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Introduction
Welcome to MainBoss CMMS

Thank you for licensing MainBoss CMMS version 2.9. We think you’ll find it provides all
the features you need for managing your organization’s maintenance work.

Documentation conventions

This guide uses the following documentation conventions:

[0 Menus and menu items are shown in bold face:
Select Buildings from the Tables menu.
References to menu entries typically use arrows. For example, Tables — Buildings
refers to the Buildings entry in the Tables menu.

(1 Data-entry fields are shown in bold face, enclosed in double quotes:
See the “Equip Type” field...

[0 Buttons are shown in bold face and underlined:
Click the Done button.

[0 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.

Drop-Down Lists

Many of MainBoss’s forms let you specify information using drop-down lists.

Example: In the window below, “Personnel” has two drop-down lists.

Show oy trade I |£| IANY Iil
Personnel || En EI
Trade | [2] [woNE [2]
Start I
End |
Estimated Time I—
Rate I— Tatal Cost I—
Save & Mew | [Elame | [elete | Save | Catcel

If you click arrow @, you see identifier codes for personnel.



Create Estimated Labor

Show oy trade I |£| IANY Iil
Personnel | |i| I EI
Trade [SREEOUR % [NONE [2]
Start DSCHUMANN =
IRMAUMANN —
KADDRKEN .
End | PMARTIN —
Estimated Time EJLEFIIQA:SBEIE =
Fate Total Cost
Save &ﬂewl [Elame | [elete | Save | Catcel |
If you click arrow @, you see full names.
Create Estimated Labor
Show oy trade I |£| IANY Iil
Persornel I |i| EI
I . Anita Kilgour =
s Daniela S5chumann =]
St Dave Harsch =i
ark I - s
Irwin Naumann —
Keith Dorken
B I Kevin Martin %
: . I Michael ¥an Biesbrouck =
Estimated Time Pat Maloney -
Fate I Total Cost
Save &ﬂewl [Elame | [elete | Save | Catcel |

You specify an entry in the list by clicking on it. MainBoss will fill in both “Personnel”
fields with the person you chose:

Create Estimated Labor

-]

Show oy trade I

|£| IANY

Ferzonnel IDSEHUHANN

|i| IDanieIa Schumann

Trade I

|i| INIIINE

Start I

End |

Estimated Time I
Rate I $16.50

Save & Mew | [Elame |

Total Cost I

[elete |

[i] [re] [

Save | Catcel |

If you want to clear the entry in a drop-down list field: Click on the field, press the key
combination <Ctrl+Del>, then press <Enter>. As an alternative, right-click on the arrow
of the drop-down list, then click Clear Selection in the resulting menu.




Online Help

While you are using MainBoss, you can obtain help in two ways:

1. In most MainBoss windows, you can click the <?> button in the upper right hand
corner of the window. MainBoss will provide information about the window that is
currently on display.

Click this button: N

Wwi/F Mumber Ii Date I
Req. By I |i| Mew Requestor | Phone
Email
& Equipment ¢ Space
Building | [2] [|NoME 2]
Uit | [#] |none +
work Cat. | [#] [nonE 2]
Subject INew wark reques|
B
-
Access I Iil INDNE Iil
Firity | [#] [wonE 2]
Save &k Mew | Llone I Wmd | Save & Print | m Cancel |

2. The MainBoss Help menu provides access to MainBoss’s help files.

[0 Help — Contents gives you the table of contents for the help files.
[0 Help — Help Index gives you an index of important terms.

All online help is displayed using your web browser (most people have Microsoft Internet
Explorer or Netscape Navigator). If you want a print-out of any online help page, just use
the print facilities of your browser. This is usually a Print button near the top of the
browser window.



Important: To access online help, you must have a web browser configured to open
HTML files. Most users will already have their computers configured appropriately
(probably using Microsoft Internet Explorer or Netscape Navigator). If you do not have an
appropriate browser configured, open Windows Explorer and double-click on any HTML
file (for example, any of the .ntm files in the manua1 subdirectory of the directory where
MainBoss is installed). Windows will ask you to specify a program with which to open the
file; specify the browser on your system. If your system does not have a browser, you can
obtain one free from Microsoft, Netscape, or several other software companies. Ask your

computer dealer for more information.




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.

Table:

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

For example, the Buildings Table is a list of the buildings where your
organization does maintenance work. Each entry in the Buildings Table
contains information about a particular building (for example, its name
and/or address).

Each entry in a table must be given an identifier code. No two entries in the
same table should have the same code.

Equipment:

Equipment is a general term for any device that might require
maintenance.

It’s up to you to decide what constitutes a separate piece of equipment. For
example, you might consider a complete assembly line as a single piece of
equipment, or you might choose to regard the line as a system made up of
many separate pieces.

Space:

A space is an area in a building.

This might be a single room, a set of adjoining rooms, or an entire floor in
an office block.

If you have to deal with large rooms, you might divide them into multiple
spaces; a large factory floor might be divided into the spaces “Factory Floor
Northeast”, “Factory Floor Northwest”, etc. so you can specify locations
with more precision and make it easier for personnel to find the site of a
problem.




Unit:

A maintenance unit (or simply a unit) is either a space or a piece of
equipment.

In general, MainBoss lets you perform similar operations on both. For
example, you can schedule preventive maintenance for either a space or
equipment. You can prepare work orders requesting work on either type of
unit, and keep work histories of both types of unit.

Because spaces and equipment are so similar in MainBoss, you often have
the freedom to choose which one you will use in a certain situation. For
example, the heating/air conditioning facilities for a particular area could be
regarded as equipment or they could be considered part of the space itself. It
all depends on which approach fits better with the way your organization
works.

General Principle: The main difference between equipment and spaces is that equipment
can have capital costs and meters, while spaces can’t.

Work request: A work request reports a problem.

Work requests are often based on complaints from people outside the
maintenance department. They state preliminary information about the
problem: the location, the name of the person reporting the problem, the
date/time the report was received, and a brief description of the problem
itself.

Work order:

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

Work orders are usually printed and handed to the personnel who have been
assigned to do the 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: Work requests are designed to be simple so they can be filled out by
non-maintenance personnel. Work orders are more detailed, and usually filled out by
maintenance management.




Report:

A report lists information extracted from MainBoss’s files.

MainBoss can print many different types of reports, including work
histories, cost summaries, equipment lists, and so on.

ltems:

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

Items include spare parts, tools, chemicals, and so on. There are two types
of item:

Inventoried items are materials you want MainBoss to keep track of. For
example, you will probably want MainBoss to keep track of consumable
items used regularly for maintenance (filters, oil, etc.) and important spare
parts for all your equipment. In this way, MainBoss can tell you when you
are running low and need to order more parts to keep in your inventory.

Non-inventoried items are materials that you don’t want MainBoss to keep
track of. These might include materials that you don’t normally keep in
inventory (parts that you only order when they’re needed) or materials that
you simply don’t bother tracking (for example, basics like glue and tape that
are used so often it would be too much work to keep detailed records about
how much each job uses).

Unit of Measurement: A unit used in measuring materials in your inventory.

Examples include quarts, meters, pounds or kilograms. These are useful
when specifying how much of a particular material is used in a job (e.g.
three quarts of oil in an oil change).

Many materials (like light bulbs or fan belts) come in indivisible units. The
MainBoss sample databases use the measurement £a (Each) for such
materials.




Purchase Order: A purchase order requests or records the purchase of goods and/or
services from an outside source.

MainBoss makes it easy to create a purchase order that can be sent directly
to a supplier, telling what items you want to purchase. The same sort of
purchase order can be sent to an outside contractor describing work that
you’d like that contractor to do.

Even if your organization already has a system for creating purchase orders,
MainBoss’s facilities are still useful for internal record-keeping. In other
words, it’s useful to create a MainBoss purchase order saying, “We bought
A, B, and C from Supplier X’ even if the paperwork you send to your
suppliers doesn’t come from MainBoss itself. In this situation, you might
think of MainBoss’s purchase orders as requisitions for the “real” purchase
orders used by your organization.

Database: A collection of files containing the information used by MainBoss.

Roughly speaking, there is a separate file for each type of data that
MainBoss uses. For example, there is one file for work orders, another file
for work requests, another file for equipment information, and so on.




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.

Logging In

When the MainBoss program starts, you may be asked to identify yourself. (Some
organizations may prefer to turn off this requirement, in which case you can start using
MainBoss immediately, without specifying your name and password.)

If you are required to log in, you will see a window like this:

MainBoss Security E |
Serial #

Enter Uzertame and Pazsword

IJzerM ame I (1]

Pazzwaord I (2]

0k © Cancel

Whoever is in charge of MainBoss at your site will assign you a user name and a password.

Enter your user name in “User Name” @ and your password in “Password” @. Then click
Ok ®©.

The MainBoss Window

Once MainBoss begins execution (and you have logged in if necessary), you see the
MainBoss window:



L MainBoss - C:\MainBoss Y [m] B

Session  Requests  Work Orders  Units  Inwentory Tables  Administration Help @)

alzlselTREw

e

| [C&FS [NUM [SCRL [OWR

The menu line @ contains the menus you’ll use to work with MainBoss. The line of
buttons @ below the menus provides shortcuts to the most frequently used features of
MainBoss.

Quitting MainBoss

To quit MainBoss and end your MainBoss session, select Session — Exit from the menu.
The MainBoss program will exit immediately.

-10 -



Setting Up Initial Tables

To get started using MainBoss, you usually have to set up some tables. For example, if you
are going to use MainBoss to keep track of which workers are assigned to which jobs, you
have to set up the Personnel. This table records the names of your personnel, plus any
extra information that might be useful (for example, job class, contact information, hourly
charge rates, and so on).

You only have to fill in the information that’s relevant to your operations. For example, if
your organization doesn’t keep track of labor costs for each job, you wouldn’t fill in the
hourly charge rates for your workers.

Although different organizations will have different needs, the rest of this chapter describes
the tables that most MainBoss users will want to set up. The sections are given in an order
that make sense for most organizations.

Note: You examine the contents of a table using a browser. You add new entries to a table
(or modify existing entries) using an editor. For information on how to use browsers and
editors, see Browsers and Editors on page 141.

The Buildings Table

Building: Any place you perform maintenance, store items, or receive purchased
goods.

A building might be an industrial plant, a commercial or institutional building; it could
even be a fleet of vehicles. Maintenance contractors might consider each customer a
separate “building”.

The Buildings table records information about all your buildings. Even if your
organization only has one building, you must set up the Buildings table (with a single
record for that one building).

Note: If you intend to use MainBoss to print purchase orders, be sure to record full address
information for any building where shipments may be received. MainBoss puts this address
information on purchase orders, to let vendors know where shipments should be delivered.

To record information about buildings, select Tables — Buildings from the menu. This
opens the Buildings browser:

-11 -




| Code | Description Euilding BOA
Desc. BANE OF AGRICULTURE
FOOD FEST -FOOD COURT 4| |Address 45'wWheat Road
IdetdaLL el bILIAN MALL =
SOMMNYS SOMNNYS SPACIOUS OFFICES
City Fielderstan
State FD
Country
ZIF 489 RTE
- -
¥ ¥
x x
Edit | LClane | Delete | Search |

To create new entries in this table, click New @.
When you click New, MainBoss opens the Buildings Editor:

Create Building EHE
Code || (1)
Deszc. I (2]

Address I
|

City |
State I

Country I
o |

‘ Save&Newlg [Elarie | [elete | Save k' Cancel b

The only field you must fill in is “Code” @. However, you’ll find it useful to fill in
complete address information. You should also fill in “Desc.” @ with the name usually
used to refer to the building.

If you want to create entries for more than one building, fill out the fields for the first
building, then click Save & New ©. MainBoss will save the information you’ve just
entered; then it will clear all the fields so you can fill in information about another
building.

When you’ve typed information for the last building, click Save @ to save that
information, then click Close to close the editor window.

Note: Before you save the contents of the window, it has a button labeled Cancel as in ©
above. Clicking this button closes the window without saving any information. After you
Save the contents of the window, the Cancel button changes to Close, which means that
nothing will be lost when you close the window. This is true of many MainBoss windows:
Cancel changes to Close after a Save operation.

-12 -




The Storeroom Table

Storeroom: Anywhere you keep inventory materials.

If you have more than one storeroom, it is obviously important to know
which storeroom contains which items so that workers can quickly find the
materials they need.

To record information about your storerooms, select Inventory — Tables — Storerooms
from the menu. This opens the Storerooms browser:

Browse Storerooms 21l
| Building | Storeroom | Description Building BANK OF AGRICULTURE
=| [CLEANING SUPPLY ROOM x| |Storeroom - B-SUPPLIES
FOODFEST FLLEANSUP = |EQUIPMENT SPACE =| | Dese. SUPPLY/STORAGE SPACE
FOODFEST F-REFAIR = |LIGHT ROOM #3LOADING DOCK. =
MAXMALL LOAD REPAIR SUPPLIES ROOM
MARMALL M-EQUIP STORAGE/SUPPLY BASEMENT
MAXMALL M-5TORAGE SUPFLY/S TORAGE SPACE
SONNYS S-SUPPLIES SUPPLY /5 TORAGE SPACE
v it -
¥ 3 3
= - -<
Edit | LClone | Delete | Search |
Hew Frint | Done |

This lists which building contains which storeroom. Clicking New in the browser opens the

Storerooms edi

Create Storeroom

tor:

K E3

Building ||

E| INDNE

Code I

Desc. I

B

‘ Save&Newl

[efare |

Elete |

Save I

Canicel |

The Storerooms editor lets you record an identification code for each storeroom and which
building contains the storeroom.

Note: If you don’t specify which storeroom contains a particular item, the item is said to
belong to General Inventory.
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The Vendor Table

Vendor: Anyone outside your organization who provides you with goods or
services.

Vendors include your suppliers and any outside contractors who are hired to
do specialized work.

To record information about vendors, select Tables — VVendors from the menu. This
opens the Vendors browser. Clicking New opens the Vendors editor:

21|
Code | 1)
Namel
Wndr. Type | E3; INDNE E3;
Cnntactl (2]
:ﬂ«ddressl (3)
|
|
Phonel
Fa:-:l
Account Number |
WehAddressl
Contact Email | (4
Comments |=]
| "
‘ Save & New| Core | Dekte | [ save | Cancel |

You must fill in “Code” @. Other fields can be filled in with contact information for the
vendor. “Contact” @ and “Address” © are particularly important if you intend to use
MainBoss’s purchase order facilities, since this information is printed on purchase orders
to say where POs should be sent.

Once you enter an email address in “Contact Email” @, MainBoss lets you send email to
this address. Just click on the address wherever it appears (in the \Vendors table or other
MainBoss windows) and MainBoss attempts to open your mail sending software so that
you can send email to the given address. Similarly, if you click on a “Web Address”,
MainBoss attempts to open your web browser to display the given web page.

Related Tables: The Vendor Types table gives you a way to categorize vendors according
to the services they provide. For example, you might group your suppliers according to the
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type of materials they supply and group your outside contractors according to the services
they provide.

Categorizing vendors in this way can speed the process of creating work orders and
purchase orders. For example, suppose you’re preparing a purchase order to restock your
supply of electrical materials. If you’ve created an “Electrical Supplier” category, you can
ask MainBoss to display only the vendors in that category when you want to choose a
vendor to fill the order. Instead of having to choose from your full list of vendors,
MainBoss will only show vendors in the correct category.

In this way, creating vendor types can simplify some of the things you do with MainBoss.
However, you can use all the features of MainBoss even if you do not define any vendor

types.
To see the Vendor Types table, select Tables — Vendor Types from the menu.

The Contact Table

Contact: Anyone you may need to contact in connection with your maintenance
work.

In particular, anyone who submits a work request is considered a contact.

The Contacts table lets you record information about your contacts. To see or change the
table, select Tables — Contacts from the menu. This opens the Contacts browser.
Clicking New opens the Contacts editor so you can enter information about new contacts.

The Personnel Table

Personnel: Your organization’s maintenance staff.

This does not include any outside contractors who may be hired for certain
jobs. Outside contractors are considered vendors.

The Personnel table lists information about each person in your maintenance staff,
including contact information and the rates charged per hour for each person’s work.

To record information about your personnel, select Work Orders — Tables — Personnel
from the menu. This opens the Personnel browser:
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| Code | Perzannel Mame Perzannel ALEX
Bl 2o Miraculacci Name Alex Miraculacei
Eg :ESH Eﬂ[{,{ﬁfd 4| |Trade FaM OPERATOR/REPAIR PERSOM
I dzmore

CONTRACT Conor Trellswil | Bhe Fims  EesEEaEE
ED Eddie Jonston Hame Phone
ELEC 5UP Eric: W allanstien M abile
ERIC Floyd Pump
FLOYD George Reynolds Pager
JAEK Hally waoods Ermai amiraculacci{@fanman.properties plus.com
JERRY Jack Whetherstone
JONMY Jemy Brookshield Cur. Rate  $33.00
KENT John Livingstan MNew Rate
LIVINGSTON Jonny Spot
MARK < |Kent Fainwinds of |EfDat=
MECH SUP Mark Moler Comments
MIGLEL F| | Miguel Michasls ¥
IKE X| |Mike Mitchel x

Edit | LClone | Delete | Search |

Hew Frrint | Done |

Clicking New in the browser opens the Personnel editor so you can enter information about
your personnel:

Create Personnel

Code ||

d

I ame: I

Trade I

|£| INDNE m

Buz Phone I

Home Phone I

Mobile |

Fager I

Email |

Cur. Rate I o
MHew Fate I e

Comments ’

Eff. Date

-
[

‘ Save &k New |

Most of the fields in a personnel record provide contact information such as phone
numbers and email address. In addition, the record contains the following:

Llore |

Save I

Delete | Cancel |

Curr. Rate @: The hourly rate which you currently pay the worker, or which you
charge other people for the worker’s labor.

New Rate @: If the labor costs for this worker are scheduled to change at some point in
the future, you can record the new rate in this field. Starting on the “Eff. Date”
(given below), MainBoss will charge labor costs at the new rate rather than the old.
By recording a new rate ahead of time, you don’t have to remember to change the
rate exactly on the day the new rate takes effect.

Eff. Date ©: The date on which labor costs should be charged at the “New Rate”
rather than the “Curr. Rate”. (See the explanation of “New Rate” above.)
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Related Tables: The Trades table gives you a way to categorize workers according to job
classifications. For example, you might group your personnel into mechanics, electricians,
engineers, and so on.

Categorizing workers in this way can speed the process of creating work orders. For
example, suppose you’re creating a work order to fix a mechanical problem, and you’re
assigning personnel to deal with the problem. You can tell MainBoss to change the list of
available personnel so that it only displays people in the Mechanics category. This makes
it faster to pick the worker you want from the list.

In this way, creating trade categories can simplify some of the things you do with
MainBoss. However, you can use all the features of MainBoss even if you do not define
any trade categories.

To see the Trades table, select Work Orders — Tables — Trades from the menu.

Work Information Tables

MainBoss has a number of tables which contain information related to the work that you
do.

Priority: A code indicating the urgency of a job.

For example, you might create a set of priorities from “Urgent” to “Do
whenever time allows.” You can attach these priority codes to work orders
so that your personnel can tell which jobs need to be done first.

To define priority codes, select Work Orders — Tables — Priorities from
the menu.

Access Code: A code indicating any restrictions on doing a job.

For example, you might have restrictions like “Only make repairs on this
equipment after 5:00 pm” or “Always get permission from supervisor before
shutting down machinery.” Codes like this can be attached to work orders
so that your personnel are informed about any special access conditions that
might apply to jobs.

To define access codes, select Work Orders — Tables — Access Codes
from the menu.
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Project: A group of work orders related to a single goal.

For example, suppose you are renovating an area in one of your buildings.
You could define a Renovation project and mark all related work orders as
belonging to that project. This makes it easy to distinguish which jobs are
part of the renovation and which jobs are not.

By grouping jobs according to projects, you can get the “big picture” on
what your maintenance department is doing. Otherwise, you may end up
with a lot of individual work orders that make it hard to get an overview of
what’s going on.

To set up projects, select Work Orders — Tables — Projects from the
menu.

Repair Closing Code:
A code used to summarize the nature of a repair.

Closing codes are a quick way to summarize the nature of the jobs you do.
For example, you might set up closing codes to indicate problems that were
due to electrical faults, equipment wear, accidental damage, vandalism, and
SO on.

By adding closing codes to work orders, you can use MainBoss to give you
a picture on the overall nature of the jobs you do. For example, you can get
a report on all jobs that arose because of electrical faults. This may help you
notice patterns that indicate trends or underlying problems that need to be
addressed.

To define Repair Closing Codes, select Work Orders — Tables — Repair
Closing Codes from the menu.
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Work Categories:
Codes used to classify the type of work done in a particular job.

For example, you might define categories like “electrical”, “plumbing”,
“heating/air-conditioning”, “vandalism repair”, and so on. You might define
additional categories for preventive maintenance jobs, such as “inspection”,

“routine maintenance”, and “major overhaul”.

Using work categories is another way to add extra information to your work
orders. This information can later be analyzed through MainBoss reports;
for example, by obtaining information about a “plumbing” category, you
can determine the exact labor and material costs associated with plumbing
problems in a particular building. This may help you make decisions about
budget allocations—for example, you can prove to upper management the
exact cost of plumbing problems, perhaps justifying major renovations
where the troubles are worst.

To define Work Categories, select Work Orders — Tables - Work
Categories from the menu.
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The Life Cycle of a Corrective Work Order

This chapter outlines the usual sequence of events in dealing with a problem report
received from outside the maintenance department.

Note: The sections in this chapter describe typical ways in which organizations use
MainBoss. However, almost everything here is optional; you can choose which MainBoss
features fit best with your methods of operation. For example, a MainBoss work order lets
you record advance estimates of the labor and materials for a job, plus the actual costs of
labor and materials once the job is finished. However, you don’t have to use these
facilities; if your organization doesn’t keep track of labor and/or materials on a per-job
basis, you can simply omit this information from your work orders.

Here are the steps you typically follow to handle a problem that is reported to your
maintenance department:

1. Create a work request (see Creating a Work Request on page 21). This is done by a
person who wants to report a problem or by the maintenance department staffer who
receives the problem report.

2. Create a work order based on the work request (see Creating a Work Order on page
23). This is usually done by someone in maintenance management.

3. Print off the work order and give it to the workers assigned to the task (see Printing
Work Orders on page 45).

4. Close off the work order when the work is actually completed (see Closing a Work
Order on page 49). This may be done by maintenance management or by the workers
who actually did the job.
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Typical Work Order Life Cycle

At any point in the process, you can edit the results of previous stages. For example, when
you originally create a work order, you may not have enough information to estimate the
expected labor and material costs. When you do get this information, you can go back and
add it to the work order. You can even modify a work order after it’s closed, if you get
additional information or discover that you made a mistake.

Creating a Work Request

The first step in responding to a problem is to create a work request. The work request
summarizes basic information about the problem: what the problem is, which piece of
equipment or space is involved, who reported the problem, and so on.

MainBoss @Requests: MainBoss @Requests is an add-on package that lets people in
your organization submit requests by e-mail. These e-mail messages are automatically
converted into work requests, thereby saving you the time and trouble of creating requests
by hand. For more information, e-mail contact@mainboss.com.

To create a new work request, select Requests — Open Request from the menu. This
opens a window where you can enter information about the problem:
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/R Mumber I— Date I
Feq. By o|| [2]  NewRequestor |9 Phone
Ernail
© © Equipment C Spac= @)
Building | HQNDNE |i|
Urit | E'@NDNE |i|
ok Cat. | |i| INDNE |i|
Subject I 0
[
(8]
7]
Access | |£| INDNE |i|
Priarity | |i| INDNE |£|
Save & New | Cene | veid | Save & Pint | Save é] Cance|@

N o g bk~ ow

To fill out a new work request:

Drop the arrow on “Req. By” @ to specify who reported the problem. The drop-down
list displays your current Contacts table. For more on the Contacts table, see The
Contact Table on page 15.

If the work was requested by someone who isn’t currently listed in your Contacts table,
click the New Requestor button @. This opens a window where you can enter contact
information for the new requestor.

If the problem involves a piece of equipment, click Equipment ©. If the problem
involves a space, click Space @.

Drop the arrow on “Building” © to specify the building where the problem occurred.
Drop the arrow on “Unit” @ to specify the equipment or space that has the problem.
For “Subject” @ type a brief description of the problem.

In the space ® below “Subject” type a more complete description of the problem.

Use the other fields in the work request to enter other information. For example, you
can enter a priority code in “Priority” if you want to specify the priority of the job. (For
more on priorities, see Work Information Tables on page 17.)

Click Save © to save the work request, then click Close ®© to close the window.

Note: If you leave “Date” blank, MainBoss fills in the current date and time. You can fill
in these fields manually if you want to backdate the request to some other date/time.
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Once you have created a work request, you can print it using the Save & Print button. For
more information, see the online help.

MainBoss @Requests

If your organization has licensed MainBoss @Requests as an add-on to the normal
MainBoss package, users can submit requests by email.

The process is simple. People who are authorized to submit requests send email to a
designated address inside your organization. The MainBoss @Requests software watches
for any messages that arrive at that email address. When a message arrives, the @Requests
software automatically creates a work request using information from the message. The
work request is placed into your normal MainBoss database where it can then be processed
into a work order.

Creating a Work Order

The next step in the life cycle of a work order is to create a preliminary work order.
Usually, work orders are created by starting from from an existing work request. However,
you can also create a work order “from scratch” without having a work request to start
with.

A preliminary work order may contain any or all of the following information:
(] priority of the job
[0 date/time the job should be done
[0 personnel assigned to do the job (possibly including labor costs based on the
workers’ wages)
[ length of time the job is expected to take
[ materials expected to be needed for the job
(1 adetailed description of the work to be performed

Associated Purchase Orders: A work order may involve labor done by an outside
contractor. For example, you might have a job where some of the work can be done by
your own personnel and some of the work must be done by a licensed electrician from
outside your organization.

In this case, MainBoss makes it easy for you to create a purchase order covering the cost of
the hired contractor. The purchase order can also include the cost of any materials supplied
by the contractor. Associating a purchase order with a work order makes it easier to keep
track of costs and to identify what the outside contractor actually did for you.

In addition to materials and labor costs, a purchase order may contain extra charges
(usually just called extras). For example, a contractor might charge you a standard hourly
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rate, plus a surcharge for working at night or on weekends. Contractors may also charge
handling fees, service taxes, etc. Such extras may also be included in the purchase order.

Starting a New Work Order

There are two ways to begin creating a new work order: starting from an existing work
request, or making the work order from scratch.

1. If you already have a work request:
Open the work request browser by selecting Requests — Browse Requests from the

menu:
| Wi/A Number | Reguestor Requested Movember 04, 2002 11:03:07am

=| [Gay Meller =| |Requestar Scott Safehouse

2| [Mancy-Jean Belres 4| |Phone 555-893-9872
oA Scott Safehouse

Wh 00017

W 00018 ommy Thistle | |Buiding SOMNY'S SPACIOUS OFFICES
Urit CEMTRAL BAME OF Nw
Fricrity
Access FULL ACCESS, ACCESS ANYTIME
“work Cat, REPAIR - MAINTEMAMCE
w0 Mumber
Subject The lights outzide of the bank are out
Description

Flease fix A5AP as thiz poses a securnity threat. Could be vandalism, the janitor
reported sweeping up broking glags this morming.

[+ -
¥ ¥
x >
Edt | cone | woid | Seach | [ Showonk
& waiting  oided
Mew | C_reateWa’De Erint | " Transfened Dane |

Click on the work request you want to use @, then click Create W/O @. MainBoss
will open a new work order using information from the selected work request.

2. If you do not have a work request:
Select Work Orders — Open Work Order from the menu. This creates a completely
blank work order.

Work Order Sections: Whether you start from a work request or make the work order
from scratch, you fill out the work order by recording information in several sections.

[0 Some sections are used in preparing the initial work order (created before the work
starts). For example, you use the Unit section to record which equipment or space
needs to be repaired.

1 Other sections record information after the job is done. For example, you use the Close
section to record information like when the job was actually finished.
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(1  Some sections are used both before and after the job. For example, you use the Labor
section before the job to estimate how much time personnel will spend on the work.
You use the same section after the job to record how much time the workers actually
spent.

When creating a work order, you can fill out the sections in any order. However, you may
find it helpful to use the following sequence:

[0 Tofill out an initial work order (before the job):

1. Fill out the Unit section to specify which equipment or space needs to be repaired. (See
Specifying Units for a Work Order on page 27).

2. Fill out the Description section to describe what should be done. (See Specifying a
Problem Description on page 28.)

3. Fill out the Properties section to specify when the job should start and when you
expect it to end, plus other relevant details. (See Specifying Work Order Properties on
page 29.)

4. Fill out the Labor section to assign personnel to the job and to estimate how long each
person will spend on the work. (See Assigning Personnel to a Work Order on page 30.)

5. Fill out the Material section to reserve any spare parts or other materials that you
expect the job will need. (See Reserving Materials for a Work Order on page 34.)

6. Save all the information you have recorded. (See Saving an Initial Work Order on page
43.)
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Specify unit
(Unit section)
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Describe problem
(Description section)
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Assign personnel
(Labor section)
4
Reserve materials
(Material section)
4

Save information
(Save button)

Typical Steps for Filling Out an Initial Work Order
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Specifying Units for a Work Order

The Unit section of a work order specifies the equipment or space that needs to be
repaired:

w0 Mumber I
Subject ﬁ
Unit I Descriptionl Praperties I Labar I M aterial I Meter Readings I Cloze I Charge Eacksl
Req. By q Iil New Requestor b Phane
Email
" Equipment " Space
Building | EY |NDNE 2]
Unit | K] INDNE 2]
Laocation I
Service Contract Dezcription Yendar Start Date End Date
Quick Actuals... Quick Outside... | Cloge & Save | effective I
[v Select for Printing Save & New | Llone I Wiond | Save & Print | Save I Cancel

[0 Tofill out the Unit section of a work order:
1. In“Subject” @, enter a brief description of the problem.

2. If you started with a work request, “Req. By” @ will be filled in with the requestor
named in the work request. Otherwise, drop the arrow on the list. MainBoss displays
your current Contacts table (as described in The Contact Table on page 15).

3. If'the person who requested this work isn’t currently in your Contacts table, click New
Reqguestor ©, and MainBoss will open a window where you can enter information
about the new requestor.

4. If you started with a work request, other fields in this section should already be filled
out with information from the request. Otherwise, fill out the other fields as you would
for a work request. (For more information, see Creating a \Work Request on page 21.)

Once you have specified the unit that needs to be repaired, MainBoss will display any
service contracts @ that have been recorded for that unit. This can tell you whether repairs
have to be done by your own people or if you can just call the service contractor.
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Specifying a Problem Description

The Description section of a work order lets you describe the problem in as much detail as
you wish. You can also specify step-by-step instructions for dealing with the problem.

Create Open Work ODrder 2=l
W0 Mumber I
Subject I
Lnit Dieseription | Properties I Labor I 4 aterial I Meter Readings I Cloze I Charge Backs
o =
Description of problem goes here.
FTou can enter step-hy-step instructions if you wish.
1.
2.
3.
-
Buick Actuals... Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save I Cancel

(1 To fill out the Description section of a work order:
1. Enter the description @ using as many lines as necessary.

When entering the description, you can use the usual Windows text-editing features. For
example, <Enter> starts a new line and <Backspace> erases characters.
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Specifying Work Order Properties

The Properties section specifies information about the job including the date you want the
job to start and how many days you expect the job to take.

wOMNumber [
Subject |
Linit I Description | Labr I Materiall MeterHeadingsI Close I Charge Backs
Created I
wokStat [ @
wokEnd [ @
‘wiork, Duration |—16)a_l,ls
Work Cat. | || |NOHE 2]
Access I El INDNE |i|
Prioity | || |wOmE 2]
CostCh | || |NOHE 2]
Project | (2] [nonE 2]
Guick Actuals... Guick Outside. . | Close & Save | effective I
¥ Seleot for Piinting savetMNew|  Cone | o | Savespint| [ save | Cancel

[0 To fill out the Properties section of a work order:

1. In“Work Start” © type the day the work should start. You can enter this date in
almost any format. For example, you can type July 3 0r 3 Jul Or 2001/07/03. For
more about date formats, see the online help.

2. When you fill in “Work Start”, MainBoss automatically fills in “Work End” @ with
the same date. This saves you time if the job will take less than a day. If the job takes
longer than a day, either fill in “Work End” with the date the job should finish, or fill
in “Work Duration” & with the number of days the job should take.

General Principle: If you enter a date in “Work End”, MainBoss automatically changes
“Work Duration” to the appropriate number of days. Similarly, if you enter a number of
days into “Work Duration”, MainBoss automatically changes “Work End”.

The Properties section has a number of other fields. For example, “Priority” lets you
assign a priority to the job. (See Work Information Tables on page 17.) For more
information on any of these fields, see the online documentation.
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Assigning Personnel to a Work Order

The Labor section of work order lets you assign personnel to a job. It also lets you

estimate work times (before the job starts) and record actual work times (after the job is
finished):

W0 Mumber I
Subject I
Linit I Descriptionl Properties | I aterial I Meter Readings I Close I Charge Backs
Perzonnel Mame Trade Time Rate Total Cast
=
F
-
st
¥
x
LrkP/D.. | AddEsimate @) | Addécral. | Edi | Delete |
Mews Purchase Order... | Add Extra Estimate... | Add Extra &ctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save I Cancel

There are two types of workers who might be assigned to a job:
[ Your own personnel (internal workers)
(1 Outside contractors (outside workers)

You can combine both types of workers on a job, if necessary. However, the two types are
handled differently, as described below.

-30-



[0 To assign your own personnel to a job (internal workers):

1. Click Add Estimate @. MainBoss opens a window where you can specify the person
you want to assign:

Show only trade | [2] [anr [2]
Persannel | |£|¢ 2]
Trade | |#| [NONE [2]
Start | (3)
End | (4]
Estinated Tme |
Rae[  TowCow|
Save & New | @ Core | Delete | save@|  Cancel @

2. Drop the arrow on “Personnel” @. MainBoss displays your Personnel table (as
discussed in The Personnel Table on page 15). Select the person you want to assign.

3. Use “Start” © and “End” @ to record the times you expect this worker to begin the
job and end the job.

General Principle: If you enter a time in “End”, MainBoss automatically changes
“Estimated Time” to the appropriate length of time. Similarly, if you enter a length of
time in “Estimated Time”, MainBoss automatically changes “End”.

4. If you intend to assign other workers to this job, click Save & New ©. MainBoss saves
the information you’ve just entered, then clears all the fields so you can enter
information about the next worker.

5. When you have assigned the final worker to the job, click Save @ to save the
information, then click Close @ to close the window.

When you return to the work order window, you’ll see that an estimate has been added to
the list in the Labor section:
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/0 Mumber ||

Subject I

Lt I Descriptionl Properties  Labor |Material| MeterHeadingsl Cloze I Charge Backs

Perzonnel Mame Trade Time Fiate Total Cost
Jerry Brookshield MALINTEN E 1:30 2z.00

— |H|«|1

UnkP/0.. || AddEstmate. | Adddcwal. | Edi | Delete
MNew Purchase Order... | Add Extra Estimate... | Add Extra dctual... |
Quick Actuals... I Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel |

The & in the Trade column indicates that this is an estimate (as opposed to an actual time
recorded after the job is finished).

Outside Contractors: To add labor costs for an outside contractor, you have to create a
purchase order for that contractor. Therefore, the procedure is:

1. Create a purchase order that is addressed to the outside contractor and attached to the
work order.

2. Add labor estimates to the purchase order.

[0 To associate a purchase order with a work order.

1. Inthe Labor section of a work order, click New Purchase Order to create a new
purchase order or Link P/O to add the costs to an existing purchase order. (For more
on creating purchase orders, see Purchasing and Receiving on page 117.)

Once you have created a new purchase order or linked to an existing one, it will appear in
the Labor section window:
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/0 Mumber ||

Subject I

Lt I Descriptionl Properties  Labor |Material| MeterHeadingsl Cloze I Charge Backs

Perzonnel Mame Trade Time Fiate Total Cost
CONTROL PO 00015

— |H|«|1

LnkP/O.. | AddEstmate.. | Adddcwal. | Edi | (e
MNew Purchase Order... I Add Extra Estimate... | Add Extra dctual... |
Quick Actuals... I Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel |

The Personnel column gives the identifier code of the vendor and the Name column gives
the identification code for the purchase order.

[0 Toadd a labor estimate to the purchase order:
1. Click the entry for the purchase order in the Labor section’s list.

2. Click Add Extra Estimate. This opens a window where you can specify the estimate.

Create Work Order Labor 2=l

P40 Number |PD 00015 Vendor [CONTROL

% Labor ! [aterials 71 Dther

WO Number

o Desc.

LamM | INDNE

Order Quartity I Urnit Cost I 9 Total Cost I $0.00
Save&ﬂewl Clone | Delete | Save I Cancel |

!
LCat. Ma. I
!

3. Enter a description of the contractor’s job in “Desc.” @.
4. Enter the estimated cost of the work in “Total Cost” @.

5. Click Save to save the information, then click Close to close the window.
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When you return to the work order window, you’ll see there’s a new line below the
purchase order, showing the cost estimate you’ve entered.

Note: The labor cost will be added to the purchase order as an extra.

Reserving Materials for a Work Order

When you assign materials to a work order before the work is done, you estimate what
materials you believe the work is likely to require. The materials you specify are then put
on reserve. For example, if a job on a forklift truck will replace certain engine belts, you
can put an appropriate number of belts on reserve when you make up the work order.

Note: In order to reserve materials for a work order, you must set up MainBoss’s inventory
table. This table records the materials you use in your work. For more information, see
Describing Inventory Items on page 101.

For the purposes of reordering inventory, stock levels do not include any materials that
have been put on reserve. For example, if you currently have six fan belts in a storeroom
but two of those belts have been put on reserve, your stock level is reported to be four fan
belts with two more on reserve. If the reorder point for this type of item is five belts,
MainBoss will recommend that you should order more of the belts, even though you
actually have six belts on the shelf—the belts put on reserve are not included in the stock
level because they are already spoken for.

After a job is done, you should go back to the work order and enter the actual materials
used. MainBoss adjusts inventory levels accordingly—items that were initially put on
reserve are marked as used, or taken off reserve if it turns out the materials weren’t needed
after all. For more on recording the actual use of materials, see Closing a Work Order on
page 49.

You record materials estimates in the Material section of a work order:
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w0 Mumber I

Subject I

Lt I Descriptionl F‘ropertiesl Labor || MeterHeadingsl Cloze I Charge Backs

Item Desc. Category Quantity L0k Unit Cost Total Cost

L L

— |H|«|1

LnkP/O.. | AddEstmate.. | Adddcwal. | Ed | Delete
MNew Purchase Order... | Add Extra Estimate... | Add Extra dctual... |
Quick Actuals... I Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel

There are two types of materials that might be used on a job:

[ Materials from your own inventory (or that you buy directly for the job), described later
in this section.

[0 Materials supplied by outside contractors (for example, parts supplied by a plumber

who is hired to do a plumbing job), described in Dealing with Outside Labor and
Materials on page 38.

You can combine both types of materials on a job, if necessary.

(1  To reserve materials from your own inventory:

1. Click Add Estimate in the Material section of the work order. MainBoss opens a
window where you can specify the materials you want to reserve:
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Create Inventory Reserve ﬂﬂ

W A0 Mumber |
Show items anly if
& allitems  listed as SparcPart 9 |
Iy, Cat, | @ALL 2]
¥ Inventoried ltems ¥ Mon-inventaried ltems
Selected ltems I Eﬂ EI
Fick Tislizm @) Pick New tem @ |
Inw. Item | EﬂNDNE 3|
Date I

OnHand I I

Uit Cost I Total Cozt I
Orn Order I On Reserve I Stock Available I

Euildingl |i| INDNE |£|
Stareroom | |i| IEHDDSE WHEN ISSUED |£|
Storeroom On Hand I Location I
Reference I
Reserve Quantity I 1 Urit Cost I Total Cost I
Save &ﬂewl Llone | Delete | Save I Cancel |

Using this window can be divided into three steps:
1. Specifying the materials you want to reserve.

2. Specifying the storeroom(s) where workers should go for the materials when they
actually do the job.

3. Specifying what quantity you want to reserve.
Specifying the Materials: One way to do this is simply to drop the arrow on “Inv. Item”
© and find the item you want to add. However, inventory lists can be very long and

searching through them may take a lot of time, especially if you don’t know the exact name
of the item you want.

You can speed the search process by following the steps given below.

[0 To specify the item you want to reserve:

1. If the item you want has been designated as a spare part for the unit being serviced,
click listed as SparePart @.

2. If you have divided your inventory into categories, drop the arrow on “Inv. Cat.” ©
and choose the category for the part you want.

3. Drop the arrow on “Selected Items” @. The list will show only those items that match

the criteria you have specified (for example, items that belong to the selected “Inv.
Cat.).
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4. Find the item in the “Selected Items” list, then click Pick This Item ©. “Inv. Item”

will be set to the item in “Selected Items”.

If you want to specify an item that currently isn’t in your inventory, click Pick New Item
®. MainBoss will open a window where you can enter a description of the new item. For
more on describing inventory items, see Describing Inventory Items on page 101.

Item Location: Once you have selected the item that you want to reserve, you have to
specify where your workers will get that item. This means that you have to find a
storeroom that has a sufficient supply of the item available.

W /0 Murnber |
Show items anly if
& allitems  listed as SparcPart |
I, Cat. | 2] |A|_|_ 3|
¥ Inventoried Items ¥ Mon-nventoried ltems
Selected ltems ITUBE F40E A F e TUEES 3|
Pick Thisliem | Pick New ltem
I Item |TUBE FADE |£] |F4DEW TUBES 2]
Date I
DnHandI 300 IEﬁCH
Uit Cost I $18.14187 Total Cozt I $5.442 56
On Order 300 On Reserve I 56 Stock Available h44d
Building IBDA MANK OF AGRICULTURE |£|
Slorerooml MHDDSE WHEN ISSUED |£|
Storeroom On Hand I 9 Location I
Reference I
Reserve Quantity I 1 6 Uit Cost I $18.14187 Toatal Cost I $18.14
Save &ﬂewl Llone | Delete | Save I Cancel |

To specify the storeroom that contains the item:

1. Use “Building” @ and “Storeroom” @ to specify a storeroom. “Storeroom On
Hand” @ then tells you the quantity of the selected item that is currently available in

the chosen storeroom.

2. Choose a different “Building” and/or “Storeroom” if the first storeroom you look at

doesn’t have enough of the item on hand.

Reserving the Item: Once you have determined a storeroom that contains an appropriate
quantity of the item, enter the required quantity in “Reserve Quantity” @. This tells

MainBoss to put that quantity of the item on reserve.
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Finishing up: Once you have specified the quantity you want to reserve, click Save to save
the information, then click Close to close the window. When you return to the work order,
you’ll see that the item has been added to the materials list.

/0 Mumber ||

Subject I

Linit I Descriptionl Plopertiesl Labor  Material | MeterHeadingsI Close I Charge Backs

Item Desc. Category Quantity Lok Unit Cost Total Cast
TUEE F40E F40EW TUEES

— |H|«|{

lnkPD.. || AddEstmate.. | AddActual. | Edi | Delete
Mews Purchase Order... | Add Extra Estimate... | Add Extra Sctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save I Cancel

Under Category you’ll see E, indicating that this is an estimate.

Dealing with Outside Labor and Materials

Some jobs require outside labor (e.g. plumbers, electricians, and other contractors). These
outside workers may supply materials as part of the work they do; for example, a plumber
may charge you for plumbing materials used in a job, as well as for the cost of labor.

To deal with this situation, you create a purchase order for the labor and/or materials. You
then link this purchase order to the work order. Typically, labor costs and materials are
considered extras on the purchase order. (For more about purchase orders, see Purchasing
and Receiving on page 117.)

You can create a new purchase order directly from a work order.

[0 To create a new purchase order from the work order:

1. Inthe Labor section or the Material section of the work order, click New Purchase
Order ©.
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/0 Mumber I
Subject I
Linit I Descriptionl Froperties | I aterial I Meter Readings I Close I Charge Backs
Perzonnel Mame Trade Time Rate Total Cast
=
2
-
st
¥
x
LnkP/D.. | AddEstmate.. | AddAcwal. | Edi | Delete |
Mews Purchase Order... | Add Extra Estimate... | Add Extra &ctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Save &ﬂewl LClone I Wod | Save & Print | Save I Cancel |

2. MainBoss opens a window where you can create the purchase order (as described in
Creating a New Purchase Order on page 121.

3. When you have finished creating the purchase order, it will appear in the lists in the
Labor section and the Material section of the work order.

/0 Mumber I

Subject I

Linit I Descriptionl Properties  Laber |Material| MeterHeadingsI Close I Charge Backs

Rate Total Cast

Personnel Mame Trade Time

CONTROL PO 00016

— |N|«|1

LnkP/D.. | AddEstmate.. | AddAcwal. | Edit | Uik
Mews Purchase Order... | Add Extra Estimate... | Add Extra &ctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save I Cancel
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Instead of creating a new purchase order, you can link to an existing purchase order. For
example, suppose you are bringing in an electrician to do several different jobs. You might
create a purchase order for the first such job, then add more items to that purchase order for
the other jobs. In this way, a single purchase order covers all the jobs.

(1 To link a work order to an existing purchase order:
1. Inthe Labor section or the Material section of the work order, click Link P/O ©.

W0 Mumber I
Subjectl
Uit I Descriptionl Plopertiesl Labor  Material | MeterHeadingsI Cloze I Charge Backs
Item Dese. Category Quantity Lok Unit Cost Total Cast
=
F
-
-
¥
x
LrkP/0.. @) |  AddEsimate. | Addécual. | Edi | Delete |
Mews Purchase Order... | Add Extra Estimate... | Add Extra Sctual... |
Buick Actuals... | 0 Buick Outside... | Close & Save | effective I
¥ Select for Printing Save &ﬂewl LClone I Wod | Save &Elintl Save I Cancel |

2. MainBoss opens up the Purchase Order browser, showing existing purchase orders.
Select the purchase order in the list @ of purchase orders, then click Ok ©.

Browse Purchs » Orders HE
| F/0 Mumber | Summary Created
PO 00007 = x| |lssued
PO 0D0OE 4| |Dutside contractor +] |Closed on
- o | |Status
Date Required
Wendor
Cast Clr.
Comments
> .
¥ ¥
x =
EAT Gione ot Sl @ty el Pbl =
| | | ’7(: Open ¢ Clozed I I I I EI |
e | Elist | ' ssued  Woided Ok I [ |

3. MainBoss will return to the work order window. You’ll see the selected purchase order
in the lists in the Labor section and the Material section of the work order.
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Once you’ve specified the purchase order (either by creating a new one or linking to an

existing one), you can add labor and material expenses to the purchase order. You can do
this while you’re still creating the work order.

[1 To add labor and material expenses to a purchase order while you’re editing the
work order:

1. Inthe Labor section or the Material section of the work order, select the purchase
order @ to which you want to add the new expense.

Create Open Work Order 2%

/0 Mumber ||

Subject I

Lt I Descriptionl Properties  Labor |Material| MeterHeadingsl Cloze I Charge Backs

Personnel M ame 0 Trade
CONTROL PO 00016

Time Fiate Total Cost

— |H|«|1

LnkP/O.. | AddEstmate.. | Adddcwal. | Edit |

1 kalike
MNew Purchase Order... | Add Extra Estimate.d Add Extra dctual... 6
Quick Actuals... I Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Wioid | Save & Print | Save I Cancel |

To add an estimate to the purchase order, click Add Extra Estimate @. To add an
actual expense, click Add Extra Actual ©. In both cases, MainBoss opens a window
where you can record information about the expense.

P/0 Numper |PD 00016 Vendor [EONTROL
= Labor % haterials  Dther
W0 Number |
LCat. Ma. I
Desc. I [4)
oM [ © [#] [nome 2]
Order Quartity IG— Uit Cost I— Total Cost IW
Save&ﬂewl Clone | Delete | m Cancel |
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3. In“Cat. No.” @, enter any reference number assigned by the outside contractor (e.g.
the contractor’s identification number for a particular type of material).

4. In “Desc.” @, enter a description of the labor or materials.

5. In “UOM?” @, enter a unit of measure. (This is only relevant for materials expenses,
not labor.)

6. In “Total Cost” @, enter the total cost of the labor or materials.

7. Click Save to save the information you’ve just entered, then click Close to close the
window.

8. When you return to the work order, you’ll see that the expense has been recorded in the
expense list.

/0 Mumber ||

Subject I

Linit I Descriptionl Properties  Laber |Material| MeterHeadingsI Close I Charge Backs

Perzonnel Mame Trade Time Rate Total Cast

PO 00017
PLUMEING LABOR E 300.00 £

LnkP/D.. | AddEstmate.. | AddAcwal. | Edit | Uniink |
Mews Purchase Order... | Add Extra Estimate... I Add Extra &ctual... |
Buick Actuals... I Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wod | Save & Print | Save Cancel

Expenses entered in this way are recorded as “extras” in the purchase order. For an
explanation of “extras”, see the discussion of purchase orders in Purchase Order Extras on
page 127.

You can also add items to the purchase order by editing the purchase order directly. To do
this, double-click on the purchase order in the lists in the Labor section or the Material
section of the work order. MainBoss will open a window that lets you edit the purchase
order, using the facilities described in Creating a New Purchase Order on page 121.
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Saving an Initial Work Order

Once you have recorded all the work order information you need, you must save that

information in MainBoss’s database.

[0 To save the initial work order:

1. At the bottom of the work order window, click Save @ to save the information, then

click Close @ to close the window.

w40 Mumber IWD 0B980 Task |AIF| COMPAAIR COMP
Subject |SEHVIEE AlR COMPRESSORS
Urit I Description I Froperties I Labor I I aterial I Meter Readings I Close I Charge Backs I
Req. By I Iil New Requestor | Phone
Ermnail
& Equipment " Space
Building E| IMAXIMILIAN MALL 2]
Urit IACDMP-CDNTH 2] ICDNTHDLAIH COMPRESSORS 2]
Location ILDWEH PUMP ROOM
Service Contract Description ‘Wendor Start Date End Date
Buick Actuals... Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wioid | Save & Print | Save i_ﬂ Cancel a

From this window, you’ll return to the Work Order browser. You can close the browser by

clicking the Done button.

Modifying Work Orders

After you have created a work order, you may need to make changes. For example, you
may schedule the job for a particular day but something happens that forces you to

reschedule.

about browsers, see Browsers and Editors on page 141.

Note: To modify a work order, you use the Work Order browser. For more information

[0 To modify an existing work order:

1. Select Work Orders — Browse Work Orders from the menu. This opens the Work

Order browser:
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| w0 Number | © cubiect Created Detober 31, 2002 4:25:09pm

W0 06934 =| [LIGHT CHECK lobbies and stars =] | Fiequestor

w0 06938 2| |LIGHT CHECK lobbies and stais | |Phane

Wi 06942 LIGHT CHECK, lobbies and stairs L

WO 06345 “| |CIGHT CHECK Iobbies and stars ) |Building MESARILIEG) R

w0 06346 LIGHT CHECK lobbies and stairs Unit ACOMP-CONTR

w0 06963 LIGHT CHECE, lobbies and stairs COMTROL AR COMPRESSORS

Wi 06968 LIGHT CHECE. lobbies and stairs

Wi 05970 LIGHT CHECK lobbies and stairs Status Dpen w/ark Order

Wi 08972 LIGHT CHECE. lobbies and stairs Classification  Scheduled Preventive

w0 06975 LIGHT CHECK, lobbies and stairs

w0 0B377 LIGHT CHECK lobbiss and stairs Task AIF COMP/AIR EOMP

‘w0 05979 LIGHT CHECK lobbies and stairs Priority REGULAR D&Y SHIFT HOURS

a0l D550 LIGHT CHECK lobbiss and stairs Access PERMISSION REQUIRED

e e :‘:;l“aig ’;‘n“j;ghe“nb;egimf”°°k PUO™A ok Cat ENGINEERING - MAINTENENCE

w0 06994 replace emergency bulbs Cast Cir. BUILDING FUND FOR M&RIMILIAN MALL

Wi 06995 replace emergency bulbs Fraject

‘Wil 0B996 replace emergency bulbs D -

wi 05937 SERYICE &IF COMPRESSORS escription

w0 06995 SERVICE AR COMPRESSORS CHANGGE DIL #500 COMPRESSOR OIL

w0 06999 SERVICE ALL FANS AND FAN MOTO  |CHANGE INTAKE FILTER

w0 07000 SERVICE ALL FANS AMD FAN MOTO |CHECK BELTS

wid 070 SERVICE ALL FANS AND FAN MOTO | GENERAL INSPECTION AND OFERATION

w0 07002 SERVICE ALL FANS AND FAN MOTO

w0 07003 «| |SERVICE ALL FANS AMD FAN MOTO

Wi 07004 SERVICE ALL FANS AND F&N MOTO

w0 07005 F| |SERVICE ALL FANS AND FAN MOTO

w0 07006 =| |SERVICE ALL FANS AND FAN MOTO X
Edi Clone Yoid Show arly 14 4 b [ =

el | | ’75' Open [ Voidede I I O\I I IEI |

Hew | Close | Frint | " Closed o Done |

2. By default, the browser shows open work orders. If you want to modify a work order
that you’ve already closed, click Closed @. If you want to modify a work order that
you’ve voided (canceled), click VVoided @. The browser will change to list either
closed or voided work orders.

3. Inthe list of work orders ©, find the work order you want to change. Click that work
order to select it.

4. Either double-click the work order where it appears in the list, or click Edit @.

MainBoss will open a window showing all the information you have previously
recorded about the work order. Make any changes you want, then click Save. This
saves the new information, replacing the old information. After you have saved, click
Close to close the work order window.

Cancelling Work Orders

You can cancel a work order at any time. To do so, select Work Orders — Browse Work
Orders from the menu. This opens the work order browser.
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Browse Work Orders 21l

| w0 Number | Subject Created Decermber 16, 2002 353:30pm
Wi 07005 =| |LIGHT CHECK lobbies and stairs =| (Requestor
Wi 07006 2+ LIGHT CHECK. lobbies and stairs 4| |Phone
Wi 07007 LIGHT CHECK. lobbies and stairs .
WO 07008 4| |CIGHT CHECK Iobbies and stars ) |Building MESARILIEG) R
w0 07009 LIGHT CHECK. lobbiez and stairs LUrit ACOMP-CONTR
w0 07010 LIGHT CHECE, lobbies and stairs COMTROL AR COMPRESSORS
Wi 07011 LIGHT CHECK. lobbies and stairs
Wi 07012 LIGHT CHECK lobbies and stairs Sligus Dipr i ey
w0 07013 LIGHT CHECK, lobbies and stairs Classification  Scheduled Preventive
W 0715 LIGHT EHECK obbis and e et AREBPARELD
W0 07016 LIGHT CHECK Iobbies and stairs Frioity REGULAR DAY SHIFT HOURS
mg g;g:}g LIGHJD%ILE'EE IEEIJ:FS @nld SLairls Access PERMISSION REQUIRED
rew ubbell bwiztlock plug req :
S relone emerganey buibs Wok Cat.  ENGINEERING - MAINTENENCE
WO 07020 replace emergency bulbs Cast Ctr. BUILDING FUND FOR Ma<IMILIAN MALL
w0 07021 replace emergency bulbs Project
|
Wi 07022 replace emergency bulbs Descrinki
w0 07023 SERYICE AR COMPRESSORS E=nileHa
Wil 07024 :SEHYICE AR COMPRESSORS CHaMNGE OIL #500 COMPRESSOR OIL
Wil 07025 SERVICE ALL FANS AMD FAM MOTO CHANGE INTAKE FILTER
w0 07026 SERYICE ALL FANS AMD FAN MOTO CHECK BELTS
Wi 07027 SERYICE ALL FANS AMD FAN MOTO GEMERAL INSPECTION AND OPERATION
Wi 07028 SERVICE ALL FANS AMD FAM MOTO
Wi 07029 w| |SERVICE ALL FANS AMD FAN MOTO o
Wi 07030 SERYICE ALL FANS AMD FAN MOTO
Wi 0703 F| |SERVICE ALL FANS AND FAN MOTO
Wi 07032 X | |SERVICE ALL FANS AND FAN MOTO X
Edi Clone Yoid Show arly 14 4 b [ =
| | QI ’75' Open " Yoided I I O\ I I IEI |
Hew | Close | Frint | " Closed Done |

In the list of work orders, click the work order you want to cancel, then click VVoid @.
When you void (cancel) a work order, the work order is moved to a list of voided work
orders.

You might find that you want to reactivate a voided work order (for example, if you
accidentally canceled the wrong work order). In this case, you can easily reactivate the
work order.

[0 To reactivate a voided work order:

1. Inthe Work Order browser, click \Voided. The browser will show all voided work
orders.

2. Inthe list of work orders, click the one you want to reactivate.
3. Click Reopen.

The work order you just reopened disappears from the list of voided work orders. When
you ask the browser to display Open work orders, you will see the reactivated work order
in the list.

Printing Work Orders

Once you have created a work order, you typically print it and give it to the people who
will actually do the job.

You can print a single work order as soon as you create it. You can also print a batch of
work orders at once; for example, you might create a number of work orders, then print
them all off together.

=45 -



[0 To print your current work order:

1. Inthe work order window, click Save & Print @:
21x]

WO Mumber IWD 07045

Task ILIGHT-LDBJST.&IHJLIGHT

Subject ILIGHT CHECK. lobhies and stairs

Uit Properties I Labor I I aterial I eter Readings I Cloze I Charge Backs
LIGHT CHECK =]
REPLACE LIGHTZ IN 3TAIRWELLS and LOBEIES
-
Buick Actuals... Buick Outside... | Close & Save | effective I
¥ Select for Printing Sawve & New | LClone I Wioid | Save & Elintb Save I Cancel |

2. MainBoss opens the following window for printing work orders:
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Fram To

w0 Humber (RS |£| IWEI 07045

Building | |£| |
| ] |

[ Select for Frinting

[ie] [ [i#]

Statuz YWork Order Clazs

% Open'Work Orders ¥ Conective

" Closed Work Orders ¥ Preventive

— Prirting O ptions

W Turn off Select for Privting after printing [ Include urit specifications
[~ Sort by Building [~ Suppress coste
W it .. . —
I Include descr!ptlnn . Additional labar linez 3
¥ Include |abor information y - I
¥ Include material information Additional material lines 3

Current printer: SWCERYEAUNHP Lazerlet 8000 DM PS on [2000dn

Preview el Erint € |  Print Setup Expart... | Cloze QI

To see the work order before it’s printed, click Preview @.
4. To print the work order, click Print ©.
5. To return to the work order window, click Close @.

[0 To print more than one work order:

1. Select Work Orders — Print Work Orders from the menu. This opens a window for
printing work orders:
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Fram To

w0 Number || |_|

Building | |;|
Uit | |;|

Iw Select for Frinting

-

=

-

| B
| B
! 2]

Status YWhork, Order Class
% Open'Work Orders ¥ Conective
" Clozed Work Orders ¥ Prevertive
— Prirting O ptions
W Turn off Select for Privting after printing [ Include urit specifications
[~ Sort by Building [~ Suppress coste

iz s descr!ptmn . Additional labar linez 3
¥ Include labar infarmation
¥ Include material infarmation Additional material ines 3

Current printer: SWCERYEAUNHP Lazerlet 8000 DM PS on [2000dn

Prewview | ErintOl F"rintSetupl Export... | Cloze I

2. If you just click Print @ without changing any of the default settings in the window (or
in the work order), MainBoss will print every open work order that hasn’t been printed
before.

The print window also lets you print work orders that you’ve printed previously. To print
such work orders, you must remove the checkmark on Select for Printing. After that, you
can specify which work orders you want to print.

The fields “W/O Number”, “Building” and “Unit” can all specify ranges of values. For
example, if you put 6000 in the “From” column of “W/O Number” and 6010 in the “T0”
column, MainBoss will print all work orders from 6000 to 6010 (inclusive).

As another example, if you set the “From” and “T0” columns of “Unit” to refer to the
same equipment or space, MainBoss will print work orders pertaining to that unit. (If Open
Work Orders is selected, MainBoss will only look at open work orders; if Closed Work
Orders is selected, MainBoss will only look at closed work orders.)

For more information on using this window, use the online help facilities: open the
window, then click the 2 button in the upper right corner.
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Select for Printing

The bottom left hand corner of the work order window has a checkbox labeled Select for
Printing. Checkmarking this box indicates that you intend to print this work order the next
time you print a batch of work orders.

The window for printing work orders also has a checkbox labeled Select for Printing.
Checkmarking this box indicates that you only want to print work orders that had Select
for Printing checkmarked.

The window for printing work orders has another checkbox labeled Turn off Select for
Printing after printing. If this is checkmarked, a work order’s Select for Printing
checkbox is turned off once the work order has been printed.

These three checkboxes work together in a simple way:

1. Whenever you create a new work order, its Select for Printing box is turned on by
default.

2. When you print work orders with Work Orders — Print Work Orders, this
window’s Select for Printing and Turn off Select for Printing after printing are
checkmarked by default. Therefore, if you just click Print, MainBoss will print all
appropriate work orders that were marked for printing. After each work order is
printed, MainBoss turns off their Select for Printing option.

Therefore if you use the defaults, MainBoss prints any work order that hasn’t previously
been printed.

Closing a Work Order

After a job is finished, you should close the associated work order. This means that you
record final information about the job; for example, you record the actual labor and
material costs (as opposed to any estimates you made when creating the original work
order).

[0 Toclose awork order:

1. Using the Work Order browser, begin editing the work order. (This is described in
Modifying Work Orders on page 43.)

2. Inthe Properties section of the work order, review the details to make sure the job
started and ended on the dates originally scheduled.
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w0 Mumber IWD 0E333 Task ILIGHT-PHKGHLIGHT-F‘HKG

Subject ICHECK AND CHANGE LIGHTS AS MNECESSARY IN PARKING

Lt I Descriptionl Properties  Labor |Material| MeterHeadingsl Cloze I Charge Backs

Perzonnel Mame Trade Time Fiate Total Cost

— |H|«|1

LnkP/O.. | AddEstmate.. | Adddcual. @ Edi | Delete
MNew Purchase Order... | Add Extra Estimate. . | &dd Extra Actual.el
Quick Actuals...q Quick Outside... | Close & Save | effective I
[v Select for Printing Save & New | Llone I Woid | Save & Print | Save I Cancel |

3. Click Quick Actuals @ for a quick way to designate which of your original labor and
materials estimates were correct. For more information, see The Quick Actuals Facility

on page 51.

4. If some of your original labor or materials estimates were incorrect, put in the correct
actual values. This means going to the Labor or Material section of the work order
and clicking Add Actual @ to add information about internal expenses or Add Extra
Actual © to add information about outside contractor expenses to a purchase order.
These buttons work similarly to the ones for adding estimates before the work starts;
see Assigning Personnel to a Work Order on page 30 and Reserving Materials for a

Work Order on page 34.

5. Inthe Close section of the work order, specify a repair closing code in “Repair Cd.”

0.
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WO Number [w0 08538 | Task [LIGHT-FRKG/LIGHT PRKG
Subject |CHECK AND CHAMGE LIGHTS AS NECESSARY IN PARKING
Lt I Deszcription I Praperties I Labar I M aterial I Meter Readings harge Backs I
Closed on I
Whork End IW Do Tirne lr
Repair Cd. | [*|@onE 2]
Closing Comments
e =
|
Guick Actuals... Guick Outside. . | Close & Save a effective I
¥ Select far Printing SavetNew|  Cone | Vod | SavetPint] save | Cancel @

Also in the Close section, record any “Closing Comments” © about the job.

Record the length of any downtime in “Down Time” @.

© N o

In the Charge Backs section of the work order, record any chargebacks. For more
information, see Recording Chargebacks on page 53.

9. Click Close & Save @. This saves all the information you have entered and marks the
work order as closed.

10. Click Close ®. This closes the work order window.

Once a work order has been closed, it disappears from the list of open work orders
displayed by your Work Order browser.

The Quick Actuals Facility

The Quick Actuals facility displays the original labor and materials estimates on a work
order and lets you specify which of those estimates were correct. MainBoss then uses the
selected estimates to create “actual” cost records.

For example, suppose that you originally estimate that four workers will each spend an
hour on a particular job. When the job is actually done, three of the four workers spent an
hour as expected, but one worker spent two hours. In this case, you would use the Quick
Actuals facility to specify that the first three workers spent the hour as expected. MainBoss
copies information from the original labor estimates and creates “actual cost” records for
those three workers.
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Quick Actuals won’t work for the fourth worker, since the original time estimate was
incorrect; in this case, you would have to record the fourth worker’s labor costs manually
by clicking Add Actual in the Labor section of the work order.

You can use Quick Actuals more than once for the same work order. For example,
suppose you have all the labor information for a particular job but don’t yet have
information about the materials used. In this case, you could use Quick Actuals to accept
only the labor estimates. Later on, when you have the appropriate information about
materials, you can use Quick Actuals for the materials too.

(1 To use the Quick Actuals facility:

1. In the work order window, click Quick Actuals. MainBoss opens a window where you
can designate which of your original labor and materials estimates were correct:

Work Order Quick Actual x|

Wi/ NumberIWD 06379

Material I Labor I External Chargesl Purchase Dldersl

Item Code Item Description Building Storeroom Quantity
EMER EXIT. EMER EXIT CANDELAERL BASE LIGHT FR .. 1

Select Al o | Select None |

lzsue Date I‘I 2/03/2002 1259

Buiding IBDA |£| IBANK OF AGRICULTURE |£|
Storeroom | |£| IGENEHALINVENTDHY |£|
€ Apply to all iems & Ise az default only
Ok I Cancel I

2. Inthe Material section, click all the items for which you made correct estimates. (You
can select all the items by clicking Select All ©@.)

3. For “Issue Date” @ enter the date that the selected items were used on the job. (If you
leave this blank, MainBoss uses the work order’s “Work Start” date.)
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4. Inthe Labor section, click all the entries for which you made correct estimates:

Work Order Quick Actual |
w0 NumberIWD 05979
Material Labor | External Charges I Purchase Orders I
Personnel Trade Whork Start Diuration Rate
TING EL/APPREN 12/01/02 12Z200smm 0:0oo Z22.00

Select Al Select None

‘Wwhork Start Date I‘I 2/01/2002 Bam

e(" Apply to all items & Usze as default only
Default Perzonnel I Iil INone Iil
Minimum work hours I Limnit work hours bo I

Ok I Cancel I
] ] (4]
5. For “Work Start Date” © enter the date on which the job started.

6. When you have selected all the material and labor estimates that you want, click Ok @
to save the information and return to the work order itself.

The Quick Actuals facility has many other features for fine tuning the information that is
placed on the work order. For full details, see the online help.

Recording Chargebacks

Chargebacks on a work order indicate that all or part of the costs should be charged to
another party. For example, a rental management facility might charge tenants for all or
part of the costs on some types of repairs.

One work order can include chargebacks to multiple parties. For example, if a job in a
rental building affects several tenants, the work order could include a chargeback to each of
the tenants involved.

[0 To record a chargeback on a work order:
1. Go tothe Charge Backs section of the work order.

-B3 -



w0 Mumber IWD 0E973 Task IEXIT SIGMSAEXIT SIGNS

Subject Ireplace emergency bulbs

Charge To I aterial Labar Total

Total Charge Backs I I I

Total Actual Costs | $0.00 | $0.00 | $0.00
Add Charge o_l Edit Charge | [elete Charge |
[ Quick Actuals... | Quick Outside... | CosetSave | offective |
¥ Select far Printing SavetNew|  Cone | Vod | SavetPint] Save | Cancel |

2. Click Add Charge @. This opens a window where you can specify the chargeback.

Charge To ||e

Labor Ie
I aterial Ie
Tatal Cost I $0.00

Save &ﬂewl Clone | Defete | Save g Cancel Q

In “Charge To” @ enter the name of the person or organization being charged.
In “Labor” @ enter the labor costs being charged.

In “Material” @ enter the material costs being charged.

o 0~ w

Click Save © to save the information, then click Close ® to close the window.

Remember: Once you have filled out all the information about the job, click Close &
Save in the main work order window to close the work order.
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In order to use

uUnits

MainBoss productively, you should record information about your

equipment and spaces. For example, it is useful to record the location of each piece of
equipment, plus identification information (make, model, serial number), and any
warranties or service contracts that apply. Many organizations will also find it helpful to
record the purchase price of equipment and to project replacement costs expected in future

years.

All such work can be done through the MainBoss Units menu. This chapter looks at

procedures for
terminology.

recording information about units. To begin with, here is some basic

Meter:

A device that is associated with a piece of equipment and that measures
information relevant to maintenance work.

Examples include mileage meters on vehicles or clocks indicating hours of
use for pieces of equipment.

It is often helpful to take regular meter readings and record them in
MainBoss. For example, this lets you schedule preventive maintenance
according to meter readers (e.g. inspecting a piece of equipment every 500
hours of use).

The readings given by a meter are assumed to increase over time. This is not
true in some cases (for example with meters that “roll over” at 999999). To
handle this situation, MainBoss uses meter offsets as described in Meter
Offsets on page 70.

Specification:

Information that may be helpful in performing maintenance on a unit.

With a vehicle, for example, it may be useful to record engine type, gas tank
size, tools required for servicing, and so on.
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Attachment: An online document that contains useful information about a unit.

For example, you might have schematic diagrams available on your
computer, or documents recording information that isn’t in your MainBoss
database.

Any kind of file can be specified as an attachment. For example, a rental
management company might have online legal documents describing lease
agreements with tenants. These documents could be attached to MainBoss
records if they would be useful to personnel who want to know what kind of
maintenance has been contractually guaranteed.

System:

A collection of interrelated equipment and/or spaces.

For example, the equipment making up a factory assembly line might be
labeled a system, since problems with one piece of equipment can affect the
performance of the whole line.

Grouping your units into systems can make it easier for you to identify
large-scale trends or to create more fine-tuned reports. For example, if you
specify which units belong to an assembly line, it becomes easy to provide
management with a report listing all problems on the assembly line over a
given period.

Obsolete Code: An indication of how and/or why a piece of equipment was taken out

of service.

For example, you might have different codes indicating whether the
equipment was broken, too expensive to maintain, superseded by a newer
model, etc.

By keeping track of how equipment becomes obsolete, you may get a better
picture of trends in your operations. It also helps make your records more
complete, so you can tell exactly why a piece of equipment was
discontinued.

Note: Even if you have recorded that a particular piece of equipment is obsolete, MainBoss
makes it easy to bring that equipment back into service.
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Equipment Type: A class of equipment.

You define equipment types in the Equipment Types table. For example, a
rental manager facility might define types like “Air conditioners”, “Heating
equipment”, “Pumps”, “Fans”, and so on.

Classifying equipment in this way lets you fine-tune various reports. For
example, you could easily get a report that shows all maintenance work on
air conditioners over the summer season. If you don’t assign types to
equipment, it’s harder to focus on particular categories of work.

To create equipment types, select Units — Tables — Equipment Types
from the menu. You create entries in the table in a similar way to the
Buildings table (described in The Buildings Table on page 11).

Space Type: A class of spaces.

Space types serve the same purpose as equipment types. To create space
types, select Units — Tables — Space Types from the menu.

Cost Center: Information that might be used in accounting for work on an
equipment or space.

For example, your cost center codes might be general ledger account
numbers that should be used to record repair costs. Alternatively, the cost
center code for a unit might indicate the department that covers all costs for
that unit.

To create cost center codes, select Tables — Cost Centers from the menu.
You create entries in the table in a similar way to the Buildings table.

The Equipment Table

The Equipment table records information about each piece of your organization’s
equipment. Each entry is intended to contain all the information you might need about a
single piece of equipment, including identification information, technical specifications,
cost and replacement value, meter readings, and much more.

[J To fill out an equipment record:

1. Select Units - Equipment from the menu. This opens the Equipment browser:
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Browse Equipment

| Buiding | Eaupment | Desciption Building MAKIMILIAN MALL
BOA = Il EURNAEY FLORIST AAC UNIT Code A/CBURNABY
BOA = [A/CCHINESE CHILLED WaATER PUMP =| | Desc. BURNABY FLORIST A/C UNIT
BOA #/C CONFERENF—] | CHINESE CHICKEM A/C UNIT .
BOA4 A {avc AoMEvMOc] |CONDENSING WATER FUMPS ] [Location — NORTHWING
BOA 4/C MECH CONFERENCES FORUM A/C UNIT Equip Type  A/CLNIT
FOODFEST /T PIZZA CONTROL AIR COMPRESSORS Sl STORE A/C UNIT
FDDEST ﬁﬁg EE'EVME B%E,,LE'QT%TE\}’K%EH BOOSTER PUME || CostCh BUILDING FUND FOR MAKIMILIAN
M ACOMP-CONTR ELEY MACHINE ROOM EXHAUST Make STELLAR
MAXMALL COOL Twh ELEY MECHANICAL SUMP PUMP Model DLYMPLA
MAXMALL FAM EXELEVM  |FAN COIL PUMPS .
MARMALL FAN EX PARKIMG  |FIRE BOOSTER PUMP Serial No. 12
MAXMALL o| [FANEXwR M _ | |FOOD FEST SUPPLY F&N «| | Asset Account
MAXMALL FAN RET IND M —] |GAS METER
MasxhaLl 2| |FAN RET INT M % HONEYMOON HOLIDAYS A/C UNIT % FlEh Deke  duie 08, 12
PMALL x| |FAN RET M =X| |HTG CIRC FHw PUMP BOA, x| |War. Exp. September 08, 2003
Edit | LClane | Delete | Search |
Hew Frint | Done |

2. Click New @. This opens a blank equipment record:

Create Equipment

Building MOME
| E2
Code I ©
Desc. I (4]

| dentification |Sewice| Spare Parts | Specifications | alue | Meters |

Location I

Make I

adel I

Serial Mo, I

Equip Tupe I

E| NOME

3]

System I

E| NOME

Drawing Mo I

B

Contact I Iil Mew Contact
Phiore Emnail
Comments
=
[ ]
‘ Save&ﬂewl Llore | Delete | Save I Cancel |

In “Building” @ specify the building that contains the equipment.
In “Code” © specify an identification code for the equipment.
In “Desc.” @ enter a brief description of the equipment.

Fill out the various sections of the record (as described later in this chapter).

N o o b~ w

If you want to enter information about more equipment, click Save & New to save the
record you’ve just created and to start a new record; otherwise, click Save to save the
information you’ve just entered, then click Close to close the window.
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Note: You can fill out the sections of the equipment form in any order, and you don’t have
to fill out every section. Just record whatever information is relevant to your operations and

leave the rest blank.

Equipment Identification

The Identification section of an equipment record provides basic information about the

equipment.

Create Equipment 2 x|

== FOODFEST

|£| IFDDD FEST - FOOD COURT m

Code |Eu

Desc. IANY FIND OF EQUIPMENT

| dentification |Service| Spare Parts | Specifications | Value | Meters |

Locatinnl (1]
Makel adel I Serial Mo, I
Equip T_I,Jpel E| INDNE E|
Systeml E| INDNE E|

Drawing Mo I 9

Contact I
Phiore

Comments

Iib Mew Contact

Emnail

Delete | Save I Cancel |

‘ Save &k New | Llore |

Most of the fields in this section are self-explanatory. However, here are some notes:

Location @: The location of the equipment within the specified building.

Drawing No @: An identifier that tells where workers can find a schematic drawing
for the equipment, if applicable.

Note: If drawings and other materials are available on your computer, they can be attached
to this equipment record using the Specifications section (as discussed in Equipment
Specifications on page 62).

Contact ©: The person that maintenance personnel should contact with any questions

regarding the equipment.

Dropping the arrow on “Contact” displays your Contacts table (as described in The

- 59 -




Contact Table on page 15.) If the contact person for this equipment isn’t currently
in the Contacts list, click New Contact to add the person’s hame to the table.

For full information about all the fields in this section, see the online help.
Equipment Service

The Service section of an equipment record lists service contracts and warranty
information about the equipment.

Building IFDDDFEST |£| IFDDD FEST - FOOD COURT m
Code |Eu
Desc. IANY KIND OF EQUIPMENT
| Spare F'art&l Specificationsl Yalue I Metersl
‘whar, Exp. I o
Serv. Co. I Iiwnne Iil
Access IDAY MDNE El;
Cost Chr. IENG MDNE Iil
Service Contract Description Wendor Start [ ate End D ate
(5]
‘ Save & Mew | Llone | Lelete | Save I Cancel

This section contains the following fields:

Warr. Exp. @: The date when the original warranty on this equipment expires.

Serv. Co. @®: The company that provides a service contract on this equipment (if any).
The drop-down list here is your VVendor table; therefore, you should make sure that
all service contractors are included in the Vendor table. (For more about the Vendor
table, see The Vendor Table on page 14.)

Access ©: A default access code for this equipment, to be placed initially on all work
orders pertaining to the equipment. For example, you might mark a particular piece
of equipment “Access only after 5:00 pm” if most maintenance work on the
equipment should be done after business hours.

Note that this is a default access code. Individual work orders may be edited to have
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different access codes if necessary (for example, if a repair is too urgent to be
delayed).

Cost Ctr. @: The cost center associated with this equipment.

Service contract list ©@: Any service contracts covering the equipment. This list will be
blank if you are just creating a new equipment record. After you have created the
r