table viewer changes so that it only shows 

records that match what youôve specified. If you Close the filter window, the table 

remains filtered. To return to the tableôs usual state, click the button associated with 

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 shows records that satisfy all the 

specified conditions. For example, suppose youôre filtering the Requests table. One 

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 requests with a particular priority 

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

The filter set-up window contains the following: 
 

Fields, filter conditions, values: Select the records to be displayed. You specify your 

selections in the same way that you specifying search conditions when searching 

for a particular record. 
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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 filtered until you click this 

button. 

Disable Filter: If you click this button, MainBoss stops filtering the tableðyou see 

all the records you normally would. 

Close: Closes the window where you specify filters. If you have not clicked Apply 

Filter , MainBoss will not filter the table. Furthermore, MainBoss will not record 

any filter conditions youôve specifiedðthe next time you open the filter window, 

youôll start from scratch again. 

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

table is unfilteredðyou see everything youôd usually see. If you checkmark the box, the 

table will be filtered using the filter that is currently defined. By blanking or 

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

displays. 
 

Some filters let you specify patterns rather than specific character strings. For example, 
 

Description    Matches Pattern   .*furnace.*  
 

corresponds to any Description  which contains the string ñfurnaceò anywhere. (The 

.*  pattern is a particularly useful one which stands for any string of zero or more 

characters.) Patterns are often called regular expressions, and MainBoss supports any 

regular 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 order tables are also affected by the active filter. For 

more, see The Active Filter on page 17. 

 

Customized Table Settings 

Table viewers can be customized. The customization area is above the table, consisting 

of a drop-down list and a drop-down button: 
 

 
 

A customized setting is name that stands for a particular set of table display options, 

especially filters (see Table Filters on page 17). 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 customized settings for the Units table, named A, B, and A&B. If 

you choose the A setting, the Units table will only show you the units in Building A; 

similarly for the B and A&B settings. In this way, you only see the units that matter to 

you, not any units in other buildings. 

http://www.codeproject.com/KB/dotnet/regextutorial.aspx
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Note: Settings that can be saved are indicated with blue lettering rather than black. For 

example, ñApply Filterò will appear in blue in table viewers, indicating that filter 

settings can be saved as a customized setting for the associated table. 
 

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 
 

 
 

You then click Apply Filter  and then Close. Youôll see that the table only shows the 

units whose containing location is Building A . 
 

To give this table setting a name, click the drop-down arrow associated with the drop-

down button in the customized setting area. In the resulting menu, click Save As. A 

window will appear letting you specify a name for the filter youôve just set up: 
 

 
 

In ñSettings Nameò, enter a name for this setting (e.g. A to stand for Building A). 
 

The scope of your settings may be Personal or Global. If you choose Global, then all 

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

drop-down list of possible customizations. (Only people with the Administration  

security role may create Global customizations.) If you choose Personal, this name will 

appear in your own list of possible customizations, but not in anyone elseôs. 
 

Note: You may wish to create a number of standard global customizations that can be 

used by anyone in your organization. This is particularly helpful if some of your users 

arenôt knowledgeable enough about MainBoss to create customizations of their own. 
 

Click Save & Close to save your setting and close the window. Once youôve done this, 

youôll see the name of the customization appear in the accompanying drop-down list. 

Anytime you come to this table, you can quickly apply the setting by selecting the name 

from the list. Once youôve chosen a customization, MainBoss uses it every time you 
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come back to this window until either you quit MainBoss or you choose a different 

customization or filter. 
 

The drop-down 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 as: Saves the current filter settings under a new name. 

: Deletes the name thatôs currently selected in the customization drop-down list. 

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

default for this table. In this case, you donôt have to select the customizationð

whenever you start MainBoss, the customization is automatically applied. For 

example, if the default customization for your Units table only shows units in 

Building A, then the table is automatically filtered that way whenever you start 

MainBoss. You will never see units that are in other locations, unless you 

change the filter or choose a different customization. 

 

Form Customization 

MainBoss lets users with the Administration  security role control what information 

is displayed in table viewers, editor windows, and report windows. This is done by 

means of form customization. Using form customization, you can reduce the amount of 

information being displayed; this may be useful if you donôt care about some of the 

usual information, or if youôre working on a small display screen. (Note that some 

information cannot be removed from a window, e.g. compulsory fields.) 
 

It is possible to disable form customization. To do so, go to the View menu and click 

Form Customization. In the resulting menu, remove the checkmark on Enable. 
 

If you are attempting to customize a window and it doesnôt work, make sure that form 

customization is enabled (i.e. make sure that Enable has a checkmark beside it). 
 

To customize a particular table viewer, 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 

bottom right corner of editor windows.) After clicking the drop-down arrow, click 

Customize Form in 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 its own customization form. For example, hereôs the form for 

customizing the Work Orders  table viewer: 
 

 
 

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 appear in the 

table viewer. 
 

The Panel button in the customization form lets you customize the panel that appears at 

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

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

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

and wonôt appear in the corresponding location. 
 

The customization form also has a button labeled Customize Work Order Report 

Form. This lets you customize the standard report for printing work orders (Work 

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 any changes you want to make to a form, click Apply  to save 

those changes. Click Apply & Close to save the changes and close the customization 

window, or click Close just to close the customization window. 
 

Note: If you customize a form, it will no longer match the help files associated with the 

form. For example, if your customization leaves out certain fields, the help files will 

still describe those fields. This may confuse people who wonder why the help file 

doesnôt match what they see on the screen. 
 

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 have to publish them. 
 

To publish your customizations, go to the View menu, click Form Customization, and 

then click Publish. This saves all your current customizations. From this point onward, 

those customizations will be used every time MainBoss starts. If you make a new 
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customization, then want to go back to your old customizations, you can click Restore 

from published in the same menu. 
 

You can use Clear all customization from the same menu to get rid of all the 

customizations you have made. However, youôll go back to your published 

customizations the next time you start MainBoss, unless you Clear all customization 

and then Publish (so that the ñclearedò customizations are your ñofficialò ones). 
 

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 customizations, go to the View menu, click Form Customization, 

and then click Export . MainBoss will ask you to specify the name of a file to hold your 

customizations. 
 

At a later date, you can use Replace from file in the same menu to get rid of any current 

customizations and instead use the ones you exported to the file. You can use Add from 

file in the same menu to add the saved customizations to any other customizations that 

are currently in effect. With Add 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 

standard Windows conventions: 
 

 If you hold down the <Shift> key, click on one record, then click on another, you 

will select both records and all the records in between. 

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

hold down <Ctrl>  and click a different record, you select that record and the first 

record stays selected. In this way, you can use <Ctrl+Click>  to select any number of 

separate records. 

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

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

delete those records. 

 : Opens the first selected record in an editor window. This window offers you all 

the features available in a normal editor window for this type of record. In 

addition, it has a Next button; if you click Next, MainBoss closes the current 

window and opens one where you can edit the next record that you selected from 

the table viewer. By repeatedly clicking Next, you can move through the records 

that youôve selected, editing each one as you wish. 
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If you use the editor window to change the contents of a record, the Next button 

disappears until you click Save (to save your changes) or Cancel (to cancel the 

changes). You will not be able to go to the next record until you save or cancel 

your changes. 
 

Next is a drop-down 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 Next 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 using Next and Previous to edit the selected records. 

Cancel: Works like the usual Cancel button, canceling any changes you have 

made. 

 : Works exactly like  except that you can only look at the contents of the 

selected records, not make changes. You can use Next and Previous buttons to 

go forward and backward through the list of selected records. 

Restore: Is only enabled if the records you have selected are all currently deleted. If 

so, MainBoss opens an editor window that works exactly like . If you Save the 

current record, it will be restored. You can use Next and Previous to move 

forward and backward through the list of selected records. 

Right-Clicking:  When looking at a multi-selection list, you can right-click on the list to 

get a menu of useful actions that can be performed. For example, the menu gives you 

the option of checkmarking all the entries in the list or blanking them out. With long 

lists, we recommend that you click the ñ...ò button to get a selection window, then right-

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. 
 

 Mandatory fields are marked with a red arrow until theyôre filled in. You canôt save 

the record until you specify values for those fields. (In the picture below, ñSubjectò 

and ñUnitò are mandatory.) 
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 Read-only fields canôt be changed. They can be recognized because they are not 

surrounded by a black border line. In the picture above, several fields are read-only. 

For example, the fields in the ñCurrentò line and ñBusiness Phoneò are all read-

only. 

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

purchase order canôt be changed once the purchase order is issuedðissuing the 

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

which point, some information is considered ñunchangeableò. (Actually, some 

information can be changed, but you have to withdraw the purchase order before 

youôre allowed to make the change.) 
 

MainBoss also prevents you from changing information that has already generated 

accounting recordsðfor the sake of security, accounting records canôt be changed or 

deleted. For example, when you record the use of materials in connection with a 

work order, MainBoss generates accounting records indicating the cost of those 

materials. You canôt directly edit this information once the accounting records have 

been written; if necessary, you must create a correction, which will generate a new 

accounting record to correct any mistakes in an old one. 

 As shown above, editor windows have several buttons containing the word Save: 

Save: Just saves information youôve entered. 
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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, if youôre recording contact information for 

people, you can Save & New after each person, which saves what youôve just 

entered and starts a record for someone else. (Fields in the new record are 

initialized with default values as set in the Defaults section of the appropriate 

table viewer.) 

Save & Print: Saves the information and opens a window that will let you print the 

record youôve just created. 

General Tip: When youôre filling out a record, if you donôt know what value a field 

should have, leave it blank. Filling in dubious values will cause confusion; finding 

values that need to be changed can be difficult. If MainBoss really needs a field to be 

filled in, it uses the red arrow to mark the field as mandatory. 

 

Drop-Down Lists (Pickers) 

Editor windows often specify information using drop-down lists, also known as pickers. 

For example, the ñRequestorò field in a work request editor is a drop-down list: 
 

 
 

As shown above, a drop-down list ends with three symbols: 
 

 The left-most arrow displays a list of available values for the field. In the case of 

ñRequestorò this will be a list of the people whom youôve authorized to submit 

work requests. 
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 The ñ...ò opens a window showing the complete table. For example, if you click the 

ñ...ò for ñRequestorò, you get the Requestors table. Click an entry in the table, then 

click Select to fill in the original field. 

 
 

 The right-most arrow of the drop-down list opens a menu that gives you a number of 

options. For example, if you click this arrow for the ñRequestorò field, youôll see 

the following: 
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Browse lets you look at the existing Requestors table, just like the ñ...ò button. New 

Requestor lets you create a new requestor record; if you do this, the requestor will 

be filled into the original ñRequestorò field once you save and close the new record. 

This makes it easy to create new records as needed if you donôt already have an 

appropriate record. Edit  lets you edit the selected requestor record, while View lets 

you look at the record (but not change it). Export , Import , and Save XML Schema 

are related to importing and exporting data; for more information, see the MainBoss 

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

 

Errors 

MainBoss puts a marker beside data fields that contain invalid data. The error marker is 

a red circle containing a white exclamation point. This is shown below, where the 

ñEffective Dateò field should contain a date, but instead contains meaningless text: 
 

 
 

If you try to save a record when it contains an invalid field, MainBoss will display an 

error message and wonôt save the record. 

config.pdf
config.pdf
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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 message explaining why the current value canôt be accepted. 

This is shown below: 
 

 
 

Concurrency Errors:  In the rare case that two people try to edit the same record at the 

same time, MainBoss will report a concurrency error. 
 

For example, suppose you start editing a Units table record and before youôre done, 

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 record has changed while you were making your changes: 
 

 
 

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: 
 

 The first column shows the recordôs values at the time you began editing 

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

saved) 

 The third column shows the new values youôve specified yourself 



 

- 30 - 

 

Where the values are different, you can see fields where your values differed from the 

other personôs. The Next Conflict and Previous 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 links to other tables. For example, the ñCategoryò field refers to an 

entry in the Unit Categories list. The fieldôs value is a meaningless string that serves as 

a pointer. You can see if two pointers have the same value, but you canôt tell anything 

about the record they point to. 
 

When conflicts occur, itôs best to click the No button on every conflict; this basically 

says, ñIgnore what I just did.ò ) Then just go back and start editing the record again. 

This time youôll see the values that the other person put in. You can then decide which 

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 example, Work 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: 
 

 

 

Report Sections 

The window associated with a report organizes options into sections. 
 

Grouping and Sorting: Let you control how the report is organized. For example, 

suppose youôre printing information on work orders. The Grouping options will 

divide the report into sections. For example, you might group 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 orders by location, 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 choose to sort by expected 

duration; in this way, shorter jobs would be listed before longer ones. 
 

For both Grouping and Sorting, 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: 
 

   
 

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

delete the option entirely. 

Grouping options break a report into sections. Each section has headings to indicate the 

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

the total number of entries will be shown in parentheses after the group heading. Sorting 

options sort information within each section; they do not result in headings. 
 

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

example, suppose youôre printing information about inventory items, grouped by item 

category. If a particular category has no items in it, that category will be omitted from 

the report. 
 

Filters: A report filter lets you select which records you do and donôt want in the 

report. For example, you might want to restrict a report 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 should be included in the report. 

The section lists all the pieces of information that may be included in the report. 

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

information will appear in the report. Otherwise, it wonôt. 
 

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, everything gets set back to the defaults. 
 

For some reports, the Field Selection window may have special checkboxes. For 

example, some reports have a Suppress Costs checkbox; if you checkmark this 
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checkbox, any money amounts that would otherwise be printed will be omitted 

from the report. 
 

Some print windows will have a number of checkboxes at the bottom of the page 

under the heading Show 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 pieces of 

information youôve asked for. Asking for many different data fields will shrink the 

width of each column and may make the report difficult to read. Printing a report in 

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

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

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

solution is to use the ñReport width in pagesò option discussed below. 
 

Advanced: Lets you specify a title for the report when it is printed, the fonts to be 

used, and additional information. 
 

In some reports, Advanced options let you obtain summaries. A summary 

typically gives totals and sub-totals 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 lifespan of a particular kind of equipment). If you do not 

specify Grouping 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 current printer 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 want to see. 
 

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 that are 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 more readable report. 
 

In general, ñReport width in pagesò should be set to 1, unless you actually 

need wider lines. If you specify a large page-width when you donôt need it, 

the report will look worse than if you use the default width. In addition, a 

large page-width is likely inappropriate when youôre printing single work 

orders for workers or purchase orders for vendorsðthe results will probably 

be harder to read than the default format. 
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Preview: Displays a preview of the reportða version of what youôd see if you 

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. 
 

The Preview 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, the Preview 

section has a button that will actually print the report. 

Depending on the contents of your database, certain combinations of options in 

Grouping, Sorting, Filters, Field Selection and Advanced may result in a report with 

little or no useful information. You are encouraged to experiment with the options to 

find combinations that are particularly helpful to your work. 
 

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

units. In general, if you use a filter to select one or more locations, the report does not 

cover sublocations (unless you select the sublocations too). Similarly, if you use a filter 

to select one or more units, the report does not cover sub-units (unless you select the 

sub-units too). 
 

However, when you filter on locations, the filter window offers you the option Location 

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 filtering options you 

have specified. You can use this button if you donôt want to preview it first. You 

can cancel printing with the Cancel button. 

Export Data: Exports the reportôs data in XML format. The result is primarily 

intended to serve as input for user-written programs which process the data in 

some way. This contrasts with the Preview export facilities (discussed below), 

which are most useful for embedding in Microsoft Word documents and other 

ñunprocessedò contexts. 

Clear Select for Printing: If you click this button, MainBoss removes the 

checkmark from all Select for Printing boxes on all work orders. Typically, you 

do this after printing work orders that have been marked Select for Printing. 
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Cancel: Cancels 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 facilities; after the report has been handed off to Windows, 

MainBoss has no more control over the print-out and the Cancel button wonôt 

work. (If you want to cancel the print-out 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 the Preview section of the window and creates a preview of the report. 

Preparing such a preview may take some time. 

 

The Preview Window 

The Preview section of a print window contains a control bar like this: 
 

 
 

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

If you click an entry in the left-hand panel of the preview, the preview changes to show 

you that entry. 
 

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

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

 

Gives the number of the page that is currently being displayed and 

the total number of pages in the report. You can go to a specific 

page by typing the appropriate page number into the box.  (The 

number of the last page is not finalized until the entire report has 

been generated. This means that the number may not appear when 

a preview begins, and the number may also change as report 

generation continues.) 
 

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

 Last Page button: Goes to the last page of the document. 
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Parent Report button: Only applies when a report contains sub-reports, and 

this feature is not currently used. 

 

 

Stop button: Stops MainBoss processing the report. You might click this if 

MainBoss is preparing a lengthy report and you decide you donôt want to see 

the report after all. 
 

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

 
Print Layout button: Switches the format of the preview display. 
 

By default, the left side of the display contains an index of the information in 

the report. Clicking an entry in the index will move to the corresponding 

information. The mouse wheel can move forward or backward through the 

report but it doesnôt necessarily move backward or forward by a whole 

number of pages. 
 

If you switch to the alternate format, you see a scaled-down version of the 

page as it will actually print. The mouse wheel will move from one page to 

the next. 
 

 
Page Setup button: Opens a window where you can specify paper size, 

margin size, and other printing information. 
 

Page Setup information specified within MainBoss always overrides any 

default options associated with your printer, even if you specify printer 

options at the time you print the report. For example, suppose you specify a 

page setup of Landscape orientation, but when you go to print the report, you 

specify Portrait. The Landscape overrides Portrait because the ñpage setupò 

in MainBoss overrides anything you specify directly with the printer. 
 

Page Setup options specified for one MainBoss report do not affect options 

for different MainBoss reports. For example, if you set options when printing 

work orders, those options will not affect the Page Setup for printing any 

other MainBoss report. The options will also be forgotten when you quit 

MainBoss. 
 

 
Export button: Exports information from the report into a file. If you click 

the down-arrow associated with this button, youôll see a list of available 

export formats. The formats currently supported include Microsoft Excel, 

Microsoft Word and Acrobat PDF. 
 

Once you specify what type of output you want, MainBoss opens a window 

asking you to specify where the exported data should be stored. Loosely 

speaking, MainBoss exports the data in a format similar to whatôs displayed 

in the preview. For example, if you export data in Excel format, the result 

can be read into Excel (or embedded in a Microsoft Word document) to 
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produce something that looks like the original report. If, on the other hand, 

you want to export data for processing by some user-written program, itôs 

better to use the Export Data button (discussed previously). 
 

Note: When you export data in PDF format, MainBoss uses the margin sizes and paper 

size as specified in the reportôs current Page Setup settings. 
 

 

Scale: Controls the scale of information displayed in the 

preview window. For example, if you set the scale to 200%, 

youôll see the information at twice its normal size. If you set 

the scale to 50%, youôll see it at half its normal size. 
 

  

Searching: To search for information in the report, 

type the text you want to find in the box, then click 

ñFindò. For example, if youôre looking at a full 

Units report and want information on a particular 

unit, type the unit name in the box and click 

ñFindò. Clicking the associated ñNextò button 

goes to the next occurrence of the same text. 

 

Select For Printing 

Work orders, requests, and purchase orders have a checkbox labeled Select for 

Printing . The purpose of this is to simplify the task of printing a number of newly 

created records in a single print run. 
 

For example, suppose you create several work orders every day. By default, Select for 

Printing  is checkmarked in every new work order. To print all the new ones, go to 

Work Orders  | Print , go to the Filters section, and checkmark Select for Printing in 

the ñWork Older  Filtersò options. (Click Enable Filter in the resulting window.) 
 

This tells MainBoss that you want to print all work orders where Select for Printing is 

checkmarked. Once youôve printed all those work orders, you can click the Clear Select 

for Printing  button (at the bottom of the window for printing). This removes the 

checkmark from Select for Printing in all work orders. The next time you ask to print 

Select for Printing requests, youôll only print work orders created after you clicked 

Clear Select for Printing. 
 

You might decide to print off work orders at the end of each day. During the day, work 

orders are created, with Select for Printing checkmarked. At the end of the day, you 

print all work orders with Select for Printing checkmarked, then Clear Select for 

Printing  on all work orders. In this way, you only have to make one print-run per day. 
 

The same principle applies to requests and purchase orders. When a new one is created, 

Select for Printing is checkmarked. Once youôve printed work orders or purchase 
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orders, you can use Clear Select for Printing to remove the checkmarks and start over 

again with no records waiting to be printed. 
 

Note: Suppose you use Work Orders  | Print  to prepare a report of all work orders that 

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

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

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

you were previewing the report. The report wonôt include those new work orders 

(because they were created after the report was prepared), but youôll turn off Select for 

Printing  anyway. 
 

This demonstrates that you shouldnôt leave a long gap between the time you create a 

ñselect for printingò report and the time you Clear Select for Printing. The same 

principle applies for requests and purchase orders. 

 

Paper Size and Margins 

When you start MainBoss, it sets the margin sizes for any report to default values, and 

sets the paper size to the default size associated with your default printer. You can 

change both the margins and the paper size by clicking the Page Setup button in the 

Preview section of any window that prints reports. 
 

Note: Any change in margin size or paper size only affects the current printing window. 

Different reports will still have the default margin size and paper size. Also, if you close 

a report window then open it again, the margin size and paper size for that report will be 

set back to the defaults. 
 

When you export data in PDF format, MainBoss uses the margin sizes and paper size 

associated with your current Page Setup. This means that you might use Page Setup to 

specify a paper size and/or margin sizes that your printer canôt actually handle, if you 

intend to export the report in PDF format. 

 

Formatting in Columns 

Many reports have a Show Report in Columns option in the Advanced section. This 

organizes a report so that there is a single ñlineò for each record in the report, with the 

fields of each line broken up into separate columns. This format can be useful if you 

only want to see a few pieces of information from each record (as dictated by the Show 

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 in landscape format rather than portrait, you can put 

more on a line without losing readability. To change the format, use the "Page Setup" 

button near the top of the Preview section. 
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The column format is particularly useful if you intend to export the reportôs data to 

Microsoft Excel. In this case, it doesnôt matter if the columns donôt fit well on a piece of 

paperðin Excel, you can expand the columns so that theyôre readable on your 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 charts running either vertically or horizontally. 
 

Some charts use different colors to distinguish 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 the Grouping section of a chart report window will determine how chart 

information is organized. For example, the Costs by Grouping chart shows work order 

costs organized by whatever option(s) you specify in the Grouping section. If you 

choose Work Category, costs are broken down by work category; if you choose Unit 

Location, costs are broken 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 using the Filters section to reduce the amount of data youôre 

trying to show in a single chart. Breaking your data into 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 equipment might have a link to a service contract record, indicating that the 

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

a web page: itôs a pointer that MainBoss can follow in order to find related information. 
 

If record A links to record B, record B often links back to record A. For example, just as 

an equipment record can link to a service contract, each service contract record has links 

to all the units covered by the contract. This makes it possible for MainBoss to go from 

equipment to service contracts or vice versa. 
 

Now suppose youôre creating a new unit record and you go to the Service section. If you 

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

in the Service Contracts section is disabled. Why? Because the unit record doesnôt 

exist until you save it. If you tried to create a new service contract record before the unit 

record was saved, thereôd be nothing to link the service contract back to. 
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For this reason, the New Unit Service Contract button for service contracts stays 

disabled until you save the unit record. After that, the New Unit Service Contract 

button is enabled and you can use it to create a new service contract. 
 

Note that if you hold the cursor on a disabled New button, a tooltip will explain the 

situation. 
 

If this seems confusing, just remember this rule: If youôre in the middle of creating a 

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

first record.  
 

If you find that a New 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, etc., and the amount you charge for your 

maintenance departmentôs work. 
 

Note: MainBoss is not a full-fledged accounting package. However, it does keep track 

of the transactions needed by such a package. This information can be exported for use 

with an accounting package. 
 

MainBossôs accounting facilities are intended to simplify day-to-day operations, so that 

workers using MainBoss donôt have to know which ledger account is used for which 

expenses. In order to make this possible, someone familiar with your organizationôs 

accounting practices must set up a number of definitions that workers can then use. 
 

For a complete description of how to set up MainBossôs accounting facilities, see the 

Configuration guide. The description here is only an overview of the basic concepts. 
 

MainBossôs accounting facilities generate a reliable audit trail of accounting records 

based on your general ledger accounts. However, there is currently no direct method for 

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

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

accounting package. 
 

The Accounting Module: If you have licensed the MainBoss Accounting module, you 

will have access to various special facilities for tracking accounting information: 
 

 Cost Centers: If you have licensed the MainBoss Accounting module, you will be 

able to define cost centers. Most organizations will set up a single cost center for 

each general ledger account used by the maintenance department. However, it is 

possible to set up multiple 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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departmentôs purposes, even if such detailed breakdowns arenôt required by your 

organization as a whole. 
 

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

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

However, you might decide to create multiple cost centers like Electrical 

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 though your actual 

accounting system doesnôt subdivide expenses in this way. 
 

If you have not licensed the MainBoss Accounting module, MainBoss hides all 

references to cost centers. Therefore, you wonôt define any cost centers and you 

wonôt see them used anywhere in the software. 

 Expense Models: An expense model is a type of MainBoss record that describes 

how youôre going to ñcost outò a particular work order. For example, on jobs that 

you do for Client X, you might be required to categorize expenses in one way; on 

jobs for Client Y, you may have to use a different system of classification. As 

another example, organizations that receive government 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. 

 Expense Categories: Each expense model has a set of associated expense categories. 

These are the categories that must be used to classify expenses in this particular 

situation. You might have categories like 
 

     Spare parts  

     Work materials  

     Labor from outside contractors  
 

When you prepare a work order, you look at each expense and ask, ñWhat type of 

expense is this?ò You choose the expense category from the list of available 

categories associated with the expense model. 
 

If you have licensed the Accounting module, each expense category within an 

expense model has an associated cost center. This indicates the general ledger 

account that should be used for that expense category within that expense model. 

Linking an expense category to a cost center is called an expense 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 create an expense model: TenantA Model , TenantB Model , 

TenantC Model . The TenantA Model  would contain the following expense 

categories: 
 

Category         Associated Cost Center  

 Labor              TenantA Labor  

 Materials          TenantB Materials  
 

TenantB Mo del  and TenantC Model  would be similar. 
 

Whenever you create a work order, you have to assign it an expense model. Suppose 

youôre doing a job for Tenant A. You look at your list of expense models and see that 

there is one especially associated with Tenant A; you therefore assign that expense 

model to the work order. 
 

Next you have to assign an expense category to each expense on the work order. When 

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

only two: Labor  and Mater ials . Therefore, you just have to assign one of those two 

categories to each expense on the work order. If you have the Accounting module, this 

also associates a cost center with each expense, and therefore a general ledger account. 

Note, however, that when you fill out the work order, you only have to make two types 

of decisions: 
 

 Which model do we use (what general approach will we use to ñcost outò this job)? 

 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 

inappropriate 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 expense categories that you 

can use, with or without modification. 
 

If you donôt need accounting at all, just use the default expense model for all work 

orders. Choose the default expense categories for every item on the work order. 
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Whenever you create a work order, you must specify an expense model. If you havenôt 

set up your own expense models, use the default model. 
 

Similarly, whenever you add an item to a work order, you must specify an expense 

category. If you havenôt set up your own categories, use the default ones. 
 

Displaying Accounting Records: To display the accounting records that MainBoss 

creates, you use Administration  | Accounting. 

 

Corrections 

Some editors have a Correct 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 audit trail, MainBoss doesnôt let you change or delete 

existing accounting records. Instead, you have to create new correction records which 

add or subtract from previous monetary values. 
 

On a similar principle, physical count records resulting from taking inventory canôt have 

their numbers altered once the record is saved. Instead, you have to void (cancel) a 

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

being fudgedðyou always leave an audit trail. 

 

Security Roles 

In order to use MainBoss, users need to be assigned one or more security roles. The 

available roles are listed in Administration  | Security Role. The comments provided in 

each role record indicate what permissions that role provides. 
 

Security roles affect what a user sees: if a user doesnôt have permission to see a 

particular type of information, that information will be blanked out or missing entirely 

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

user has permission to view work orders (WorkOrderView ) but not to close them, the 

Close Work Order button will be disabled for that user. 
 

Important:  When information is blank because you donôt have appropriate 

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

will give you permission to see that information. Similarly, if a button is disabled, move 

the cursor to the button; MainBoss will tell you what security roles will allow you to use 

that button. Note, however, that in some cases, information will disappear entirely (e.g. 

sections of records just wonôt be displayed); in this case, you may not even know that 

something is missing. 
 

To assign security roles to a user, you use the Security Roles section of a user record 

(Administration  | Users). 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 help-desk and receiving problem reports from clients 

outside the maintenance department. What does that person need to do? 
 

 He or she will need to create work requests describing problems; that requires 

Request  permission. 

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

that they can tell a client, ñYour work has been scheduled for Thursdayò). This 

suggests the WorkOrderSummary  security role. 

 The UnitSummary  role might also be useful. It gives help-desk 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 what help-desk personnel are 

expected to do, and on your organizationôs policies. 
 

The Configuration guide offers suggestions on which security roles are appropriate for 

various duties within a maintenance organization. 
 

Related Security Roles: Security roles tend to come in related groupings; for example, 

WorkOrder , WorkOrderView , WorkOrderFulfillment  and WorkOrderSummary  

are all roles related to work orders. 
 

In such a grouping, some roles automatically include others. For example: 
 

 WorkOrder  automatically includes all the other roles in the grouping. 

 WorkOrderView  automatically includes WorkOrderSummary . 

For this reason, thereôs no point in giving someone both WorkOrder  and 

WorkOrderView  (for example), because WorkOrder  automatically includes all the 

permissions of WorkOrderView . 
 

In general, a View  role automatically includes the related Summary role and a role with 

a simple name automatically includes roles of the same name with extra words (e.g. 

PurchaseOrder  automatically includes PurchaseOrderView , 

PurchaseOrderSummary , and PurchaseOrderReceive ). 

 

Cost-Related Security Roles 

Only a few security roles allow users to see monetary values. For example, the 

AccountingWorkOrder  role lets a user see the actual costs of materials (but not labor) 

on a work order. 
 

Someone with the WorkOrder  security role but not AccountingWorkOrder  will be 

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

work order. For example, youôll be able to record that you used a particular spare part 
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on a job but you wonôt know how much the part cost. Youôll only be able to see material 

costs if you have the Accounti ngWorkOrder  role (or some other accounting-related 

role). Furthermore, AccountingWorkOrder  isnôt sufficient to see labor costs; for that, 

you need Accounting  or AccountingView . 
 

If you donôt have an appropriate accounting security role, you canôt directly enter 

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 Joeôs salary, even if MainBoss doesnôt tell you what that cost 

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 this 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 the materials. For 

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

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

used as the actual cost of the oil used. 
 

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

hourly outside, per job outside) and uses the costs specified in those records. For 

example, if you specify that employee Joe Smith worked five hours, MainBoss 

checks its hourly inside records to determine Joeôs hourly wage. MainBoss then 

uses that hourly wage to determine the actual cost of five hours of Joeôs time. 

Demanded: This is similar to Current value calculation except that it uses costs as 

they were at the time of the original demand rather than the time the actual 

materials and labor were recorded. This makes a difference, for example, if a 

workerôs hourly wage changes between the time of the demand and the time that 

actual hours are recorded. 

Current value calculation and Demanded are useful in situations where 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 roles WorkOrder  and 

Accounti ngWorkOrder , but then the work orders are closed off by workers who only 

have the WorkOrderFulfillment  role. 
 

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

must have AccountingWorkOrder  or some other accounting role that allows 

costs to be entered directly. In this case, the ñactualizerò may either choose the 
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same calculations as Current value calculation or Demanded, or may 

manually enter some different cost. 

Note that these options specify defaults to be used in situations where the person who 

records actual labor and material usage doesnôt have permission to specify costs. If the 

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

if and when desired. 
 

Costs on Reports: In every report window, the Advanced section has a Suppress 

Costs option. This tells MainBoss not to print any costs that would normally appear in 

the report. This option is always in effect if you donôt have an appropriate accounting-

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 codes in your operations. 
 

To print bar codes on a report, go to the Advanced section of the report. On the line 

labeled Bar Code Symbology, choose the type of bar coding you wish to use. (There 

are numerous systems for representing data as bar codes, so you have to tell MainBoss 

which one you use.) Once you have specified a format, MainBoss will include a suitable 

bar code for each record in the print-out. 
 

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

printed: 
 

 For work orders, the bar code represents the work orderôs number (e.g. WO 

00000001 ) 

 For requests, the bar code represents the requestôs number (e.g. WR 00000001 ) 

 For purchase orders, the bar code represents the purchase orderôs number (e.g. PO 

00000001 ) 

 For storeroom and storeroom assignment records, the bar code represents the value 

of the recordôs ñExternal Tagò field; this field appears in the Details section of the 

associated record 

 For unit, the bar code represents the value of the recordôs ñUnit Tagò field; this field 

appears in the Details section of the associated record 

When you read a bar code into MainBoss, MainBoss will open an editor for the entity 

associated with that bar code. For example, suppose you want information about a unit. 

If you read the bar code on the unit, MainBoss will immediately open the appropriate 

unit record in an editor window; this lets you obtain all the usual information from the 

unit record. 
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Important:  Make sure that a window containing MainBossôs control panel is the active 

window at the time you read the bar code. If any other type of window is active (e.g. a 

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

an effect. 
 

Default Bar Code Encoding: You can set your organizationôs default bar coding by 

going to Administration  | Company Information  and clicking . This opens a 

window where you can specify which type of bar coding you most often use. From 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, if you donôt want a particular report to include bar codes, you can set Bar 

Code Symbology to None when you print that particular report. 
 

Drawbacks to Bar Codes: Many would-be bar code users think they can simply use the 

standard ñuniversalò UPC bar codes that appear on most products (such as the codes 

that appear on grocery items in the supermarket). However, these usually arenôt 

satisfactory. 
 

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

these are all the same. However, each brand of battery comes with a different UPC code; 

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

battery package is different from a four-battery package. You might like a single ñD 

cellò code for all such batteries, but you canôt use the standard UPC code for that 

purpose. 
 

A second problem is that manufacturers recycle UPC codes. Rubbermaid is well-known 

for this practice. When they discontinue a product, they re-use the 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 

operations. 
 

Similar problems apply if you use anyone elseôs bar codes, e.g. bar codes linked to a 

particular supplierôs catalog numbers. If you use bar codes that come from anyone else, 

you may be caught by surprise changes or inconsistencies. For reasons like this, you will 

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

take a great deal of work, and must be planned carefully. 
 

Note: MainBoss Advanced includes Barcode software developed by Neodynamic SRL 

(http://www.neodynamic.com/ ). All rights reserved. 

http://www.neodynamic.com/
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Assignments 

Requests, work orders, and purchase orders can be assigned to people. Someone 

assigned to a record is called an assignee. 
 

Typically, you assign someone to a request if that person has some interest in the 

request. People who might be assigned to a request include: 
 

 The requestor 

 The person who received the request from the requestor (e.g. help-desk personnel) 

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

maintenance supervisor) 

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

job. People who might be assigned to a work order include: 
 

 The requestor 

 The dispatcher who created the work order 

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

supervisor) 

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

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

automatically an assignee for the associated work order (provided that the worker is on 

the list of recognized Work Order Assignees). You donôt have to create an assignment 

explicitly in the work orderôs Assignees section. 
 

You assign someone to a purchase order if that person has some interest in the purchase. 

People who might be assigned to a purchase order include: 
 

 The vendor 

 Whoever created the purchase order 

 Whoever will receive materials specified on the purchase order 

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

Different organizations will have different policies for who is and isnôt assigned to a 

record. For example, an organization might choose to assign requestors to requests but 

not to work orders. Similarly, help-desk personnel might be assigned to requests but not 

to work orders associated with those requests. 
 

Your Assignments: When you run MainBoss, youôll see that the control panel has an 

entry labeled My Assignment Overview. If you expand this entry, youôll see 
 

 In Progress Requests 
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 Open Work Orders  

 Issued Purchase Orders 

These tables list active requests, work orders, and purchase orders to which youôve been 

assigned. In other words, My Assignment Overview lists the requests, work orders and 

purchase orders that youôre most likely to care about. 

 

My Assignment Overview 

The My Assignment Overview entry of the MainBoss control panel displays 

information on requests, work orders and purchase orders assigned to you. 
 

 For requests, the window displays the number of new requests and the number of in-

progress requests assigned to you. 

 For work orders, the window displays the number of draft work orders and open 

work orders assigned to you. 

 For purchase orders, the window displays the number of 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 MainBoss, you 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 a tooltip (a small yellow box) explaining what the data field is for. 

2. If you click the Help button at the bottom of the MainBoss window, or you press the 

<F1> key, MainBoss provides full documentation about the window youôre looking 

at. 

3. The MainBoss Help menu provides access to MainBossôs help files. 

 Help  Help gives you information about the screen you are 

currently looking at. For example, if you are looking at a table 

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

various buttons mean. 

 Help  Table of Contents gives you the table of contents for the 

help files. 

 Help  Help Index gives you an index of important terms. 

 Help  Get Technical Support is 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. 

 Help  Start Support Connection can 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. 

 Help  About tells you which version of MainBoss youôre using. 
 

Online help is displayed using your web browser (for example, Internet Explorer or 

Firefox). If you want a print-out of any online help page, just use the print facilities of 

your browser. 
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MainBoss Sessions 

 

A MainBoss session begins when you start the MainBoss program and ends when you 

quit the program. MainBoss sessions are controlled through the Session menu. 

 

Maintenance Organizations 

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

organization: 
 

 
 

If you have no existing maintenance organizations (i.e. if you just installed MainBoss), 

see the Installation and Administration Guide for information on creating a maintenance 

organization. Otherwise, click Add Existing Organization. This opens a window 

where you can specify what organization you want to use: 
 

 
 

During the MainBoss installation process, your MainBoss administrator will have 

created an appropriate database on a server computer. Ask your administrator for the 

data you need to fill in the above window. Click OK  when finished. 
 

install.pdf
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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 in future, the 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 maintenance organizations. For example, a 

property management company with multiple clients may create a separate database for 

each client. As a result, workers in such a company may need to switch from one 

maintenance organization to another while using MainBoss. 
 

To do this, open the Session menu and click Change Maintenance Organization. This 

opens a window that lists all the maintenance organizations known to you. Choose an 

organization from this list, then click Start. MainBoss will open the corresponding 

database and 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 and still have other windows open. 

MainBoss continues to run on your computer until you close the last window. 
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Locations and Contacts 

 

This chapter discusses the most important tables in MainBoss: Locations table and 

Contacts. You use these tables in almost every aspect of your work with MainBoss. 
 

The Configuration guide describes how to set up your Locations and Contacts when 

you first install MainBoss. After initial set-up, some organizations may not add new 

locations or contacts very often. However, other organizations may add locations and 

contacts frequently, so this guide provides full details about working with these tables. 

 

Locations 

The Locations table lists all locations that are of interest to your work. Examples 

include: 
 

 The building sites where you perform maintenance operations 

 Home addresses of your personnel 

 Business addresses of your suppliers 

 Any other addresses or places you want to record 

In other words, the Locations table is like an address book, containing any geographical 

information you consider useful. 
 

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

maintenance operations. Almost everything you do with MainBoss requires an 

associated location. When someone submits a problem report, you have to specify 

where the problem is; when 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. 
 

Hereôs a simple Locations table: 
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This table has two types of locations: 
 

 Postal addresses specifying a single building (or a set of buildings that all have the 

same postal address, as in a college campus). When you create a postal address 

record, you specify all the usual address information (street address, city, state or 

province, etc.). 
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 Sub Locations which are locations inside other locations. When you create a sub 

location record, you specify the location that contains the sub location. (The 

containing location must already have a record in your Locations table.) 

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

is a sub location of Floor 1  which is a sub location of OurBuilding . You can 

organize your locations and sub locations in any way you like. 
 

Notice that MainBoss depicts locations using a tree picture similar to the way that 

Windows Explorers shows folders, subfolders, and files. This makes it easy to see 

which locations contain which sub locations. 

 

Postal Addresses 

Hereôs a typical example of a postal address record: 
 

 
 

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

standard address information. 
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 __________________________________________________________________________  

 To create a postal address record: 

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

 

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

window where you can enter information about the location. 

¬ 
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3. In ñCodeò , enter a short identification code for this location. 

4. In ñDescriptionò ®, 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. 

 __________________________________________________________________________  
 

If youôre typing in a lot of postal addresses at once, you can use Save & New to save the 

information youôve just typed, then set up a new empty record so you can record another 

address. 
 

A postal address record contains a ñCommentsò field. You can use this field to record 

any information that isnôt covered by the other fields. For example, you might provide 

driving directions from your headquarters to the address if your personnel would find 

such information useful. 
 

The Contacts area of the postal address record lists people you know at the given 

location. These are people from your Contacts list (discussed later in this chapter). 

When you first start setting up MainBoss, this area will be blank. Itôs filled in 

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 specify 

ñMap Coordinatesò. First, use Google Maps to find the locationôs geographic position. 

Then, right-click on the location in the Google Maps display and click Center map 

here in the resulting menu. Next, click the button in the left-hand panel with the link 

icon on it (a section of chain). Finally, copy the given URL (beginning with http: ) and 

paste it into the ñMap Coordinatesò field in MainBoss. MainBoss will extract the 

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. 
 

 __________________________________________________________________________  

 To create a new sub location record: 

1. In the View section of the Locations table viewer, click New Sub Location. This 

opens a window where you can enter information about the sub location: 
 

 

2. In ñCodeò ¬, enter a short identification code for this location. 

¬ 

 

® 

 ̄



 

- 58 - 

 

3. In ñDescriptionò , enter a longer description of the location. 

4. In ñContaining Locationò ®, specify the location that contains this sub location. 

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

 __________________________________________________________________________  
 

Note that ñContained Withinò is a drop-down list. You usually fill in the value by 

clicking the first arrow, which displays your current locations. However, you can also 

click the ñ...ò (which displays your full Locations table) or by clicking the last arrow 

(which offers you a menu of options for filling in the field). 

 

Contacts 

The Contacts table contains contact information for every person whoôs relevant to 

your maintenance work. This includes maintenance workers, other personnel in the 

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

may wish to contact. 
 

When you record information about a contact, you may specify a location for that 

person. You do this by specifying a record in your Locations table. This is often a 

postal address: the contact personôs mailing address. However, for people inside your 

company, you might specify a sub location within one of your buildings. For example, 

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

location associated with each such contact is the store itself. 
 

You can create an 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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 __________________________________________________________________________  

 To create contact records: 

1. In the control panel, go to Contacts. This opens the Contacts table viewer. 
 

 

2. In the View section of the Contacts table viewer, click New Contact ¬. This opens 

a window where you can enter contact information: 

¬ 
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3. In ñCodeò , enter the personôs name. 

4. In ñLocationò ®, specify the personôs location by selecting an entry in the 

Locations table. (If you donôt yet have a Locations record for this person, click the 

ñ...ò button for ñLocationò. This opens a window where you can create a new 

location record.) 

5. Fill in any of the other fields for which you have appropriate information. 

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

 __________________________________________________________________________  

 

® 

 ̄
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Requests 

 

This chapter is only relevant if you have licensed the MainBoss Requests module. If 

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

related to requests. 
 

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

received from outside the maintenance department. Such a problem report is called a 

request or work request. 

 

What is a Request? 

A request is a description of a problem. Here are some situations that might initiate a 

request: 
 

 An office is too hot 

 A tap is dripping 

 A piece of equipment has stopped working 

 A piece of equipment is squeaking 

 A parking lot has a pothole 

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

Problem reports usually come in by phone or email. 
 

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

solution. Roughly speaking, a request might state, ñThe light has burned out in the 

atriumò, while a work order might state, ñChris, get a 1000-watt bulb from Storeroom 

101 and replace the burnt-out bulb in the entrance atrium.ò 

 

Requestors 

The person who submits a request is called the requestor. Some maintenance 

departments only accept requests from authorized requestors; others will accept requests 

from anybody. 
 

If you only accept requests from authorized requestors, the names of such requestors 

should be listed in your Requestors table (Coding Definitions | Requests | 

Requestors). The Configuration guide explains how to set up this table. In day-to-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 Huge: Your MainBoss license may limit the number of 

entries you may have in your Requestors table. In some cases, however, your 

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

example, a cityôs road-maintenance department could conceivably receive complaints 

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

a requestor record in the name of Other , 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 using this general requestor record, possibly using the 

requestôs ñCommentsò field to record the requestorôs actual name and contact 

information. 

 

Codes Used in Requests 

Requests use codes to provide information. For example, a request priority code can 

indicate how urgent a particular request is. The codes include: 
 

Request priority codes 

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

a request is more urgent than usual (or if itôs considerably less urgent than usual). 
 

Access codes 

These indicate any restrictions on access to the work area or when the job can be 

performed. For example, if a location is only accessible during normal work hours 

or if a piece of equipment should only be serviced on weekends, the restriction may 

be specified using an access code. 
 

These codes are set up using Coding Definitions | Requests | Request Priorities  and 

Coding Definitions | Access Codes. For more information, see the Configuration guide. 

 

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 marked the request as being in progress. 

This is often used when requests have been submitted by email using the 

MainBoss Service module (Requests and MainBoss Service on page 71). When 

you label a request as ñin progressò, you send a message to the requestor saying 

that the request has been received and is being processed. 

Closed: Typically, this means that the work is finished and the problem has been 

solved. However, requests are also marked as closed if theyôre voidedðif 

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

lists new requestsðones that are waiting for attention. This table is particularly useful if 

youôre running the MainBoss Service module, which automatically creates new 

requests based on incoming email. Requests | New Request shows you new requests 

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

Since the main Requests table shows all of your requests, itôs usually easier to find a 

specific request if you go to one of the single-state tables. 

 

Creating a Request 

To create a new request, you begin at the control panel entry for Requests. 
 

 
 

 __________________________________________________________________________  
 

¬ 
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 To create a new work request: 

1. In the View section of the Requests table, click New Request ¬. This opens a 

window where you can create a new request. 

 
 

2. In ñSubjectò  type a brief description of the problem. 

3. Set ñRequestorò ® to the name of the person who submitted the request. 

(ñRequestorò comes from your Requestors table. If your company only accepts 

requests from authorized requestors, the submitter should already be in the list. 

Otherwise, you can create records for new requestors by clicking ñ...ò .̄) 

4. Set ñUnitò ° to the unit where the problem occurred. 

5. If there are restrictions on access to the unit, set ñAccess Codeò ± to a code that 

describes those restrictions. 

6. If this job has a greater or lower priority than normal, see ñRequest Priorityò ² to 

an appropriate priority code. 

7. In ñDescriptionò ³ describe the problem in as much detail as you like. 

8. Click Save & Close  ́to save the information youôve entered. MainBoss will close 

the window when the information has been saved. 

 __________________________________________________________________________  

 

® 
 ̄

° 

± 
² 

³ 

 ́
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Working with Requests 

The Requests table viewer has a number of buttons at the bottom of the View section. 

These include: 
 

 : Opens a window where you can change information in the selected request. 

: Lets you print one or more requests. See Printing Requests on page 67. 

State change button: This is a drop-down 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 kind of request is selected. 
 

Operations that change the state of a request often open a window where you can 

record comments about your action. For example, if you Void (i.e. cancel) a 

request, MainBoss opens a window where you can record why youôre canceling 

the request. If you have the MainBoss Service module, any comments that you 

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

The state change buttons include: 

Close Request: Closes an open request. 

Close Request (With Comment): Closes the selected request, and also opens a 

window where you can record a comment about what youôre doing. 

Reopen: Reopens a request that has been closed or voided. MainBoss will also 

open a window where you may record a comment explaining why youôre 

reopening the request. 

In Progress (With Comment): Marks an open request as in progress. Using this 

button is particularly useful in connection with MainBoss Service: itôs a way 

to send the requestor an email update about the request. 
 

For example, suppose a piece of equipment breaks down. You make a quick 

temporary repair but wonôt be able to make a long-term fix until the 

weekend. By using In Progress, you can record whatôs going on. This note 

gets saved in your records; if you have MainBoss Service, it also gets 

emailed to the requestor (unless youôve set an option that says this requestor 

shouldnôt be sent such acknowledgements). You therefore keep the requestor 

informed, and also record useful information about exactly what happened 

on the job. 

In Progress: Same as In Progress, but it doesnôt ask you to enter a comment. 

Requestors will still receive an email acknowledgement indicating that the 

request is now considered ñin progressò, but the acknowledgement is 

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 have the MainBoss Service module and that 

you havenôt set the option that prevents requestors from being sent 

acknowledgements. This is similar to In Progress (With Comment), but can be 

used any timeðeven if the request has been closed or voided. 

 

Typical Request Life Cycle 

To illustrate how requests are processed, hereôs one possible life cycle for a request: 
 

 

1. Someone phones your service help-desk to report a problem. Help-desk personnel 

go to Requests in the MainBoss control panel and click New Request to create a 

new request. 

2. Help-desk personnel record information about the problem in the new request 

record. Then they click Save & Close to save the request and close the window. 

3. Sometime later, a maintenance department dispatcher goes to Requests | New 

Request in the MainBoss control panel. This lists all new requests, including the 

one that the help-desk just made. 

4. The dispatcher selects the new request in the table viewer list. Information from the 

request is displayed in the table viewer. The dispatcher examines the request and 

determines what ought to be done. 

 If the request is acceptable, the dispatcher clicks In Progress, 

indicating that the request has been seen and accepted. MainBoss 

opens a window where the dispatcher can record any comments about 

the request. 

 Otherwise, the dispatcher drops the arrow beside the In Progress 

button and clicks Void. 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. 
 

5. The dispatcher next goes to Requests | In Progress Requests to 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 are ready to be 

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 clicks New Work Order . (This is discussed in the next chapter.) 

Creating a work order from a request puts the request in Requests | In Progress 

Requests | In Progress Requests with linked Work Order , although the request 

also remains listed in Requests | In Progress Requests. 

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 dispatcher goes to Requests | In Progress Requests | 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 selects this 

request, then clicks Close Request. 

 

Request Status Codes 

A request may be assigned a status code. Typically, such a code indicates that the 

request requires attention from someone, or that it is unusual in some way. 
 

For example, in some sectors it is common to put requests on hold until someone from 

the maintenance department has gone out to verify that a problem actually exists. In this 

case, you might give the request a status like Waiting 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 with normal processing. 
 

Your organization can create any type of status codes that make sense for the way you 

work. To see what codes have been defined by your organization, see Coding 

Definitions | Requests | Request Statuses. 
 

You assign status codes to a request by clicking New Requestor Comment in 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 the Requests table viewers (Requests | New 

Request, Requests | In Progress Requests, etc.). However, the easiest way to print a 

request is from the request record. 
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 __________________________________________________________________________  

 To print a specific request: 

1. In any Requests table viewer, select the request you want to print. 
 

 

¬ 
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2. Click  ¬. This opens the request record. 
 

 

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

out. 
 

 

® 
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4. Click  ®. Youôll see a preview of the request print-out: 
 

 

5. Click the printer icon ̄  to print the request. 

 __________________________________________________________________________  
 

To print a batch of new requests, you can use the Select for Printing featureðfor more 

details, see Select For Printing on page 36. 

 

Request Reports 

Request reports provide information about your requests: 
 

 The Request History Report (Requests | Reports | Request History) prints out 

information about your requests. For example, suppose you want a building-by-

building breakdown for your requests, to see which buildings have the most 

problems. In the Grouping section of the report window, youôd expand the Unit  

node then choose Containing Location. The resulting report would have a section 

for each location you maintain. 

 ̄
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 The Request State History Summary (Requests | Reports | Request State History  

Summary) provides information about the state and status of requests. For example, 

suppose you want information on your open requests. In the Filter s section, filter by 

State, then drop the arrow on the associated value field. This lets you specify which 

states should be included in the report: 
 

 

Once you checkmark which states you want to see, you can go to the Preview 

section to see the actual report. 

 The Average Request Duration Per Grouping chart (Requests | Charts | Average 

Request Duration By Grouping) shows how long requests take from start to finish 

(on average). You use the Grouping section to organize the report. For example, if 

you group by priority, the chart will show the average duration of requests in each 

priority class. 

 

Requests and MainBoss Service 

If your organization has licensed the MainBoss Service module, users can submit 

requests by email to an automated processing system. This system offers several 

benefits: 
 

 Requests from the web or email messages are automatically placed into your 

database files. Your personnel donôt have to enter the requests by hand. 

Many organizations with MainBoss Service have found a dramatic decrease in phone 

calls to the maintenance department. When people can report problems by the web or 

email, they donôt use the phone. This frees up phone-answering personnel for other 

work. 
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 In order to keep the requestor informed, MainBoss Service sends email 

acknowledgements to the requestor at various points in the request process. This 

happens automatically when requests are created, when theyôre marked ñin 

progressò, when theyôre closed, and whenever someone uses New Requestor 

Comment. Requestors are happy because theyôre kept informed, and maintenance 

personnel are happy because they donôt have to deal with people phoning in to ask 

whatôs happening with their request. 

 MainBoss Service lets you specify whose email requests will be accepted. You list 

the email addresses from which the automatic processing program should accept 

requests. Requests sent from other addresses will not be accepted. 

The Installation and Administration Guide explains how to set up MainBoss Service 

when you begin using MainBoss. 
 

Keeping Requestors Informed: MainBoss Service automatically sends email 

acknowledgements to requestors when thereôs a change in the state of their requests. 

This happens when the automatic processing program places the request in the database 

and whenever you change the state of the request. 
 

For example, when you click the In Progress button to indicate that a new request has 

been accepted, MainBoss opens a window where you can enter comments. Any 

information you enter will be emailed to the requestor. The same happens if you use 

Void to cancel the request, New Work Order  to turn the request into a work order, 

Close to close the request, or Reopen to reopen the request again. 
 

If you donôt enter any specific comments at these points, the automatic request 

processor sends out email messages anyway. For example, when you create a work 

order from a request, the processor automatically creates an email message to tell the 

requestor about the work order. In many cases, the standard message is all thatôs 

necessaryðyou 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 describes a problem while a work order 

describes a solution. 
 

To use the features discussed in this chapter, your version of MainBoss must have the 

MainBoss module. 
 

A work order may contain any or all of the following information: 

 priority of the job 

 date/time the job should be done 

 personnel assigned to do the job (possibly including labor costs based 

on the workersô wages) 

 length of time the job is expected to take 

 materials expected to be needed for the job 

 a detailed description of the work to be performed 
 

Work orders arenôt just useful for describing what should be done on a jobðthey also 

preserve a history of what got done. After a job is finished, itôs important to record the 

parts and labor used, as well as any other information that might be useful to remember. 

 

Work Order States 

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

Draft : The work order has been created and saved, but is still considered easy to 

change. You may be waiting for additional information or some sort of approval 

before the work order can be finalized. 

Open: The work order contains all the information you want and has received any 

approvals it might need. Itôs ready to be issued to workers. The work order will 

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 

work order canôt be changed when itôs in the closed state. 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 became Open. 

Each of these states has its own table viewer. For example, Work Orders  | Open Work 

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

lists all work orders in all states. (Since this can be a lengthy list, itôs usually easier to 

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: 
 

 Void: Changes Draft  to Void, and also opens a window where you may record a 

comment about why you decided to cancel the work order 

 Re-Draft : Changes Void to Draft , and also opens a window where you may record 

a comment about why you decided to reactivate the canceled work 

 Open: Changes Draft  to Open 

 Open Work Order (With Comment) : Changes Draft  to Open, and also opens a 

window where you may record a comment about what youôre doing 

 Suspend: Changes Open to Draft , and also opens a window where you may record 

a comment explaining why you suspended the work order 

 Close Work Order: Changes Open to Closed 

 Close Work Order (With Comment): Changes Open to Closed, and also opens a 

window where you can record a comment about what youôre doing 

 Reopen: Changes Closed to Open, and also opens a window where you can record 

a comment explaining why youôre reopening the work order 

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

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

overdue if itôs still open past its specified end date. Work Orders  | Overdue Work 

Orders lists any work orders that are overdue. 
 

If a work order has no specified end date, it will never be overdue. Therefore, you 

should usually specify an end date whenever you create a work order. 
 

Work Order Status Codes: Work orders may be assigned status codes. Typically, a 

status code indicates that the work order needs someoneôs personal attention. For 

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 status codes that make sense for the way you work. To see 

what codes have been defined by your organization, see Coding Definitions | Work 

Orders | Work Order Statuses. 
 

Note that status codes can be a useful form of communication between users. For 

example, suppose that a worker has the WorkOrderFulfillment  security role 

(meaning that the worker can record actual labor and material usage) but does not have 
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the WorkOrderClose  security role (which is needed to close a work order). The 

worker could give the work order a status like Ready to Close , indicating that all 

appropriate information has been recorded. A supervisor with WorkOrderClose  

permission could regularly check all open work orders to see if any are Ready to 

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

(removing the status code in the process). 
 

Remember that a status code is intended to bring a work order to someoneôs attention. 

You can therefore use status codes as signals for other users. 
 

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

work order or in a work order table viewer. This opens a window where you can specify 

a status. You use the same process to remove an existing status. Any existing status 

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

 

Creating a Work Order  

The sections that follow describe how to create a complete work order. You may or may 

not decide to follow all the steps. For example, you may not be using MainBossôs 

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 types of 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 can predict what 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 should write up the work order after the job, recording all 

relevant information. Work orders arenôt just instructions for what to do on the job, 

theyôre a record of the work you do. This means itôs especially important to record what 

you did during an emergency, since such work is often more high profile than run-of-

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. 
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 __________________________________________________________________________  
 

 To turn a request into a work order: 

1. Open a Requests table viewer that shows the request. This might be Requests | New 

Request (if the request is brand new) or Requests | In Progress Requests (if the 

request has been marked as in progress). 
 

 

2. Select the request in the table, then click New Work Order  ¬. MainBoss opens a 

window where you can begin creating the work order. 

 __________________________________________________________________________  
 

If you create a work order from a request, MainBoss fills in some of the fields of the 

work order, using information from the request. 

¬ 


