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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.
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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.
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[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.

-44 -



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.
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[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.
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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
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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
record, you can specify that the space is covered by a new or existing service
contract using Units — Service Contracts. For more information, see Service
Contracts on page 78.

Equipment Spare Parts

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

2]
Building IFDDDFEST |£| IFDDD FEST - FOOD COURT El
Code |Eu

Desc. IANY FIND OF EQUIPMENT

Specificationsl alue I Metersl

Item Deszcription JOM Quantity
hfC BELT L/C REPALIR EELTS Ed 1
BELT 445 A-45 Ei 1
BELT AGD .

| Add Spare Part OJ Edit Spare Part | Delete Spare Fart |
‘ Save &k New | Llore | Delete | Save I Cancel |

The list specifies inventory items that are considered spare parts for this piece of
equipment. The number in the Quantity column gives the number of the items that are

used by the equipment; for example, if a piece of equipment uses two of the same kind of
belts, the Quantity would be 2.
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Note: Before you can specify the spare parts of a piece of equipment, each spare part has to
be recorded in your inventory table. For example, if a particular piece of equipment uses a
particular type of fan belt, you have to create an inventory record for the fan belt. Then you
can record that the fan belt is a spare part for that piece of equipment. For information
about recording inventory items, see Describing Inventory Items on page 101.

[0 To specify a spare part for a piece of equipment:

1. In Spare Parts section of the equipment record, click Add Spare Part @. This opens a
window that lets you specify the spare part.

Irwv. Item || 2} |i| INDNE |i|
Cluantity I 1 9
Statu

P iiirmurm

I awirmum

On Hand

On Order

Unit Cost

Save &ﬂewl Clone | Delete | Save | Cancel

2. In“Inv. Item” @ specify the material that is a spare part.
3. In “Quantity” © specify the quantity of the material that the equipment uses.

4. If you want to enter information about more spare parts, 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.

When you return to the equipment record, the item(s) you’ve specified will appear in the
list in the Spare Parts section.

Equipment Specifications

The Specifications section of an equipment record lets you add specifications or
attachments to the record.
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Building IBD!—‘-. |£| IB!—‘-.NK OF AGRICULTURE E|
Code IEQ

Desc. IANY PIECE OF EQUIPMENT

Identificatinnl Sewicel Spare Pats  Specifications |\r"alue I Metersl

5 pecification Deszcription

3]

Mew Specification ‘ﬂ Mew Attachment QJ Edit | [elete

‘ Save&ﬂewl Clane | Delete |

To add a new specification to the record, click New Specification @. For more
information, see Template Specifications on page 72.

Canhicel |

To add a new attachment to the record, click New Attachment @. For more information,
see Attachments on page 157.

Any specifications or attachments you add will be listed in area ©.

Equipment Value

The VValue section of an equipment record lets you record the original cost of the
equipment and information related to replacement costs.
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Create Equipment 2 x|

Building | E3; INDNE E3;
Code |
Dese. |
. | Meters |
Purchase Date 1) Original Cost |—d
Vendorl 1+ INnne El;
Future Yalue
Daate Estimated | 3)
Replacement Eostl— (4) Tupical Life |—
Serap Date Serapahue [
Obsalete | [+@0NE [2]
Ownership | [¢] [vONE [2]
Asset Aoct | [#] [NaNE [2]
‘ Save & New Ciore | Deie | [ save | Cancel |

Most of the fields in this section are self-explanatory. Here are some notes:
Purchase Date @: The date on which the equipment was purchased.

Original Cost ®: The original cost of the equipment.

Note: If you don’t know the original purchase date and cost, it’s useful to fill in estimates.

This gives MainBoss some basis for calculating future replacement costs.

Date Estimated ©: The date you estimated the values in the Future Value area
(replacement cost, scrap value, etc.) This tells you how recent your predictions are.

Replacement Cost @: The cost to replace this piece of equipment with a similar make
and model, if the equipment were to break down on the date given by “Date
Estimated”. MainBoss also has facilities for projecting replacement costs forward,
based on a specified rate of inflation; for more information, see A List of MainBoss

Reports on page 153.

Obsolete ©: Lets you specify an Obsolete Code when you take this equipment out of

service.

Important: Specifying a value in “Obsolete” tells MainBoss you are declaring this
equipment obsolete. Therefore, you should only specify a value in this field when you are

actually taking the equipment out of service.
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Equipment Meters

The Meters section of an equipment record lets you specify any meters associated with the
equipment and record readings on those meters.

x|
Building | |£| INDNE El
Code I
Desc. I
Identificatinnl Sewicel Spare Parts | Specifications | Walue — Meters
Effective
hdeter Dezcription Last Reading Date Reading
Add Meter d Edit keter, | [elete Meter, | [ e Heading |
Save&ﬂewl Llore | Delete | Save I Cancel |

[0 To specify that the equipment has a meter:

1. Inthe Meters section of the equipment record, click Add Meter @. This opens a
window where you can describe the meter:
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Code || 9 Desc. I 9

Building |BDA |BANK OF AGRICULTURE
Unit |Eu |xwr FIECE OF EQUIPHENT
Location I
U0 | EHNDNE |i|

Meter Offzet I Created I

— keter Readings
Date Type Reading Effective Reading
=
2]
rY
[l
=
=
Mew Beading | Edit Beading | [elete Reading |
Save & New | Llone | Delete | Save I Cancel

In “Code” ® enter an identification code for this meter.
In “Desc.” © enter a brief description of the meter.

In “UOM” @ enter the units of measurement for the meter.

o~ w DN

Click Save to save information about this meter, then click Close to return to the
previous window.
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Building IBD!—‘-. |£| IB!—‘-.NK OF AGRICULTURE E|

Code IEQ

Desc. IANY PIECE OF EQUIPMENT

Identificatinnl Sewicel Spare F'altsl Specifications | Walue  Meters

Effective

Meter Dezcription Lazt Reading Date Reading

Add Meter I Edit Meter | Dielete Meter | MHew Beading 9_'

‘ Save&ﬂewl Clane | Delete | Save I Cancel |

6. To record a reading for this meter, click New Reading ©. This opens a window where
you can record the reading.

Create Meter Reading ﬂil

Building IED»& IE.-’-‘«NK OF AGRICULTURE
Unit IEG IﬁNY PIECE OF EQUIPMENT
Location I
Meter [ELEC |
oM KH KILDWATT HOURS

Paszt Reading Mot available

&clualﬂeadingl @ an I 0
Meter Offzet I I}
Effective Reading | w20 Mumber IM:&NUAL READING |£|

Future Reading Hone

Save&ﬂewl Llane | [elete | Save I Cancel

7. Enter the reading value in “Actual Reading” @.

8. Enter the date/time the reading was taken in @.

9. Click Save to save the reading you’ve just entered, then click Close to close the
window.
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Note: Meters are shown in the equipment record, but meter readings are not. For
information on viewing meter readings, see More About Meters on page 68.

Examining and Editing Equipment Records

From time to time, information about a piece of equipment may change. For example, the
equipment might be moved to a different building or you might reassess its replacement
cost. In this case, you should modify the equipment record to reflect the change.

Maintenance personnel might also wish to consult equipment records for information about
the equipment. For example, you might want to see when the warranty runs out on a
particular piece of equipment.

In both cases, you use the Equipment browser to look at the existing record. Open the
browser with Units — Equipment, select the piece of equipment in the browser’s list, then
click Edit. MainBoss will open the equipment record so you can examine it. You can also
make changes as appropriate.

When you have finished with the record, click Save to save any changes you’ve made, then
click Close to close the record window.

The Spaces Table

The Space table lists the spaces where maintenance might be required. These could include
offices in a commercial or industrial building, apartments in a residential building,
classrooms in a school, patient rooms in a hospital, common areas, grounds, etc.

MainBoss handles spaces very much like equipment. For example, the record describing a
space is like an equipment form without the VValue or Meters sections.

To open the Space browser, select Units — Spaces from the menu. From this point
onward, creating, examining or editing a space record is exactly like doing the same with
an equipment record. See The Equipment Table on page 57 for more information.

More About Meters

Equipment Meters on page 65 showed how to specify that a piece of equipment had one or
more associated meters. This section discusses additional information about meters.

Basic Principles about Meters

Meters can be used to schedule preventive maintenance. For example, you might specify
that a car needs an oil change every 3000 miles as measured by the car’s odometer.
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In order for the scheduling process to work, you have to record meter readings on a regular
basis. Suppose, for example, you record mileage readings for a car every week. After a few
readings, MainBoss can figure out the average distance the car travels every day and can
then predict when the next oil change should be scheduled. Obviously, this is just an
approximation, but the more readings you record, the better predictions MainBoss can
make.

When you generate preventive maintenance work orders, MainBoss checks its meter
predictions to see if any meter-scheduled jobs are expected to come due in the given
period. If so, MainBoss creates an appropriate work order for the required task. Depending
on the options you set, MainBoss can also create preventive work orders if it finds that a
meter reading has unexpectedly gone past the point when work was supposed to be
scheduled (e.g. if you drive a car much farther than usual in a particular week so that you
unexpectedly go past the mileage reading where an oil change is due).

“Defective Meter Readings”: In order for MainBoss to predict future meter
measurements, each meter reading must be higher than the previous one; in other words,
the readings should always increase. This can lead to difficulties if a meter reaches its
maximum and then “rolls over” back to zero. The way to handle this situation is described
in Meter Offsets on page 70.

If you record a meter reading that is lower than the last reading, MainBoss issues a message
saying that the reading is “defective.” First, check to make sure that you typed the reading
correctly. If you entered the correct value, either the meter is defective or you need to create
a meter offset.

Recording Meter Readings

It is helpful to record meter readings on a regular basis, especially if you base preventive
maintenance on those readings. For example, suppose a piece of equipment needs
maintenance every 500 hours of use. Then you should record the hours of use regularly so
MainBoss can tell you when 500 hours have passed since the last maintenance.

(1 To record a meter reading:

1. Select Units — Browse Meters from the menu. MainBoss opens a list of meters
defined on your equipment.
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Browse Meters ﬂil
| Meter | Descipion | Unit Building MAKIMILIAN MALL
3 =] | Unit GaS METER
4 4| | Dese. G&S METER
- | | Location BASEMENT BY ELEW
Offset
Lo CUBIC METERS
Created ay 04, 2001
v tt v
¥ ¥ ¥
x = =
Edit | LClone | Delete | Search |
Hew Frint | Mew Reading Io Done |

2. Find the desired meter in this list, then click New Reading @. MainBoss will open a
window where you can enter the new reading:

Create Meter Reading ﬂil

Building IED»& IE.-’-‘«NK OF AGRICULTURE
Unit IEG IﬁNY PIECE OF EQUIPMENT
Location I
Meter [ELEC |
oM KH KILDWATT HOURS

Paszt Reading Mot available

&clualﬂeadingl A o I ©
Meter Offzet I 1}
Effective Reading | w0 Mumber [MANUAL READING |£|

Future Reading Hone

Save&ﬂewl Llote | Lelete | Save I Cancel

Enter the reading in “Actual Reading” @.

4. Enter the date and time the reading was taken in ©.

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

Meter Offsets

Many meters “wrap around” when they reach a particular point. For example, a meter with
only five digits will wrap around from 99999 to 00000. In this case, 00000 really means
100000 but the meter doesn’t have enough digits to show the true measurement.

For measurement accuracy—especially if you are scheduling preventive maintenance based
on meter readings—it’s important that MainBoss can interpret what a meter reading really
means (e.g. that 00000 really means 100000). MainBoss solves this problem with meter
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offsets. A meter offset is a number that MainBoss adds to the reading you see on the meter
in order to come up with the “true” value for the meter.

In our example of the five-digit meter, the meter offset is zero until the first time the meter
wraps around. Then you should set the meter offset to 100000; this means that when the
meter reads (for example) 00123, the real value is actually 100123. If and when the meter
wraps around again, you should set the meter offset to 200000, and so on. In this way,
workers can simply record the readings they see on the meter, but MainBoss can still
calculate the true value associated with the meter.

Meter offsets may also be used when an old meter breaks and a new meter must be
installed. For example, if the old meter breaks at 12345 and you install a new meter that
starts at zero, you should specify a meter offset of 12345. This tells MainBoss to add 12345
to all readings from the new meter in order to determine the true value of what is being
measured.

Important: You must change the meter offset every time a meter wraps around, every time
you reset a meter to zero, and every time you replace an old meter with a new one.
Otherwise, MainBoss will not be able to convert meter readings into true values and you
will not be able to schedule preventive maintenance by meter readings.

[0  To specify the meter offset for a meter:

1. Select Units — Browse Meters from the menu. MainBoss opens a list of meters
defined on your equipment.

Browse Meters ﬂil
| Descipion | Unit Building MAKIMILIAN MALL
= = | Ui GAS METER
4 4| | Dese. G&S METER
Y | | Location BASEMEMT BY ELEW
Offset
Uakd CUBIC METERS
Created ay 04, 2001
v tt v
¥ ¥ ¥
x > =
Edit | LClone | Delete | Search |
Mew Erint | Mew B eading I o Done |

2. Find the desired meter in this list, then click New Reading @. MainBoss will open a
window where you can enter the new reading:
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Create Meter Reading e |

Building IM.&XMALL |Mx:-><|M|L|AN PaLL

Unit IGAS METER IGAS METER

Location |BASEMENT B ELEY

b eter IGAS METER IGAS METER-CUBIC METERS

UOK CUBIC M CUBIC METERS
Pazt Reading 2634500 an date Mayp 04, 2001 11:01:48pm

Actual Reading I | on I
Meter Offzet I ne
Effective Reading I WO Mumber [MANDAL READING |i|

Future Reading Hane

Save&ﬂewl Llore | Delete | Save I Cancel |

Enter the meter offset in “Meter Offset” @.

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

Template Specifications

It is useful to include specific information about equipment in your MainBoss records. For
example, for a forklift truck, it is useful to MainBoss to record facts like engine type, lifting
capacity, height, width, and so on. For an exhaust fan, it is useful to record motor
amperage, horsepower, RPM, etc. With all types of equipment, it is useful to record the
make, the model number, the serial number, and so on; this lets you call up the information
quickly from inside MainBoss, without needing to check outside records.

Although templates are most commonly used to record nameplate information about
equipment, they can also be used to create forms for storing information about spaces. For
example, you might record room dimensions, the type of bulbs used in light fixtures, the
location of fuse boxes and so on.

To accommodate the variety of equipment in any facility and to group similar items
together, MainBoss provides the ability to define templates or “electronic forms” for
recording equipment specifications. For example, the following picture shows a template
for an air compressor.
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Code IA;"E

Description |STDHE AT UNIT

BELTZ SIZE # MOTOR PULLEY ©.D. 1=
FILTER # | MOTOR PULLEY EORE
FILTER # BLOWER FULLEY O.D

ELOWER. PULLEY EBORE

MOTOR: HFP RFPH VOLTS
FRAME TYFE SHAFT
AfC: GPN BTU

ELECTRIC HEATER

=
Save &ﬂewl Llane I Delete | Save I Cancel I

Templates are used by MainBoss when creating equipment records. The template produces
a form where you can fill in specifications about a particular piece of equipment. The
above template produces a form like this:

i Create specification ﬂﬂ

Specification AT

EELTS SIZE [ | #| | MOTOR PULLEY O.D. 1=
FILTEE | E | MOTOR PULLEY BORE

FILTER | & | | BLOWER PULLEY 0.D

BELOWER PULLEY EBORE

|

L/C: GPM | |BTU |

ELECTRIC HELTER

MANIFACTURE | |mopEL. [
K.W.H. [ | wOLTS | PHASE | |

J |
Llone | Delete | Save I Carcel |

The picture above shows the window created from the original template. As you can see,
information has been filled into various boxes to describe a particular air compressor.

-73-



Creating a Template Specification

Before you begin creating a template specification, you should decide what information

should be contained in the template. Then you follow these steps:

[0 To create a template specification:

1. Select Units — Tables —» Templates from the menu. MainBoss opens the Template
browser.

| Code | Description Layout
""""""""""""" EOILERS x| |BELTS SIZE # MOTOR PULLEY 0.0
BLOWER COOLING TOWER 4
BOILERS ELECTRIC HEATER
BURMER ELECTRIC SERVICE | |FILTER #_ MOTOR PULLEY BORE
C/Twh FOOD FaIR HEATER
ELEC FOOD FAIR HEATER
FAM ERESH AIR FILTER # BLOWER PULLEY 0.0
HEAT HOT ‘WaATER TANKS
MOTOR METER READING
OUT-AIR MOTOR PUMP/FAN DATA BLOWER PULLEY BORE
READING STORE &/C LUNIT
TANKS SUPPLY/RETURN/ERAUST MOTOR: HF APt VaLTS
< | |FRAME TvPE SHAFT
¥ ¥
x x| |&C: GPM BTU
Edit | LClone | Delete | Search |
Hew !! Frririt | Dok |
2. Click New @. MainBoss opens a window where you can enter the template.
Create Template EHE
Code || e
Description I 9
=
Save & Newl [Elate I [VElets | Save I Cancel I

In “Code” @ enter an identification code for this template.

4. In “Description” © enter a longer description of what template contains.

5. In @ enter the template as a number of lines of text. You type a series of underscore ()
characters everywhere that you want to create a field that you fill in later.
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For example,

Serial #:

tells MainBoss that the template should contain a label “Serial #” followed by a field
that can be filled in with a serial number. The size of the field (the number of characters
that can be typed into it) is the same as the number of underscore characters that you
type.

The maximum length of any line in the template is 80 characters. There is no limit on
the number of lines. A line can contain multiple fields, as in

Fieldl: Field2: Field3:

Note: It’s a good idea to put one or more blank characters at the beginning and end of each
string of underscore characters. This will make the template easier to use and read later on.

6. When you’ve typed the template, click Save to save what you’ve entered, then click
Close to close the window.

Using a Template Specification in an Equipment Record

Once you have created a template specification, you can use it in equipment records. For
example, if you create a template that can hold information about forklift trucks, you can
then use that template in the equipment records for all your forklift trucks.

An equipment record can use more than one template specification. For example, you
might make one template for all automotive vehicles and then separate templates for
vehicles with special characteristics (like forklifts, delivery trucks, etc.). With this set-up, a
forklift truck might have two templates: the generic automobile template, plus a template
that recorded information that was unique to forklifts.

To associate a template with a particular piece of equipment, open that equipment’s record
in the Equipment table (as described in Examining and Editing Equipment Records on
page 68). Then follow these steps:
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[0 To use a template in an equipment record:

1. Inthe Specifications section of the equipment record, click New Specification. This
opens a window listing all existing template specifications.

| Code | Deszcription Layout
&/ =| |ECILERS =
BLOWER 2| |COOLING TOWER Y
BOILERS — | [ELECTRICHEATER o
BURMER ELECTRIC SERWICE
C/Twh FOOD FaIR HEATER
ELEC FOOD FAIR HEATER
FAM FRESH AR
HEAT HOT "WATER TANKS
MOTOR METER READIMNG
OUT-AIR MOTOR PUMP/FAN DATA
READING STORE A/C UNIT
TANES SUPPLY/RETURN/EXAUST
- -
¥ ¥
X X
Edit | Llone | Delete | Search |
Hew Frrint | Ok él Cancel |

In the list of templates @, click the one that you want to use with this piece of
equipment, then click Ok ®. MainBoss opens a window that lets you fill in the
template with information about the equipment.

i Create Specification

Specification ASC

COOLIHG BIU: | |
WOLTAGE : | |
|AMPERAGE : | |
CFM: | |
HEATING BTU: | |

1]
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To fill in a blank, click on the field, then type a value.

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

5. You’ll return to the equipment record. The template specification will be noted in the
record:

Create Equipment K E2
Building ||:|:P |£| IMAINBDSS PLANT E|

Code I

Desc. I

Identificatinnl Sewicel Spare Pats  Specifications |\r"alue I Metersl

S pecification Dezcription

based on template Afc ATR-COHDITIOHER

| Mew Specification i Mew Attachment | Edit | Delete |

‘ Save&Newl [Hlore | ElEE | Save | Cancel |

Note: You can examine or modify the values recorded in the template by clicking on the
template in the Specifications list, then clicking the Edit button below the list.

Obsolete Equipment

When you assign an Obsolete code to a piece of equipment, the record for that equipment
is removed from the normal Equipment table and placed in the Obsolete Equipment table.
You can see this table by selecting Units — Obsolete from the menu.

Keeping obsolete equipment records in a special table serves several functions:

[0 The records are still available for the purpose of comparison. For example, you may
find it useful to compare meter readings on an old piece of equipment to meter readings
on a new one; this can tell you how the new equipment stacks up against the old.

[0 Obsolete equipment is not shown in “Equipment” drop-down lists. This makes the
lists shorter and easier to scan through; it also avoids the possibility of confusing an
obsolete piece of equipment with newer replacements.
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O If it happens that you want to bring an old piece of equipment back into service,
MainBoss makes it easy to move the record from the Obsolete Equipment table back to
the normal Equipment table.

Note: When you make a piece of equipment obsolete, MainBoss does not automatically
delete information about spare parts associated with that equipment. For example, the
Spare Parts report will show the comment MaDE oBSOLETE When a spare part is associated
with obsolete equipment. If you want to remove such lines from the Spare Parts report, you
must open the equipment record for the obsolete equipment and remove all the spare parts
records associated with that equipment.

[0 To return obsolete equipment to service:

1. Open the Obsolete Equipment browser with Units — Obsolete:

Browse Obsolete Equipment 21l
| Buiding | Equipment | Diesciiption Building BANK OF 4GRICULTURE
‘ | PUMP HTG BOA zl HTG CIRC FHw PLIMP 50 Code PUMP HTG BOA 50
Y Desc. HTG CIRC FHw PUMP 50
- | | Location BASEMEMNT
o Equip Type FPUMP
Spstem BOILER
Cost Ctr. BUILDIMNG FUMD FOR BOA
ake KELLER
Miodel RO
Serial No. 50
= — +| | Obsalete QUT OF SERVICE-MOT REPLALCIMNG
T T z| | Scrap Date  May 11, 2001
x x >| | Scrap Value  $0.00
Edit | Delete | Search |
Activate 9 Frrint | Done |

2. Inthe list of equipment @, click on the equipment you want to bring back into service.

3. Click Activate @. This clears the obsolete code that you previously attached to the
equipment record and makes the record available in the normal Equipment table.

Service Contracts

MainBoss can record information about any service contracts on your equipment and
spaces.

Note: You should create appropriate records for the equipment and spaces before you
record information about the service contracts that cover those units.

When you prepare a work order on a particular piece of equipment or space, the Unit
section of the work order will list any existing service contracts on the unit.
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[J To record information about a service contract:

1. Select Units — Service Contracts from the menu. MainBoss opens the Service
Contracts browser:

Browse Service Contracts

2|
| Code | Servioe Contract SveCont  A/C STELLAR AR
i Desc. A¢C STELLAR AIR SERVICING
ELEY “endor Stellar Air Conditioning
Buz. Phane 555-908-9872
Eff. Date January 01, 2001
Expiry Date December 31, 2001
Cost $659.95
Coverage Parts only
Comments
- -
¥ ¥
x x
Edit | LClone | Delete | Search |

2. Click New @. MainBoss opens a window where you can enter information about the
service contract:

Create Service Contract

[ 7]
Code I
Desc. I
Yendaor I Iil INEINE Iil Mew Vendor |
Start Date I End Date I
Cost I
Coverage I Parts I™ Labor
Cammerts ;I
Building Unit Unit Description Make Model Serial Number
Add Equipment GJ Add Space | Eremiaye (it | Frint Serviced Unitz |
Save & Newl [Elame | [Velete | Cancel |

3. Specify general information about the service contract, including the name of the

contractor (chosen from the Vendor table), the starting and ending dates, the cost of the
contract, and what expenses the contract covers.

4. Next you specify which units are covered by the contract. To specify a piece of

equipment, click Add Equipment @. MainBoss opens the Equipment browser so you
can specify the equipment:
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Browse Equipment 2lx|

| Buiding | Eaupment | Desciption Building BANK OF AGRICULTURE
A/CBURNAEY =] [GAS METER =| | Code A/CMECH
A/CCHINESE | |HONEYMOON HOLIDAYS A/ UNIT 5| | Disse MECHANICAL FLOOR A/C UNIT
#/C CONFERENE— |HTG CIRC FHw PUMP BO& .
/0 HOMEYMOC] |INDUCTION RETURN FANS 2| | Leectmn  EREENIET
i INTERIOR RETURN FANS Equip Tpe  &/CLINIT
FOODFEST AT PIZZA MALL HOT WATER PUMP System STORE A/C UMIT
FOODFEST £/C PRIVATE MALL RETURM FANS
MAXMALL #/C SEC MECH 51-5UPPLY FAN Cost Chr. BUILDING FUND FOR BOA
MAXMALL ACOMP-CONTR MECHANICAL FLOOR A/C LIN Make STELLAR
MAXMALL COOL Twh PARKING EXHALST
MAXMALL FAM EXELEVM  |PIZZ4 PLUS A/C UNIT Hods! OLYMPIA
MARMALL FAN EX PARKING  |PRIVATE BANKING A/C UNIT Serial No. 12
mﬁm& = Fﬁﬁ E:é F\‘;;FB TA = EEEBER%KHJF?IUE?PS «| | AssetAccount AIR CONDITIONERS
MasxhaLl 2| |FAN RET INT M % SUPFLY FAM 2RD FLOOR SOUTH % FlEh Deke  duie 08, 12
PMALL x| |FAN RET M x| |wASHROOM EXHAUST FANS x| |War. Exp. September 08, 2003
Edit | Llone | Delete | Search |

HHew Frint | Ok é] Cancel
5. Find the equipment in the Browser list, then click Ok ©.

6. MainBoss will return to the previous window, and you’ll see the selected equipment in
the list of units covered by the contract:

Create Service Contract H

Code ISC 0001

Desc. ICHANE MAINTENANCE

Yendar |ALEE |£| IALEETHIJNII: SCALE |£| Mew Vendar |
Start Date Il]1 /0172000 End Date Il]1 70172002
Costl $500.00

Coverage W Parts v
Cammerts ;I
Building Unit Unit Description Make Model Serial Number
CCP E 3402 10004 HAWEK CRANE
Add Equipment QJ Add Space | Femove Unit | Frint Serviced Unitz |
Save & New | [Elame | [Ielete | Cancel |

7. To add a space to the service contract, click Add Space @. The rest of the process is
similar to adding a piece of equipment.

8. When you have finished recording which units are covered by the contract, click Save
to save the information, then click Close to close the window.
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Preventive Maintenance

This chapter introduces the basics of scheduling preventive maintenance (PM). Each PM
job is represented by a work order, just as a repair job would be. However, PM work orders
are created and scheduled by MainBoss itself; you do not make them up individually the
way that you do with corrective jobs.

Here are some terms that MainBoss uses in connection with preventive maintenance:

Task:

A description of a particular preventive maintenance operation.

For example, you might write up a task describing everything that should be
done during an oil change on a forklift truck. This could include inspecting
engine belts, checking the filters, etc. in addition to the oil change itself.

Task descriptions are typically written up as checklists or step-by-step
instructions for workers to follow.

Assigned unit: A unit (equipment or space) to which a task has been assigned.

Once you have written up a task description, you must tell MainBoss which
units require that type of maintenance. For example, if the task is an oil
change on a forklift truck, you would assign that task to all your forklift
trucks.

Schedule:

A specification of how often a particular PM task needs to be
performed on a unit.

For example, once you have assigned the “oil change” task to one or more
forklift trucks, you must specify a schedule for how often each truck gets
serviced.

Work can be scheduled by date (e.g. every three months) or by meter
reading (e.g. every 3000 miles). MainBoss’s scheduling facilities offer a
good deal of flexibility; for example, you can set up schedules like “The
first Tuesday of every month” or “Every 30 days during winter but not
during the rest of the year.”
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Preventive work order: A work order created by MainBoss and based on a task.

For example, suppose a forklift truck is scheduled for an oil change every
three months. Then every three months, MainBoss can create a work order
based on information from the task description. The work order specifies
exactly what workers should do during the oil change.

Since task descriptions are used to create work orders, a task description
may contain similar information to a work order. For example, the
description might say that every time you do an oil change, you need a given
quantity of oil, a new filter, and so on. When MainBoss creates the work
order, it takes this information from the task description and uses it to
reserve materials for the job.

Steps for Handling Preventive Maintenance:

The following list outlines the usual process for dealing with preventive maintenance work
on a particular unit (equipment or space):

Setup Phase:

1. Specify the preventive maintenance task (see Creating Tasks on page 84).

2. Assign the task to the unit (see Scheduling Units for Preventive Maintenance on page
86).

3. Specify a schedule for the task on that unit (see Specifying Task Schedules on page 88).

Use Phase:

4. Tell MainBoss to create work orders for all tasks that should be scheduled in the near
future (see Generating Preventive Maintenance Work Orders on page 94).

5. Adjust the generated work orders as necessary (see Adjusting Preventive Maintenance
Work Orders on page 95).

6. Print preventive maintenance work orders (see Printing Preventive Maintenance Work
Orders on page 97).

7. When a job is done, close the work order. This is done exactly like closing corrective

work orders—for details, see Closing a Work Order on page 49.
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Creating Tasks

Tasks have many features in common with work orders. For example, you can assign
personnel and reserve materials for tasks. When MainBoss creates a preventive work order
from a task, it uses information from the task description to fill out the various sections of
the work order.

The task description can contain a lot of information or only a little. For example, if the
same workers will always be assigned to a particular PM job, you can record the workers’
names and time estimates in the task description. MainBoss will use this information to fill
out the Labor section of any work order generated from the task.

On the other hand, if you intend to assign a job to whoever has free time on the day in
question, you might leave the task’s Labor section blank. In this case, you would fill in the
work order’s Labor section during the “Adjust Work Order” step (as described in
Adjusting Preventive Maintenance Work Orders on page 95).

Note: If you divide your workers into Trade classes, you might simply assign a Trade to a
job rather than a specific person. For example, if you have a MEcaanzc trade category with
five people in it, you might specify that the person who does the job will belong to that
trade, without specifying which person will actually be assigned.

During the “Adjust Work Order” step, you can also allow for differences between a
particular work order and the original task. For example, suppose the task description says
that Chris is assigned to a particular job, but Chris is sick or on vacation when the job has
to be done. In this case, you can have MainBoss generate the work order from the task as
usual, then change the work order to assign someone else to the job. This is another
example of adjusting work orders after they’ve been generated.

General Principle: Any information you record in the task description is used to fill out
work orders generated from that task. After a work order is generated, you may adjust that
work order to reflect any special considerations.

[0 To create a preventive maintenance task:

1. Select Work Orders — Browse Tasks from the menu. This opens the Task browser:
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| Task | Subject Priority 24 HOURS
CHANGE FILTER ON WATER SYSTE=| |Access FULL ACCESS, ACCESS ANYTIME
E:iﬁgg Hg:%“ ELF\_"’ATUHH % Work Cat, EMGIMEERIMG - MAINTEMEMCE
- Delizinzo Restan,

COOL Twih SPR Change non standard fights - A MAL— Cos.t Clr. BUILDIMG FUMD FOR MARIMILIAN MALL
EXIT SIGNS Change standard lights - kA MALL Project
F&M BEARING CHECK, AND CHANGE LIGHTS A5 ME Description
FAMNS CHECK, OUTSIDE LIGHTS
FILTER Chilled water coil winterizacion servicin EHQEEE m%ﬁgg%ﬁ?gHPHESSDH oL
FIRE PERMIT COMPLETE SERYVICE OF 5YSTEM LI CHECK BELTS
LIGHT STANDARD COOLIMNG TOWER - SERVICE
LIGHT-DELISIOSO Codling Tower - Spring Cleaning and 01 | GENERAL INSPECTION AND OPERATION
LIGHT-ELEW FIRE AL&RM PERMIT
LIGHT-LOB/STAIR LIGHT CHECE. lobbies and stairs
LIGHT-NO STAND Meter Reading
LIGHT-OUTSIDE replace emergency bulbs
LIGHT-PRKG SERYICE &lR COMPRESSORS
MTR READING SERWVICE ALL FANS AND FAM MOTO
SERVICE HEATRS SERWICE PUMP
SERWICE PUMP SERYICE WESTIBLE HEATERS

v »

¥ ¥

= x

Edit | LClone | Delete | Search |
Hew Frint | F/0 Protatypes I Done |

2. Click New @. This opens a window where you can specify the task.

Create Task HE
Task I 9 Subject I 9
Description I F'ropertiesl Labaor I Materiall Close I Assigned Unitsl
=
a
¥ Select for Prirting Save & Newl [Elare: I Welete Tiash: | Save I Cancel

In “Task” @ specify an identification code for this task.
In “Subject” © specify a brief description of the task.

o &~ w

Fill out the Description, Properties, Labor, Material and Close sections with
information that you want to be copied into any work orders generated from this task.
(For more about these sections, see Creating a Work Order on page 23.)
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6. Fill out the Assigned Units section as described in Scheduling Units for Preventive
Maintenance on page 86.

Prototype Purchase Orders: When a work order uses labor or materials from an outside
contractor, you create a purchase order to handle the costs. When a task uses labor or
materials from an outside contractor, you can create a prototype purchase order to handle
the costs. In the same way that a task can be used to create work orders, a prototype
purchase order can be used to create real purchase orders.

For more on prototype purchase orders, see Prototype Purchase Orders on page 139.

Note: You can print task descriptions using Work Orders — Reports — Print Tasks.

Scheduling Units for Preventive Maintenance

When you have filled out the other sections of a task description, you use the Assigned
Units section to specify the units to which the task will apply. For example, if the task
describes an inspection procedure for air-conditioning units, you would specify all the air-
conditioners that need that kind of inspection.

When you assign a unit to a task, MainBoss gives you the chance to add extra information
to any work orders created for that unit. For example, suppose that the inspection for a
particular air-conditioner model requires a few more steps than the standard inspection
process. Then the main task description can describe a “generic” inspection, while the unit
assignment information can describe any extra steps needed by this specific air-conditioner
unit.

As another example, suppose that changing the oil on a particular make of forklift truck
requires a special tool that isn’t required with other trucks. In this case, the unit assignment
information for that truck can record that the special tool is required.

When MainBoss creates a preventive work order based on a task, it adds the assigned unit
information to the information given in the task. Therefore, the resulting work order
consists of information from the task, plus information from the assigned unit record.

(Some fields can only contain one piece of information. For example, the “Access” field
can only contain a single access restriction code. In this case, the work order will have the
setting from the assigned unit record instead of the one from the original task.)

[0 To schedule a unit for preventive maintenance:
1. Go to the Assigned Units section of the task description.
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Create Task

Taskl Subiectl

Building LInit D escription Scheduled
=
2
-
X
.
¥
x
Add Unit... o | Edit&ssianed nit: [velete Aesmmed urmi

¥ Select for Printing Save&Newl [Elame: I [Velete Taskl Save I Cancel |

2. Click Add Unit @ to add an entry to the list of units assigned to this task. MainBoss
opens a window where you can specify information about the unit.

Create Assigned unit

Taskl Subiectl

Unit IDescriptionI F‘ropertiesl Labar I Materiall Cloge I

" Equipment " Space
Buiding u [2] [310 PARK DRIVE 2]
Urit | E| INIZIN E 2]
Location I
Schedule Tupe Meter Scheduled

L S IS 3 L

Add Schedule.. | Edit Setedule [elete Srfieduls

¥ Select for Prirting Save & Mew | [Elare I [Velete Assimred it I Save I Cancel |

3. Inthe Unit section, specify the unit that will receive this type of preventive
maintenance. You must specify whether the unit is Equipment or a Space, the
“Building” that contains the unit, and the “Unit” itself.

-87-



4. Fill out the remaining sections of the unit assignment with information that you want
added to any work orders generated for this unit. These are filled out in a way similar to
filling out a work order; for more information, see Creating a Work Order on page 23.

Specifying Task Schedules

Each unit assigned to a task has an associated schedule for performing that task. Schedules
may be set up by date, meter reading, or both. For example, a vehicle might be scheduled
for an oil change every three months or 3000 miles, whichever comes first.

The scheduling facilities of MainBoss can set specific date assignments (for example, the
first Tuesday of every month) or assignments that allow more leeway (for example, every
three months, unless the date falls on a weekend, in which case the job is bumped to the
following Monday).

You can also set up seasonal schedules. For example, a job like inspecting air-conditioners
can be scheduled every 30 days during the summer but not during the winter.

Note: Examples at the end of this section show how to set up various types of schedules.

Multiple Schedules: You may set up multiple schedules for the same job. For example, if
an oil change should be scheduled every three months or 3000 miles, you would set up two
schedules: one for every three months and one for every 3000 miles. You would specify
that both these schedules were relative to the last time you made an oil change; therefore,
when either the date or the meter reading came up, MainBoss would schedule the oil
change.

Similarly, if you want to have different schedules in different seasons, you would create a
separate schedule for each season.

The Schedule Basis: The Schedule Basis is the date or meter reading when you want to
“start the clock” for preventive maintenance. In the case of scheduling an oil change, this is
usually the date or odometer reading when you did the last oil change.

When you first set up the schedule for a unit, you must specify the Schedule Basis by
hand; for example, you must type in the date of the last oil change. After that, MainBoss
automatically sets the Schedule Basis for you (since it knows the last time you did the
preventive maintenance job).

MainBoss offers a number of options for setting the Schedule Basis. For example, suppose
a particular job takes five days to complete. If the job has to be scheduled every three
months, MainBoss lets you specify whether that means three months after the first day of
the job or three months after the last day.

As another example, consider an oil change that should be scheduled every three months or
3000 miles. You do this by setting up one schedule that says “every three months” and
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another that says “every 3000 miles”. But when an oil change happens, you want to “start
the clock™ again for both schedules—you don’t want MainBoss to tell you it’s time for an
oil change after three months, then tell you it’s time for another oil change a short time
later when you reach 3000 miles. Therefore, you want to start the clock on both schedules
when you do the actual oil change, whether you did the oil change by date or by meter.

Because of such considerations, MainBoss gives you several options for setting the
Schedule Basis for the next job:

[0 The day or meter reading when the current job is scheduled to begin (even if the job
doesn’t actually start then) [Next schedule]

The day or meter reading when work actually starts on the current job [Work Start]
The day or meter reading when work actually ends on the current job [Work End]

The day or meter reading when work actually starts on any preventive maintenance for
the unit, based on this task (this deals with the “three months or 3000 miles” situation)
[Work Start on any Work Order for Task/Unit]

[0 The day or meter reading when work actually ends on any preventive maintenance for
the unit, based on this task [Work End on any Work Order for Task/Unit]

The default is to choose the day or meter reading the current job is scheduled to begin
(Next schedule).

The scheduling facilities also let you specify what should happen if MainBoss finds that a
job is overdue (i.e. it didn’t begin on the scheduled date or at the scheduled meter reading).
There are two choices:

001 Simply skipping the task this time and scheduling it again the next time it comes due
[Skip task and reschedule]

[0 Reschedule the job as soon as possible [Defer work to Generate date as explained
below]

For example, suppose a particular job is scheduled for the first of every month. Also
suppose that you generate PM work orders on April 2, and MainBoss notices that you
haven’t started the job that was scheduled for April 1.

[0 If you specified that the task should be skipped, MainBoss simply reschedules for May
1 when the job comes due again.

[J  If you specify that you should reschedule as soon as possible, then MainBoss
reschedules the job for April 2. (This is called deferring the work until the “Generate
Date” because the day MainBoss generates new PM work orders is the day MainBoss
notices that the existing work order is overdue.)

Scheduling by Meter: When scheduling by meter reading, you must specify which meter

should be used. This handles the situation where a piece of equipment might have more
than one meter.
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The “Schedule Basis” value should be the meter reading at which you last performed the
preventive maintenance job. “Schedule Interval” should be the desired increment between
jobs. If you fill in these two values, MainBoss automatically sets “Next schedule” to the
meter reading where the next job should be scheduled. (You can also set “Next schedule”
manually in situations where you want to specify a different value than normal.)

For example, suppose you want to schedule an oil change for a vehicle every 3000 miles.
In “Schedule Interval” you set 3000 (indicating the job should be performed every 3000
miles). In “Schedule Basis” you set the odometer reading for the last time you did an oil
change. MainBoss will automatically set “Next schedule” to the mileage measurement at
which the next oil change should be performed.

When you generate preventive maintenance work orders, MainBoss forecasts future meter
readings based on past averages. For example, suppose “Next schedule” for a particular
job is 10,000. Whenever you generate PM work orders for a given period, MainBoss looks
at past readings for the meter, calculates the average day-to-day increase in that meter, and
determines whether the meter is expected to reach 10,000 during the period. If so,
MainBoss generates an appropriate PM work order.

[0 To specify a schedule for a unit:

1. Inthe Unit section of an assigned unit record, click Add Schedule @.

Create Assigned unit HE

Taskl Subiectl

Unit IDescriptionI Propetties | Labor | Material | Close |

© Equipment " Space

Building |31u |é| |31I]PAFIKDRIVE
Unit | |é| INIZINE

Loeation I

[] [ie]

Schedule Type Meter Scheduled

SR A N

Edit Sehedule [Velete Seteduls

¥ Select for Printing Save & New [Elare: [efete A siared writ Save Cancel
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2. MainBoss opens a window where you can specify the

schedule for this unit:

Tazk IW Subjectl
! Equipment ") Space
Building IBDA IBANK DF AGRICULTURE
Unit | |NDNE

Location I

Schedule I E:-:ceptionsl
5 ByDate 9 ' By Meter 9

Schedule Basiz || 9
Mext schedule I

Schedule Interval I 1 IDa_l,l[s] Iil 6

Wk Start % Defer work to Generate date 0

Set Schedule Basis to ... If task is overdue...
€ whork Start on any ok Order for T agk/Unit ’7(‘ Skip task and reschedule

% Mest schedule
" ‘whork End

Do not use this schedul
€ whork End on any work Order for Task it B Do fibsoshes

‘ Save & New | Llone I Delete |

Save I Cancel I

Specify whether the work will be scheduled By Date @ or By Meter ©.

4. Set “Schedule Basis” @ (typically to the date or mete

r reading when this PM task was

last performed on the unit). If you are scheduling by meter reading, you must also

specify the meter involved.

5. Set “Schedule Interval” © to the length of time or meter readings between one job

and the next. (Time can be set in days, weeks, months

, quarters, or years.)

6. For “Set Schedule Basis to” ® choose an option for controlling what will be the basis

for scheduling the next time this task is done.

7. For “If task is overdue” @ choose an option for what happens if MainBoss is
generating work orders and finds that a previously generated work order hasn’t been

started yet.
8. Go to the Exceptions section:
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Tazk IW Subject I
1 Equipmert " Space
Building IBDA IBANKDFAGHIEULTUHE
Unit | |NDNE

Location I

Schedule

On Seazon Start I

On Season End I
If triggered in off zeason, then
& Diefer until seazon startz " Skip task, and reschedule ‘

Enabled weekdays
v Monday Vv Tuesday v ‘Wednesday [V Thursday v Friday v Saturday ¥ Sunday ‘

If triggered on a dizabled weekday, then
’75‘ Defer Schedule ™ Skip tazk. and reschedule

‘ Save&ﬂewl Llone I Delete | Save I Cancel I

9. If you only want tasks scheduled during a portion of the year, fill in the start and end
dates of that period in “On Season Start” and “On Season End” ©.

10. If you want to make sure jobs are not scheduled on some days of the week (for
example, weekends), remove the checkmarks from the days you want to eliminate ©.

11. Click Save to save the schedule you have just created, then click Close to close the
window.

Scheduling Examples

Oil change every 3 months or 3000 miles: You need two schedules for the same unit:
1. Inthe Schedule section, click By Date.

Set “Schedule Basis” to the date of the last oil change.

Set “Schedule Interval” to 3 months.

Set “Set Schedule Basis to” to Work Start on any Work Order for Task/Unit.

2. Inthe Schedule section, click By Meter.
Set “Schedule Basis” to the odometer reading at the last oil change.

Set the meter associated with “Schedule Basis” to the appropriate odometer (mileage
meter).

Set “Schedule Interval” to 3000.
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Set “Set Schedule Basis to” to Work Start on any Work Order for Task/Unit.

Scheduling a job for the first Tuesday of every month:

In the Schedule section:
Click By Date.

Set “Schedule Basis” to the most recent first Tuesday of the month.
Set “Schedule Interval” to 1 month.

In the Exceptions section:
Remove the checkmarks on every weekday but Tuesday.

A similar techinque can be used for dates like “the second Wednesday of the month”, “the
third Thursday” and so on.

Scheduling a job every month May - October, every three months otherwise: You
need two schedules for the same unit.

1. Inthe Schedule section, click By Date.
Set “Schedule Basis” to the last date the job was done.
Set “Schedule Interval” to 1 month.

Set “Set Schedule Basis to” to Work Start on any Work Order for Task/Unit.

In the Exceptions section, set “On Season Start” to May 1.
Set “On Season End” to october 31.

Set “If triggered in off season, then” to Defer until season starts.

2. Inthe Schedule section, click By Date.
Set “Schedule Basis” to the last date the job was done.
Set “Schedule Interval” to 3 months.

Set “Set Schedule Basis to” to Work Start on any Work Order for Task/Unit.

In the Exceptions section, set “On Season Start” to November 1.
Set “On Season End” to april 30.

Set “If triggered in off season, then” to Defer until season starts.
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Generating Preventive Maintenance Work Orders

In order to schedule preventive maintenance, you must explicitly tell MainBoss to generate
appropriate work orders.

Important: PM work orders are not generated until you tell MainBoss to do so. You
must explicitly tell MainBoss to generate the work orders.

PM work orders are always generated for a specific period. For example, every Friday you
might generate work orders for the next week (up to and including the next Friday).
MainBoss will then check all the PM schedules and see which jobs come due in the
specified period. MainBoss will also check all the meter readings that have been recorded
and will determine which jobs will come due based on those readings.

You specify a time period by giving the last day of the period. MainBoss will generate
work orders for all jobs up to and including that day, and after the date you used the last
time you generated work orders. For example, suppose that the last time, you generated all
work orders up to March 30. The next time you generated work orders, you might tell
MainBoss to generate work orders up to April 15; then MainBoss will generate work
orders for all PM jobs that come due from March 31 to April 15 (inclusive).

By default, MainBoss is set up to generate PM work orders every week. You can change
this default by setting your preferences (as described in Preferences on page 164) or by
setting a different date when you actually generate the work orders.

[0 To generate PM work orders:

1. Select Work Orders — Generate Work Orders from the menu. This opens the
following window:

Generate Maintenance Work Orders ied |

Generate up ko || 0

[ Use single Purchase Order for generate period
" Create Closed Purchase Orders

Preview al Repart [3enerate d Cancel

2. In “Generate up to” @ fill in a date. MainBoss will generate work orders up to and
including that date.

3. Ifyou like, click Preview @ to preview which work orders would be generated in the
given period. MainBoss may take some time to determine what these work orders
would be. When it has done so, it displays the work orders. (Each line in the display
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has a “disposition” providing information about the generation process. For an
explanation of these dispositions, see the online help.)

4. Click Generate © to generate the actual work orders. (MainBoss may take some time
to generate the work orders. When it’s finished, MainBoss displays how many work
orders were actually generated.)

5. Click Close to close the window.

Preview shows what work orders are due to be generated but does not actually create the
work orders. To create the PM work orders, you must click Generate.

Adjusting Preventive Maintenance Work Orders

After MainBoss has generated a set of PM work orders, you may adjust any of those work
orders to reflect special circumstances. For example, suppose that a PM task description
assigns a job to a particular worker, but that worker is sick or on vacation. In this case, you
should adjust the generated work order to assign the job to someone else.

As another example, suppose a vehicle is scheduled for a routine oil change but you’ve
also received a complaint about a slow leak in one of the vehicle’s tires. You may choose
to modify the oil change work order to tell workers to deal with the slow leak too.

You can adjust a work order at any time, but many organizations find it convenient to
review PM work orders immediately after the work orders have been generated. At this
point, they’ll be easy to find in the list of outstanding work orders—they’ll be at the end
because they’ve just been generated.

To adjust a PM work order, follow the instructions for modifying work orders given in
Modifying Work Orders on page 43.

Work Order Schedules

After you have generated PM work orders, it’s often a good idea to check upcoming
schedules for your personnel. For example, if a particular worker has been scheduled to do
several jobs on the same day, work orders might need to be adjusted to give part of the
work to someone else.

MainBoss can display and/or print off a report on the work scheduled for any period. For
example, if you have just generated PM work orders for the upcoming week, you’ll
probably find it useful to get a report on exactly who has been scheduled to do what during
that week.
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[0 To obtain a work order schedule for a particular period:

1. Select Work Orders — Reports — ManPower Schedule from the menu. MainBoss
opens a window where you can specify what you want to see in the report:

From To
(1) Qatel ||
Task I I
—Inzide
Tradel
F'ers::nnnell

[ie] [ ] [i+]
0] [ ] [i#]

@ FPerzonnel Name I

— Dutzide
Yendaor Typel |i| I |£|
‘»-’endu:url Iil I Iil

‘-.fendn:nrNamel Iil I Iil

Tataling————— [~ Cost typez Dretail

£ Tatal Daily ¥ Inside * Summary ©

 Total weekly ¥ Outside O Detasl @

£ Total Monthly

Current printer; $SCERYEALNHP Lazeret 8000 DM PS5 on [B000dA

Preview@l Erint@l Print 5 etup Export... | Cloze I

2. Use the “From” and “T0” columns of “Date” @ to specify the period you want
covered by the report.

3. You can get a schedule for a single worker by specifying that worker’s name in both
the “From” and “T0” columns of “Personnel Name” @.

4. If you just want a summary of scheduled jobs, click Summary ©. If you want more
details about each job, click Detail @.

5. Click Preview @ for a preview of the schedule, or click Print ® to print the schedule.
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After you have examined the schedule, you may want to adjust some of the work orders.
For example, if a worker is scheduled for too much work on a particular day, you should
reassign some of the work to somebody else, or reschedule some of the jobs to a different
date.

Printing Preventive Maintenance Work Orders

After you have made any desired adjustments in the generated PM work orders, you’re
ready to print the work orders.

[0 To print generated PM work orders:

1. Select Work Orders — Print Work Orders from the menu. MainBoss opens a
window where you can specify which work orders to print:

PintWok Odes M|
Frorm Ta
W/ /0 Mumber | |£| |£|

|
Building | |£| |
Unit | |

& Open'work Orders ¥ Coneclive @

" Clozed Work Orders v

Statuz “Work, Order Clazs
|7 |7 Preventive @

— Printing O phions

¥ Tum off Select far Printing after printing
[ Sort by Building

V¥ Include description

v Include labor information

V' Include material infarmaticn

[ Include unit specifications
[T Suppress costs

Additional labar lines 0
Additional material ines 0

Current prinker; HP Lazerlet 8000 Serez PS on Mell:

Frexview € Frint @ Prirt Setup

Ewxport... | Cloze I

2. Checkmark Preventive @ and clear the checkmark on Corrective @.

3. Click Preview © to preview the work orders to be printed and/or click Print @ to print
them.

-97-



Closing Preventive Maintenance Work Orders

You close a preventive maintenance work order the same way you close other work orders.
However, it’s important to make sure that you set the “Work End” date to the date when
the job was actually finished.
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General Inventory Control

This chapter outlines how MainBoss helps you keep track of your materials inventory. In
particular, the chapter examines how to record information about what items you have in
inventory and where those items are stored.

Note: This chapter does not look at purchasing and receiving. That topic is covered in
Purchasing and Receiving on page 117.

As inventory materials are used, MainBoss automatically adjusts its database according to
the information recorded when you close a work order. For example, if a particular work
order states that you put a new tire on a forklift truck, MainBoss automatically reduces the
count of tires in your inventory (as of the date of issue as stated on the work order).

You may also make manual adjustments to inventory totals. This lets you account for
breakage, transfers from one storeroom to another, and other factors that influence your
inventory. (See Other Inventory Operations on page 112.)

MainBoss can print off a checklist stating what items a particular storeroom is expected to
contain. Comparing this checklist to the actual storeroom contents lets you reconcile
MainBoss’s records with actual counts. For more information, see Taking Physical
Inventory on page 109.

Inventoried vs. Non-Inventoried Items: Recall that MainBoss distinguishes between two
types of materials:

[ Inventoried items are materials whose use you monitor on a per-job basis.

[ Non-inventoried items are materials whose use you do not monitor so precisely, either
because they are used rarely and seldom kept on hand, or because they are too much
trouble to monitor exactly (e.g. masking tape, glue, pencils, and other widely used
items).

The most important difference between the two is that MainBoss doesn’t try to tell you
when to reorder non-inventoried items (because it doesn’t keep track of how much you’re
using). However, you can still include non-inventoried items on purchase orders. For
example, you probably don’t want MainBoss to keep track of every dab of glue that gets
used on a job, but you can still write up a purchase order to buy more glue.

Inventory Category: An inventory category is a name used to group inventory items.

For example, you might create an inventory category named LIGHT BULBS
under which you group all the various kinds of light bulbs used in your
operations.
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To create inventory categories, select Inventory — Tables — Categories
from the menu.

Creating a New Inventory Item

Here are the steps you typically follow to add a new item to your existing inventory.

1.

Create a record for the new inventory item (see Describing Inventory Items on page
101).

Specify basic information about the item (see Inventory Item Properties on page 102).

Record your current inventory levels for the item (where the item is stored in your
storerooms and how much you have on hand) as described in Inventory Item Status on
page 103.

If the item is a spare part for one or more pieces of equipment, record which pieces of
equipment use the part (as described in Inventory Item Usage on page 106).

Create item
record

a4
Specify basic
info

a4

Record stock
on hand
4

Record spare
part info

Creating a New Inventory Item
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Describing Inventory Items

For each item you keep in inventory (spare parts, tools, and other materials used in your
maintenance work), you may create an entry in the Inventory Items Table (see Describing
Inventory Items on page 101). This entry specifies information about the item, including:

[0 The minimum quantity you want to keep on hand. If your stock goes below this

quantity, MainBoss can notify you that it’s time to reorder.

[0 The maximum quantity you want to keep on hand. When MainBoss reorders, it
recommends that you buy the quantity required to get back up to this maximum.

Where the item is stored. There may be more than one storage location if your stock of
the item is divided amongst several different storerooms.

Where the item is used. For example, if a particular spare part can be used in many
different pieces of equipment, you can record all the equipment that uses the spare part.
This kind of cross-reference can be useful in projecting future materials use.

The quantity of the item currently on hand, and the cost of that quantity. You can

specify cost by giving the cost per item, or the total cost of all such items in your
inventory.

To begin recording information about an item:

1. Select Inventory — Browse Items from the menu. MainBoss opens the Items browser,
showing the items for which you have already recorded information:

| Code | Dezcription Code 100
S =| [11/8F MORTISE CYLINDER 519-358 =] |Dese. 100w/
#/C BELT = [100 G40 FAT ALBERT =] [Inv. Cat LIGHT FIXTURES - SUPPLIES
BALLAST 120V = e -
BALLAST 1F40 154 INCANDESCENT BULE -
BALLAST 2F40 15w-TE CANDELABARRA BASE Minimum 5
BEARING 250w QUARTZ SPOT LIGHT M i £0
BELT 445 M/ TEF 32
BELT 450 B 24 VOLT MINIATURE Dn Hand 40
BELT B45 63 3/4 PULLEY On Order 0
BELT BS54 6203 27 BEARING
EELT BE4 €5/ BR30 FLOOD Unfieserve 0
CAMDEL 15%/ 245 Auvailable 40
E\L%lx‘rfq ELESE“;A i:’BEDHEPAIH BELTS Lotal ot 2
ELEVATOR 20w/ [ |B-45 = ([ECes s
EMER EXIT LIGH® E- Comments
FaT ALBERT 100 ¥ |B-E4 BELTS ¥
FLOOD E5w  X| |BALLAST 1204 2F40 x
Edit | Clone | Delete | Search | Show only
&+ Inventaried ltems
" " Non-lnventaried ltems
2. Click New @. This opens a window where you can enter information about a new item:
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Create Inventory Item ﬂil

Code || g
Desc. I 9
Froperties |Status| Usage | Maintenance |
I, Cat. | 2] INDNE [2]
UOM | 12| INDNE 2]
Minimuml 1 & |rwentaried ltem
Werfin I 1 " Nonnventoried ltem
— Tatal Camrent:
On Hand Tatal Cost ;I
On Order Unit Cost
On Reserve ;I
Stock
B uilding/Storeroom Location On Hand

‘ Save&Mewl Llone | Delete | Cancel |

In “Code” ® enter an identification code for the item.

In “Desc.” © enter a description of the item.
Fill out the Properties section as described in Inventory Item Properties on page 102.
Fill out the Status section as described in Inventory Item Status on page 103.

Fill out the Usage section as described in Inventory Item Usage on page 106.

© N o o b~ ow

Click Save to save the information you have recorded, then click Close to close the
window.

Inventory Item Properties

The Properties section of an inventory item record provides basic information about the
item:
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Create Inventory Item ﬂil

Code I

Desc. I

Froperties |Status| Usage | Maintenance |

I, Cat. | + §)0ONE [2]
(s | *@)I0NE |£|
Mirirrirn I 1 o & |rwentaried ltem e
Werfin I 1 9 " Nonnventoried ltem @
— Tatal Camrent:
On Hand Tatal Cost ;I
On Order Unit Cost 0
On Reserve ;I
Stock
B uilding/Storeroom Location On Hand

‘ Save&Mewl Llone | Delete | Cancel |

[0 Tofill out the Properties section of an inventory item record:
1. In“Inv. Cat.” @ specify an inventory category.

2. In“UOM” @ specify the units used to measure this type of item (for more about units
of measure, see MainBoss Concepts on page 5).

3. If you are describing an inventoried item, click Inventoried Item ©. In “Minimum”
O fill in the minimum quantity you want to keep on hand (as measured in the given
units of measurement), and in “Maximum” @ fill in the maximum quantity you want
to keep on hand.

4. If you are describing a non-inventoried item, click Non-Inventoried Item @.

In “Comments” @ enter any extra information you might want to record about this
type of item.

When you have entered more information about the item, the list ® in this section will
show all the storeroom locations where items of this kind are kept.

Inventory Item Status

The Status section of an inventory item record contains a list of all transactions involving
items of the given kind. For example, it lists purchase orders where the item was purchased
and received, work orders where the item was used, and price quotes from suppliers.
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Edit Inventory Item 2lx|

Code |100w

Desc. |1nnw

Properties | Usagel Maintenancel

Building | [2] IALL [2]
Storeroom I Iil IALL Iil
Date Type (uantit Value Reference
- was 9.00
05/05/01 PC 10 SCONNYS 3-2UPPLIES was 0O F
05/05/01 EV 9.00 was 4.80 -
os/08/01 FC 14 General Inventory was 0
05/058/01 EV 4,80 was 3.00
05/05/01 FC 5] FOODFEST F-REPAIER was 0O
05/05/01 EV 3.00 was 0.00
05/05/01 FC 10 BEOL B-3UPPLIES was 0O
v
5
=

Mew Price Quote | Mew Phyzical Count | Mew W aluation | Delete

‘ Save&Mewl LClone | Delete | Cancel |

The Type column contains a two-letter code that tells you what the rest of the line means.
Possible codes are:

wo Item was issued for use in a work order. Quantity tells you how much was used,
Value tells you the value, and Reference tells you the work order number.

1s Item was issued manually. Reference gives the building and storeroom that
contained the item(s) issued, the issue code stating the reason for the issue, and the
information that was specified in the “Issue t0” field when the item was issued.

po ltem was ordered on a purchase order. Reference gives the purchase order number
and the vendor code.

rc Item was received in response to purchase order. Reference gives the building and
storeroom where the received items went, the waybill number of the receipt, the
associated purchase order number, and the vendor code.

pc Quantity was changed by a physical count (taking inventory). Reference gives the
building and storeroom where the physical count was recorded, and the old count in
that storeroom (before you recorded the new physical count).

TF ltem was transferred out of a storeroom. Reference gives the building and
storeroom that the item was transferred from.

T ltem was transferred to a storeroom. Reference gives the building and storeroom
that the item was transferred to.

aJ Item record was adjusted for some non-standard reason. Reference gives the
building and storeroom in which the adjustment was made, and the adjustment code
specified.
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po Price quote on the item (created by clicking New Price Quote). Reference gives
the code of the vendor who offered the quote.

Ev Estimated value (created by clicking New Valuation). Reference gives the old
value (the one before you entered the new valuation).

rs Item was reserved for use in a work order. Reference gives the work order number.
rRT Item was specified in a task description. Reference gives the task identifier.

po Database quantity: indicates the quantity of the item obtained during the process of
converting from an older version of your MainBoss database. Reference gives the
building and storeroom containing the item.

pv Database value: indicates the price of the item obtained during the process of
converting from an older version of the database. Reference gives the building and
storeroom containing the item.

When you are creating a new inventory item record, you usually use the Status section to
record where the item is stored in your storerooms.

(1 To record where an inventory item is stored:
1. Click New Physical Count. MainBoss opens a window where you can record item

locations:
I, Cat. | IALL
¥ [rventoried [tems W Hon-nventoried lkems
Selected ltems |1ntrw |1an
Fick Thisltem | Fick e ltem
Irwv. Item |1ntrw |1an
Date I
Stack Available | 40 IEAEH
On Order I 0 On Reserve I 0
Building IBDA MANK OF AGRICULTURE |£|
Storeroom | MEENEHAL INVENTORY |£|
St OnHnd Total Cost Tatal On Hand Uit Cogt
Before | 14 | $12.00 | 40 | $0.20
iter | (3] $z00 | | 1@y0
Location I e ' Prasarve Unit Cost
Reterence I " Pragerve Total Cost
Save &ﬂewb Llone | Delete | Save I Cancel |

2. In “Building” @ specify the building that contains a storeroom where the item is
stored.
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In “Storeroom” @ specify a storeroom where the item is stored.

4. In “After” © specify the quantity of the item currently on hand in the specified
storeroom.

5. In “Unit Cost” @ specify the per-unit cost of the items.

6. In “Location” @ specify the location of the items within the storeroom (for example, a
shelf number).

7. If items of this Kind are stored in other storerooms as well, click Save & New @.
MainBoss will clear the fields in the window and let you record where else the item is
stored.

8. When you have recorded the last location where the item is stored, click Save to save
the most recent information, then click Close to close the window.

You record price quote estimates and customary suppliers by clicking New Price Quote.
You record actual inventory values by clicking New Valuation. For more information,
click either New Price Quote or New Valuation and then consult the online help.

Inventory Item Usage

The Usage section records where a particular item is used as a spare part.

Note: Equipment Spare Parts on page 61 described how to record spare parts beginning
with an equipment record. This section tells how to do the same thing beginning with an
inventory item record.

Edit Inventory Item 2lx|

Code |AHC BELT

Desc. IAJE REPAIR BELTS

Maintenance I

Euilding L rit Lnit Description Cuantit

AIMA LT BURMAEY BURNAEY FLORIST A/C TUNIT 2
BOL A/C MECH MECHANICAL FLOOR A/C UNIT 2
BOL A/C PRIVATE FRIVATE BAMNKING A/C UNIT Z
FOODFEST A/C CHIMESE CHINESE CHICKEN A/C UNIT 2
SONNTS A/C CONFERENCE CONFERENCES FORUM AL/C UNIT Z
MAXMALL A/ C HONEYTMOON HONETMOON HOLIDAYS ASC UNIT Z
FOODFEST A/C PIZZL PIZZL PLUS A/C UNIT 2
MAZMALL AfC 3EC SECURITY OFFICE Z

Add Spare Part o | Edit Spare Part | Delete 5pare Part |

‘ Save&Mewl LClone | Delete | Cancel |
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The area in the middle lists all the equipment and spaces for which this item is considered a
spare part.

[0 To specify that an item is a spare part for a unit:

1. Inthe Usage section of the inventory item record, click Add Spare Part @. MainBoss
opens a window where you can describe how this item is used as a spare part.

21|
Building @ | £40EANK OF AGRICULTURE [¢]
i Equipment @) " Space ©
Uit | MNDNE |i|
[uantity I 10
Save & Mew | LClone | Delete | Save | Cancel |

2. In “Building” © specify the building that contains the equipment or space.

3. Click Equipment @ if the spare part is associated with a piece of equipment and
Space © if the spare part is associated with a space.

4. In “Unit” @ specify the piece of equipment or space that uses this item as a spare part.
5. In “Quantity” © specify the quantity of this item that the specified unit uses.

6. Click Save to save the information you have just specified, then click Close to close the
window.

When you return to the inventory item window, you will see the specified unit has been
added to the list of units for which this item is a spare part.
Inventory Item Maintenance

The Maintenance section lists all preventive maintenance tasks that use the item. This list
is simply for your reference. If you want to add this item to a PM task, use the normal
facilities for reserving materials for tasks (see Creating Tasks on page 84).

Inventory Operations

The purpose of MainBoss inventory control is to let you keep track of what materials you
have on hand. If a particular job needs an item, you can use MainBoss to determine the
storeroom locations where that item is currently available.
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In order for MainBoss to be effective, you must make sure that your records in the
computer match what’s actually in your storeroom. This means that you must keep track of
actions that affect your inventory. In most cases, MainBoss does this automatically; for
example, when a work order records that an item was used in a job, MainBoss
automatically updates the records about that item.

However, there are a few situations where you must tell MainBoss directly that your
inventory has changed. For example, if you move items from one storeroom to another, you
must tell MainBoss about the transfer. Similarly, if items are removed or added for some
unusual reason (for example, something gets broken), you should tell MainBoss so that
inventory records remain accurate. Finally, if you take a physical count of your inventory,

you should modify MainBoss’s records whenever the actual count differs from what
MainBoss expects.

The following sections describe some common situations related to inventory control and
how you can handle them with MainBoss.

Finding Which Storeroom Contains a Particular ltem

Scenario:

You need a particular item. You want to know which storerooms contain
that item and how much each storeroom contains.

[0 To determine where an item can be found:

1. Select Inventory — Browse Items from the menu. This opens the Items browser:

Browse Inventory Ikems

2|

| Code

| Description

100

BALLAST 1F40
BALLAST 2F40
BEARIMNG

BELT 445

BELT AGD

BELT B45

BELT B54

BELT BG4
CAMDEL 154
CYLINDER M
ELEY CAMERA
ELEVATOR 200
EMER EXIT LIGH

FLODD 654w

Edt |

BALLAST 1200 =

FAT ALBERT 100.%

100 G40 FAT ALBERT
= [ 100w

15 INCANDESCENT BLLB
150/-T6 CANDELABARRA BASE
250w OUARTZ SPOT LIGHT
7V TBF 32
B/ 24 VOLT MINIATIRE
B 34 PULLEY
6203 22 BEARING
£5/ BR30 FLOOD

Z=| |11/8F MORTISE CYLINDER 513355 =
£
-

i

B-E4 BELTS
x| |BALLAST 1200 2F40

LA

LClone | Delete |

Hew |

Frrint |

Search | "Show only

Code
Desc.
Irwe. Cat.
Liak
HinirmLim
b awirnum
On Hand
On Order
On Reserve
Available
Total Cost
Unit Cost
Comments

AFCBELT
AsC REPAIR BELTS
RUM HWAC
EACH

25

50

13

0

0

13

$184.99
$14.23

& Inventoried ltems
= Nornventoried ltems

Done |

2. Find the item you want in the list of items. Click that item, then click Edit. (You can
also just double-click the item’s entry in the list.)

3. MainBoss opens the record for that item. The list @ at the bottom of the Properties
section shows all the places the item is stored. (Remember that MainBoss uses the term
General Inventory if you have not specified the location for some items.)
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Edit Inventory Item 2lx|

Code |100w

Froperties |Status| Usage | Maintenance |

I, Cat. [LIGHT [#| |GHT FIXTURES - SUPPLIES [2]
UOM IEA 12| IEACH 2]
Miriirniurn I 5 % |nventoried ltem
Werfin I 50 " Nonnventoried ltem
— Tatal Camrent:
OnHand 40 Taotal Cost $12.00 ;I
Or Order 0 Unit Cost $0.30
On Reserve 0 ;I
Stock 40
B uilding,Storeroom Location Or Hand
BOL E-SUFPPLIES
FOODFEST F-REFLIR 5]
General Inventory 14
SOMNTS s-suprLIES @) 10

‘ Save&Mewl LClone | Delete | Cancel |

Taking Physical Inventory

Keeping an accurate inventory, even with a perpetual inventory such as the one in
MainBoss, is notoriously difficult. For this reason, most organizations periodically take a
physical count of their stock.

There are several common approaches to taking a physical count of your stock:

[0 Periodic inventory: Closing down all your maintenance operations for a time and doing
a complete count in all your storerooms

[0 Perpetual inventory: Every time you issue or receive a particular item, you take a count
of the quantity of that item in the same location

[0 Cycle audit: Periodically selecting a type of inventory item and counting your complete
stock of that item

(1 Cyclical inventory: Progressively counting parts of your stock until you have counted
everything; for example, you might take inventory in one storeroom a month until you
have covered all your storerooms. Once you have finished, you start the cycle again at
the beginning.

After taking inventory by any of the above methods, you should compare the numbers from
the physical count to the numbers in MainBoss’s records. If there is a disagreement, you
should update MainBoss’s records to reflect the actual numbers.
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Before doing a physical count, you can get MainBoss to print out a physical count sheet: a
list of all your inventory sorted according to building and storeroom, with boxes where you
can enter the actual item count found.

[0 To get a physical count sheet for taking inventory:

1. Select Inventory — Reports — Inventory Status from the menu:

Report Inventory Status |

From To
[Fvemtorny [bem I Iil I Iil
Imwentary Categony I Iil I Iil
Buiing | 4] | 1&]
Storeroorm I |£| I |i|
Location I I

— Select
¥ Physical Count Sheet @

W ShowidnHand @

V¥ Inventoried ltems
[ Mondnventonied ltems

Current printer; HP Lazer)et 83000 Seriez PS on Mell:

Prewview Frint Print S etup Export... | Cloze I

2. Checkmark Physical Count Sheet @. This tells MainBoss you want a report with
boxes where you can enter the actual count of items found in a particular storeroom
location.

3. If you want the print-out to contain the quantity of items expected, checkmark Show
On Hand 6.

4. Click Print to print the sheets, then click Close to close the window.

Note: Some organizations prefer that a count sheet does not show the expected quantity of
each item. If the expected quantity is not printed, workers are forced to count what is
actually there, rather than just accepting that the expected count is correct. If you do not
want the expected quantity on the count sheet, leave Show On Hand blank.

After you have taken inventory, you should adjust MainBoss’s records to reflect any
differences between the real count and the expected quantities.
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[1 To adjust MainBoss’s records after taking inventory:

1. Select Inventory — Adjustments — Physical Count from the menu. MainBoss opens
a window where you can record physical counts.

Adijust Inventory Physical Count K E
Irvv. Cat. |o |*] IALL 2]
W Inventaried Items @) W' Mor-inventaried ltems @)
Selected [tems I Iila |£|
FeReen @) Pick Newltem |
Inv.lteml |+] INI]NE 2]

Date I

Stack Available | |

On Order I On Reserve I

Buiding | +{@NONE 2]
Storeroom | $@GENERAL INVENTORY l£]
St OrHmd Tatal Cost Total On Hand Uit Tt
Before I I I I
Hier (@ | s0.00 | 1 [$0.00)
Location I & Praserve Unit Cost
R eference I " Preserve Total Cost
Save & Mew | [Slarie | [Elete | m Cancel |

2. In“Inv. Cat.” © specify the category of the inventory item whose count you want to
change.

3. Checkmark Inventoried Items @ if you want to specify the count of an inventoried
item. Checkmark Non-inventoried Items © if you want to specify the count of a non-
inventoried item.

Drop the arrow on “Selected Items” @ and find the item you want.

Click Pick This Item ©. You’ll see your selected item appear in “Inv. Item”.

Specify the “Building” ® and “Storeroom” @ where the inventory count was taken.

N o o &

In “After” @ specify the quantity of the item that you found in the given storeroom
location.

8. If you want to change the count on another item, click Save & New. MainBoss saves
the information you have just entered, then clears fields so you can enter information
about another item.

9. When you have recorded the last count, click Save to save the information you have
just entered, then click Close to close the window.
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The process described above changes the count of items in your inventory, but keeps the
same value per unit for the items.
Other Inventory Operations

A number of other inventory control operations are available through Inventory —
Adjustments:

Note: For details about any of the operations listed below, see the online help.

Issue:
Deals with situations in which materials are issued from inventory, other than in
connection with a work order. For example, a rental management company might issue
a supply of light bulbs to tenants so that tenants can change their own bulbs rather than
calling in maintenance personnel.

You use issue codes to specify reasons for issuing materials. You define your own
issue codes using Inventory — Tables — Issues.

Transfer:
Lets you record when you move materials from one storeroom to another.

Value:
Lets you specify the value of items in your inventory.

Price Quote:
Lets you record any price quotes you have received from suppliers.

Other:
Is a catch-all operation that deals with any inventory adjustments not covered by other
operations. For example, if you have to record losses due to breakage or theft, you
would use this operation.

You use adjustment codes to specify reasons for making adjustments. You define your
own codes using Inventory — Tables — Adjustments.

Inventory Details

This section discusses precise details of certain aspects of inventory control.
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On Hand: When MainBoss tells you the quantity of an item that is currently on hand, that
is the quantity that is expected to be present in all your storerooms. The related quantity,
Storeroom On Hand, is the amount expected to be in a specific storeroom. The total on
hand amount is the sum of all Storeroom On Hand values.

On Order: When you create purchase order, the quantity of items on the purchase order
are said to be on order. More precisely, the items are put on order at the point that you
Save the purchase order. Note that those items are on order, even if you haven’t actually
issued the purchase order yet.

When you record the receipt of a shipment, quantities on order are reduced appropriately.
For example, suppose that you currently have 30 light bulbs on order and you receive a
shipment containing 10 light bulbs. When you record the receipt, the quantity on order goes
down to 20.

If you receive more of an item than you ordered, the on order quantity can go negative. For
example, if you currently have 30 light bulbs on order, but you receive a shipment with 40
light bulbs, the on order quantity will become -10. This indicates that you now have more
items than you ordered.

When you close a purchase order, MainBoss adjusts on order quantities to account for
items ordered but not received. For example, suppose a purchase order called for 30 light
bulbs but you only receive 10. This leaves 20 light bulbs still on order. If you close the
purchase order at this point, MainBoss assumes that you have cancelled the outstanding
quantity on order. Therefore, MainBoss adjusts its records to show that you no longer have
the 20 light bulbs still on order.

The total quantity of an item on order is the sum of all on order quantities from open
purchase orders. For example, if one purchase order calls for 10 light bulbs and another
calls for 20, you have a total of 30 light bulbs on order.

On Reserve: When you create a work order, you can reserve inventory materials for use in
the work order. These materials are said to be on reserve. You put materials on reserve
when you use Add Estimate to add them to the Material section of an open work order.
More precisely, the materials are put on reserve when you Save the work order where the
estimates appear. If you have not yet saved the work order, the materials are not yet on
reserve.

Materials can be removed from reserve in several ways:

[0 You can Void the work order. In this case, all materials that were on reserve become
available for use again.

[ You can use Delete in the Material section of the work order to delete material
estimates from the materials list. Deleting an estimate makes reserved materials
available once more. More precisely, the materials become available when you Save
the changes you’ve made in the work order.
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[0 You can use Quick Actuals or Add Actual to state that reserved materials have
actually been used (issued). For example, suppose you use Add Estimate to reserve 10
quarts of oil for a job, then use Add Actual to say that the job actually used 8 quarts.
MainBoss will update its records to say that you now have only 2 quarts on reserve,
since you used 8 of the original 10 quarts. (MainBoss will also update its records to say
that you have 8 quarts less on hand.)

Note that if you originally reserved 10 quarts of oil, but actually used 12, you have the
unusual case of having -2 quarts of oil on reserve. This indicates that you used more
than you reserved.

[0 When you close a work order, MainBoss removes all outstanding reservations for
materials on that work order. For example, suppose you reserved 10 quarts of oil but
only used 8 quarts. This leaves 2 quarts still on reserve. However, when you close the
work order, MainBoss removes those 2 quarts from the reserve. Since the work order
has been closed, the job is finished and the extra 2 quarts obviously weren’t needed.

Similarly, if you originally used 10 quarts of oil but actually used 12, you would end up
with -2 quarts on reserve. When you close the work order, MainBoss adjusts this to say
that you no longer have any oil on reserve.

The total quantity of an item on reserve is the sum of all on reserve quantities from open
work orders. For example, if one work order calls for 10 quarts of oil and another calls for
20, you have a total of 30 quarts on reserve.

Stock Available: When MainBoss tells you the total quantity of an item available, the
quantity is calculated as

Stock Available = OnHand + OnOrder - OnReserve

Notice that items on order are considered available, even though they haven’t been
received yet. This means that receiving items in response to a purchase order doesn’t
change the amount available. For example, if you receive 10 light bulbs that you previously
ordered, the amount on hand goes up by 10 but the amount on order goes down by 10.
Therefore there’s no net change in the stock available.

Similarly, the stock available doesn’t change if you use materials in connection with a
work order. For example, if you use 8 quarts of oil in a work order, the amount on hand
goes down by 8 quarts, but the amount on reserve also goes down by 8 quarts, since you’ve
used some of the oil you reserved. Therefore there’s no net change in the stock available.

When MainBoss needs to determine whether stock should be reordered, it looks at the
available quantity, not at the quantity on hand. This applies to the Reorder report and to the
item selection facilities for a purchase order.

Closed and Voided Work Orders/Purchase Orders: After a work order has been closed
or voided, the use of Add Estimate does not put materials on reserve. Since the job is
already finished or cancelled, there is no point in putting materials on reserve. (The only
reason you would use Add Estimate would be to correct your records after the fact.)
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Similarly, after a purchase order has been closed or voided, adding items to the purchase
order does not put those items on order.

Excluding the Current Record: Whenever MainBoss displays inventory numbers (on
order, on hand, on reserve, or available), the quantities always exclude information in the
current window.

For example, suppose you are using Add Estimate in the Material section of a work order
to reserve materials for the work order. This window displays how much of the item is on
hand, on order, on reserve, and available, excluding any materials reserved in the current
window. If you change the amount in the “Reserve Quantity” field, the numbers shown in
“On Reserve”, “Stock Available”, etc. will not change.

Furthermore, if you reserve some materials, save the record, close the window, then open
the record again (using Edit in the Material section), the “On Reserve” quantity shown
will not take into account the materials that you previously reserved in this record.

General Principle: When MainBoss shows you inventory quantities in a window, the
numbers are always given as if the record you are looking at does not exist.

To illustrate this, here is a concrete example. The example uses dates in order to make
some things clearer.

1. June 1: The inventory count for light bulbs is zero on hand, zero on order, zero on
reserve, zero available.

2. June 2: You take a physical count of one storeroom and find you actually have 10 light
bulbs on hand. Using Inventory — Adjustments — Physical Count, you set the on
hand number to 10.

3. June 3: You take a physical count of another storeroom and find another 15 light bulbs
there. Once again, you use Inventory — Adjustments — Physical Count. When you
first open the window, you will see 10 lights bulbs on hand (from the record you made
the day before). You record another 15 light bulbs, bringing the total to 25.

4. June 4: You reserve one light bulb for use in a work order, using Add Estimate in the
Material section of the work order. This opens a window where you can record how
many light bulbs you want to reserve. Even though you reserve one bulb, the “On
Reserve” count in the window does not change—the count ignores any materials
issued via the current window (even after you save the record). The same goes for other
inventory numbers shown in the window.

5. June 5: You decide to change the preceding work order to reserve two light bulbs
instead of one. You use the Edit button in the Material section of the work order to
open the record again. You’ll see that the “On Reserve” count is still zero, since
MainBoss ignores the current record. However, if you set the time on the current record
record to June 5 without saving the record, MainBoss will change the “On Reserve”
count from zero to 1. This is because the reserve count is 1 as of today, ignoring any
changes you might make to the current record...because of the materials you reserved
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yesterday. If you now Save the current record, the reserve count goes back to zero
because MainBoss once again ignores the influence of the current record.

Remember that MainBoss ignores the effect of the current record while it’s on the screen.
However, if you go to the inventory item browser, you will see that MainBoss has reserved
the quantity of the item that you specified.
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Purchasing and Receiving

MainBoss has detailed facilities for reporting which inventory items need to be restocked,
for creating purchase orders, and for tracking shipments received. This chapter outlines the
usual sequence of events for purchasing and receiving. For more detailed information, see
the online help.

Shipping Mode: A shipping mode specifies how a purchase should be shipped.

For example, you might create modes that indicate “Ship by overnight
courier”, “Ship by cheapest rate”, “Deliver during work hours”, and so on.

To define shipping modes, select Inventory — Tables — Shipping Modes
from the menu.

Payment Terms: A payment terms code specifies how you wish to pay for a purchase.

For example, you might create codes that indicate “Payment on receipt”,
“C.0.D.”, “Net 30”, and so on.

To define payment terms codes, select Inventory — Tables — Payment
Terms from the menu.

Waybill: A waybill number identifies a shipment received in response to a
purchase order.

Each shipment has a unique waybill number, chosen by you or generated
automatically by MainBoss.

Completed Purchase Order: A completed purchase order is a preliminary draft of a
purchase order.

For example, if you need authorization before sending a purchase order to a
supplier, you would usually create a completed purchase order and print it
out, then submit that PO for management approval.

You can edit a completed purchase order whenever necessary. For example,
if management does not approve some of the requested items, you can
delete those items before issuing the purchase order to the vendor.
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Issued Purchase Order: You issue a purchase order when the PO is ready to be
submitted to the supplier. From that point on, the PO is an issued
purchase order.

A completed purchase order becomes an issued purchase order when you
have obtained all the required authorizations and have marked the PO as
ready to submit. After you issue a PO, you print it off and send it to the
supplier.

Closed Purchase Order: You close a purchase order when you have received all the
goods and services covered by the PO, or have canceled any goods and
services that have not already been received.

In other words, you close a purchase order when it’s been filled or when
you’ve canceled any unreceived portion of the order.

The Purchasing/Receiving Process

The following shows the usual steps of the purchasing/receiving cycle.

1. Print a report of what materials need to be reordered (see The Re-Order Report on page
120).

2. Decide which materials will be purchased from which suppliers.

3. Create a purchase order for each supplier, listing the materials you want to purchase
(see Creating a New Purchase Order on page 121).

4. Obtain any authorizations needed for the purchase.

5. Issue the purchase order and send it to the vendor (see Issuing a New Purchase Order
on page 131).

6. Each time a shipment is received in response to the purchase order, assign the shipment
a waybill number and record which items were received (see Recording Receipts on
page 132).

7. When all the ordered items have been received, close the PO (see Closing a Purchase
Order on page 138).
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Note that the steps given above are only one approach to purchasing/ receiving. A common
alternative is to depend on a small number of suppliers and to prepare regular purchase
orders for each. For example, you might ask, “What do we need to buy from Supplier X
this week?” In this case, you might prepare your purchase orders for your regular suppliers
first, then print a re-order report to see if there was anything else you needed to order.

Note: Purchase orders may be issued for services as well as for goods. For example, if you
hire an outside contractor to do three weeks of work, you could issue a purchase order to
cover the costs of that work. Labor costs would be regarded as “extras” on the purchase
order.

The Re-Order Report

The Re-order Report lists all inventoried items that need to be re-ordered. To determine
whether an item needs to be reordered, MainBoss looks at your current on-hand stock of
that item, minus the quantity that has been put on reserve for work orders, plus the quantity
that has already been put on order in open or issued purchase orders. In other words,
MainBoss looks at the quantity

OnHand + OnOrder - OnReserve

If this is less than the minimum stock level for an item, MainBoss indicates that the item
should be reordered. MainBoss suggests that you re-order a quantity that will put the above
calculation up to the maximum stock level for the item.
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[0 To print a Re-order Report:

1. Select Inventory — Reports — Re-Order from the menu. MainBoss opens a window
that lets you specify criteria for the report:

Feport Inventory Re-Order |

Fram Tao

[Fvemtorny [bem I I;l I
Category I I;l I Iil
endor I I;l I

-

-

-

Current printer; HF Lazerlet 8000 Seriez PS on Mell:

Prewview | Print | PrintSetupl Ewxport... | Cloze I

2. Click Preview to get the report displayed on the screen, or click Print to print the
report.

Note that the fields of the above window let you restrict the report to a given range of items

or inventory categories. However, most organizations will simply print a complete report of
all items that need to be reordered.

Creating a New Purchase Order

In MainBoss, the purchase order window records information about the PO itself and the
shipments received in response to the PO.

[0 To create a new purchase order:

1. Select Inventory — New Purchase Order from the menu. MainBoss opens a
purchase order form:
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Create Completed Order 2]

Summary || o
Order |Items | Extrasl Heceivingl Summaryl
F/0 Mumber I Required byl
Wendaor I Iil INEINE Iil Mew Wendor |
Dot Chr. | MINDNE 2]
Ship via I |i| Payment Terms |i|
Deliverto | [2] NONE 2]
Comments to Yendor ;I
[ -]
lszue & Save | effective
Comments ;I
[ ]
[ Select for Printing ~ Save & Mew | [ElGte I o | Save & Print | Save I Cancel |

2. In“Summary” @ enter a brief description of this purchase order.

3. Fill out the Order section as described in General Purchase Order Information on
page 122.

4. Fill out the Items section as described in Purchase Order Items on page 123.

5. Fill out the Extras section as described in Purchase Order Extras on page 127.

6. Click Save to save the information you have just entered, then click Close to close the
window.

Once you have clicked Save, the purchase order is considered a completed purchase order.
You can print the purchase order by following the instructions in Printing a Purchase
Order on page 130.

General Purchase Order Information

The Order section of a purchase order specifies general information about the order:
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Create Issued Order 2]

Summary ISampIe purchase order

Order |Items | Extias | Receiving | Summany |

F/0 Mumber I o Required byl
Wendaor I IQIEINE Iil Mew Wendor |
Dot Chr. | 2] INEINE 2]
Ship via I 9 |i| Payment Tems I 0 |i|
Deliverto | [+EHONE 2]
Comments ta Yendar @ ;I
[ -]
Withdraw & Save | Close & Save effective
Comments ;I
[ ]
‘ [ Select for Printing ~ Save & Mew | [ElGte I o | Save & Print | Save I Cancel |

[0 Tofill out the Order section of a purchase order:

In “Required by” @ specify the date by which you need this order to be filled.
In “Vendor” @ specify the vendor who will fill the order.

In “Ship via” © specify a shipping mode for the order.

In “Payment Terms” @ specify payment terms for the order.

In “Deliver to” © specify the building where the goods should be delivered.

o 0 A~ w P

In “Comments to Vendor” @ enter any comments to the vendor that you want to put
on the purchase order.

Purchase Order Items

The Items section of a purchase order specifies the items you want to purchase. These can
be either inventoried or non-inventoried items.
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Create Completed Order 2]

Summary I
Order I Entras | Receiving | Surnrnary |
Item IrvetCatalog Mumber Guantity Cost Received
=
=
|
.
¥
=
acd em.. @) | Edtin | Delete Item Add Quick
lszue & Save | effective I
Comments ;I
[ ]
[ Select for Printing ~ Save & Mew [ElGte o Save & Print Save I Cancel |

[0 Tofill out the Items section of a purchase order:

1. Click Add Item @. This opens a window where you can specify one or more items to
add to the purchase order.
Add Inventory Purchase Item EHE

F/0 Mumber I Vendor I El
I, Item | +@NONE 2]

Order | Pick tem |

Date I

On Hand I I

Uriit Cost I— Tatal Cost I—
On Order I— On Reserve I— Stock Available li
Mirimm I— M awirmum I—

Order Quantiy Ie— Unit Cast I— Total Cost Ii
Cat Mo |@ Use Ikem Cods |

On arrival store in

Buiding | MDNE

Stareroam | MHDDSE ON RECEIPT

Storeroom On Hand I Location I@

] [i¢]

Save &k New [Eltie [ElEte Cancel
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2.

If you already know which items you want to put on the purchase order, drop the arrow
on “Inv. Item” @ and specify the first item. Otherwise, use the Pick Item section of
the above form to specify an item; for more details, see Picking Items on page 125.

Note: Once you have specified an item, MainBoss displays information about that item in
the boxes at the top of the Order section. In particular, you’ll see the quantities on hand,
on order, on reserve, and so on.

3.

Once you have specified the item, enter the quantity you want to purchase in “Order
Quantity” ©.

Enter the item’s cost per unit in “Unit Cost” @ or the total cost of the quantity order in
“Total Cost” ©.

In “Cat. No.” @ enter the vendor’s catalog number for the item.

Using “Building” @, “Storeroom” @, and “Location” © specify where the ordered
items should be stored when they are received.

If you want to specify more items for the purchase order, click Save & New. MainBoss
will save the information you have just entered, then clear the fields in the window so
you can specify another item to order.

Once you have specified the last item you want to purchase, click Save to save
information about that item, then click Close to close the window.

When you return to the purchase order window, you will see the items you have specified
listed in the window.

Multiple Storerooms: Suppose you are ordering 20 lights bulbs, and you want to split
them between two storerooms (10 in one storeroom, 10 in the other). Treat this as two
separate items: first, specify 10 bulbs and set “Building” and “Storeroom?” to indicate the
first storeroom; then, specify another 10 bulbs and set “Building” and “Storeroom” to
indicate the second storeroom.

Picking Items

The Pick Item section of the item selection window is useful when you don’t know exactly

what you want to buy. For example, suppose you put in a weekly order to a particular
supplier; the Pick Item section can tell which items that you buy from that supplier are
below required stock levels and need to be re-ordered.
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Add Inventory Purchase Item EHE

P/0 Number | Wendor (AMP [2]
I Item | EENI]NE (2]
Order  Pick ltem |
Show itemz only if On Hand is Shaw itemnsz anly if
" helow minimum 9 € Vendor was last supplier e
€ below maimum € Vendar has previously supplied
 any amaount ' regardless of vendar
| ¥ Inventoried ltems @ ¥ Mondrventaried lkems 0 |
I Cat. | BGALL [2]
Selected ltems I M |£|
el 2 )| Pick Newltem |
— Pricing Hiztany
Date 0/Q “endor Catalog Mumber Quantity Unit Cost Total Cost
0 =
=
=
=
[zewrendarn | |ze (Eatalog H tmter | ze Biice | |Ize Black Eice |
Save & New | [latie | el | Cancel |

As an overview, here’s how this window works:

(1 First, you specify a number of criteria for the sort of items you want to put on the
purchase order. For example, you might state that you’re only interested in items that
are below their minimum stock levels and that you’ve purchased from this supplier
before.

[0 Once you’ve specified your criteria, the “Selected Items” @ list shows all the items
that meet your criteria. You click an item in this list and then click Pick This Item @,
MainBoss puts that item into the “Inv. Item” © field.

[0 Once you’ve chosen the inventory item in this way, you use the Order section of the
window to specify the quantity that you want to order.

(1 To use the Pick Item facility:

1. If you want to be told items that are in need of re-ordering, click below minimum @.
From this point on, the “Selected Items” @ list will only show items that are below
their specified minimum stock level.

As an alternative, you can click below maximum, in which case “Selected Items” will
show items that are below their specified maximum stock levels.

Finally, you can click any amount, in which case MainBoss ignores how much stock is
currently on hand.

- 126 -



2.

If you want to see items that were bought most recently from this supplier, click
Vendor was last supplier ©. In this case, “Selected Items” will only show items
whose most recent purchase was from the supplier specified in “Vendor”.

As an alternative, you can click Vendor has previously supplied. In this case,
“Selected Items” shows any items that have ever been purchased from this vendor
(even if the most recent purchase was from some other supplier).

Finally, you can click regardless of vendor. In this case, MainBoss ignores vendors
when creating the “Selected Items” list.

Checkmark Inventoried Items @ if you want “Selected Items” to include inventoried
items. Checkmark Non-inventoried Items @ if you want “Selected Items” to include
non-inventoried items.

If you only want to look at items in a particular category, specify that category in “Inv.
Cat.” ©.

“Selected Items” now shows all items that fit your criteria. Click the item you want to
add to the purchase order, then click Pick This Item @. MainBoss displays your
chosen item in “Inv. Item” ©.

Once you have chosen the item, MainBoss displays a price history of the item in the
Pricing History section ©.

Purchase Order Extras

The Extras section of a purchase order lets you specify any extra expenses that may be
included in the final PO price. For example, you might record shipping charges, taxes, or
surcharges for expedited delivery. You can also use this section to record costs for services
(e.g. labor).
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Create Completed Order 2]

Summary I
Order I Itemns | Heceivingl Summaryl
Description Type  Catalog Mumber Guantity Cost
=
=
|
.
¥
=
Aad Estimate... @) Feceie. | Addcnal@ | Linkwii.
Edit ke | [Elete [term |
lszue & Save | effective I
Comments ;I
[ ]
™ Select for Printing Save&Newl [ElGte I o | Save&Printl Save I Cancel |

Sometimes you know the exact amount of the extra charges; at other times, you may only
be able to make estimates. MainBoss lets you record both estimates and actual charges. If
you start out by making estimates, you typically add actual charges later on. For example, if
you initially estimate the shipping costs, you would record the actual shipping costs once
you find out what they are.

[0 Tofill out the Extras section of a purchase order:

1. Torecord an estimated expense, click Add Estimate @. MainBoss opens a window
where you can enter the estimate:

Create Extra Item EE
P40 Murmnber I Yendor I
) (LAt ] [ ateral %) [Hher
Wwi/0 Number |
Cat. Mo Ie
Desc, Ig
L0k | [2] INIIINE El;
Order Quattity I Uit Cost I Tatal Cast IQ
Save & Newl (elare | IWElEte | Save I Caticel |

2. If the vendor has assigned a catalog number to this extra, enter the number in “Cat.
No.” @.

3. Enter a brief description of the extra in “Desc.” ©.

4. Enter the estimated cost of the extra in “Total Cost” O.
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5. Click Save to save the information you have just entered, then click Close to close the

window.

6. Recording an actual expense is similar, except that you click Add Actual © in the
purchase order window.

Modifying a Purchase Order

You can modify a purchase order at any time. For example, you might fill out part of a
purchase order, then find that you need more information before you can complete it. In
that case, you Save the purchase order in the usual way, then come back to it later on.

[0 To edit an existing purchase order:

1. Select Inventory — Browse Purchasing from the menu. MainBoss opens the
purchase order browser:

| P40 Mumber | Summary Created May 10, 2007 4:08:18pm
: ; Iszued
PO 00003 o Clozed on
PO 00O Status Completed Order
Date Required
Wendor Callinz Painting Supplies
Cast Clr. CHARGED TO TEMANT SOMNNY
Camments
- -
b ¥
= x
Edit @ Cone | void | Seach | [ Showenk
* Open " Cloged
Mew | Bzt | " lssued " Woided Done |

2. Inthe list of purchase orders @, find the purchase order you want to modify and click
on that entry.

3. Click Edit @ to edit the purchase order. MainBoss will open a window where you can
edit the purchase order.

Editing an existing purchase order is similar to creating a new purchase order. For more
information, see Creating a New Purchase Order on page 121.
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Printing a Purchase Order

You may print a purchase order at any time. For example, you might print the PO when
you complete an initial draft and wish to get authorization from management; you will also

print the PO when you are ready to send it to the supplier.

[0 To print a purchase order:

1. In the purchase order window, click Save & Print ©:

Edit Completed Order PO 00003 EHE
Summary INew light bulbs
Order ||tems I Extrasl Fleceivingl Summar_l,ll
P40 Mumber IPIJ 00003 Required b}ll
Wendar ILIGHT |£||LAHSDN LIGHTING [2]  mewvendor |
Cost Ctr. | 2] INEINE 2]
Ship via I Iil Payrnent Terms Iil
Deliver to |32|] 2] |32|] PARK DRIVE 2]
Comments to Yendar ;I
|ssue & Save | effective
Comments ;I
I Select for Prirting ~ Save & New | Clane I Yoid | Save & Printb Save I Cancel |

2. MainBoss opens a window for printing purchase orders:
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Fram To
P40 Number | B |
Yendor I I;l

¥ Select for Printing

-

=

] [}

Statuz
% Ay Purchase Order

" Completed Purchaze Orders

" lssued Purchaze Orders

" Closed™oided Purchaze Orders

— Prirting O ptions
¥ Tum off Select for Printing after printing [™ Suppress costs
I" | Chanage talzzued before pritting [ Include Cost Center
[T Include W references

Current printer: HP Lazer)et 3000 Senez PS on [B000dn

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

3. Click Preview to examine the purchase order on the screen. Click Print to print the
purchase order.

Issuing a New Purchase Order

When you are ready to send a purchase order to the supplier, you issue the PO.

Every purchase order has an effective date of issue. This is usually the date/time that you
actually issue the PO; however, you can set a different date/time if you wish.
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Edit Completed Order PO 00003 HE

Summary INew light bulbs

Order |Items | Extias | Receiving | Summany |

F/0 Mumber IPEI 00003 Required byl
Wendor ILIEHT |£||LAHSI]N LIGHTING [2]  Mewvendo |
Dot Chr. | 2] INEINE 2]
Ship via I |i| Payment Terms |i|
Deliver to |3zu 2] |32l] PARK DRIVE 2]
Comments to Yendor ;I
[ -]
lszue & Save g effective l_o
Comments ;I
[ ]
V' Select for Printing ~ Save & Mew | Clone I Woid Save & Print b Save I Cancel |

[0 Toissue a purchase order:

1. If you want to make this PO effective as of a particular date/time, enter that date/time in
“effective” @. Otherwise, leave this field blank and MainBoss will use the current date
and time.

2. Click Issue & Save @.

3. If you want to print the purchase order at this time, click Save & Print. Otherwise, just
click Close to close the window.

Recording Receipts

When you receive goods in response to a purchase order, you should record what you have
received. Each shipment is assigned a waybill number to identify it.

Note: If a delivery contains goods from several different purchase orders, split the
shipment according to which goods appeared on which PO. Give each part of the shipment
its own waybill number.

To record a shipment, you use the Receiving section of the original purchase order.
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Edit Issued Order PO 00003 2]

Summary INew light bulbs
Order | ltems | Extras  Receiving | Summary |
Wendor's Order Iﬁ Mext Shipmentlg
Date e apbill Extra Cost
=
2
-
w
¥
=
Mew Shipment..eJ Edit Shipmetit.. | [Elete SHiprment I
Withdraw & Save | Close & Save | effective I
Comments ;I
[ ]
V¥ Select for Printing Save&Newl Clone I Woid | Save & Print Save Cancel |

[0 To record goods received:

1. If the supplier assigned this purchase order a different number from the one used by
MainBoss, type the supplier’s identification number in “Vendor's Order Number” @.

2. If the supplier has given you a projected date for the next shipment, enter this date in
“Next Shipment” @.

3. Click New Shipment ©. MainBoss opens a window where you can record information
about this shipment.
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Create Shipment Received BE

waykil || @
Datel (5)
F/0 Mumber |Pu 00003
Wendor ILIEHT Eutra Cozt I
Item Catalog Murmber Quattity Cosgt
=
2
FY
-
¥
x
Add ltem... @ | Editlten. . | [Velete ltenm | Quick Heceive..a
Item Count I 0 Itemn Cost I $0.00 Tatal Eustl
Comments ;I
Save & Newl [Elate | [VElete | Save I Canicel I

Enter a waybill identification number in “Waybill” ®.

Enter the date the shipment was received in “Date” ©. (If you leave this blank,
MainBoss will use the current date.)

If the shipment contains all or almost all of the goods specified on the original purchase
order, click Quick Receive @ and use the Quick Receive facility (as described in The
Quick Receive Facility on page 135). Otherwise, click Add Item @ and add items
individually to the shipment (as described Adding Individual Items to a Shipment
Receipt on page 136).

When you have finished recording what items were in the shipment, click Save to save
the information, then click Close to close the shipment window.

You’ll return to the main purchase order window. You can go to the Summary section
to see a summary of what was in the original purchase order and how much has been
received to date. When you’re finished examining the purchase order, click Save to
save all information in the purchase order, then click Close to close the window.
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The Quick Receive Facility

Quick Receive is most useful when a shipment contains all or most of the items from the
original purchase order, or for the “last” shipment associated with a purchase order (i.e. the
shipment that delivers everything you haven’t received already).

Quick Receive displays all the items that haven’t already been received in full. You can
then select all such items that were actually received in this shipment and immediately add
them to the shipment receipt.

After you have added items to the shipment receipt, you can edit the information if
necessary. For example, suppose a shipment contains everything from a particular purchase
order, except that the count on a particular item is one unit short. You could use Quick
Receive as if you had received everything that was ordered, then edit the record for that one
item to indicate that the count was one unit lower than expected.

[0 To use the Quick Receive facility:

1. Inthe Shipment window, click Quick Receive. This opens a window where you can
specify what was received:
Quick Receiving H
wapbil | P01 Number |
Date |
¥ Inventoried ltems ¥ Morrinventoried tems
Inv. Cat. | [2]faL 14
Item Catalog Mumber Quantity Tatal Cost
120W/ER40 " 24 83.76

10 100.00

500 PARSEN

T X M

A-23 150W

Select Al | Select None |
— Store in
Building |31u |£| |31u PARK DRIVE E|
Storeroom I Iil INDNE |£|
Locatian I
O Apply to all items & sze az default anly
Ok I Cancel |
2. Inthe list of items @, click on all those items that were received in this shipment. You

can select the entire list by clicking Select All. (Note that clicking on an unhighlighted
item highlights the item. Clicking a highlighted item removes the highlighting.)
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3. If'you want to specify where to store the selected items, set “Building”, “Storeroom”
and/or “Location” to the appropriate storage location.

4. When you have finished selecting the items received, click Ok to save the information,
then Close to close the window. You’ll return to the Shipment window and the items
you selected will appear in the shipment list:

Create Shipment Received ﬂﬂ
' aybill I‘W'.AY ooooo
Datel
F/0 Number |
Wendor ILIEHT Extra Cost I
Item Catalog Murmber Quattity Cosgt
A-23 150W 36 50.04 x|
75 fER30 10 100.00 =
FY
b
¥
x
Add tem... | Edit ltem... | Delete Item | Quick Receive... |
Item Count I 2 [tern Cost I $150.04 Total Eustl
Comments ;I

Save & Newl

[Elate |

[VElete |

Save I

Canicel I

5. If you need to edit any of these entries (for example, if one of the ordered items wasn’t
received in full or if the price was different than expected), click the entry that needs to
be edited and then click Edit Item. MainBoss will open a window where you can edit
information about what was received.

Adding Individual Items to a Shipment Receipt

Although Quick Receive is useful when a shipment contains most of the items from the
original purchase order, there are times when it is easier just to specify what was received

one item at a time.
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[0 To specify the items in a shipment, one item at a time:

1. Click the Add Item button in the Shipment Receipt window. This opens a window
where you can specify which items were received and the quantity of each item:

Create Inventory Receipt EHE
Date I
Wayhil [WAY 000001 P/0 Number |
Vendor [LIGHT
Shows items anly if
& nat fully received @) " ligted on Purchase Order " all items |
Selected lbems I Iiﬂ |£|
Rl S ) Pick New ltem
Irve. Item I IiﬂNUNE IEI
COrdered I I
Already Received I—
Stll Expected |—
Received le— Urit Cozt I— Total Cozt I@—
Cat. Mo I
~ Stored in
Building || |£| INEINE |£|
Storeroom | 2] IEENEHAL INVENTORY 2]
Storeroom On Hand l— Location
Save & Newb [Slarie | [Elete | ITI Cancel |

2. Make sure that not fully received @ is marked, then drop the arrow on “Selected
Items” @. You will see items that were on the purchase order but have not yet been
received in full.

3. Inthe “Selected Items” list, click an item included in the shipment, then click Pick
This Item ©. The name of the item will be filled into “Inv. Item” @.

4. In “Received” © enter the quantity of this item that you received.
In “Total Cost” @ enter the total cost of the quantity received.

6. In “Building”, “Storeroom” and “Location”, enter where the received item(s) should
be stored. (If you specified this location when you created the original purchase order,
these fields will be filled in automatically from that information.)

7. Click Save & New @. MainBoss saves the information you have entered and clears
various fields.

8. Repeat the above process for the next item received.

9. When you have recorded information about the last item, click Save to save the
information, then click Close to close the window.
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When you return to the Shipment Receipt window, you will see that the specified items
have been recorded in the list of items received.

Closing a Purchase Order

You close a purchase order once you have received all the goods originally ordered (or
when you have given up on receiving some of the goods and have cancelled any
outstanding part of the order).

[0 Toclose a purchase order:

1. In the purchase order window, enter the closing date in “effective” @. (If you leave this
blank, MainBoss will use the current date.)

Edit Issued Order PO DODOS EHE

Summary INew light bulbs

Order I Items I Eutraz Fecsiving | Summaryl

Wendor's Order I Mest Shipmentl

Date i apbill Extra Cost
05/02/01 WAY 000001

B

LARSIES

Mew Shipment... Edit Shipment... | Delete Shipment

Withdraw & Save | i LClose & Save effective l_o

[3) Al
=

™ Selsct for Printing Save&Newl Clone I Yoid | Save&Printl Save | Cancel |

Comments

2. Click Close & Save ®. MainBoss marks the purchase order as closed.

3. If you have any closing comments about the purchase order, enter them in
“Comments” ©.

4. Click Save to save the information you have just entered, then click Close to close the
window.
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Prototype Purchase Orders

Some preventive maintenance tasks may have associated costs for outside labor or for
materials purchases. For example, you may hire a certified electrician to make an annual
inspection of your electrical systems, or you may get a contractor to recharge your fire
extinguishers on a regular basis. As another example, you may take company vehicles to an
outside service center for regular maintenance like oil changes.

In such cases, you can add a prototype purchase order to the PM task description. This is
not a real purchase order; however, it provides information that MainBoss can use to create
real purchase orders when a work order is generated from the PM task.

For example, suppose your fire extinguishers need to be recharged every year. You can
create a PM task description for recharging the fire extinguishers, and that task description
can include a prototype purchase order for the company that does the recharging. When
MainBoss generates a work order from the task description, it also generates a real
purchase order from the prototype purchase order. You can then send this purchase order to
the recharging company as a request for service.

All prototype purchase orders have an identification code. This is different from the
identifier that will appear on any real purchase orders generated from the prototype.

[0 To create a prototype purchase order:

1. Inthe Labor or Material of a task description, click New Purchase Order. MainBoss
opens a window where you can create the prototype purchase order:
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Create Prototype Order EE

Sumrnary Io
Code Ig
YWendar | [#] IN[INE [#]
Cost Chr. | |£| IUSE SYSTEM DEFAULT |£|
ERER(ISE SYSTEM DEFAULT Payment Terms |USE SYSTEM DEFAULT El
Diliver to | 2] |USE SYSTEM DEFAULT 2]
Comments ta Wendor ﬂ
Description Type  Catalog Mumber Quantity
3 MONTH FAH SERVICIHG H
=
T
x
Add Estimate. .. | Editltenm: Urlink Link Task. .. Lirk Azzigred Unit... |
Comments ;I
¥ Select for Frinting Save&Newl e | Welete | Save I Cancel |

2. In“Summary” @ enter a brief description of the purchase order.
3. In“Code” @ enter an identification code for the prototype purchase order.

4. In other fields of the prototype, enter any information that you want included in the
purchase order (for example, the vendor’s name, payment terms, etc.).

5. Click Add Estimate to specify an estimated cost for the purchase order. This may be
either a labor or materials cost, but it is treated as an extra on any purchase orders
generated from this prototype. See Purchase Order Extras on page 127 for information
on specifying extra estimates.

6. Click Save to save the prototype information, then click Close to close the window.
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Browsers and Editors

Much of your work with MainBoss is done using browsers and editors. Previous chapters
have shown you how to use browsers and editors in simple ways. This chapter goes into
more detail, so that you get the most out of MainBoss’s facilities.

Browsers: A browser is a window that shows you a list of things. For example, the
Purchase Order browser shows you a list of current purchase orders.

A browser window lets you add new entries to the list, and modify or delete existing
entries. For example, the Purchase Order browser lets you create new purchase orders or
edit existing ones. It also lets you void (cancel) purchase orders that you have previously
created.

Browsers also let you search for items. For example, suppose you want to record some
information about a piece of equipment. You would open the Equipment browser and use it
to search through your equipment list until you found the appropriate piece of equipment;
you could then use the browser to tell MainBoss that you wanted to edit the information on
that piece of equipment.

Finally, browsers let you print information about items in the list. For example, if you want
to print out one or more purchase orders, you open the Purchase Order browser, then click
the Print button.

Editors: An editor is a window that shows you information about a single thing. For
example, the Purchase Order editor shows information about a particular purchase order.

MainBoss will open an editor window when you want to create a new record or edit an old
one. For example, when you want to create a new purchase order, MainBoss opens the
Purchase Order editor window; all the information fields in this window will be blank until
you enter some information. Later on, if you want to change some of the information in the
same purchase order, MainBoss will open the Purchase Order editor again; this time, the
editor will show you all the information that you entered when you originally created the
purchase order.

Basic Principle: A browser shows a list of records and an editor shows a single record.

Using Browsers

The picture below shows a typical MainBoss browser (the Equipment browser):
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Browse Equipment 2lx|

| Buiding | Eaupment | Desciption Building MAKIMILIAN MALL
BO& =| [&/CBURNABY =| [BURMAEY FLORIST A/C UNIT =| | Code COOL Twh

BOA =| [A/CCHINESE CHILLED ‘WATER PUMP Dese. COOLING TOWER
BOA #/C CONFERENF— | CHINE SE CHICKEM &/C UNIT .

BOA4 A |avc AoMEvMOc2] | CONDENSING WATER FUMPS | |Location — BASEMENT

BOA A/CMECH COMFEREMCES FORLUM A/C UNIT Equip Type  COOLING TOWER
FOODFEST BT PIZZ4, | CONTROL IR COMPRESSORS ST COOLING TOWER
FOODFEST A/C PRIVATE COOLING TOWER
MAKMALL A/CSEC DOMESTIC WATER EOOSTER PUMF | CostClr
MAKMALL ACOMP-CONTR ELEY MACHINE ROOM EXHAUST Make COOLERYET
MARMALL COOL Twh ELEY MECHANICAL SUMP PUMP Model FIN
FAN EX ELEV M FaN COIL PUMPS ;
FAN EX PARKIMG  |FIRE BOOSTER PUMP Serial No. 450
EEETEES o| |FANEXW/R M _( |FOOD FEST SUPPLY F&N | | Asset dccount
bARMALL FANRET IND M GAS METER A
MARMALL F| |FaN RET INT M | |HOMEYMOON HOLIDAYS A/C UNIT Z
MeRMALL =| |FANRETHM  =| |HTG CIRC FHwW PUMP BOA, =| | War. Exp.
Edit | LClane | Delete | Search |
Hew Frint | Done |

This window contains a lot of elements. The following list explains what those elements
are and how you can use them:

Lists: A browser shows you a list of records. To make it easier for you to find a

particular record, the records are sometimes listed in several different ways.

For example, the above window shows a list of equipment in a set of rental
buildings. You will notice the window has three different lists: one showing
buildings, one showing short equipment identification codes, and one showing
longer descriptions. This can make it easier for you to find the record for a
particular piece of equipment—for example, if you know that the equipment is in a
particular building but don’t know the exact identification code or description, you
can go to the appropriate building in the building list, and then start going through
equipment records until you find the piece you want.

When you select an item in one list, MainBoss automatically highlights where that
record appears in the other lists. For example, in the picture above, the user selected
BOTLER 1 in the “Equipment” column; MainBoss automatically highlights the
corresponding entry in the “Building” column (320) and the corresponding entry in
the “Description” column (HOT WATER HEATING BOILER). These all represent the
same equipment record: a record describing a boiler named Borr.ER 1 in building
320.

Even though the list entries are for the same piece of equipment, the entries do not
necessarily line up. The reason should be obvious from the example given: the
name BoILER 1 is sorted among the B’s in the “Equipment” column but its
corresponding description, HOT WATER HEATING BOILER, is sorted among the H’s.
Therefore, it is not surprising that the two entries do not line up side by side, even
though they refer to the same record.

Note: Double-clicking any entry in any browser list opens a window that lets you edit that
entry. For more about editor windows, see Using Editors on page 145.
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List controls: Each list has a scroll bar on the right, and each scroll bar contains a
number of arrow buttons. These buttons let you move through the entries in the list.
The arrows are:

Go to the first entry in the list
Scroll back one “page” (16 lines)
Go up one line

Go down one line

Scroll forward one “page”

M & [« 2 P M

Go to the last entry in the list

Using these buttons, you can move through any list to find entries you want.
MainBoss also has a facility that lets you search through the list for a specific entry;
this facility is described later in this section.

Note that the buttons may be disabled, depending on your current position in the
list. For example, if you are already at the beginning of a particular list, the three
buttons for moving backwards in the list are all disabled.

Buttons: Below the three lists are buttons labeled Edit, New, Clone, Delete, and Print.
There may be different buttons in different browsers, but these five are the most
common.

Edit: Lets you change the information in an existing record. Click the record you
want to change (in any of the lists), then click the Edit button. MainBoss opens
an editor window to let you change the information.

New: Lets you create a new record. Click the New button, and MainBoss will open
an editor window to let you enter information for the new entry.

Clone: Creates a new record starting with information taken from an old one. For
example, suppose your organization already has several forklift trucks and then
obtains a new one. To create a record for the new truck, you can clone the
information from one of the existing trucks; this saves you the effort of typing
in a lot of identical information for the new truck.

To clone an existing record, click the entry you want to clone and then click
Clone. MainBoss opens an editor window with most of the information fields
filled in with information from the old record. You can then edit this
information and fill in any blank fields to describe the new piece of equipment.

In some cases, MainBoss asks you to specify what information you want to
clone. For example, when you clone an existing work order, MainBoss asks you
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what types of information you want to copy from the old work order to the new
one.

Delete: Deletes a record from the list. Click the record you want to delete, then
click Delete. MainBoss asks if you really want to delete the record; if you say
yes, the record is deleted.

Print: Opens a window that lets you print one or more records from the list. This
print window lets you specify which records you want to print; it also lets you
preview the output on your screen before actually creating a paper print-out.

Search: This button lets you tell MainBoss to search through the list of records for
a particular record. For more information, see Searching for a Particular
Record on page 144.

Information Area: On the right hand side of the browser window, MainBoss displays
information from the currently selected record. If possible, MainBoss displays all
the information in the record; for records that contain too much information to fit in
the available space, MainBoss displays a subset of the information.

The Done button: In the bottom right hand corner of the browser window is the Done
button. Clicking this closes the browser and returns to the previous window
(usually the MainBoss menu window).

Searching for a Particular Record

When you click the Search button in a browser, MainBoss opens a window where you can
specify the record you want to find. For example, here is the window used for searching
work orders:

Search Work Order by 'w/0 Humber [ 2] |

Search by
& w0 Mumber
' Subject

Search Test ||

Search Cloze Cancel
| I

Under Search by is a list of items that MainBoss can search. In the above example,
MainBoss can search either by work order number or by work order subject. Click either of
these choices, then fill in “Search Text” with the text you want to look for. When you’ve
done this, click Search.

MainBoss will search for the first record whose appropriate field begins with that string.
For example, if you have specified you want to search by Subject and if you specify ot as
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your “Search Text”, MainBoss will find the first work order whose “Subject” field starts
with the string HoT.

You should be able to see the browser window behind the search window; therefore, if
MainBoss finds a matching record, you will see the record that MainBoss found.

If MainBoss does not find a matching record, you will see a box informing you that the
search was not successful. In this case, you might want to type in a different “Search Text”
and then click Search again. This is useful if you aren’t quite sure what you’re looking for
but can narrow it down to a few possibilities.

Important: MainBoss only looks at the beginning of the specified field. For example, if
your “Search Text” is srot, MainBoss will show you the first record where the field begins
with roT; it will not show you records where noT appears later in the field. Therefore, it
will show you a field like

HOT WATER TAP BROKEN

but will not show you

TOO HOT IN OFFICE

Using Editors

An editor window shows the contents of a single record. For example, here is the editor
window for describing a single piece of equipment:

Create Equipment K &3
Building || %] IN[INE 1*]
Cods |
Desc. |
\dentification | Service | Spare Parts | Speciications | Value | Meters |
Locationl
Make[ Mosel [ SeialMo.[
Equip T_I,Jpel 1t] INIJNE 2]
Systeml 2] INIJNE 2]
Drawing No |—
Contact | |*] Mew Contact
Phane Email
Comments
| =4
]
‘ Save & New | Gicne peee | [ save | Cancel |
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The window consists of a number of information fields. For example, the “Building” field
at the top of the window lets you specify the building that contains the equipment.

In the editor window, you can move the cursor from one field to the next by pressing the
<Tab> key. For example, if you have just filled in the “Make” field, pressing <Tab>
moves the cursor to “Model”. In this way, you can <Tab> from one field to the next
without having to use the mouse. Of course, you can still use the mouse if you wish. (Note
that <Shift+Tab> goes backwards to the previous field; this is useful if you type
something, <Tab> out, then notice a typing mistake in the previous field.)

There are several types of information fields. The following explains the most common
types of fields, using the Equipment editor window as an example.

Text fields: The simplest type of field is a text field. In the window above, “Make”,
“Model” and “Serial No.” are all text fields. To fill these in, just click on the field,
then type appropriate values (in this case, the make, model, and serial number of a
piece of equipment).

Text fields let you use the usual Windows editing features. For example, you can
make corrections using <Backspace> or the <Delete> key. You can copy the
current selection with <Ctrl+C>, cut the current selection with <Ctrl+X>, and
paste in the contents of the clipboard using <Ctrl+V>. You can also use other
standard editing features; for more information, see the documentation on your
Windows system.

Date/time fields: A date/time field lets you record a calendar date and/or time of day.
For example, when you writing up a work order, you can record information like
the date you want the job to start, the date you expect it to end, the date you created
the work order, and so on.

MainBoss gives you a great deal of freedom in how you enter dates and times. For
example, here are a number of ways to enter the same date:

December 25, 2001

Dec 25, 2001

2001/12/25

12/25/2001
12/25/01

Times may also be included in the field, either at the beginning or the end, as in

Dec 25, 2001 3:00 pm
3:00 pm Dec 25, 2001
12/25/2001 15:00
15:00 12/25/2001

The examples above show that you can use either a 12-hour or 24-hour clock.

Different parts of the world use different conventions for expressing numeric dates.
For example, some use the MMDDY'Y convention (so that 01/02/03 would be
interpreted as January 2, 2003). Other places use the YYMMDD convention (So
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01/02/03 would be interpreted as February 3, 2001). Still others use the
DDMMYYY convention (so 01/02/03 would be interpreted as February 1, 2003).
The convention used by your organization can be set by your system administrator
using preferences (as described in Date and Time Format and Other Preferences on
page 164). When in doubt, you can always type in dates using a less ambiguous
format. For example, if you type reb 1, 2003 your meaning will always be clear.

Date fields also recognize entries like 1ast year, next year, today, and similar
phrases.

Drop-down lists: The “Building” field in the Equipment editor is a drop-down list.
When you click the accompanying drop-down button:

ﬂ

MainBoss displays a set of possible values for the information field. In the case of
“Building”, this is the set of buildings defined in your MainBoss Buildings table.

If a drop-down list contains a large number of entries, MainBoss displays a scroll
bar on the edge of the list, as in:

HUMID
LPF
METER
P
PER U
PRV
R-123

RN GG

The arrow buttons in this scroll bar have the same meanings as the arrow buttons in
a browser scroll bar. For an explanation of these buttons, see Using Browsers on
page 141.

To find the desired entry in a long drop-down list, you can click the arrow buttons
to move through the list. As an alternative, you can simply start typing the value
you want inside the drop-down field. For example, if you type mvo in a drop-down
field, MainBoss will drop the list and show you the first list entry that begins with
vno; if there is no such entry, MainBoss will show the first list entry that comes
after the string you’ve typed. Typing a few letters is a quick way to jump down
through a long list of possibilities.

Important: If a drop-down list currently contains a selected value and you want to clear
(erase) that value, click on the area where the value is displayed, then type <Ctrl+Delete>
(hold down the <Ctrl> key and press <Delete>). MainBoss will drop down the list. Click
the mouse anywhere on the window except the drop-down list, and MainBoss will clear the
field. You can also clear a drop-down list by right-clicking the list’s arrow and clicking
Clear Selection in the resulting menu.

Option buttons: There are two types of option buttons, both illustrated in the following
window:
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Fram To

w0 Mumber |

-

B

Building |

-

5

Ui |

-

|
|
2] |

¥ Select for Frinting

Statuz
% Open'Work Orders
i~ Clozed Work Orders

¥ Conective

YWork Order Clazs
|7|7 Preventive

— Prirting O ptions

[ Sort by Building

¥ Include description

V¥ Include |abar information
V¥ Include material information

¥ Turn off Select for Privting after printing

[ Include urit specifications

v Slppress costs

Additional labar linez
Additional material lines

Current printer: HP Lazer)et 3000 Senez PS on Mell:

Export... | Cloze I

Prewview | Frint | Print S etup |

Round option buttons (like the ones with “Open Work Orders” and “Closed
Work Orders” in the picture) are always arranged in groups. They are used for
options that are mutually exclusive—if you select one of the options in the group, it
automatically turns off all the other options in the group.

Square option buttons (like the ones under “Printing Options” in the picture) may
or may not be arranged in groups. They are used for options that are independent of
other options in the window. Checkmarking one of these options does not affect
any other options.

In some cases, a square option button has three states: blank, checkmarked, and
“not set” (in which case the box contains a grayed-out checkmark). Blank means
the option is turned off, checkmarked means the option is turned on, and “not set”
means the option follows whatever default is specified in your MainBoss
preferences.

Information lists: Many windows display information lists. For example, the following
window contains a list of personnel who have been assigned to a particular work
order.
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Edit Open Work Order
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Buttons in this window (Add Estimate, Add Actual, etc.) let you add new names
to the list. The Delete button lets you delete an entry from the list.

The Edit button lets you change an existing entry in the list (for example, changing
the time estimate for how long the workers are expected to spend on the job). You
can also edit an entry by double-clicking on it with the mouse. Either way,
MainBoss will open a window that lets you change the information in the entry.

Note: As a general rule, double-clicking on any list entry (in either a browser or an editor)
lets you edit that entry.

Clone buttons: Many editor windows have Clone buttons. If you click this button,
MainBoss opens a new window showing a new record. Some or all of the
information fields in the new record contain information copied from the original
record. This is a convenient way to create a new record if the new record will be

similar to an existing record.

When you close the editor window for a cloned record, you typically return to the
editor window for the original record.

Sometimes when you clone a record, MainBoss asks you what information you
want cloned. For more information, see Cloning Records on page 149.

Cloning Records

Many editors and browsers contain Clone buttons that let you create duplicates of existing
records. The process involves copying information from the existing record and creating a

new record that contains the copied information.
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In some cases, MainBoss will ask you what information you want to copy into the new
record. For example, when you clone a work order, MainBoss opens a window that lets you
specify which information should be copied from the original work order (including labor
information, materials, chargeback information, and so on). Select the types of information

that you want to copy from the old to the new, then click Ok.
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Reports

MainBoss can produce a wide variety of reports on major Maintenance, Equipment and
Inventory concerns. All reports can be printed or displayed on your screen. They can also
be exported for use in external programs such as database, spreadsheet and word
processing applications...or even faxed if you have a built-in fax/modem and faxing
software that provides you with a faxing “printer.” Some reports can be summarized to
give management an overview of important trends.

Note: All reports generated by MainBoss are designed to be printed on 8.5 by 11 paper or
A4 paper, in portrait format.

Entering Report Specifications

In many reports, you can select ranges of values for the report to cover. For example, the
Labor History report provides information on work done by your maintenance personnel;
this may include hours worked, labor costs, the dates and times of specific jobs, and so on.
When you want to produce a Labor History report, you can tell MainBoss that you want the
report to cover a specific time period (for example, work done during the month of
February), a specific set of workers (one worker in particular or several workers at once),
work done in a particular building, and so on. MainBoss combines all these criteria to
produce a report that only covers the material you want to see.

As an example of how this works, here’s a screen from the window that lets you print the
Labor History report:
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As you can see, there are a number of fields arranged in “From” and “To” columns. For
example, in “Create Date” (specifying the date when a particular work order was created),
you can specify a date range by typing the starting date under “From” and the ending date
under “To”. The following rules apply:

[0 If you leave “From” and “To” blank, the report covers all available dates.

(] Ifyou leave the “From” field blank, the report covers all available dates up to and
including the “T0” date (going back to the earliest date in your database).

(] Ifyou leave the “T0” field blank, the report will cover all records after the “From”
date, up to the latest date in your database.

[0 If you want the report to cover a single day, set both “From” and “T0” to the same

value.

The same principles apply whenever you can specify a range of values. For example, a

different section of the Labor History window has a “Personnel” field that lets you specify
the personnel who should be included in the report. If you want the report to cover a single
worker, you’d set the “From” and “To” values of “Personnel” to the name of that person.
If you want a range of personnel (for example, workers whose names begin with any of the
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letters in the range A through M), you could set the “From” value to the first name in the
A’s and the “T0” value to the last name in the M’s.

Previewing Reports

MainBoss lets you preview reports by displaying them on your computer screen. In this
way, you can see everything that will be printed if and when you send the report to your
printer.

To preview a report, click the Preview button in the window for printing the report.
MainBoss displays a window that contains the following:

Preview area: The main part of the window shows the preview itself.
Page: The page number of the page you’re currently previewing.

Goto Page: Lets you go to a different page of the preview. Type the desired page
number into “Page”, then click Goto Page. MainBoss will go to the specified page.

First Page: Goes to the first page of the report
Previous Page: Goes to the previous page of the report.

Next Page: Goes to the next page of the report.
Last Page: Goes to the last page of the report.

Full Size: Adjusts the displayed information so that it fills the preview area. This is the
default. If the preview area is too small to show an entire page, the area will have
scroll bars so that you can look at parts that don’t fit on the screen.

Full Page: Adjusts the displayed information so that the preview area shows an entire
page of the report.

Typically, Full Page shows more data than Full Size, but the printing is smaller
and may be harder to read.

Print: Immediately prints the report you are previewing. In this way, you can print the
report without having to close the preview window.

Close: Closes the preview window.

Note: While previewing a report, you can also use the <Page Up> and <Page Down> keys
to move backward and forward through the report.

A List of MainBoss Reports

This section provides a brief description of each report that MainBoss can produce. For
information on any of these reports, see the online documentation.
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Overdue Work Orders (Work Orders — Reports — Overdue)
Lists work orders that are overdue. A work order is considered overdue if the work
order has not yet been closed, but the “Work End” date has already passed.

Work Order History (Work Orders — Reports — History)
Information about selected work orders.

Labor History (Work Orders — Reports — Labor History)
Estimated and actual work done by selected workers.

Contracted Service History (Work Orders — Reports — Contracted Service History)
Use and costs of service provided by outside contractors.

Manpower Schedule (Work Orders — Reports — ManPower Schedule)
Projected schedules for personnel based on projected preventive work orders.

Work Order Statistics (Work Orders — Reports — Statistics)
Summary of work order activity over a specified period.

Units Report (Units - Reports — Units)
Information about selected equipment and/or spaces.

Maintenance Status (Units — Reports — Maintenance Status)
Overview of preventive maintenance on selected units.

Replacement Schedule (Units — Reports — Replacement Schedule)
Projected schedules and costs for replacing equipment.

Downtime Report (Units — Reports — Downtime)
Information about equipment downtime, including Mean Time Before Failure rates.

Spare Parts (Units — Reports — Spare Parts)
Which units use which spare parts.

Re-Order Report (Inventory — Reports — Re-Order)
Which inventory materials need to be re-ordered (based on current stock on hand,
stock on reserve and stock on order).

On Order Report (Inventory — Reports — On-Order)
Which materials are currently on order.

Receiving Report (Inventory — Reports — Receiving)
Information about inventory receipts over a given period.

Purchase History (Inventory — Reports — Purchase History)
Purchases made over a given period.

Stock Activity (Inventory — Reports — Stock Activity)
Information on all changes in stock including issues, transfers, purchases, etc.
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Issues Report (Inventory — Reports — Issues)
Information on all materials issued from inventory.

Inventory Status (Inventory — Reports — Inventory Status)
All items in stock within one or more storerooms. The report can be written in
“physical count” form to facilitate taking inventory.

Inventory Value (Inventory — Reports — Inventory Value)
The value of materials currently on hand.

Inventory Where Used (Inventory — Reports — Inventory Where Used)
Which preventive maintenance tasks use which inventory items.

Note: To see the online help about any of these reports, use the menu selections listed
above, then click the <?> button in the upper right hand corner of the resulting window.

Exporting Data

MainBoss can export data from a report in a format that lets you use the data with another
computer program. For example, you could export data for use with Microsoft Excel or
Microsoft Access; you could then use Excel or Access to create a customized report based
on that data.

MainBoss can export data in two formats:

[0 The dBase-format creates a . prr file suitable for use with programs that accept FoxPro
dBase data. (This includes Microsoft Excel and Access.)

[0 The text format creates a .csv (text) file consisting of ASCII character data. Each line
consists of a series of fields, separated by commas. You can choose whether the text
file begins with a line giving the name of each field or just starts immediately with the
data.

To export data in either format, you click the Export button in the window for printing a
report. MainBoss opens a standard Windows “Save as” dialog where you can specify the
name of the file that should hold the exported data. The Save as type field gives the
following choices:

Database Files (*.DBF): MainBoss will save the data in dBase format.

ASCIT Comma Delimited (*.csv): MainBoss will save the data in text format, with
fields separated by commas.

ASCIT Comma Delimited with Field Names (*.csv): MainBoss will save the data
in text format, with fields separated by commas. The first line in the file will give
names for each field.

As a simple example, here are a few lines of information from the Units report, exported
using the last format listed above. (The lines have been truncated to fit on the page.)
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UNTYPE, UNCODE, UNDESC, . ..

S,320 RBC , RICHMOND BAKERIES 320 TOWER PR
S,330 3RD , RICHMOND BAKERIES PRI
S,AA , ALGARD AUDITS PR

The first line gives field names: untypre (Unit type), uncope (Unit code), unpesc (Unit
description) and so on. Subsequent lines give information about various units. In the
unTyPE field, the value is either s for Space or £ for EQuipment. The uncobpk is the
identifier code from the Space or Equipment Table, and the unpesc is the description from
the same table. Subsequent fields on the line provide more information about the unit.

When MainBoss exports data from a report pertaining to work orders, the data contains all
the data from all the relevant work orders (even if data that would not be printed in the
report itself). For example, many types of reports have “summary” formats that summarize
information without giving details. However, when you export such a report, you get the
full details that were used to calculate the summaries.

Note: Upon request, MainBoss support will provide detailed information about database
field names and storage formats.
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Attachments

Many organizations have online information associated with equipment and/or spaces. For
example, a manufacturing plant might have schematic diagrams showing how to make a
certain kind of repair, while a rental management company might have an online document
that states contractual agreements with a particular tenant.

In such cases, it is useful to attach drawings, documents, and other types of files to the
records in MainBoss. This makes it easier for your management and workers to locate
information that might be relevant to a particular task.

An Example: As an example of how this works, consider the case of a rental management
company that provides maintenance services to a number of tenants in an office building.
Whenever a tenant signs a lease, the company prepares a Microsoft Word document
specifying any special contractual agreements between the tenant and the management
company.

Obviously, there are times when it might be useful for the maintenance department to
check the contractual agreements that have been made with a particular tenant. Therefore,
in the MainBoss Space table entry for each tenant’s office, the company specifies the name
of the file that contains the relevant document. It is also necessary to tell MainBoss that this
file should be opened with Microsoft Word.

Once this information has been set up, anyone looking at the Space table entry can open the
document file directly from MainBoss. This means that MainBoss starts Microsoft Word to
display the file; you can also use Word’s usual facilities for printing the file, editing it, and
S0 on.

The same principle applies for other types of files. For example, if you have a CAD-CAM
file providing a schematic diagram for some piece of equipment, you can record the name
of that file in the appropriate Equipment table entry.

Viewing programs: In order to display or print an attachment, MainBoss has to know
what software to use. Often this is handled by the Windows operating system; for example,
Windows may be set up so that files whose names end in . doc are opened in Microsoft
Word. On the other hand, your Windows system may not have software automatically
associated with other types of files.

If Windows does not automatically associate software with a particular type of file, you
must tell MainBoss what software to use for displaying and/or printing that file. This
means that you have to tell MainBoss about the viewing program needed for that file.

For example, suppose you are attaching a CAD-CAM file and Windows doesn’t have an
existing file association for that type of file. Then you need to tell MainBoss what program
to use in order to look at the file.
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MainBoss records viewing programs in the Viewing Programs table. For more information,
select Tables — Viewing Programs from the menu and consult the online help.

Note: You only have to set up a viewing program in the Viewing Programs table if
Windows has no existing association for the given type of file. Windows typically has
associations for all the types of files you frequently use.

Creating an Attachment

Files are attached to equipment or space records. If your Windows system does not have an
existing file association for the file you intend to attach, you must make sure MainBoss’s
Viewing Programs table has an entry for an appropriate viewing program. For more about
viewing programs, see the previous section.

[0 To attach a file to an equipment or space record:

1. Open the appropriate record, either through the Equipment browser or the Spaces
browser. (For information on opening such records, see Examining and Editing
Equipment Records on page 68.)

2. Inthe Specifications section of the record, click New Attachment. MainBoss opens a
window where you can specify the attachment file.

Create Specification I
Attachment Io

Attachment File Ig Select 9' Wi |
Wiewing Program IUSE FILE ASSOCIATION Q |£| MHew File I FErint |

Save&ﬂewl [Elofie | E(Ete | Save I Cancel I

3. In “Attachment” © enter a brief code name for this attachment.

4. In “Attachment File” @ enter the name of the file containing the attachment. (If you
click Select ®, MainBoss opens a standard file specification window that you can use
to search for the file.)

5. If Windows does not have a standard file association for this type of file, use “Viewing
Program” @ to specify the appropriate viewing program.

6. Click Save to save this information, then click Close to close the window.
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Quick Annotations

Sometimes you want to record notes about a unit. For example, one of your mechanics
might want to jot down advice for anyone who works on a particular piece of equipment in
future. You can use attachments to record such notes. In this case, you do not have to create
a file in advance.

There are two types of files commonly used to hold notes:

g

Text files: These typically have names ending in . txt (as in note.txt). The most
commonly used viewing programs are NOTEPAD Of WORDPAD, both supplied as part of
Windows.

Document files: These typically have names ending in .doc (as in note.doc). The
viewing program would be your chosen word processing software (e.g. Microsoft Word
or Corel WordPerfect).

Before making your note, you should make sure your Viewing Programs table contains the
appropriate viewing program. For more information on viewing programs, see Attachments

on page 157.

To record a quick note:

1. Open the appropriate record, either through the Equipment browser or the Spaces
browser. (For information on opening such records, see Examining and Editing
Equipment Records on page 68.)

2. Inthe Specifications section of the record, click New Attachment. MainBoss opens a
window where you can specify the attachment file.

Create Specificaion @R

Attachment Io
sachmentFle  [@ Select @] Wiew |
ViewingProgram  [USE FILE ASSOCIATION @ [¥] MewFie | Pt |

Save&ﬂewl [Elofie | WE(Ete | Save I Cancel I

In “Attachment” @ enter a brief code name for this attachment.

In “Attachment File” @ enter a name for the file that will contain the note. (If you
click Select ®, MainBoss opens a standard file specification window that you can use
to name the file.)

In “Viewing Program” @ specify the viewing program you’ll use to add notes to the
file.
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6. Click New File. MainBoss creates the file and opens it with the specified viewing
program. You can then write up any notes you want to record. When you’re finished,
save the file and exit the viewing program.

7. Back in MainBoss, click Save to save MainBoss’s record of the attachment, then click
Close to close the window.

Using an Attachment

Once you have attached a file to an equipment or space record, MainBoss makes it easy to
view or print the attachment.

[0 To read or edit an attachment:

1. Open the appropriate record, either through the Equipment browser or the Spaces
browser. (For information on opening such records, see Examining and Editing
Equipment Records on page 68.)

Create Equipment K &3

Building ||:|:P |£| IMAINBI]SS PLANT El
EodeIEu1
DmcIANYEQMPHENﬂ

Identificati-:-nl Servicel Spare Party  Specifications |Value I Metersl
Specification Dezcription

(1)

Mew Specification || Mew Attachment I Edit | Delete |

‘ Save&Newl [Elame | [elete | Save I Cancel |

2. Inthe attachment list @, double-click the attachment you want to read or edit.
MainBoss will open a window showing information about the attachment.
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Create Specification [ 7] I

Attachrment I

Attachrment File I

Select I Wi gl
Viewing Program  [USE FILE ASSOCIATION ] New | Pin @

Save&Newl [Elome | [Velete | Save I Cancel I

3. Click View. This opens the file with the specified viewing program. You can use all the

features of the viewing program to read and/or edit the file. When you’re finished, exit
the viewing program.

4. If you want to print the attached file, click Print. MainBoss will open the file with the
printing program specified in the Viewing Programs table. Depending on the viewing

program, it may print the file directly or you may have to use the viewing program’s
printing features to print the file.
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MainBoss Administration

The Administration menu lets an administrator control the behavior of MainBoss. The
menu offers access to the following features:

g

Preferences: Customizing various aspects of MainBoss to meet the needs of your
organization.

Database Utilities: Keeping your MainBoss database files in efficient working order,
plus backing up and restoring the entire database.

Security: Restricting the ways in which other users can use MainBoss. For example,
you might want to prevent unauthorized users from creating new purchase orders; the
security features of MainBoss make this possible.

Archiving: The archiving process removes old records from your database files. For
example, you can use this to remove work orders, work requests, and purchase orders
that are more than a year old. Removing these records makes the files smaller; not only
does this increase the speed of many MainBoss operations, it also makes it simpler for
you to find more recent records since the tables aren’t cluttered up with old entries.
(Note that MainBoss’s archiving facilities also let you examine old records that have
been removed from your database files; therefore you can still obtain older information
if necessary.)

License Keys: Lets you enter and modify license keys for MainBoss software products.

Accessing Administration Functions

Administration operations are normally disabled. This means that when you try to select an
operation from one of the Administration submenus, the items are all grayed out; clicking
on them does nothing.

In order to enable administration operations, you must login as the MainBoss
administrator. If you aren’t already logged in as the administrator, you can do so by
selecting Session — Login from the menu. MainBoss will display the usual login window.
For “User Name” type ADMINISTRATOR, and for “Password” type the administration
password.

Note: For more information about logging in, see Logging In on page 9.

When you first license MainBoss, you will be given the password to use as administrator.
Later on, you may change to a different password, as described in Changing Your
Administration Password on page 174.
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Important: Anyone who knows your Administration password can control all the
administrative functions of MainBoss, including security features. Therefore, you should
only give the password to people who have the authority to control all other MainBoss
users at your site.

A person who is logged in as AbMINISTRATOR May grant other users the ability to use the
Administration menu. Therefore in some organizations, a person logs in as
ADMINISTRATOR When MainBoss is first installed and grants administration privileges to
various other users; from this point on, there is no need to log in as ADMINISTRATOR, Since
you can perform administrative operations under other user names. For more about
granting permissions to other users, see Authorizing New Users on page 175.

If you have logged in as abmMINISTRATOR t0 dO some administrative work, then want to go
back to being a “normal” non-administrator user, select Session — Login from the menu,
then log in with both “User Name” and “Password” blank (no characters). This puts you
back to being an “anonymous” user.

Note: MainBoss will only let you log in as an anonymous user if you have security turned
off. If you have security turned on, you must always log in as a “named” user. For more
about turning security off and on, see Logins and Security on page 177.

Saving Settings

A number of windows let you save some of their settings. For example, the window for
printing a work order can “remember” the number of Additional labor lines and
Additional material lines from one MainBoss session to the next. This means that you
don’t have to fill in these fields each time you print work orders; MainBoss will
automatically remember the settings you have saved.

Note: Settings may only be saved by the administrator. Therefore, to save settings you
must log in as the administrator.

[0 To save settings for a window:

1. Move the mouse pointer to the title bar of the window (the bar at the top of the window
where the window’s title is displayed).

2. Right-click on the title (press the mouse’s right-hand button). A small menu will
appear.

3. If you can save settings for this particular window, the menu will have a Save Settings
entry. Click this menu item.

Many windows do not let you save their settings. The ability to save settings is most
commonly associated with windows for printing reports.
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When you ask to save the settings for a window, MainBoss does not save all the settings; it
only saves the settings that you are most likely to keep the same in future.

Preferences

The Preferences section of the Administration lets you specify default behaviors for
MainBoss. For example, if most of your work orders are related to equipment, you can
specify that new work orders should start with the “Equipment” box checked off. On the
other hand, if most of your work orders are related to spaces, you can specify that new
work orders should start with the “Space” box checked off. In this way, blank work orders
are initially set up to match your most common situation. Of course, if a particular work
order is different, you can always change that work order when you create it; however,
setting up your preferences to reflect your most common situation can save you from
having to type in the same information over and over again.

You can set preferences for work requests, work orders, unit records (equipment and
spaces), and purchase orders. For more information, see the online help. You can also set
preferences for the way that dates and times are displayed, as discussed in the next section.

Company Information

MainBoss lets you record various types of general information about your organization, for
use in reports, purchase orders, and various other functions. For example, you can specify a
bitmap containing your company logo, for use in printed purchase orders sent to vendors.
(The bitmap will be scaled to a size of 2.4 x .9 inches on the final printout. If you have a
600 dpi printer, this corresponds to a bitmap of 1440 x 540 pixels.)

Date and Time Format and Other Preferences

MainBoss lets you specify preferences for a number of other types of information used by
the program. In particular, you can specify the format you prefer for dates and times.
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MainBoss Preferences

el

— Date Format
On Screen i 122042002 4:14:12pm
24 Hour Clack
Field Delimiter — Field Order tonth Format
" Mo Date Delimiter D Order * Mumeric Manth
% Slazhes & MDY Order " Abbreviated Manth
" Blank and Comma DY Order £ Full Month
In Reparts Immm dd, iy Dec 20, 2002

— Currency Format
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Fazitive Currency
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$1.234 567.83
41,234 56783

— Pkl Generation
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I—F" Days

Yiewing Program |LISE FILE A550CIATION |£|

—

Telephone Prefi

Save I

Cancel |

To specify such preferences, select Administration — Preferences — Other from the
menu. MainBoss displays a window containing the following:

Date Format: This area lets you specify the format of dates and times used in
MainBoss.

Settings in the On Screen group let you specify the format of dates and times when
MainBoss displays information on your computer screen.

Settings in the In Reports group let you specify the format of dates and times when
MainBoss prints information in reports.

Both groups have an accompanying “sample display” showing a date and time in
the current format. When you change one of the settings, MainBoss changes the
display to show you how dates and times will be displayed in the new format.

Note: These settings tell MainBoss how to display dates and times. When you are typing in
dates and times you can use a much wider variety of formats. For more information, see
Using Editors on page 145.
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Time Format: Settings in this area specify how MainBoss displays times on your
computer screen.

12 Hour Clock: Times are measured on a 12-hour clock, often with an added
AM or PM designation, as in 01:30 pMm.

24 Hour Clock: Times are measured on a 24-hour clock, as in 13:30.

Field Delimiter: Settings in this area specify how MainBoss will break up dates
into separate parts.

No Date Delimiter: Dates are not broken up into separate parts. For example, if
you are using all numeric dates in MDY format, December 25, 2001 would
be displayed as 122501.

Slashes: Dates are broken into parts separated by slash characters. For example,
if you are using all numeric dates in MDY format, December 25, 2001
would be displayed as 12/25/01.

Blank and Comma: Dates are broken into parts separated by spaces; a comma
may also be used to separate parts of the date. For example, if you are using
all numeric dates in MDY format, December 25, 2001 would be displayed
as12 25, 2001.

Field Order: Settings in this area specify the order of the parts of the date.

YMD Order: Dates consist of the year followed by the month followed by the
day.

MDY Order: Dates consist of the month followed by the day followed by the
year.

DMY Order: Dates consist of the day followed by the month followed by the
year.

Month Format: Settings in this area specify how months are represented.

Numeric Month: Months are written as numbers from o1 to 12.

Abbreviated Month: Months are written with three-letter abbreviations (for
example, nov for November).

Full Month: Months are written out with their full names (for example,
January)

In Reports: Specifies a format for displaying dates in reports. The field can contain
any of the following:

mm The month as two digits.

mram The month as a three-digit abbreviation (e.g. Nov)
mmrmm The full name of the month (e.g. January)

dd The day as two digits (e.g. 03 or 25)

d The day written as one or two digits (e.g. 3 or 25)
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YYyy The day written as four digits (e.g. 2001)
vy The day written as two digits (e.g. 01)

In addition, you can add other characters, such as spaces or punctuation
characters between different parts of the date. For example, if you specify the
format mmm/dd/yyyy, MainBoss would display dates as in pec/25/2001.

Currency Format: The options in this area specify defaults for representing currencies
throughout MainBoss (including in reports). Also in this area, MainBoss displays
sample positive and negative currency values to show what such values look like. If
you change one of the options, the display will also change to show the result.

Currency Symbol: One or more characters to be used to represent currency units.
Examples are s for the dollar or ¥ for the yen.

Decimal Symbol: A single character to be used to separate the fractional part of a
currency value from the rest of the value. For example, the dot . » is typically
used as a decimal point in dollar values, as in $23.99.

Digit Grouping Symbol: A single character to be used to group digits in the non-
fractional part of a currency value. For example, the comma »,  is typically
used as a grouping symbol in dollar values, as in $1,000,000.00.

Digit Grouping: Lists possible ways in which digits may be grouped. You should
pick your preferred grouping format from this list.

Positive Currency: Lists possible ways in which positive currency values may be
displayed. For example, the currency symbol may appear at the beginning of the
value (as in $23.99) or at the end (as in 23.99s).

Negative Currency: Lists possible ways in which negative currency values may be
displayed. For example, some organizations prefer to use a minus sign in front,
as in -523. 99, while other organizations prefer to put such values in
parentheses, as in ($23.99).

PM Generation: The options in this section specify defaults for generating preventive
maintenance work orders. For further information on generating such work orders,
see Generating Preventive Maintenance Work Orders on page 94.

PM Generate Frequency: Specifies the default number of days between
generating new preventive maintenance work orders. For example, if you intend
to generate new work orders every two weeks, you would set this field to 14.

For more information about generating preventive maintenance work orders,
see Generating Preventive Maintenance Work Orders on page 94.

Viewing Program: Specifies the default viewing program used with attachment files.
For more information, see Attachments on page 157.

Telephone Prefix: Specifies a default string of digits that you want to put at the
beginning of all new telephone numbers. For example, if most of your telephone
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calls are made to your local area code, you would set “Telephone Prefix” to that
area code. This saves you the time of typing the area code whenever you type in a
new phone number. (For phone numbers not in that area code, you can simply
delete the default prefix and start typing the number from the beginning.)

Custom Text Settings

The Custom Text feature of MainBoss has two basic uses:

[J You can customize MainBoss’s terminology to match the terminology used by your
organization. For example, instead of “Cost Center” your organization may prefer to
use the term “Department.” This feature lets you tell MainBoss to use “Department”
wherever it usually uses “Cost Center”.

[ You can change MainBoss to use some other language instead of English.

Note: MainBoss supplies custom settings for a limited set of non-English languages. If you
want to work in some other language, you must create your own file of custom translations.

For more on custom text settings, see the online help.

Database Operations

The Administration — Database menu lets you clean up the MainBoss database and
perform backup/restore operations.

Reindexing

Reindexing means cleaning up your MainBoss database and rebuilding its indexes. Usually,
the only time you have to do this is when you install a new version of MainBoss. However,
it may also be necessary if part of your database has been damaged (for example, by
hardware problems or a power failure).

Important: MainBoss will not let you reindex the database if anyone else is currently
using MainBoss. Therefore, you should make sure that all other users at your site quit
MainBoss before you attempt to reindex.

[J To reindex your database:

1. Select Administration — Database — Re-Index from the menu. MainBoss displays
the following:
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MainBozz Database Reindex |

OF. to reindex databaze?

Cancel |

2. Click Ok. MainBoss will begin the reindexing process. As this process takes place,
MainBoss reports which files are being reindexed.

3. When MainBoss tells you the reindexing is finished, click Ok to close the window.

Backing Up Your MainBoss Database

The MainBoss backup process creates a compressed form of your MainBoss database: a
single file containing all the information of your database, stored in a special format that
takes up less disk space. Here are some situations when you should create a backup file:

[0 You should backup your database before any major change to MainBoss. This includes
installing a new version of MainBoss or reindexing your database (as described in
Reindexing on page 168).

[0 Regular backups make it possible to recover from disasters like fires, floods, or major
hardware failures (such as a hard disk crashing). Make sure you copy backup files to a
different disk on a different computer system from the one that normally contains your
MainBoss database. Many organizations copy their backups to a high-capacity diskette
(ZIP or JAZ) and store the diskette in a different building. (Of course, many
organizations already have procedures in place for backing up all their computer data.)

[0 If you have a problem and contact MainBoss support, our support personnel may ask
you to send us a copy of your database to help us correct the problem. In this case, you
just use MainBoss’s backup facilities to create a backup file; you can then send us the
file (usually by e-mail).
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[0 To create a backup file:

1. Select Administration — Database — Backup from the menu. MainBoss will display
a normal File Save window asking you to specify a name for the backup file. (Files are
expected to have the file name extension .mzH.) Once you have entered a name,
MainBoss will ask if it is all right to proceed with the backup. Click Ok to proceed.

Note: Before you begin a backup process, make sure that no one else is using the database.
This means that everyone else should quit MainBoss before you start the backup;
MainBoss will not perform the backup if anyone else is using the database.

After the backup process finishes, MainBoss displays a window indicating whether or not
the process was successful. Click Ok to return to the MainBoss window.

Once you have created a backup file, you can treat it like any other file. For example, you
can copy it to another location or delete the file when you no longer need it. You can also
restore your database from the file, as described in Restoring Your Database From Backup
on page 170.

Restoring Your Database From Backup

Ideally, you should never have to restore your database using a backup file. However, if
your existing database files become damaged (for example, due to hardware failure), you
may need to return to a previously saved backup.

When you restore a database, MainBoss asks you to specify a directory where MainBoss
should store the various files associated with that database. This should not be the same
directory as your existing database—even if you want the restored files to take the place of
your existing database, restore to a different directory first.

(1 To restore your database from a backup file:

1. Select Administration — Database — Restore from the menu. MainBoss will display
the following:

Restore MainBoss: Database I

Restore from || (1) Select el
Restore to directary I 3 Select Ql

Restare a Cancel |

2. In “Restore from” @ specify the name of the file that contains the backed-up database.
You can either type in the name, or click the associated Select @ to locate the file.
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3. In “Restore to directory” © specify the directory where MainBoss should store the
backed-up database. You can either type in the name or click the associated Select @ to
locate the directory.

4. Click Restore © to restore the database.

Using a Restored Database: Once you have restored the database, there are two ways to
use it:

[0 The safest way is to create a Windows shortcut that refers to the new database. To do
this, use the right-hand mouse button to click the Windows desktop, then click New,
then Shortcut. Windows will start a wizard to help you specify the new shortcut. For
Command Line, click the Browse button and find the MainBoss program file (named
mboss . exe Under the directory where you installed the software). Assign any name you
like to the shortcut.

Once you have created the shortcut, use the right-hand mouse button to click on the
shortcut and then click Properties. Windows opens up a “property sheet” for the
shortcut. In the Shortcut section, change the name in the “Start in” field to be the
name of the directory where you restored the database files. Finally, click Ok to close
the property sheet.

Double-clicking on this shortcut will start MainBoss; however, instead of using your
standard database, this version of MainBoss will use the database restored from
backup. You can perform any operations with this database that you can perform with
your previous database.

Note that any operations you perform on the restored database will not affect your
“standard” database.

[ After you have spent some time examining the restored database to make sure it is
working properly, you may decide to replace your “standard” database with the restored
one. If so, copy all the files and subdirectories from the directory where you restored
the database to the directory containing your “standard” database. This overwrites your
standard database with the restored one.

From this point onward, you should get rid of the shortcut you created to the restored
database and resume using your “standard” database.

Note: Make sure you keep track of which database you are using. If you are in doubt, look
at the title line in the main MainBoss window—it tells you the directory containing your
database files. Changes that you make in one database do not affect the other, so don’t get
confused about which database you are actually using. If you intend to replace your
standard database with the restored one, restore the database, check the restored database to
make sure the data looks all right, and then copy the restored data over the standard data.
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Auditing

MainBoss’s auditing facilities examine your database for errors and other unusual
conditions. These conditions may arise from a variety of causes:

[0 Power failures or other system crashes while MainBoss was in the middle of an
operation.

Left-over problems from older versions of MainBoss.

Deleting table entries that other tables depend on. For example, suppose you delete an
entry from the Priority Code table, but one or more work orders still have that priority.
The audit report will show you which work orders use the now non-existent priority.

[0 Typing errors and other kinds of mistakes. For example, the auditing facilities look at
the labor records associated with a closed work order, then compares the dates of the
labor records to the dates on the work order. If the labor records specify work done
outside the period of the work order itself, this usually indicates a mistake in entering
dates for the work order or the labor records.

Some of the conditions listed in the audit report may not be actual errors. For example,
MainBoss reports any date earlier than 1980 in the database. Most of the time, such an old
date is evidence of a mistake when typing information; however, some organizations may
have old equipment with a purchase date before 1980. In this kind of situation, you can
simply ignore what the audit report shows.

The auditing window lets you correct some kinds of errors. With many types of errors,
however, you may need to correct the situation using other parts of MainBoss. For
example, suppose you delete a Priority code from the Priority table and MainBoss
discovers a number of work orders that use the now non-existent code. The auditing
window lets you blank out the priority code on such work orders, so that they no longer use
the old code.

However, you may prefer to assign different priority codes to some of the work orders; in
this case, you must use the normal facilities to open each work order and assign a new
code. Alternatively, you may decide to restore the code you deleted (which means creating
a new priority code with the same identifier as the deleted one).

The above example shows that it may take work to resolve the problems listed in the audit
report—you may have to edit existing records, create table entries, and so on. We
recommend that audit report problems be handled by someone who is thoroughly
knowledgeable with your organization’s operations.

Note: Before beginning an audit, we recommend that you reindex your database first (as
described in Reindexing on page 168). For both reindexing and running the audit, make
sure that nobody else is using the database at the same time.
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[0 To audit your database:

1. Select Administration — Database — Audit from the menu. MainBoss begins by
opening a window that indicates an audit is taking place; this window shows the audit’s
progress by displaying the names of the files that MainBoss is reading. You can cancel
the audit by clicking Close in this window.

2. After the files in your database have been examined, MainBoss displays a new window
stating the results of the audit. For information about using this window, see the online
help by clicking the <?> button in the upper right hand corner of the window.

Here are some of the problems that might be reported by an audit:

Orphan record,AUDIT found a record who noone refers to:Anorphan
record is one that should be referred to by some other record but is not. For
example, when you type in the labor costs for a work order, MainBoss creates labor
records; the record for the work order should contain links to all the associated
labor costs. However, suppose you are entering a work order and the system crashes
after you have typed in some labor records but before you save the actual work
order. In this case, your database won’t have a work order record that links to the
labor records. Therefore, the labor records are orphans—they’re just wasted space,
because no work order is using them. Other types of orphan records can occur in
similar ways.

The usual way to deal with orphan records is to delete them. Click on the line in the
Problem list, then click the Delete Record button.

Lost 1link,AUDIT found a reference to a record in another table
that does not exist:Alostlink occurs when you delete a record in one table
and other records in other tables refer to the deleted record. For example, if you
delete a Priority code from the Priority table, any existing work orders that use that
priority will now have a lost link.

The audit report lets you solve the problem of lost links by setting the field blank:
click the line in the Problem list, then click Set Blank. This sets the corresponding
field blank; in our previous example, it would clear out the priority code in the
work order. In some cases, however, you might prefer to take a different action. For
example, you might prefer to assign a new priority code rather than blanking out the
old, or to reinstate the missing code.

Bad character in text field: A text field contains a character that MainBoss
does not allow (usually a backslash \). The audit window lets you set this character
to a blank instead.

Bad Date: A field contains a value that is not a valid date.

Date is in the future: A field contains a date that is in the future, even though
such a date doesn’t make sense. Note that MainBoss does not report this problem if
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it makes sense for a date to be in the future; for example, the “Scrap Date” for a
piece of equipment is typically in the future, so MainBoss does not consider this a
problem. However, if the “Purchase Date” is in the future, MainBoss considers
this an indication that the date might have been typed incorrectly.

Date is before 1980: This is considered suspicious for any date, even though
there are situations where it might be correct.

Work start date is past close date: The closing date on a work order
comes before the stated date that the work was started. This suggests that either the
start date or close date is incorrect.

Work end date is past close date: The work order was closed before the job
was actually finished. This suggests that either the work end date or the close date
is incorrect.

Labor time outside workorder interval: A labor record specifies that work
was done on a job before the work order’s start date or after the work order’s close
date.

Effective reading < previous reading: A meter reading is lower than the
previous reading on the same meter. This suggests that one of the readings was
typed incorrectly. If this code appears, it may explain why meter-scheduled tasks
fail to generate work orders.

Reading date/time <= previous reading: A meter reading was specified at a
date/time that preceded a reading that was already recorded. This suggests that the
readings were entered out of order, or that a date/time was typed incorrectly.

Security

MainBoss’s security facilities help you control who can use MainBoss and what each
person can do with the software.

Changing Your Administration Password

When you license MainBoss, you are given an administration password. There are several
reasons why you might wish to change this password:

O

O

You might want to change the password to something that is easier for you to
remember.

You should change the password if there is a chance that some unauthorized person has
learned the old password. Some organizations like to change the password on a regular
basis (for example, every month) just in case an unauthorized person has learned the
old password.
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[ You should change the password if someone who knew the old password leaves your
organization for any reason.

If you do change your administration password, make sure you change it to something you
can remember. Forgetting your password will make it impossible to perform standard
administration functions like backups and archiving. (If you do forget your password,
contact MainBoss support for instructions on how to get a new password.)

[0 To change your administration password:

1. Select Administration — Security — Change Password from the menu. MainBoss
displays the following:

Change Password for ADMINISTRATOR

0ld Pazzword Io

Mew Pazsword |9

Mew Passwaord again |9

Cancel |

2. Enter your current password in “Old Password” @. No matter what you type,
MainBoss will only display asterisk (*) characters. This maintains secrecy, even if
someone is looking over your shoulder at the screen.

3. Enter a new password in “New Password” @. This can be any combination of
numbers and/or letters.

4. Enter the same password in “New Password again” ©. MainBoss asks you to type the
string a second time just in case you made a typing mistake the first time. Your “New
Password” and “New Password again” strings must be identical; if the new
passwords are not the same, MainBoss will not change the password.

5. Click Ok to close the window.

Authorizing New Users

MainBoss lets you create a table of people who are authorized to use MainBoss in your
organization. Each such user has a user name (names by which users identify themselves to
MainBoss) and a password to establish identity.

Best Practice: If you are already using a network that makes users login, you should assign
your personnel the same user names and passwords they use on the network.
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When you authorize a user, you can specify which features of MainBoss that person is
allowed to use. For example, you might authorize a person to create work requests but not
work orders, or you might prevent anyone from creating purchase orders except
management personnel.

Authorizations are granted according to MainBoss menus. For example, if you prevent a
particular person from accessing Inventory — New Purchase Order and Inventory —
Browse Purchasing, that person will not be able to create new purchase orders.

[0 To give a new user permission to use MainBoss:

1. Select Administration — Security — Users from the menu. MainBoss opens the
Users browser:

| Uzer Hame Security Enabled Mo
- Default Asdrmin Enabled Mo
Statuz Achive
Upgrade Permizzion Yes
Reindex Permnizzion Tes
“work Reguest Permizsion Yes
Purchazing Permizsion Tes
¥
=
Edit | Clone | Delete | Search |
Frrirt | Turn Security On | Done |
2. Click New @. MainBoss opens a window where you can enter information about the
new user:

Sesszion  work Orders Units [nwentary Tables  Administration Help 6
Select Al Access @ |
User Name ||9 Clear All Access 0'

Fazsword I 9
Confirm Pagzwaord I o

* Active
" Dizabled
‘ Save&Newl [Elore I [VElete | Save I Cancel

3. In“User Name” @ type a name for the new user.

4. In “Password” © and “Confirm Password” @ type a password for this user. (You
must type the same password in both fields.)
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5. Use the window’s menu bar © to specify which MainBoss features this user will be
permitted to use. If you checkmark a menu item, this user will be able to use the
feature; if you remove the checkmark on an item, the user will not be able to use the
feature. You can checkmark every menu item by clicking Select All Access @, and you
can turn off all the checkmarks by clicking Clear All Access @.

6. Click Save when you have finished specifying these permissions, then click Close to
close the window.

When creating a new user, you may find it useful to Clone an existing user from the Users
browser. This creates a new user with the same access settings as the user that you cloned.
For example, if you hire a new worker who’ll have the same access permissions as one of
your current workers, making a clone of the current worker’s record will set up the same
access settings. That way you don’t have to set up the same permissions again for the new
worker.

You may also find it useful to make up a few “request-only” users in advance. For
example, you might create users named REQUEST1, REQUEST2, etc. with appropriate
passwords and permissions set only to allow the creation of work requests. You can then
hand out these user names and passwords to people who can be authorized to submit
requests.

Logins and Security

MainBoss can run with its security features turned on or off.

[ If security is turned on: Whenever someone starts the MainBoss program, MainBoss
asks that person to enter a name and a password. After the user has logged in, the only
features available are those that have been authorized for that user (as described in
Authorizing New Users on page 175).

[ If security is turned off: People are not asked to identify themselves when MainBoss
begins. They can use any of MainBoss’s normal features. However, they still have to
log in as apmMINISTRATOR before they can use features from the Administration menu.

[0 To turn security on or off:
1. First, log in as apMINTSTRATOR (as described in Logging In on page 9).

2. Select Administration — Security — Users from the menu. MainBoss opens the
Users browser:
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| Uzer Hame Security Enabled Mo
Default Asdrmin Enabled Mo
Statuz Achive
PAT Upgrade Permizzion Yes
Reindex Permnizzion Tes
“work Reguest Permizsion Yes
Purchazing Permizsion Tes
-
¥
=
Edit | Clone | Delete | Search |
Hew Frrirt | Turn Security On |o Done |

3. If security is currently turned off, clicking Turn Security On @ will turn on MainBoss
security.

4. If security is currently turned on, click Turn Security Off will turn off security.

5. Click Done to close the window.

Archiving

The MainBoss archiving facilities let you store records that no longer need to be kept in
your main database. The facilities also let you recall records that have been removed from
the database, so that you can examine old data and produce reports on that data (if
necessary).

Archiving is not the same as backing up your data. A backup (as described in Backing Up
Your MainBoss Database on page 169) saves all your database files as a safety precaution.
Archiving removes outdated information from your database files, helping to prevent the
files from getting too big and making it easier for you to find information while working
with MainBoss. For example, if you archive all work orders that are more than a year old,
those outdated work orders are removed from your work order lists, making the lists
shorter and easier for you to search.

Warning: Archiving permanently removes records from the main database. The records
cannot be put back into the database. However, you can still look at the records if that
becomes necessary.
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How Archiving Works

Archived information is stored on your hard drive in compressed format. This reduces the
disk space required to store the records. Another benefit of archiving will be improved
performance. Archiving removes work orders, purchase orders, and inventory history
records from your everyday database, saving them in separate files. This means that your
everyday database becomes smaller, which may speed up MainBoss operations
significantly.

Each time you archive, a new set of compressed data is stored in a separate archiving
directory. This is called an archive set. MainBoss lets you name each set of archived data
so that any time you need to retrieve a specific set of historical work orders for reports and
analysis they can be quickly restored from the compressed format. If you archived quarterly
and you wanted to reconstruct an entire year of work history you would restore each
quarter, one after the other. (Note that you can only create reports for each individual
quarter, not for the entire year.)

You must deal with each archive set individually—you cannot merge them together. For
example, suppose that each quarter you archive any records that are more than a year old.
You cannot combine the archives of four quarters into information for a whole year. If you
wanted reports on your archived information, you could produce quarterly reports, but
could not combine the data to get a single yearly report. You also cannot change the
contents of archive sets; once information has been archived, it cannot be edited.

When you restore an archive set, MainBoss creates a number of working files containing
uncompressed data from the archive set. These working files are only necessary as long as
you want to work with the old archived data. Since the working files take up extra disk
space, you should clear them once you are finished looking at the old data; clearing the
files frees up the disk space.

Clearing these working files does not affect the compressed archive sets. Therefore, if you
ever want to look at old data again, you can just restore the same archive set. This creates
new working files that can be examined as necessary.

Note: Before you begin any archiving operation, saving or restoring, we recommend that
you back up your MainBoss database. This ensures that your data remains safe if MainBoss
fails because of a power outage or some other system failure. For more about backing up
your database, see Backing Up Your MainBoss Database on page 169.

Archiving Your Data

Most organizations choose to archive data on a regular basis (for example, every quarter or
every six months). The archiving process removes old work order, purchase order, and
inventory history records from your MainBoss database; these old records are stored in a
specially compressed format that takes up less disk space.
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Note: The archiving process removes closed work orders and closed purchase orders from
your main database. It does not remove open work orders or open purchase orders, no
matter how old they are.

[0 To archive data from your database:
1. Make sure all other users have quit using MainBoss.

2. Make a backup of your database files, as described in Backing Up Your MainBoss
Database on page 169.

3. Select Administration — Archiving — Archive from the menu. MainBoss displays
the following:

Create Archive Set K &3
Code (@
Created |
Auchive Date | @
Comments | @
Festored on | Auchive File |
Cancel |

4. In “Code” @ enter an identification code for the archive you will create.

5. In “Archive Date” @ enter a date. MainBoss will archive all closed work order,
purchase order, and inventory history records up to and including the given date. For
example, if you enter pecember 31, 2001, MainBoss will archive all appropriate
records up to and including that date.

6. In“Comments” © enter any comments that will help you identify what this archive
contains.

7. Click Archive @ to create the new archive. MainBoss displays a message to verify
whether you really want to proceed with the archiving process. Click Ok.

Restoring and Using an Archive Set

Restoring data from an archive places all the records from the archive into temporary
working files on your hard disk. Restoring is also called dearchiving.

Once you have restored archived data into working files, you may use MainBoss to work
with the contents of these temporary files, in the same way you work with your everyday
MainBoss databases.
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Important: Restored data is not placed back into your everyday MainBoss database. It is
only put into temporary files so you can examine old records.

You can restore more than one set of archived records. In this case, the records of all the
archives you want to restore are placed in temporary files. The only limit on the amount of
material you can restore is the amount of disk space you have available.

[J To restore an archive set:

1. Select Administration — Archiving — Restore from the menu. MainBoss displays
the Archive Set browser:

Browse Archive Sets E
| Code o Comments Period Up to December 31, 2000

Year End, 2000 Py Created kay 04, 2001
4| | Status Mot Restared
| | Archive File 01050400 L=H

Comments “ear End, 2000

LAESIES
LASSIES

RIEIEYNO
Hestoreg Daone |
In the list of archive sets @ click on the set you want to restore.

Click Restore @.
MainBoss will ask if it’s all right to proceed with the restoration. Click Ok.

o~ w DN

MainBoss will tell you when the dearchiving process is complete. Click Ok, then click
Done to close the archive set browser.

6. Select Session — Select Archive from the menu. MainBoss displays a browser
showing what is currently dearchived:
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Browse Archive Sets E
| Code | Comments Period Up to December 31, 2000

‘Year End, 2000 T Created May 04, 2001
Statuz Restored on kay 04, 2001
| | Archive File 01050400 L=H

Comments “ear End, 2000

i

LRSI B
LASSIES

RIEIEYSO R
Selectg Done |

7. Click the archive you want to examine, then click Select ©.

8. Click Done to close the browser.

You can now use MainBoss to examine the contents of the archive set. For example, when
you select Work Orders — Browse Work Orders from the menu, MainBoss will show
you work orders from the archive set, not from your regular database. When you create a
report, information for that report is taken from the archived data, not from your regular
database.

You can use all the normal facilities of MainBoss on the archive set—just remember that
you’re looking at the archived data, rather than your current data.

When you’re finished examining the archived data, you can return to using your normal
database.
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[0 To resume using your normal database:

1. Select Session — Select Main Database from the menu.

From this point on, you will go back to using the main database.

Note: If you’re ever in doubt about whether you’re looking at archived data or the main
database, look at the title line of the main MainBoss window. The title tells which database
you are currently using.

Cleaning Up Dearchived Data

When you are finished examining dearchived data, you should get rid of the temporary files
that hold that data in uncompressed form. This clears up disk space. Since the compressed
versions of the archive are still available, you can always dearchive the data again if you
need it.

[1  To clear away dearchived data when you don’t need it anymore:

1. Select Administration — Archiving — Clear from the menu. MainBoss displays the
Archive Set browser:

Browse Archive Sets E
| Code | Comments Period Up to December 31, 2000
END 2000 F3ll Year End, 2000 x| | Created by 04, 2001
- 4| | Status Restored on May 04, 2001
- | | Archive File 01050400 L=H
Commerits Year End, 2000
o b
¥ ¥
= X
Clearol NI‘IQIPINIE'
Daone |

In the list of archive sets, click the set you want to clear away.
Click Clear @.
MainBoss asks if you really want to clear the data. Answer yes.

o M N

Click Done to close the window.
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Work Request Notification

As an add-on to the MainBoss package, you can download software that will notify you
whenever someone creates a new work request. For example, suppose department
secretaries at a company are all authorized to submit work requests to report maintenance
problems. The wrNotifier SOftware can notify you when one of them creates a request.
This is similar to the way that many E-mail packages notify you that you have received a
new E-mail message.

For more information about this notification facility, see the MainBoss web site
(http://www.mainboss.com).
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The MainBoss Command Line

MainBoss can be invoked using a command line with various arguments. This makes it
possible to invoke MainBoss from a command file (.BaT or .cmp) or from other software
applications that invoke programs through command lines.

In particular, MainBoss command line options make it easy to backup your MainBoss
database automatically, using software like the Windows 2000 Task Scheduler. In this way,
you can schedule regular backups that take place automatically, without anyone having to
start MainBoss by hand.

In a command prompt window, you would usually invoke MainBoss with a co command to
go to the directory that contains the program file, and then a command to invoke MainBoss
itself. The lines below show a typical example:

cd "C:\program files\mainboss\2.9"
mboss Backup /mbd:C:\mainboss /mzh:D:\mbsaves

Note that the program is named moboss, NOt MainBoss.

The general format of the command line is

mboss subcommand option option option...

As a special case,

mboss /?

prints information about using MainBoss in command-line format, including a list of all
subcommands and options.

As another special case,

mboss /MainBossDatabase:folder

starts a normal MainBoss session on the MainBoss database contained in the given folder.
If you omit the /MainBossDatabase argument, the command just starts a normal
MainBoss session using the current directory as the MainBoss database directory.

Abbreviations: Most keywords on the MainBoss command line may be abbreviated. In
MainBoss documentation, the letters that must be included are shown in upper case; any or
all other letters may be omitted. For example, the following are all valid abbreviations for
the option /MainBossDatabase!

/mainbossdb
/mbdata
/mbdb

/mbd
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Although the documentation shows some letters in upper case and some in lower, you can
type letters in any case you want. For example, /vBD is exactly the same as /mbd or /Mbd
on the MainBoss command line.

The Backup Subcommand

The Backup subcommand backs up your MainBoss database in the same way described in
Backing Up Your MainBoss Database on page 169. The format of the command is

mboss Backup /MainBossDatabase:folder /MZH:filename

where

/MainBossDatabase: folder
specifies the folder that contains your MainBoss database. If you omit this option,
MainBoss assumes that the current directory contains your database.

/MZH:filename
specifies the name of the Mz file that MainBoss should create to hold the backup data.

Instead of a filename, you can specify a folder name. In this case, MainBoss creates a
backup file in the given folder. The name of the file is ccyymmpp. mzH (where
ccyymmDpD IS the current date).

The Backup subcommand also recognizes the /verbose option. If this option is specified,
MainBoss displays progress messages as it backs up the database; otherwise, MainBoss
simply backs up the database without displaying any messages (provided no errors occur).

As a model for performing regular backups, suppose that your MainBoss database is stored
in the folder c: \MainBoss and you want to write backups to another computer on your
local network. Suppose that you address the backup computer as drive #: and you want to
store backup files in the folder 1: \mbsaves. In this case, you could use the Windows 2000
task scheduler to run

mboss Backup /MBD:C:\MainBoss /MZH:H:\mbsaves

Since the /mzH option specifies a folder rather than a file name, MainBoss creates a new
file in the folder every time the database is backed up. (Note that all these backup files will
use up disk space.)

The Restore Subcommand

The restore subcommand restores your database from a backup file, in the same way
described in Restoring Your Database From Backup on page 170. The format of the
command is

mboss Restore /MainBossDatabase:folder /MZH:filename

where
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/MainBossDatabase:folder
specifies the folder where you want to write the restored database. If the specified
folder already contains MainBoss database files, you will be asked if you really want
to overwrite those files.

/MZH:filename
specifies the name of the Mz file that contains the backup database you want to
restore.

The restore subcommand always displays at least one message, indicating whether or not
the restoration was successful.

Setting a Language

Normally, MainBoss looks at the Regional Settings of your Windows system to determine
which language to use (English, French, etc.). When you invoke MainBoss by command
line, however, you can explicitly specify a language. In this case, MainBoss will ignore
your Regional Settings and use whatever language you specify (provided that the language
is supported on your system).

All languages on Windows system are represented by a code consisting of four
hexadecimal digits. Popular languages include:

0007 German
0009 English
000a Spanish
000c French
0016 Portuguese

To specify a language when you invoke MainBoss, you use the following command line
option:

/LANGID:xXxXxXX
Sets the language to the one represented by code xxxx. For example, /LANGID: 0007
sets the language to basic German.

For more on language settings, see Custom Text Settings on page 168.

Service Desk Mode
Usually, the mboss command operates as if you invoked the standard MainBoss CMMS
program. However, you can also use it to start MainBoss Service Desk:

mboss /ServiceDesk+

starts a Service Desk session. Note that you can specify other options (e.g. LanG1ID) with
this form of the command.

For more about MainBoss Service Desk, see MainBoss Service Desk on page 199.
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License Key Entry Only

It’s possible to invoke MainBoss in such a way that it only lets you enter license keys:

mboss /LicenseKeys+ /MainBossDatabase:folder

This starts MainBoss in a manner that reduces entries in the menu bar to those needed for
entering license keys. The buttons in the quick action bar are also reduced.

As soon as you start MainBoss with this option, you will be asked to enter the
ADMINISTRATOR password. Once you have entered this password, you will go to the main
screen with its reduced menu bar. From there, you can enter license keys as described in
Registering MainBoss on page 197.
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Appendix A: New Features In MainBoss 2.9

New in MainBoss 2.9 Update 5

The following list gives differences between MainBoss 2.9 Update 5 and earlier releases of
MainBoss 2.9.

g

Administration — Database — Export XML lets you export the entire contents of
your database in XML format. This is primarily intended for facilitating users who wish
to upgrade from MainBoss Basic to MainBoss Advanced. For more information, see
Error! Reference source not found. on page Error! Bookmark not defined..

Auditing facilities have been improved in several ways. For example, when the auditor
discovers a link to a missing record, you now have the option of creating an appropriate
record to replace the missing one.

The archiver now preserves “Location” information when inventory transactions are
archived.

The Work Order History report now lets you restrict the report to labor costs incurred
within a given range of dates (specifically, for workers whose contribution to a job
started in the specified range of dates).

In many windows, the Cancel button now changes to Close once you have saved the
data shown in the window. In other words, Close tells you that it’s safe to close the
window because the data has been saved. Cancel closes the window without saving any
changes.

When you are looking at transferred work requests with the work request browser, the
browser now shows the work order numbers assigned to the transferred requests.

The Unit report now has a Suppress costs option. If this is checkmarked, the report
will not contain the costs of the equipment. This is useful if you intend to give the
report to personnel who need equipment lists but who don’t need (or shouldn’t be told)
cost information.

In previous releases, the Downtime Report considered that the date of the downtime
was the date that the associated work order was closed. Now, the date is the work
order’s “Work Start” date.

All browsers now have a Search button instead of the old navigation bar. Clicking
Search will let you search for a record whose description or code begins with a
specified string.

The default button for printing reports and generating preventive work orders has been
changed to Preview. This means that if you just press <Enter>, you’ll get a preview of
the report or generated work orders. Previously, the default was Close for report
windows and Generate up to for preventive work orders.
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(1 The behavior has changed for “From” and “To” fields, plus all other fields where you
specify a pair of values to indicate a range. If you type a value into the field that
indicates the start of the range, MainBoss automatically puts the same value into the
field that indicates the end of the range. This is useful if you want the range to be
restricted to a single value. (To do this previously, you had to type the same value
twice: once for the start of the range, and once for the end.)

If you type a value into the “end of range” field first, MainBoss does not type that value
into the “beginning of range.”

The window for editing work requests now has a Save & Print button.

The Work Order Statistics report now lets you select work orders based on status
(open, closed, or voided).

[0 When grouped by building, the Work Order History report will now sort by unit
location within buildings when you ask for a detailed report. (Previously, it sorted by
work order number.) Also, when grouped by asset account, system, ownership, project,
or cost center, information will be sorted by unit code within each group.

The Work Order History report can now sort results by access code.

The Work Request History report now starts a new page for each new grouping. For
example, if you’re grouping by building, the work requests for each new building will
start on a separate page.

New in MainBoss 2.9 Update 4

The following list gives differences between MainBoss 2.9 Update 4 and earlier releases of
MainBoss 2.9.

0 Anew Include Cost Center option is available when printing purchase orders. This
option is useful if you use MainBoss’s purchase order facilities to create purchase
requests that you then send to your purchasing department. The Cost Center can then
provide information to your purchasing department.

[0 The Work Order Labor History report now includes the Task ID for preventive
maintenance jobs.

(1 The window for producing Manpower Schedule reports now has a number of default
options set when the window is first opened. These options will produce a report
showing what work orders are scheduled for your staff each day for the next week. This
makes it quick and easy to produce the type of schedule that most customers use most
often.

Specifically, the default options are Total Daily (breaking down the report day-by-
day), Inside (inside workers as opposed to outside contractors), and Detail (giving
complete details of each job). The "From™ and "To" columns for "Date" are set for the
forthcoming week (starting with today).
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New in MainBoss 2.9 Update 3

The following list gives differences between MainBoss 2.9 Update 3 and earlier releases of
MainBoss 2.9.

O

If a user does not have permission to browse work orders, the user will not be given
permission to close a work order from the work order record (i.e. the Close & Save
button will be disabled).

The Receiving Report (Inventory — Reports — Receiving) now includes the unit
Cost beside the quantity received. This is where the waybi11 used to be. The
Waybill number is now on a new detail line after the first line.

The Overdue Work Order report listed work orders whose “Work End” date has
already passed (i.e. due yesterday or before). In earlier releases of MainBoss 2.9, the
report include work orders that were due on the current date (i.e. jobs that were
scheduled to end “today”).

MainBoss places restrictions on the ability to delete records shown in browsers—you
can only delete such items if you are logged in to AbMINTSTRATOR OF t0 a user who has
permission to Reindex the database. However, Update 3 allows all users to delete
records which have been created as part of creating other records. For example, if
someone creates a Shipment Receipt record from the Receiving section of a Purchase
Order window, the same person can delete that Shipment Receipt record using the same
purchase order. However, the same person will not be able to delete Shipment Receipt
using the Receipt browser unless the person has Reindex permission on the database.

This should make it easier for people to correct mistakes, while still maintaining the
security of preventing unauthorized users from deleting information created by
someone else.

The Purchase History report now makes note of Ttems received but not
ordered. For example, if you are recording the contents of a shipment and the
shipment contains items that weren’t included in any purchase order, the Purchase
History report contains a bold-faced warning before any line-item that reports excess
items received.

New in MainBoss 2.9

The following list gives differences between MainBoss 2.8 and 2.9.

[0 A new Requests menu has been introduced, containing operations related to work

requests. This includes the menu items Open Request, Browse Requests, and Print
Requests. All of these operations were previously obtained through the Work Orders
menu. Note that the information produced by Print Requests was previously known as
the Work Request History report.
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A new item has been added to Work Orders — Reports. The Overdue item produces
a report on overdue work reports (work orders which are still open but whose “Work
End” date has already passed).

In earlier versions, a work request that had not yet been converted into a work order
was classified as Open. Now it is classified as \Waiting.

A new item has been added to Work Orders — Reports. The Print Tasks item lets
you print the contents of preventive maintenance tasks. (You can do the same thing by
clicking the Print button in the tasks browser.)

Many data fields have increased in size to allow for longer identification codes and
descriptions. The table below lists the most visible changes. (Other less visible changes
have also been made.)

Field Lengthin 2.8 Lengthin2.9
Building Code 10 15
Building Description 30 50
Vendor Code 10 15
Vendor Name 30 40
Contact Name 30 50
Personnel Code 10 15
Personnel Name 30 40
Equipment Code 15 30
Equipment Description 30 50
Equipment Location 20 40
Space Code 15 30
Space Description 30 50
Space Location 20 40
Item Code 20 30
Item Description 40 50
All phone number fields 32 42

Because many data fields are now longer, various reports have been reformatted.
Information that used to fit on one line may now require two lines or even more.

Because of longer data fields, it is possible that some field values are too long to be
displayed in the space available on the screen. If so, you can move the mouse cursor to
point to the field; MainBoss will display a tooltip showing the full value of the field. (A
tooltip is one of those little yellow labels that Windows can display where your cursor
points.)

To increase product security, we have introduced a new licensing system. Users will be
given license keys for each of the products they license (MainBoss, @Requests, etc.).
For more information, see Registering MainBoss on page 197.

Because license keys have been introduced, the old registration process is obsolete.
Therefore, Administration — Registration has disappeared. Information that used to
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be specified in the Registration window is now specified with Administration —
Preferences —» Company Information.

The Work-Requests-Only (WRO) version of MainBoss is now a separate software
package. Previously, customers used the MainBoss software itself but were expected to
set permissions for WRO users so that they could only create work requests. This was
always a point of confusion; therefore, we’ve created a separate WRO software
package. The name of the new package is MainBoss Service Desk, described in
MainBoss Service Desk on page 199.

The Manpower Schedule report now includes open corrective maintenance work orders
if they fall within the specified time period. Previously, the report only listed preventive
work orders.

Inventory item records now have a “Comments” field where users can record any
information not covered by other fields.

MainBoss 2.9 makes it possible to restrict a user’s ability to delete information from
the database. For example, users may not be able to delete personnel records, vendor
information, equipment descriptions, and so on (even though they might be allowed to
create such records).

In order to delete such items, you must explicitly login to AbMINTISTRATOR OF to another
user name that has permission to Reindex the database. No other users will be allowed
to delete information. (However, it will be possible for other users to void work orders,
work requests, etc. if they have permission to access the relevant browsers. Voiding
does not actually delete the entry; it marks the entry as voided, but the information
remains in the database where it can be recovered if necessary. This is different from
deleting, which actually removes information from the database.)

The “Next schedule” field appears in the window that you use for setting the schedule
for preventive maintenance on a unit. In previous versions of MainBoss, the value of
this field could not be changed—it was set automatically from other information
specified in the window. For example, if you had specified that a maintenance task
should be scheduled every 90 days, “Next schedule” was automatically set 90 days
after the last time you did the job.

In MainBoss 2.9, you can set “Next schedule” manually. This means that you can enter
a specific date or meter reading when the task should be scheduled, even if it’s different
from the usual schedule. For example, you can enter a specific date that a job should be
done. MainBoss will then use the given date, no matter what other information is
specified in the scheduling window.

The use of “PM Generate Frequency” has changed. In the past, the new “Generate
up to” value (used in generating preventice maintenance work orders) was calculated
by adding “PM Generate Frequency” to the previous value of “Generate up to”. For
example, if “PM Generate Frequency” was 7 days, the new “Generate up to” was set
to the old “Generate up to0” plus 7 days, every time you generated work orders.
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Now, the new “Generate up to” value is Set to the current date plus “PM Generate
Frequency”. For example, if “PM Generate Frequency” is 7 days, “Generate up to”
is set to the current date plus 7 days. The previous “Generate up to” date has no effect
on this process.

Note that you can always set “Generate up to” manually to specify any date you want.
The new behavior only affects the default “Generate up to” value.

More keyboard shortcuts have been added to allow mouse-free operation.

New command line options have been added. /serviceDesk+ Starts MainBoss Service
Desk, and /LicenseKkeys+ Starts MainBoss in a mode that only allows the entry of
license keys.
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Appendix B: Installing MainBoss 2.9

This appendix describes how to install MainBoss 2.9 on your system.

[0 If you receive the package on CD-ROM:

[0 Follow the instructions printed on the CD mailer to launch the installation
program.

(1 Choose from the set of available languages, then install.
[0 If you receive the package by downloading it from our web site:

(1 Follow the instructions given on the web site for downloading and installing
the software.

The MainBoss Setup Program

The MainBoss Setup program installs MainBoss on your system. During the process, you
will be asked a number of questions including the following:

[0 Is this the first time you have installed MainBoss at your site, or do you already have an
existing MainBoss database? If you have already installed MainBoss on at least one
computer at your site, choose Existing MainBoss Data Files. Otherwise, choose
New MainBoss Data Files (Which tells the Setup program to create a new empty
database).

[0 If you are installing a new database, where do you want to store the files? MainBoss
typically needs 30-40 megabytes of storage (depending on how much data you store in
the various tables and databases the software uses).

[0 What type of installation do you want? The choices are Typical, Compact, and
custom. If you choose custom, Setup lets you choose what will and won’t get installed,
if you choose compact, Setup gives you the minimum amount required to run
MainBoss (which means, for example, that Setup will not install any sample
databases); if you choose Typical, Setup gives you all available sample databases and
the default online help.

[0 If you answered custom to the previous question, the installation program asks you to
specify what you want to install. The possibilities are:

(1 The program files: these contain the actual MainBoss software and must be
installed.

[J The sample files: these are sample databases showing how MainBoss can be
used in a variety of contexts. The samples are:
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Facility: A rental management facility, where the maintenance staff
primarily deals with the needs of tenants.

Plant: A manufacturing plant, where the maintenance staff primarily deals
with the plant’s equipment.

Laundry: A large hospital laundry.

By default, the installation program installs all of the databases. However,
you can select or unselect any of the samples by clicking on the entry.

(1 The help files: these contain online help information. There will always be a
set of files called pefau1t, providing help in English. You may also have
the option of obtaining online help in other languages.

If you have already installed MainBoss 2.9 on your computer and then run the Setup
program again, the program asks whether you are modifying your installation, repairing
your set-up, or uninstalling.

[0 Modify: You would pick this answer if, for example, you wanted to install a sample
database that you didn’t install when you first installed MainBoss.

[1 Repair: You would pick this answer if you have previously installed MainBoss 2.9 on
this machine but have to re-install (for example, if you are installing a new update or
you accidentally deleted some of the files). In this case, Setup will re-install using
exactly the same configuration you requested when you first installed MainBoss 2.9.

(1 Remove: You would pick this answer if you want to remove MainBoss from the
machine. The process will delete the program files and sample databases, but will not
delete your actual MainBoss database files. If you want to delete those files too, use
normal Windows commands to delete the directory that contains the files.

Note: You must have Administrative permissions on your Windows system in order to run
the MainBoss Setup program. If you do not have such permissions, you must use standard
Windows procedures to log in to an account that does have the permissions.

Installing on a Local Network

When MainBoss is used on a local computer network, the database files are all stored on
one computer in that network. The program files can then be installed on every computer in
the network where people will be using MainBoss; however, those programs will all
reference the database files on the original computer.

[J Ifyou are installing MainBoss for the first time at your site:

1. Decide which computer will hold the database files. You must install MainBoss
on this computer before you install on any other computers.
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2.

Run the MainBoss installation program on the computer that will hold the
database files.

During the installation process, you will be given an AbMINTISTRATOR password.
Write down this password; you will need it to login as the MainBoss
administrator. (Once you login as the administrator, you can change the
password to something you’ll find easier to remember—for details on changing
passwords, see Changing Your Administration Password on page 174.)

Once you have installed MainBoss on this first computer, you can run the
installation program on any other computers you have licensed for running
MainBoss. When the installation program asks you to specify the location of the
data files, type in the name of the directory where you installed the data files on
the first computer.

If you have previously installed any version of MainBoss at your site:

1.

IMPORTANT: Reindex your database before you install the new software. For
a description of how to do this, see Reindexing on page 168.

IMPORTANT: For the sake of safety, back up your existing MainBoss data
files. This protects your existing data in the event of a power failure or some
other interruption during the installation process. For a description of how to
copy your data files, see Backing Up Your MainBoss Database on page 169.

For every computer licensed to run MainBoss, run the installation program.
When the installation program asks you to specify the location of the data files,
type in or select the name of the directory that holds your existing data files.

Permissions: After installing MainBoss on a workstation, make sure that all users who
have access to MainBoss on that workstation have the following rights to the
files/directories:

[0 Rights to Create, Delete and Modify files in ALL MainBoss directory
structures

[0 Rights to Read, Write (to), Modify and Delete any file in the arc and arcLE
subdirectories

Note: Once you have installed a new version of MainBoss and are sure it is working
properly, you can uninstall the older version. However, we recommend that you run the
new version for at least two weeks before removing the old one.

Registering MainBoss

When you license any MainBoss software package, you are given a license key that should
be used to register your software. Essentially, you enter the license key to validate your

-197 -




MainBoss database use for a particular software package. Until you enter a valid license
key, the database will only work with the software in demonstration mode.

Typically, you get a new license key whenever you license a new package. You also get
new license keys if you upgrade a package or renew your Annual Support Plan
subscription. When you get a new license key, you should enter the key as soon as possible.

(1 Toenter a new license key:

1. Start the MainBoss program by clicking the Start button on your Windows
desktop, then click Programs, then MainBoss, then MainBoss 2.9.

2. Before you can enter the new key, you must login as ADMINISTRATOR.
Therefore, click Login on the Session menu. MainBoss opens the following
window:

MainBoss Security d |

- Facility Sample -
Serial #5AMPLE

Enter Uzertame and Pazsword

Uszer Mame || o

Paszward I 2]

0k © Catcel

3. In“User Name” @, type ADMINISTRATOR.

4. In “Password” @, type the appropriate password. (This will be the password
given to you when you installed the software, unless you have changed the
password to something else.)

5. Click Ok © to close the password window.

6. Click License Keys on the Administration menu. MainBoss displays the
License Key browser, listing any existing license keys.
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| Application Mame | License Key Application D 2

Application @R equests

AMH2P-I§!EFQF'-DUXDY-?SMW2-DE.QB 4| |Licerse Type  Table Limit Mode!
FoB0w-A07 40-MBAN 7-PF1-FFRK4

MainBass CMMS
Service Desk | |License Count 1

Expire Model  Demonstration E xpirge
E=piry Date

Licenze D 26544 15

z 7
x x
Edit | Delete Search |
Hew Dok |
7. Click New @. MainBoss opens a window where you can enter the new key.
Licenze F.ey I
Application 6

Licenze Type
License Count
Expiry b odel
Enpiry D ate
License D

Delete | Save I Cancel |

8. In “License Key” © type the license key you have been given by MainBoss
headquarters.

9. Click Save to save the license key, then click Close to close the window.

10. Click Done to close the License Key browser.

Note: The new license key will replace any previous keys for the same package. For
example, if you enter a new license key for @Requests, it will replace any previous keys
for @Requests.

MainBoss Service Desk

The MainBoss Service Desk is an option for organizations that want to allow non-
maintenance personnel to submit work requests. (MainBoss @Requests serves the same
function and is typically easier to use. However, Service Desk is a good alternative for

organizations that don’t have email.)

When you install the regular MainBoss package, the installation procedure automatically
installs both regular MainBoss and Service Desk. (These will appear in the Programs
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menu that you see when you click on the Windows Start button.) This lets you start either
MainBoss itself or Service Desk from any system where MainBoss has been installed.

Installing Service Desk: To install Service Desk on a system, simply run the usual
MainBoss installation program as described in Installing on a Local Network on page 196.

Before you can run Service Desk, you must record an appropriate license key that
authorizes the use of Service Desk. You will be given such a key when you license Service
Desk. To enter the license key, follow the steps given in Registering MainBoss on page
197.

Once you have entered the license key, you can run Service Desk on any system where it
has been installed. To do this, you just click on the Service Desk entry in the Windows
Programs menu (obtained when you click the Windows Start button). When Service Desk
starts, it displays a window similar to the starting window for MainBoss. However, the
menu bar only contains the Session menu (for logging in under a user name and for exiting
the program), the Requests menu for working with work requests, and the Help menu for
obtaining online help. For information on using these menus, see the appropriate sections
of this guide (particularly Creating a Work Request on page 21).

Note: Your license sets a limit on the number of Service Desk users just as it sets a limit on
the number of MainBoss users. Once you reach the limit of people who are allowed to
connect to the database using Service Desk, additional people will not be allowed to start
up Service Desk.

Using the Sample Databases

To use MainBoss with any of the sample databases, just click the Start button on your
Windows desktop, point to Programs, then MainBoss, then any of the Sample entries in
the program group. This starts the usual MainBoss program, using the chosen sample as its
database.

If you want to use the Administration menu on one of the sample databases, you will have
to log in as the administrator, using Session — Login. When you log in, specify

User Name: ADMINISTRATOR
Password: mainboss

This applies to all the sample databases.
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Appendix C: Frequently Asked Questions

This section addresses some of the most common questions that MainBoss users ask our
support staff.

Requestor Lists

Q: How do I change entries in the Requestor pull-down menu?

A: Changes can be made with Tables — Contacts. This lists all your past Requestors.
Duplicates can be deleted (for example, if Tom and Tommy refer to the same person), but
please be aware that if you delete a requestor from the Contacts Table, any existing work
requests that refer to that requestor will now have a blank “Req. By” field. You will have
to go back and pick the correct Requestor from the pull-down menu if this information is
important to you.

Unselecting in a Drop-Down List

Q: I previously selected an entry from a drop-down list. Now | want to clear the field
so that nothing is selected. How do I do that?

A: Use the cursor to click on the field, then press <Ctrl+Del>. This clears the field.

Printing Reports

Q: When I try to print reports, nothing comes out. Why?

A: If you are using an unregistered version of MainBoss, the program will not print reports
(although you can still Preview any report on your computer screen). To register
MainBoss, you must have a valid registration number. Once you have received a
registration number, you can register by following the instructions in Registering MainBoss
on page 197.

Note that the sample databases are registered; therefore, you can print output using the
sample databases.
MainBoss Version

Q: How do I know what version of MainBoss | am running?

A: Select Help — About in the MainBoss menu bar. MainBoss displays a screen which
provides information about the software.
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The version number is clearly stated in this screen. The screen also contains a line
beginning with the words Messages Version. This indicates which custom message files
are currently being used. In the example above, you see the numbers (0409/0000/0000).

1. The first number shows your user language setting. This is taken from your Windows
Regional Options setting or from the /1angid option (if any) on the MainBoss
command line.

2. The second number is the default language ID. This indicates what message file is
actually being used. For example, if this number is 0000, it indicates that you are using
message file msg0000. txt.

3. The third number is the override file, if any. For example, if you are using override file
ovr0001.txt, the third number shown will be ooo1.

For more information about custom text files, see Custom Text Settings on page 168.

If you forget your administrator password and call MainBoss support for help, you will be
asked to give the database serial number that appears in the Serial # line.

Deleting Inventory Items

Q: When I try to delete an inventory item, MainBoss won’t let me do it. Why?

A: MainBoss won’t let you delete an inventory item if MainBoss’s records indicate you
still have some of that item on hand. To delete the item, you first have to reduce the On
Hand count to zero wherever the item is stored (you can check inventory using Inventory
— Browse Items) You must also reduce the current total cost to zero. You can reduce the
count and total cost to zero using Inventory — Adjustments — Physical Count. Reduce
the count and total cost to zero, then try deleting the item again.
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Scheduling Preventive Maintenance

Q: I’ve set up a preventive maintenance schedule for my equipment, but work orders
don’t appear on the days when a preventive maintenance task should be performed.
What’s going wrong?

A: MainBoss does not automatically generate work orders—you have to tell MainBoss to
create the work orders. You do this with Work Orders — Generate Work Orders.
MainBoss opens a window where you specify a range of dates for which you want work
orders; for example, if you want to create work orders to the end of the month, specify the
last day of the month in “Generate up to”. When you click Ok, MainBoss will generate
work orders for all preventive maintenance tasks that should be carried out in the time
range specified.

By default, MainBoss sets up the Generate Work Orders dates so that you can generate
work orders every week. To change this frequency (for example, generating the work
orders once a month), use Administration — Preferences — Other; then set the “PM
Generate Frequency” field to a number of days. For example, if you set “PM Generate
Frequency” to 30, MainBoss assumes you intend to generate work orders once a month
rather than every week.

Forgotten Passwords

Q: P’ve forgotten my administrator password, so I can’t use MainBoss
Administration. What do | do?

A: Phone or e-mail MainBoss Support for instructions. Please be ready to supply your
MainBoss database serial number so that MainBoss Support can confirm you are a
registered customer. (You can obtain your database serial number from Help — About.)

Recommended Tables

Q: Which tables do | have to set up before using MainBoss features?

A: You do not have to complete any tables before using MainBoss. However, to get
meaningful results, we recommend that you at least complete the following tables before
beginning to use MainBoss for your work:

[0 Buildings
Access

Priorities

Work Categories

a
0
a
(1 Repair Closing Codes
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One or both of the following pairs of tables are recommended for all MainBoss sites:

[0 Personnel
[ Trades
Complete the Personnel table if you will be creating work orders using your own staff.

Because Personnel records refer to the Trades table, there must be an entry in the Trades
table before adding Personnel.

[0 Vendors
[0 Vendor Types
Complete the Vendor table if you will be creating work orders using outside contractors.

Because Vendor records refer to the Vendor Types table, there must be an entry in the
Vendor Types table before adding Vendors.

The following tables are recommended if you plan to issue work orders for Equipment:

[0 Equipment Type
(1 Equipment (accessed from the Units menu)

The following tables are recommended if you plan to issue work orders for building areas
(called Spaces in MainBoss):

[J Space Type
[J Spaces

The following tables are recommended if you plan to keep track of your inventory of
supplies and parts:

[] Storerooms

[0 Categories

[ Units of Measure
[ Items

To use purchasing and receiving features, the following tables are recommended:

[0 Vendors
[ Vendor types

[0 All Inventory tables
[0 Shipping Modes
[J Payment Terms

You should also specify address information for buildings in the Buildings table where
shipments may be received.

Other MainBoss tables can be used to provide useful supplementary information in various
contexts; however, they are typically not as important as the tables listed above.
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Emailing MainBoss Reports

Q: How do I e-mail MainBoss reports to other people?

A: The key is to create a printer definition that is associated with a file rather than an actual
printer port. You do this in the usual way that you add a printer to your system (for
example, through the Printers entry in Windows control panel).

Set up a printer definition for the type of printer that the E-mail recipient will be using. For
example, if you want to send the report to someone who will run off the report on an HP
LaserJet 4S1 MX, set up a printer definition for such a machine but when you are asked to
specify a printer port, choose F1LE:.

Note: If you do not know what kind of printer will be used, or if you want to create a type
of report suitable for many different types of printer, set up a generic text printer (ASCII)
associated with FILE:

Once you have set up an appropriate printer definition, you are ready to prepare MainBoss
reports for e-mail. When you want to prepare such a report, start MainBoss and choose the
report from the MainBoss Reports menu as always. Then, in the dialog box for printing the
report, click the Setup button. This opens a dialog where you can choose a printer. Choose
the r1r.E: printer definition that you created, then go through the usual steps to print the
report.

When you ask MainBoss to print the report, Windows will prompt you for the name of a
file where the report should be printed. Specify an appropriate file; this will be the file you
send out by e-mail. Continue on as normal, and Windows will write the report to the
specified file rather than printing it.

You can send out the resulting file directly by e-mail. However, you may prefer to shrink
the report first by using a utility like WinZip. In this case, the recipient will have to unZIP
the report before printing it.

To print a report that is stored in a file, you use the DOS cory command with the /b
option. For example, if you are printing to a printer on port LPT1, you might use

copy /b report.prn LPT1:

If you are printing to a network printer, you have to make sure that you are copying to a
shared printer. A typical command line might look like

copy /b report.prn \\JOE\printer

where Jor is the name of a system on the network which has created a shared printer
attachment for the printer you want to use.
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Note: If you decide that it’s too complicated to set up shared printers, you may just decide
to create the original report in generic text format (ASCII). This lets you read the print file
into Windows NOTEPAD, Microsoft Word, or some other program for reading text files.
You can then print the file using the program’s normal facilities for printing text.

When you want to print reports on your own system, remember to use the Setup button to
change back from the r11e: printer to one of the real printers available to your computer.

Packaging MainBoss Files

Q: How do | package up MainBoss files to send to MainBoss support?

A: Normally, you would use Administration — Database — Backup to create a backup
file, then send us the file.

However, if your MainBoss database is very damaged (for example, because of a power
failure at a critical moment), you may not be able to start the MainBoss program normally.
If you try to start MainBoss in this situation, MainBoss will issue one or more messages
indicating that the database files contain errors. MainBoss will then quit.

In such a situation, you can create a backup file by using MainBoss in its command line
form.

[0 To create a backup file from the MainBoss command line:
1. Start a Windows Command Prompt application.

2. In the command window, cp to the directory that contains your MainBoss software, as
in:

cd "C:\Program Files\MainBoss\2.9"
3. Type the following command

mboss backup /mbd:"DBDIR" /mzh:"FILENAME"

where peDIR is the name of the directory containing your MainBoss database and
FILENAME IS the name you want to give to the packaged files. For example, you might

type

mboss backup /mbd:"C:\MainBoss" /mzh:"package.mzh"

You can send the resulting file (e.g. package.mzh) to MainBoss support by E-mail or you
can put it on a disk and mail it to us.

If the above process doesn’t work, you can use WINZIP to create a ZIP file containing all
the files in your database directory.
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AutoCAD

Q: Do I have to have AutoCAD installed to view my attached drawings from
MainBoss?

A: Having AutoCAD installed on your system lets you view and print drawings in the
same manner that you can view and print documents which require MS Word or
WordPerfect. However not every system accessing MainBoss is likely to be licensed for
the full version of AutoCAD.

An inexpensive alternative for viewing and printing both documents and drawings is to
install a viewer such as Autodesk’s Volo View (U.S.$49). This will let you view, mark up,
measure, compare, and print your CAD drawings, without risking changes to the original
AutoCAD file. It also lets you view many different document types, including raster image
and business formats. VVolo View may also be used in conjunction with a browser like MS
Internet Explorer for Internet & Intranet document and drawing viewing.

Complete information about VVolo View is available at the Autodesk web site,
www.autodesk.com.

Obsolete Equipment and Preventive Maintenance

Q: When | declare equipment obsolete, what do | do about preventive maintenance
tasks related to that equipment?

A: Declaring equipment obsolete does not cancel any preventive maintenance tasks
scheduled for the equipment. You have to cancel those by hand. We recommend the
following approach:

1. Before you declare the equipment obsolete, find out what PM tasks are associated with
that equipment. You can do this with Work Orders — Reports — Print Tasks. In
the “Unit” field, specify the equipment you intend to declare obsolete.

2. For each task listed, open the task description using Work Orders — Browse Tasks.
In the Assigned Units section of the task record, double-click the unit you want to
declare obsolete. This opens the task assignment for this unit.

3. Inthe Unit section of the assigned unit record, double-click the first schedule entry.
This opens the schedule record.

4. In the Schedule section of the schedule record, checkmark Do not use this schedule.
This prevents the use of this schedule in future. Click Save to preserve your change,
then click Close to close the schedule.

5. Repeat Steps 3 and 4 for every other schedule in the assigned unit record. When you’re
finished, click Save to save the changes you’ve made, then click Close to close the
record.
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10.

11.

You’ll end up back in the task record. Click Save to save the changes you’ve made,
then click Close to close the record.

Once you’ve canceled all future task schedules, you must cancel all outstanding work
orders on the equipment. To do this, use Work Orders — Browse Work Orders, and
click Print. This opens a window for printing work orders.

In the print window, clear the checkmark on Select for Printing and Turn off Select
for Printing after printing. In both fields of “Unit”, specify the unit you intend to
declare obsolete. Checkmark Open Work Orders. Click Print to print the report.

Using the report, void all the open work orders for the unit.

Finally, you can declare the unit obsolete. Use Units — Equipment and double-click
on the entry for the equipment. This opens the equipment record.

In the VValue section of the equipment record, specify an obsolete code in the
“Obsolete” field. Fill in any other relevant information (e.g. “Scrap Date” and “Scrap
Value”). When you’re done, click Save to save the changes, then click Close.

Note that you do not delete the schedule or the task description, even if the task description
isn’t used for other equipment. It is useful to preserve this information for historical
purposes.

Upgrades to Hardware or Windows

Q: How do | handle upgrading my hardware or my version of Windows?

A: If you get new computing hardware or upgrade your version of Windows on the
computer that holds your MainBoss database, you will want to migrate your MainBoss
installation to the new system as painlessly as possible. We recommend the following
steps.

1.

Before you abandon the old system, make a backup of your MainBoss database using
Administration —» Database — Backup.

Copy the backup file to a safe location (e.g. burn it onto a CD or copy it to another
computer in the network).

On the new system, install the MainBoss software. Specify that you want to create a
new database under c:\MainBoss.

Start MainBoss on the new system and use Administration —» Database — Restore to
restore the database from the backup file. Restore it to the location c:\NMainBoss.
(The letter "nm stands for “new”.

Exit MainBoss. Use Windows Explorer locate the folder called c: \MainBoss.
Rename the folder c:\MainBoss t0 oMainBoss. (The letter "o stands for “old”.)

Rename the folder c:\NMainBoss t0 C:\MainBoss.
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8. Restart MainBoss. Now you'll be working with the restored database. Reindex the
database with Administration — Database — Re-Index. You can then use MainBoss
as normal.

9. Delete the c:\oMainBoss folder. This folder holds the empty “new” database created
when you installed MainBoss in step 3 above. You don’t need the empty database
because you're now using your original data.

Editing MainBoss files using another program

Q: Can | edit MainBoss data files with other software?

A: The data files that contain MainBoss information can be opened with Microsoft Excel,
Microsoft Access, Visual FoxPro and other such programs. Users who are familiar with
these software packages sometimes ask if they can be used for editing the MainBoss data
files. The answer is NO.

Let’s look at a specific example. Suppose you’re about to generate preventive maintenance
work orders and you make a typing mistake: you accidentally generate all work orders up
to October 1, 2005 rather than October 1, 2004. Oops. You suddenly have a lot of new
work orders you want to get rid of...and Voiding each one individually will take a lot of
time. Why can’t you just use Excel to open the file that contains work orders, then delete
all the extra work orders with a single Excel delete command?

The answer is that MainBoss tables are interlinked—they refer to each other in many
different ways. For example, suppose some generated work order reserves spare parts for
use in the job. In the file that contains inventory information, there’s a record that says,
“These spare parts are reserved for this work order”...and there’s a link that points to the
relevant work order. If you delete something from the work order file, that link in the
inventory file is no longer good; it points to something that’s disappeared. The bad link in
the inventory file can lead to serious trouble later on.

On the other hand, if you use MainBoss itself to void work orders, MainBoss knows how
all the data files are interlinked and makes sure no problems occur. When you delete a
record in one file, MainBoss adjusts all other files appropriately so that nothing is left
hanging.

The moral is simple: Never make changes in any MainBoss file using a program other
than MainBoss itself.

Advanced users also ask us if they can open a MainBoss file in another program (Excel,
Access, etc.) and just look at the data. Sometimes it’s easier to view data in a spreadsheet
format rather than printing a MainBoss report or browsing individual records. In principle,
this is okay because it doesn’t actually change MainBoss’s data...but you still have to be
careful. FoxPro, for example, can change your data even if you don’t ask it to. A simple
action like moving between records (i.e. changing the input focus to another record) can
write out any changes you might have made to the previous record.
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Viewing a table with Microsoft Access automatically creates a file with the same base
name but with the suffix .INF. This file is created in the MainBoss database folder. .INF
files can clutter up the folder and may cause confusion about which files are actually used
by MainBoss.

Viewing a file in Excel marks the file as “busy” and prevents other users from changing it.
If someone is using MainBoss at the same time that you’re looking at the file in Excel, the
MainBoss user can end up getting “file busy” error messages that cause MainBoss to exit.

In order to view a MainBoss table in any other program, in-depth knowledge of both
MainBoss’ underlying data structure and of the viewing program is required. Therefore, we
don’t recommend doing this. If you need to view a MainBoss file using another program,
start by copying the MainBoss file from the MainBoss database folder to another directory.
You can then read the copy and use it however you want...but don’t copy it back when
you’re finished with it! Just delete the copy when you’re done.

The bottom line is that it’s best to use MainBoss the way it was intended: make any
changes, additions or deletions right within the program. Other programs may seem like
shortcuts, but they’ll cause problems later.

Headings for Scheduled PM Tasks

Q: The Assigned Units section of the Edit Task window has various entries under the
Scheduled heading. What do they mean?

A: The following entries may appear in the Scheduled column:
not scheduled: Used if the unit has no assigned schedule.

every reading xxx: Used if the unit only has a meter-based schedule. The value xxx
indicates the value between scheduled maintenance tasks (e.g. 3000 if the unit is
scheduled for maintenance every 3000 miles).

every xxx Days or every xxx months: Used if the unit only has a date-based schedule.
The value xxx tells the number of days or months between scheduled maintenance
tasks.

by both: Used if the unit has exactly one meter-based schedule and one date-based
schedule.

advanced schedule: Used if the unit has more than one meter-based schedule or more
than one date-based schedule.
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Appendix D: Troubleshooting

MainBoss will issue an error message during operation that fails due to some unexpected
condition. This section does not provide an exhaustive list of all possible error messages,
but should help in diagnosing many common problems.

A MainBoss error will usually appear as a dialog box:

MainBosz Error |

DB directory iz not a DB
[:4mainboss

The amount of information displayed in the error dialog depends on the type of error.

The following list gives a number of common error messages and their causes. Note that
the database directory is the directory that contains the MainBoss database files and the
program directory is the directory that contains the MainBoss program files.

(1 Directory is not a MainBoss database directory

Actual Cause: MainBoss identifies the database directory by the presence of a file named
SESSTION.LOK. The above message occurs if MainBoss can’t find SESSTON. LOK.

Remedy:
(1 Make sure the shortcut that starts MainBoss is using the proper name for the
directory that holds the MainBoss database files. (If you can’t find such a
directory, search your disk for sess1on. 1.0K.)

[ Make sure the user has write permissions on the MainBoss database
directory. As a quick test to see if the user has write permission in the
directory, try to create a new file in the directory from that user’s account on
the user’s system. If the user doesn’t have write permission, Windows will
display an error message indicating the file can’t be created. (Note that the
user may be able to create a new file, but still may not have write
permissions on individual database files. To determine this, check the
properties on each file.)

If the user can’t create a new file, check the network share permissions on
the disk and the file system security on the directories involved.

[0 Inrare cases, we have found that sess1on. .ok may get deleted by accident.
If so, create a writable file named sess1on. Lok in the appropriate directory.
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[0 No MainBoss Database found
Actual Cause: MainBoss can’t find the database files.

Remedy:
(1 Make sure the shortcut that starts MainBoss is using the proper name for the
directory that holds the MainBoss database files.
[0 Make sure the user has write permissions on the MainBoss database
directory. (See above for more information.)

[0 Make sure both a sess1on. Lok and an ExcLUDE. Lok file exist in the
database directory. If they do not, create new writable files with those
names.

[0 Unlicensed Database

Actual Cause: MainBoss tells you that your database is unlicensed, even though you have
already entered a license key.

Remedy:

[0 This might happen if there was an interruption (e.g. power outage) while a
new version of MainBoss is updating the database. To fix the problem, start
MainBoss program in “License Key Only” mode and enter your current
license keys. For information on “License Key Only” mode, see License Key
Entry Only on page 188.

[0 The problem might also occur if you try to start a MainBoss package
without having installed an appropriate license key. For example, you will
get this message if you try to start MainBoss Service Desk but have not
recorded a license key for the software. If you have been given a license key
for a particular package but have not yet recorded the key in the MainBoss
database, see Registering MainBoss on page 197 for an explanation of how
to record keys.

[0 The system cannot find the file specified
Actual Cause: The file does not exist in the specified location.

Remedy:
[0 Make sure the file exists, and does not have the READONLY attribute set.

[0 session.lok: Access is denied
Actual Cause: The sesston. Lok file exists, but cannot be opened for write permissions.

Remedy:

[J Check that the sess1on. 1.0k file does not have the READONLY attribute
onit.

[J Make sure the user has write permissions on the MainBoss database
directory. (See above for more information.)

-212 -



[0 Cannot lock the MainBoss database for exclusive use. Some user is most likely still
using MainBoss.

Actual Cause: The sess1on. Lok file exists, but cannot be opened for exclusive access.
This usually occurs if you are trying to use Administration — Database — Re-Index to
reindex the database, but some other user is still using MainBoss.

Remedy:

(1 Check that all users have exited all MainBoss programs, then retry the
operation. (Also make sure that no one is running other programs that
access the MainBoss database files.)

[0 If a large number of users are running WRNotifier simultaneously, it may be
possible that the notifier programs keep the database tied up so it can’t be
reindexed, especially if notifier programs check the database frequently.
Reduce the number of notifier programs that are active, or reduce the
frequency with which they check for requests.

[0 MainBoss database is locked for exclusive use. This usually means the database is
being reindexed at this time.

Actual Cause: The sess1on. Lok file exists, but cannot be opened for exclusive access.

Remedy:

[0 Check that this user has write permissions on the sesston. Lok file. (See
above for more information.)

[1 Check than someone else isn’t using Administration — Database — Re-
Index to reindex the database.

[0 Opening File Status —60 90071 FILENAME
The system cannot find the path specified.

Actual Cause: The file does not exist, or the user has no permission to read or write the
file.

Remedy:
[0 Check to see if the given file actually exists in the database directory.
[ Make sure user has read permissions.
[0 Writing to File Status —120 80050 TABLENAME

Actual Cause: The file exists, but the user does not have permission to write to the file.
TABLENAME refers to the MainBoss internal table name. In most cases this translates to
TABLENAME . DBF In the MainBoss database directory.

Remedy:

[0 Check the associated database file has write permission, and doesn’t have
the READONLY attribute set.
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Slow Performance and Network Errors

Slow performance may be due to difficulties with your internal computer network (your
LAN). MainBoss is often the first program where network problems are noticed, since it
can use your network more intensively than other software.

Network problems are often subtle. For example, if you have a faulty wire, it doesn’t
usually stop transmissions completely. Instead, you get “noise” on the line that interferes
with sending or receiving data. The network may have to make several attempts before
transmitting a “packet” of data cleanly. Obviously, this slows down performance because
the network has to send the same data several times; but because the data eventually gets
through, MainBoss (and other software) still operate correctly. The only symptom you’ll
see is an increased length of time before MainBoss gets the data it needs.

Network difficulties typically arise from faulty hardware. There are three general
possibilities:

(1 Faulty or inadequate cables between a single computer and the network
server. For example, we’ve seen many cases where all the computers at a
company have been upgraded for faster network communications, but the
wires connecting those computers (hidden in walls or ceilings) are many
years old and unable to handle fast data transmission.

Cable problems may affect a single computer (if that computer’s connection
has a fault) or the entire network (if all the cables in your network are old
and slow).

[1 The network card in a single computer is faulty. In this case, the computer
in question will have significant performance problems. Other computers
may also slow down slightly too, since the one “bad” computer keeps
creating network errors that the central server has to handle. Making more
work for the central server slows down everybody.

(1 The network card in the server computer is faulty. In this case, all computers
on the network may experience poor performance.

If you encounter poor performance, you can check your network by running diagnostic
problems. Windows XP has built-in network diagnostic tools that can help; see
http://www.microsoft.com/technet/prodtechnol/winxppro/maintain/netdiag.ms
px
for information.
Companies that manufacture network cards also provide diagnostic programs to check for
problems. For example, if your network server uses an Intel network card, Intel supplies a

diagnostic program that lets you check to see whether you’re experiencing a lot of network
errors. If you didn’t get appropriate diagnostic software when you bought the network card,
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you can download the software from Intel’s web site. The same applies with other
manufacturers.

You should run diagnostic programs both on the network server and on computers that talk
to the server. In many cases, if a computer’s network card is malfunctioning, the card can’t
detect its own problems—it doesn’t notice that it’s making mistakes. However, other
computers that try to communicate with that card will be able to see that the card is “sick”
because it generates a lot of errors.

A computer’s event log may also reveal network errors. The event log only shows errors
where the hardware gives up after making several attempts at data transmission. The log
won’t reveal how often transmissions failed on the first few attempts but eventually got
through. Therefore, if network errors do show up on the event log, the odds are you have a
significant problem.

Network problems may result in “information” or “warning” messages in the event log
rather than actual “errors.” Also, diagnostics arising from network problems often don’t
come out and say you have network problems. They give cryptic messages like the
following:

[l The browser service has failed to retrieve the backup list too many
times on transport

[l No Domain Controller is available for domain XXXXXX due to the
following...

[l The browser has forced an election on network \Device\XXXXX because a
master browser was stopped.

It may be difficult to figure out that such problems were actually caused by network errors.

If your network errors are severe enough, the problem may eventually reach the point
where it causes MainBoss error messages. For example, suppose MainBoss tries to write
information over your network to the central MainBoss database. MainBoss waits for a
considerable period of time, but if the write operation doesn’t work because of repeated
network errors, MainBoss will eventually give up and report an 1/O error. Typically
however, network problems first show up as slow performance; only later do you see
MainBoss errors.

It should be noted that no network is perfect. An error rate of under 1% is normal and
acceptable. Significantly higher rates are signs of trouble.

Correcting network difficulties may require buying new hardware, especially if the
problems lie in a malfunctioning network card. Buying the cheapest available card may not
be wise—in our experience, some network cards are better than others and you have to pay
for good quality.

If your network problems result because you’re trying to run transmissions faster than your
wiring allows, you may be able to increase overall performance by slowing down
transmission speed. If running a little slower lets you avoid transmission errors, you may
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end up with better overall flowthrough because data gets through cleanly on the first try
rather than requiring several attempts.

(Note that you might not have directly set the transmission speed of your network. Often,
you just set network cards to run in “auto” mode. This means that when computers first
connect with each other, they run tests to determine the fastest possible speed at which they
can communicate. After that, they always try to run at that speed, even if problems arise
that make such speed no longer feasible. In this case, you must explicitly set
communication speed to something the network can actually support.)

MainBoss on a Non-Server Computer: With Windows XP and Windows 2000, you
should make sure your MainBoss database is stored on the server computer as opposed to
some other computer in the network. The reason is that Microsoft has deliberately designed
Windows XP and Windows 2000 to slow down performance when more than two users
attempt to access files on a non-server computer simultaneously. (This is Microsoft’s way
of encouraging you to buy more server licenses.) You can avoid this slowdown by putting
your MainBoss database on your server.

Obtaining MainBoss Support

When you purchase MainBoss, you receive 30 days of free support, including toll-free
phone calls and on-line support via the Internet. We also offer an Annual Support Plan that
provides ongoing phone and on-line support. Support Plan Subscribers also receive free
updates and one free upgrade per year containing enhancements and new features.

You can contact MainBoss Maintenance Software at:

Telephone:
1-800-563-0894 (English)
1-519-895-1860 (outside Canada and the U.S.)

Fax:
1-519-895-1864

Address:
MainBoss Maintenance Software
85 Mclntyre Drive
Kitchener, ON N2R 1H6, Canada

E-mail:
support@mainboss.com

World Wide Web:

http://www.mainboss.com

Support through the web site is available on the Services page. This page offers software
updates and the most up-to-date list of answers to frequently asked questions, plus a form
where you can request online support.
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If you have suggestions for improvements to MainBoss, please e-mail us at:
suggestions@mainboss.com
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@Requests, 21, 23
12 hour clock, 166
24 hour clock, 166

abbreviations, 185
Access, 209
access code, 17
adjusting work orders, 95
adjustment codes, 104
adjustments, 99, 112
physical count, 109
administration, 162
administration menu, 162, 200
archiving
archive, 180
clear, 183
restore, 181
database, 168
audit, 173
backup, 170, 206, 208
export XML, 189
reindex, 168, 209, 213
restore, 170, 208
preferences, 164
other, 165, 203
security
change password, 175
users, 176, 177
administrator, 162, 188, 197
advanced schedule, 210
annual support plan, 198
archive sets, 179
creating, 179
restoring, 180
archiver, 178
archiving, 162, 178, 179
clear, 183

INDEX

ASP, 198

assigned units, 81

attachments, 56, 62, 157, 167
creating, 158

audit, 172

autocad, 207

available, 114

backing up, 169, 185, 186
bad character, 173
bad date, 173
browsers, 11, 141
searching, 144
users, 176
using, 141
buildings, 11
buttons, 1
by both, 210

categories

work, 19
chargebacks, 53
clear selection, 2
clearing fields, 147, 201
clone, 143, 149
closed purchase orders, 118
closing codes, 18
command line, 185
company information, 164
completed purchase orders, 117
contacts, 15, 22, 27, 201
contacts table, 15
contracted service history, 154
conventions, 1
cost centers, 57
ctrl+del, 201
current rate, 16
custom text, 168
customized reports, 155
cycle audit, 109



cyclical inventory, 109

database, 8
backing up, 169, 185, 186

restoring from backup, 170, 186

utilities, 162
database files, 8
date estimated, 64
date format, 164, 165
date/times, 146
dates, 146
dBase, 155
DBF, 155
dearchiving, 180
defective meter readings, 69
delete, 149
demonstration mode, 198
disposition, 95
double-clicking, 142, 149
downtime report, 154
drawing numbers, 59
drop-down lists, 1, 147
clearing, 201
unselecting, 201

editing MainBoss files, 209
editors, 11, 141
using, 145
effective date, 16
equipment, 5, 57
editing, 68
identification, 59
meters, 65
obsolete, 77
service contracts, 60
spare parts, 61
specifications, 62, 75
templates, 75
values, 63
equipment types, 57
Excel, 209
exiting MainBoss, 10
export, 155
exporting data, 155

extras, 23, 34

FAQ, 201
fax, 151
fields, 1
clearing, 201
first page, 153
FoxPro, 209
frequently asked questions, 201
full page, 153
full size, 153

general inventory, 13
generate frequency, 167
generating PM work orders, 94

help, 3
help menu, 3
about, 201, 203
index, 3
table of contents, 3
history, 154

identifier codes, 5
installation, 195
inventoried items, 7, 99
inventory
adjustments, 99, 112
cycle audit, 109
cyclical inventory, 109
deleting, 202
issues, 112
operations, 107
periodic, 109
perpetual, 109
price quotes, 112
purchasing and receiving, 117
status, 155
storerooms, 13, 101
taking inventory, 109
transfers, 112
valuations, 112
value, 155
where used, 155



inventory category, 99
inventory control, 99
inventory items
creating, 100, 101
editing, 101
inventoried, 7, 99
maintenance, 107
non-inventoried, 7, 99
properties, 102
status, 103
usage, 106
inventory menu
adjustments, 112

physical count, 111, 115, 202

browse items, 101, 108, 202
browse purchasing, 129
new purchase order, 121
reports
inventory status, 110
receiving, 191
re-order, 121
tables
adjustments, 112
categories, 100
issues, 112
payment terms, 117
shipping modes, 117
inventory status report, 155
inventory value report, 155
inventory where used report, 155
issue codes, 104, 112
issued purchase orders, 118
issues, 112
issues report, 155
items, 7
creating, 100
inventoried, 7, 99
non-inventoried, 7, 99

keyboard keys, 1
keyboard shortcuts, 146, 147

labor history, 154
languages, 187

last page, 153
license keys, 162, 188
link

lost, 173
login, 9, 162, 177
lost link, 173

MainBoss @Requests, 21, 23
maintenance status, 154
maintenance units, 6
manpower schedule, 154
manpower scheduling, 82
materials, 7
menus, 1
administration, 162
help, 3
session, 9
units, 55
meter offsets, 70
meter readings, 69
meters, 55, 65, 68
defective readings, 69
meter offsets, 70
readings, 69
scheduling PMs, 89
mouse, 1
MZH, 170

nameplate information, recording, 72

network installation, 196
new password again, 175
new rate, 16

next page, 153
non-inventoried items, 7, 99
not scheduled, 210

obsolete, 64

obsolete codes, 56

obsolete equipment, 77, 207
reactivating, 78

obsolete equipment table, 77

offsets
meters, 70

on hand, 113



on order, 113

on order report, 154

on reserve, 34, 113

on-line support, 216

open request, 21

option buttons, 147

original cost, 64

orphan record, 173

overdue work orders, 154, 191

password, 162, 175, 203
administrator, 197
changing, 174

payment terms, 117

performance
slow, 214

periodic inventory, 109

perpetual inventory, 109

personnel, 15

personnel table, 15

physical counts, 104, 109, 155

preferences, 162, 164
custom text, 168
date/time, 164

preventive maintenance, 81, 167, 207
adjusting work orders, 95
closing work orders, 98
creating tasks, 84
generating work orders, 94
printing work orders, 97
prototype purchase orders, 139
scheduling, 82, 203
scheduling units, 86
steps, 82
task schedules, 88
tasks, 82

preventive work order, 82

preview, 153
generated work orders, 94

previous page, 153

price quotes, 112

printing, 144

printing tasks, 86, 207

priorities, 17

projects, 18
prototype purchase orders, 86, 139
purchase date, 64
purchase history, 154
purchase orders, 8, 23, 32, 38
closed, 118
closing, 138
completed, 117
creating, 121
extras, 127
history, 191
issued, 118
issuing, 131
items, 123
modifying, 129
order, 122
printing, 130
prototype, 86
prototypes, 139
quick receive, 135
receipts, 132
purchasing, 117

quick actuals, 51
quick receive, 135
quitting MainBoss, 10

receipts, 132
adding items, 136
quick receive, 135
receiving, 117
quick receive, 135
receiving report, 154
regional settings, 187
registration, 197
reindex, 168
re-order report, 120, 154
repair closing codes, 18
replacement cost, 64
replacement schedule, 154
reports, 7, 151
contracted service history, 154
customized, 155
downtime, 154



emailing, 205
inventory status, 155
inventory value, 155
inventory where used, 155
issues, 155
labor history, 154
maintenance status, 154
manpower schedule, 154
on order, 154
overdue work orders, 154, 191
previewing, 153
printing, 201
purchase history, 154
receiving, 154
re-order, 120, 154
replacement schedule, 154
spare parts, 154
stock activity, 154
units, 154
work order history, 154
work order statistics, 154
request history, 191
requestors, 201
requests menu
browse requests, 24
open request, 21
Requests menu, 191
reserve materials, 34
restoring from archives, 180
restoring from backup, 170, 186

sample databases, 200
saving settings, 163
schedule basis, 88
schedule classes, 210
schedules, 81
scheduling preventive maintenance, 82
searching for records, 144
security, 162, 174
activation, 177
change password, 174
deactivation, 177
users, 175
select for printing, 49

service company, 60
service contracts, 78
service desk, 187, 193, 199
session menu
exit, 10
login, 162, 163, 200
select archive, 181
select main database, 183
sessions, 9
setup, 195
shipping mode, 117
slow performance, 214
space types, 57
spaces, 5
spaces table, 68
spare parts, 78
report, 154
specifications, 55, 62, 72
creating, 74
using, 75
statistics, 154
stock activity, 154
stock available, 114
storerooms, 13, 101
support, 216
systems, 5, 56

table
trades, 17

tables, 5, 11
contacts, 15, 22
equipment, 57
obsolete equipment, 77
personnel, 15
required, 203
spaces, 68
templates, 72
vendor types, 14

tables menu
buildings, 11
contacts, 15, 201
storerooms, 13
vendor types, 15
vendors, 14



viewing programs, 158
task headings, 210
tasks, 81, 82

creating, 84

printing, 86, 192, 207

schedules, 88
telephone prefix, 167
templates, 72

creating, 74

using, 75
templates table, 72
text fields, 146
time format, 164
times, 146
tooltip, 192
trades, 17
transfers, 112
troubleshooting, 211

units, 6, 27, 55
scheduling, 86
units menu, 55
browse meters, 69, 71
equipment, 57, 68, 208
obsolete, 77, 78
reports
downtime, 154
inventory status, 155
inventory value, 155

equipment types, 57
space types, 57
templates, 74
units of measurement, 7
units report, 154
unlicensed database, 212
upgrading hardware, 208
user name, 175
users, 175
utilities, 168
reindex, 168

valuations, 112
vendor types, 14
vendors, 14
version, 201
viewing programs, 157, 167
Volo View, 207

waiting work request, 192
warranty expiry, 60
waybills, 117, 132

web address, 14

web page, 14

where used, 155

work categories, 19

work order history, 154
work order statistics, 154
work orders, 6, 20, 78

inventory where used, 155

issues, 155

maintenance status, 154

on order, 154
purchase history, 154
receiving, 154
re-order, 154

replacement schedule, 154

Spare parts, 154
stock activity, 154
units, 154
service contracts, 61, 79
spaces, 68
tables
cost centers, 57

adjusting, 95
browse work orders, 182
cancelling, 44
chargebacks, 53
closing, 20, 49, 98
description, 28
labor, 30
materials, 34
modifying, 43
overdue, 154, 191
personnel, 30
preventive, 82
printing, 45, 97
properties, 29
quick actuals, 51



saving, 43

schedules, 95

units, 27

work orders menu

browse tasks, 84, 207

browse work orders, 43, 44

generate work orders, 94, 203

open work order, 24

print, 47, 49, 97

reports
contracted service history, 154
history, 154
labor history, 154
manpower schedule, 96, 154
overdue, 154

statistics, 154
tables
access codes, 17
personnel, 15
priorities, 17
projects, 18
repair closing codes, 18
trades, 17
work category, 19
work request history, 191
work requests, 6, 20
notification, 184
waiting, 192
work start, 29
WRNotifier, 184
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