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Introduction
Welcome to MainBoss Advanced

This guideprovides a detailed explanation of the process of setting up MainBoss
Advanced before putting the software into active service.

(1 For information on installing the software, seelti@allation and Administration
Guide

For a quick overview of MainBoss sap, see th€onfiguration QuickStart

For information about dato-day use, seblainBoss Advanced: Datp-Day
Operations

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

Documentation conventions

This guide uses the following documentation conventions:

[0 Dataentry fieldsare shown in boldaice, enclosed in double quotes:
Fil |l Dated tfhiee Ifid .

[J Buttonsare shown in bold face and underlined:
Click the Edit button.

[0 Keyboard keysre shown in bold face enclosed<iangle brackets=
Press thesTab> key.

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


install.pdf
install.pdf
quickconfig.pdf
operations.pdf
operations.pdf

The Golden Rules of MainBoss Set-Up

Rul e 1: Pl an in advance for the things you 1

Herebdbs an example: every work order can be ¢

doesndt h a vsetofgriopty ceagbigchtiords yoddecide what priorities you
want to use. For example, you might use a simple system like

High priority

Average

Low priority

or time-oriented priorities like

Immediately

By the end of the shift
Within 24 hours
Withina  week
Whenever

Of course, your organization may already have an established set of priorities, in which
case, you just use those.

ltds up to you to choose what priority syste
However, if you donénhdotuseepdy oWoortkd eosriddeer,sa ldlon
needpriorities...and iIitos better to use a sSys]

you make up without much thought. Changing your mind and reorganizing after the fact
can be a lot of work.

| f youedpnidbobriusies to begin with, you can st
comfortable with MainBoss, you can think about what priority system would be useful
and relevant. You stil] dondt Olusttheondso assi gl

that havehigher or lower urgency than normal.

The same principle applies in everydlay oper e
example, MainBoss lets you recadcess informationn a work order. This might
indicate that you ne sighbedfooe tasifgtequipmentofinge one 6 s |
or that repairs are only allowed at certain times of day. However, if there are no special
restrictions on a p access Codel afri elodb., Ldeognvoet tfhiel |
blank in normal situations, so that whygoudofill it in, workers are more likely to
notice that this job has special circumstances.




Rule 2: Choose useful categories and codes

MainBoss offers the option of defining categories and information codes for various
types of dataFor example, you can assign categories and/or codes to your work orders,
your requests, your suppliers, and so on.

Your organization may already have categories and codes for this kind of information. If
not, you might create worarder categories like

Plumbing
Electrical
Mechanical
Inspection
Clean - up

Using such categories can be helpful in getting a clear picture of your operations. Do we
spend more on plumbing than electrical jobs? How much time do we actually put in on
clearrup? How many inspectigrhas Joe done in the last month?

As for codes, MainBoss lets you define closing codes to be assigned to work orders after
the job is finished. Many organizations use these codes to specify the original source of
the problem, such as

Operator error

Accid ental breakage
Poor lubrication
Normal wear
Vandalism

By labeling each work order with an appropriate code, you can later get detailed reports
on how common each type of problem is and the cost associated with each problem
class.

One of the most importafunctions of MainBoss is to provide answers to quesfion$
not just your own questions, but questions asked by customers, upper managemgnt, and

ot her people outside the maintenance depart:H

important to think aboutthegqus t i ons youdl | need to answ

from which the answers can be extraétgdou candét change what

MainBoss can answer questions easily if you attach categories and codes to your
records.

(1 You might choose to figureud categories and codbeforeyou enter any other data.
This provides a structured way of thinking about your operations: you come up with
an organization plan before you put in detailed information about jobs, equipment,
work materials, etc.

er
you

a



(1 You might deide on categoriesand coddtery ou6ve used Mai nBoss f g
You can then draw on your experience with the software to decide which categories
and codes will be useful.

Either way can wor k. I f youbre already fami/l
management, you may have an existing set of categories and codes you like to use. If

not, you may prefer to wait until youdre mor
Whether you start with categories and codes or add them later, you have to think about

whatwilact ual |y be useful to you. I f, for examp
breaks down expenses in a certain way, then
Mai nBoss. Otherwise, youodoll end up with heact
Evenifyoudm 6t have to worry about external factoc

what categories and codes you want to track. Otherwise, just omit categories and codes

from work orders until you have time to decide what would be useful. Choosing a set of
categoris and codes that o nwotr k f or you (or dondét give you
be more trouble than itds worth.

Rule 3: Make a phasein plan

|l f youdve never used computerized maintenan
that you phase in BInBoss a little at a time. Trying to computerize your entire

operation in one fell swoop will be a daunti
decisions before you have a chance to get some experience with the software.

As an example of phasge, you midt begin with just tracking work requests (problem
reports). Once youbre comfortable with that,
scheduling of planned maintenance. After that, you add inventory tracking...and so on.

The point is tchavea plan: kiow what you want to get working first and what steps to
take to reach your goals. What information do you have to collect and record? What
decisions do you have to make? Who has to be trained to use the software?

Donét just start rtheltetri ng data and hope fo
(1 Think ahead

[1 Take manageable steps

(1 Only start with what you know you need; add extras later

Rule 4: Be Consistent

Before you begin enterirgnyinformation, make sure you have a coding policy that will
be followed by everyone who uses MainBdSsck to the policy with absolute



consistency. This is particularly important in large organizafioysu have to make
sure every MainBoss user is taking the same approach.

For example, consider the names by which you identify your equipment. You might
decide on names like this:

Air conditioner 1
Air conditioner 2
Air conditioner 3

If someone then uses the name
AC 4

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

al phabetical order, t teckwiththmeotharsricanditeners. one wol
It wi || be harder to find the unit you want
unit may also slip between the cracks when
equipment.

The same applies to all other typgsnformation in your databasames must be
consistent: similar things should have similar namesdn particular, you should
choose the format of names so that similar things appear together when sorted in
alphabetical order.

Decide on standard name rimaitsbeforeyou start entering data. This decision affects
how much benefit MainBoss can provide. A haphazard naming scheme reduces the
softwarebs ability to organize and analyze

Rule 5: Be Safe

SQL Server has facilities for backimp and restoring daté/e strongly recommend
that you make regular backups of your MainBoss database and store copies in a
safe placeCr ashes happen, and you candét recover W

We also recommend that yauirror your disks, sothatyp dondét put all your
one basket. For more information, see

http://www.mainboss.com/english/resources/tips/mirror.shtml




Basic Principles of MainBoss Advanced

What You See

Herebs a typical picture of MainBoss

] My MainBoss - MainBoss Maintenance Manager - O

Session View Actions Help

T T — View MainBoss Overview

[E
[#Requests
E-Work Orders Last Backup Date Monday, Februzry 3, 2015 2:02:54.93 PM
[#-Unit Maintenance Plans
-Units Last Backup File Name backuptest
E]]:IFt'ernsh ond New In Progress
#-Purchase Orders
15 Codlng Definitions Requests 3 I
[+ Administration Unassigned 3 1
Mumber of In Progress Requests by In Progress Date
B Convened All Complste Count Eg”r’f"*: Semzlocompl=ts g | oo oovened Count
.
2182015 22002015 2222015 224/2015 226/2015 2282015 212015 412015 Jer2015
In Progress Requests by Priority In Progress Requests by Status
1 wEES
o 1
MNew Open Overdue
‘work Orders 61 3 3
Unassigned &1 2
Mumber of Open Work Orders by Work End Date
I Requested CM \work Order Count EE Reguested PM \Work Order Count CM WorkOrder Count I PM ‘Work Order Count
71172013 10/1/2013 1172014 4/1/2014 71/2014 10/1/2014 1172015
Open Work Orders by Priority Open Work Orders by Status
e~
0 1
Draft Issued
Purchase Orders 1 1
Unassigned 1 1
]
]
|Userjagardner (SQL Administrator) Organization My MainBoss (MB35Test: Database '"MB35Test” on server ‘SCRINIUMNSQLEXPRESS) Active @ Help|

On the left is theontrol panel This provides access to all standard actions and
information. At the bottom right, th= (Refresh) button updates the information
di splayed (in case other users have

General Principle: In MainBoss Advanced, you use the control panel (on the left)
to a table, then you use the tabl eods

This manual uses the notatigntry | Subentry to refer to items in the control panel.
For exanple,Work Orders | Reportsrefers toReports under theNork Orders entry
in the control panel.

6s mai n

recent |

0 go
button:

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

show information about what you selected. For example, if you \dlick O rders in
the panel, the rightand part of the window changes to show information on work
orders.



We recommend that you maximize the MainBoss window so that MainBoss has the
most possible screegpace to display information.

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

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

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

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

example, if you mogtecently clicked a list of unit recordsCtrl+F> will let you search

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

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

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

If the search window is not open, the3> function key has the effect &ind Next,
searching for whatever you searched for most recently. This means that préssing
repeatedly will perform the same search over and over.

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

View Options: The View menu provides options that cordthmw information is
displayed:

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

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

[1 Change ActiveFilter Thi s 1 tem | ets you change the def
work orders and purchase orders. For example, you can specify that work orders
shouldonlybedipl ayed in table viewers if theyore
Changes that you make through this menu item affect you but not other users.

[1 Show compact browserslf this is checkmarked, table viewers wilbt show
details from the currently selected record. This makes it possible for a table viewer
to list many more records. If the entry is not checkmarked, table viewers will have



an area showing the contents of the currectly selected record,; this rdduces t
number of records that the window can show at any one time.

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

U

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

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

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

set of Apreferredod customizations.

customizations after publishing, khey will be forgotten when you
quit MainBoss. Only published customizations are remembered from
one session to the next.

Restore from published Gets rid of any customizations you have
made since you last clickétliblish. You will retum to the preferred
customizations you have already saved.

Clear all customizatiort Removes any and all form customizations

descr

Y

you have created, restoring everythi

This doesotdelete your published customiiats; therefore, you
can userestore from publishedto return to your published
customizations.

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

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

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

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



Coding Definitions: The Coding Definitions part of the control panel deals with
information that doesndét change very often.
descriptions usually dondét change much: you
MainBoss, then mostly leave alone.

Most of the work for configuring MainBoss is doneGnding Definitions.

Identification Codes and Descriptions

Every record has an identification code. This code is just a label used to identify the
record;it can contain any text character.

Codes are restricted in length. Different records have different length restrictions,
sometimes as short as 10 characters, sometimes as long as 30.

Codes have different names in different types of reéofdsexamplework orders are

i dent i fNumbdro bwhal &8 i nventory Godedmsthear e i dent.i
purpose of the identifier is always the same: to provide a label that distinguishes one

record from another.

Most r ec or dBescaptionoo fhiagsliedften uBed to expand on the ID

code. For example, in a Goded tmirgBaltorlwe f or a wk:
NorthEast wh i | eDedcriptonoi mi ght speci fy what type of
limits the length of descriptions too, but descaps are always allowed to be much

longer than codes.

Remember the Golden RuleCodes and descriptions should be consistent. Simila]
things should have similar names. The best codes are short forms of the descriptjons.

Categories and Codes

You can define your own categories for various types of information. For example, you
can divide up the places you maintain into categdri@su might choose to create
categories like Washrooms, Office Space, Stores, and so on.

Categories are options.ou dondét have to categorize your
MainBoss. However, categories are useful for organizing your data, especially when

creating reports. For example, you might ask MainBoss to create a report on work

orders, organized according the type of space where the work was done. This lets you

compare the amount you spend maintaining washrooms, versus the amount you spend
maintaining office space and the amount you spend on stores.

Breaking down your costs in thisway can giveyouacleer pi cture of where
spending your money and where you might get the best bang for your buck by making
improvements. For example, if you discover that office spaces require a lot more



attention than stores, you may be able to redistribute youwrreesoto take that into
consideration. A small improvement in something you do a lot can have a significant
effect over time.

Well-organized information also helps you when dealing with upper management (e.g.
in budget talks). If you can show your bossthandf ast proof of how
spending and exactly where the money goes, you can justify your budget requests in
dollars and cents.

Defining Categories:MainBoss lets you define categories for work orders, personnel,
suppliers, arngdtoyouto tlecidaamaecategbriesdysu think are useful.
Remember that categories are used to classify and organize your data so you get the
perspective you need. Think about whatiwould find helpful and define your
categories accordingly.

Maintenance Organizations

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

] View Organizations - B
Session Help

Organization Name Database Server Database Name DB Version Access Hide Panels  Prefered Mode Status

2| [7] [ Aoy Filter

Start || | | Add Existing Organization | v| |[%f| | Remove fromlist | | Upgrade | v| | SetDefault |~ 34|~ & Exit

[ Active @ Help|

If you have no existing maintenance organizations (i.e. if you just installed MainBoss),
see thdnstallation and Administration Guider information on creating a maintenance
organization. Otherwise, cliokdd Existing Organization. This opens a window

where you can specify what organization you want to use:

-10-
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install.pdf

e New Organization = K

Database Server | | [=-] Q
Database Name | | "
Organization Name | | @
[ ] Make browsers smaller by not showing details for selected record by default
(@) MainBoss

() MainBoss Assignments
Preferred Mode () MainBoss Requests

() Administration

() View Sessions

Save & New | | Save Save & Close Close ||«

| Letive Helpl

During the MainBos installation process, your MainBoss administrator will have
created an appropriate database on a server computer. Ask your administrator for the
data you need to fill in the above window. CIioK when finished.

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

Changing to a Different Maintenance Organization

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

To do this, open thBessiormenu and clickChange Maintenance Organization This
opens a window that lists all the maintenance organizations known t€lyoase an
organization from this list, then clickiart. MainBoss will open the corresponding
database and you can begin working with the associated data.

Each MainBoss database must have its own set of licgngescannot use the same
set of licenses odifferent databases. For more information on licenses, see your
MainBoss licensing agreement or contact Thinkage.

Quitting MainBoss

To quit MainBoss, simply close all the MainBoss windows that you hase. op
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You can close a main MainBoss window and still have other windows open. MainBoss
continues to run on your computer until you close the last window.

Table Viewers

A table is a list of entries, each of which contains information abowetong. For
example, thé/endorstable is a list of your suppliers.

Each entry in a table is called a record. For example, each entr\irrtkders table
gives information about one of your suppliers.

A table viewer lists the recds in a particular table. For example, trendors table
viewer lists the entries in yoendorstable.

Table viewers usually have two sections:

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

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

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

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

As another example, some rigtlick menus have an action nantéelect all editable
This selects all the entries that can be edited from this particular table viewer. For
examplethe Units table displays both units and the locations that contain the units.
Records for the units can be edited from this table; locations cannot be. Therefore,
Select all editablewill select all the unit records in the table but will leave locations
unselected.

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

Hiding the Details for a Sected Record

By default, when you select a record in a table, the table viewer displays information
from that record. Typically, this is shown irdatails panebeneath the list of records in
the table.

If your computer has a smafionitor screen, you may decide that the details panel takes
up too much room on the screen. If so, you can tell MainBoss not to display the details
panel; you do this by clicking the following button:

ry

When you click this button, the details padislappears. The list of records can then use
the space that was previously occupied by the panel.

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

Active and All in Table Viewsr

In the bottom right hand cornerf most tabl e viewers and edito
eitherActive orAll :

(1 If the word isActive , lists of records displayed in the window only inclaative
records. This means that the window only shows records thathmd6t been del et «
For requests, work orders, and purchase orders, it also means that it only shows
records that are fArecento. By defaul t, a r
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Session View Actions Help

My MainBoss - MainBoss Maintenance Manager

- oI

MainBoss Overview ¥ — \/i il I
My Assignment Overview = View Vendors | = | ﬁ ‘v‘l
Requests 2 =
Work Orders View | Defaults for Vendors |
Unit Maintenance Plans | =i
IL'J:"‘_t: Code Description
Purchase Orders J=={ AIC STELLA Stellar Air Conditioning ~
= Ceding Definitions E BATTERIES Sullen Battery Supply
:éf’ﬁ;scm \B] BEARING Silvester Bearing
|- Cost Centers |= CHEMICAL R&R Resources v
[H-ltems | e
[#-Locations 2| || 1 AnplyFitter i .
R o b Detais | tem Pricing | Houry Outside | Per Job Outside | Service Contracts | Purchase Orders | Purchase Order Templates | Units
B-Requests Code A/C STELLA
E-Unit Maintenance Plans Description Stellar Air Conditioning
H-Units
—Units of Measure Vendor Category A/C
%}de Name Business Phone Email
orl roers
-Administration Sales Contact A/C STELLA 555-908-9872 freezer@stellar.com
Service Contact
Payables Contact
Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 098 TRL 209
Payment Term
Comments zlternative contact is Jane Darling
NewVendor | |[X|lv| | X| || B~ 4]~ [&]
User jagardner (SQL Admini ) O ion My MainBoss (MB35Test: Database ‘MB35Test' on server ‘SCRINIUM\SQLEXPRESS) Active m
-
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If the word isAll , the viewer is showingll records, no matter how old, including
those that have been deleted. Deleted records are marked with a red X on the left.

(Note that if you have many old records, MainBoss may take a considerabte time
obtain them all from the database.)
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=

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

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

Comments alternative contact is Jame Darling

New Vendor | ([F||~| | X| || |B|~| 44~ o
|Userjagardner (SQL Administrator) Organization My MainBoss (MB35Test: Database "MB35Test” on server "SCRINIUMYSQLEXPRESS) All m‘
In most tables, MainBoss never completely erases deleted records. This makes it
possible to maintain a complete audit trail of everything you do.
To switch fromActive to All or vice versagdoubleclickt he wor d. Youdl |l see

deleted records appear or disappear.

TheRestorebutton lets you bring back a record that was previously deleted. MainBoss
opens a window where you can examine the record to be restored and makei€hanges
necessary. When you save the record and close the window (typically bysasmg:
Close), the record will be restored to the active list.

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

recor d,

MainBoss indicates that data comes frodeketed record bgtriking-eutthe data. For

example, if you delete Joe Smithoés employee
person will show the name dse-Smith This shows that the associated employee
record has been deleted (and will reduceyo conf usi on when
Smit hds nameActiven enyployees). | i st of

A

you canbé
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The Active Filter

Theactive filterdetermines which work orders, requests, and purchase caersas
Acti ve. In other words, it determines what a table will display when the Atk
appears in t he-hantacbrhee6s bottom right

Work ordersyequestsand purchase orders are always considered active until theylare
closed or voided. For example,ifawor or der i s opengitwiltbe| age doe
active until you close it.

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

Show only records less than thismanydaysadou can set this fiel.
a number. If you do, work ordergquestsand purchase orders will only be
consideredictive if their most recent history record is less than the given
number of days old. For example, if you set the value to 400, thactive
work ordersrequestand purchase orders will be ones whose histories have
changed in the past 400 days. Typically,
orders requestsnd purchase orders that were closed more than 400 days ago.

Show only recordssince You can set this fieldbés value
orders requestsnd purchase orders will only be considesetive if their
most recent history record was created after the specified date. For example, if
you set the value téanuary 1, 2009, the only active work ordersequests
and purchase orders will be ones which have had some activity since that date.

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

For example, if you only want to see veryrecentoer d s, Yy o$Showmnlght set A
records less than this many daysoldl t o 3 0. Mai nBoss would onl
orders requestsnd purchase orders less than 30 days old. You can change this number

at any time.

y

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

Table Filters

A table filtertells MainBoss to display a subset tfthe records that are in a particular
tabl e. I n other words, it Afilters outo recoc¢

For example, suppose you want to see which jobs are scheduled to begin today. You
could set up a filter on thé/ork Orders table saying thiayou only want to see work
order s WarhSiastPate® i s t oday. Mai nBoss would thel
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orders that started on some other day, so that the table viewer only displays work orders
starting today.

As another example, suppose you only ttarsee information on units in your HVAC
system. You could set up a filter on theits table saying that you only want to see
wor k or deysenwHWE MainBoss would then filter out nadVAC unit
records, so that the table viewer only displef/ AC units.

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

beneath the tableds I|ist of records:

T
This opens a window similar to the one used to search for individual records. Use this
window to specifywhiche cor ds you want to see. For examp
Items window and you specify
e Edit ltems Filter - B
[Description = | [Starts with ] [6 | 4
[Mo additional condition -

Cose

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

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

If you specify multiple conditions, MaBoss only shows records that satisiythe

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

condition might specify that you gnlvant to see requests with a particular priority

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

The filter setup window contains the following:

Fields, filter conditions, values: Select the records to be gespla’ou specify your
selections in the same way that you specifying search conditions when searching
for a particular record.
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Apply Filter : If you click this button, MainBoss immediately filters the table using
the given criteria. Note that the table does get filtered until you click this
button.

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

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

On every table viewer, there is a checkbox labéledly Filter . If this box is blank, the
tableisunfiteredyou see everything youbdéd usually see
table will be filtered using the filter that is currently defined. By blanking or

checkmarking the box, you can switch back and forth betwieretl and unfiltered

displays.

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

correspond to anyDescripton whi ch contains the string faf ul
X pattern is a particularly useful one which stands for any string of zero or more

characters.) Patterns are often catlegular expressionsand MainBossupports any

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

information, see

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

Request, work ordeand purchase order tables are also affected bycting filter. For
more, se€ he Active Filtelon pagel6.

Customized Table Settings

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

| ~1 g~

A customized setting is name that stands for a particular set offiaplay options,
especially filters (se€able Filterson pagel6). For example, suppose your organization
manages a lot of properties, but you yourself only work in Building A or Bigl8i.

You might create three customized settings forlthes table, named\, B, andA&B If

you choose tha setting, théJnits table will only show you the units in Building A,
similarly for theB andA&Bsettings. In this way, you only see the unitst tmatter to

you, not any units in other buildings.

-18-


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

Note: Settings that can be saved are indicated with blue lettering rather than black.
e X a mpAppey FilteAid  wi | | appear in blue in thble vi

settings can be saved asustomized setting for the associated table.

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

filter like
e Edit Units Filter - 0
[Containing Location Path ~ | [Starts with | |Building A | >
[MNo additional condition -]
You then clickApply Filter and therClose You 6l | see that the tabl
units whose containing locationBsilding A
To give this table setting a name, click the ddapvn arrow associated with the drop
down button in the customized setting area. In thetiaguhenu, clickSave As A
window will appear | etting you specify a nart

b New Settings — o BES

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

Scope

Save & Close Close || =

| Active g Help|

| nSetfingsNam® , ent er a nameAtofstand fotBhildisgAs et t i ng

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

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

drop-down list of possible customizations. (Only people withAtministration
security role may creatélobal customizations.) If you choo$&rsonal this name will
appear in your own |ist of possible

Note: You may wish to create a number of standard global customizations that c3
used by anyone in your organization. This is particularly helpfulnfesof your users

cust omi

n be

(e.

:

arendét knowledgeable enough about Mali nBoss t
Click Save & Clost 0 save your setting and close the
youobl I see the name of the cuedowvmlistzati on ap|

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

from the | ist. Once youbdbve chosen a

-19-

cust omi

£



come back to this window until either you quit MainBoss or you chodgéeaent
customization or filter.

The dropdown button for customizations contains the following choices:

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

Save asSaveghe current filter settings under a new name.

Delete Del etes the name thatoéds cu-dowent |

list.

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

default for this table. Inthiscasgy donét have to dsel

y

sel |

ect t h e

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

example, if the default customization for yaumits table only shows units in
Building A, then the table is automatically filtered thaty whenever you start
MainBoss. You will never see units that are in other locations, unless you
change the filter or choose a different customization.

Form Customization

MainBoss lets users with thaiministr  ation security role control what information
is displayed in table viewers, editor windows, and report windows. This is done by

means oform customizationUsing form customization, you can reduce the amount of
information being displayed; this may be use | i f you donét care

ng

usual information, or if youbre worKki

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

It is possible to disable form customization. To do so, gheé®iew menu and click
Form Customization. In the resulting menu, remove the checkmarkopable.

| f you are attempting to customize a
customization is enabled (i.e. make sure Eatble has a checkmark bele it).

Wi

To customize a particular table viewer, editor window or report window, click the drop

down arrow beside the customization button:

s

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

bottom right corneof editor windows.) After clicking the dregown arrow, click
Customize Formin the resulting menu.

MainBoss will display a window where you can use checkboxes to determine which

information will appear in the associated form. Each table viewer, editdow and
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report window has its own customization for:
customizing théVork Orders table viewer:

ek Customize Work Order View = =

Columns
Mumber Pricrity Subject Cument State History User Contact

Panel

Custormize Work Orders | Panel

Close || =

| Active Help|

There is a checkbox for each column that usually appears at the top of the table viewer.
If you blank out a checkbox, tle®rresponding column will no longer appear in the
table viewer.

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

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

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

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

and wonét appear in the corresponding |l ocati

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

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

Note: If you customize a form, it will no longer match the help files associated with the
form. For example, if your customization leaves out certain fields, the help files wjll
still describe those fields. This may confuse people who wonder why the help file
d o e snatéhtwhat they see on the screen.

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

To publish your customizations, go to tfieew menu, clickForm Customization, and
then clickPublish. This savesll your current customizations. From this point onward,
those customations will be used every time MainBoss starts. If you make a new

-21-



customization, then want to go back to your old customizations, you carrelitkre
from published in the same menu.

You can usé&lear all customizationfrom the same menu to get ridaif the
customizations you have made. However, youbol
customizations the next time you start MainBoss, unles£y@ar all customization

and therPublish( so t hat the fAclearedod customizati on

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

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

At a later date, you can uBeplace from filein the sane menu to get rid of any current
customizations and instead use the ones you exported to the file. You ¢aftdusem

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

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

Selecting Multiple Table Entries

A table viewer lets you select multiple recordsirthe table. To do this, you use the
standard Windows conventions:

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

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

After you select multiple recosgd you can perform the following operations:

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

[4 : Opens the first selected record in an editor window. This window offers you alll
the features available mnormal editor window for this type of record. In
addition, it has &lext button; if you clickNext, MainBoss closes the current
window and opens one where you can edit the next record that you selected from
the table viewer. By repeatedly clickihgext, you can move through the records
t hat youbve selected, editing each one as:s
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If you use the editor window to change the contents of a recorbletttdutton
disappears until you clickave(to save your changes) 6ancel(to cancel the
changes)You will not be able to go to the next record until you save or cancel
your changes.

Nextis a dropdown button with the following entries:

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

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

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

[%: works exactly like[#1 except that you can only look at the contents of the
selected records, not make changes. You cahleseandPreviousbuttons to
go forward ad backward through the list of selected records.

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

Right-Clicking: When looking at a mukselection list, you can rigkdick on the list tg
get a menu of useful actions that can be performed. For examplegtinegmes you

the option of checkmarking all the entries in the list or blanking them out. With lonjg
|l ists, we recommend that you click tlhe #f.
click on the list in the window to select the entries you want.

Editors

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

(1 Mandatory fieldsare markedi t h a red arrow until theyo
the record until you specify v@ubjeces ffor
andntd are mandatory.)

re
t h
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o New Work Order - O
Details | Assignments | Service Cortracts | Resources | Temporary Storage | Meters | Purchase Orders | Chargebacks | Requests | State History
MNumber | |6
Subject | | @
Effective Date State Status
Current
PM Generation Batch hd
Name Business Phone Email
Requestor | > || [eae ][
Unit | - | Eak
\work Start Date [Wednesday. March 11. 2015 -]
\ork End Date [Wednesday, March 11, 2015 -
Duration |1 |
‘work Category | - | -
[[] Use Access Code from Unit
Access Code | -]
Pricrity [ -
[[] Use Expense Model from Unit
Expense Model | Default Expense Model Default Expense Model - [
Project | v | [
Description
Comments
Downtime | |
Close Code | - -
Select for Printing
Save & New Save & Print Save ||v| | Save & Close *| | Cancel |«
| [ | &~ Active oHeIp|

ds canot be

1 Readonl y fi el

whi

youodre all

surrounded by a black bordere. In the picture above, several fields are realy.

For exampl e, Cuwurreeto f i ie hBdsnass Bhoriéhar @& - al | read
only.

Some fields can only be edited at aerttimes. For example, some fields on a
purchase order candt be ¢ harsguingtheonce t he

purchase order implies that the purchase order is ready to be sent to the supplier, at
ch point, some infogemabl ead.
informationcanbe changed, but you have to withdraw the purchase order before
owed to make the change.)

MainBoss also prevents you from changing information that has already generated
accounting recordsforthe sakeof ecur i ty, accounting
deleted. For example, when you record the use of materials in connection with a

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

mat erial s. You c an didnorte theeacdouhtipg recards havet hi s
been written; if necessary, you must createraection which will generate aew
accounting record to correct any mistakes in an old one.

As shown above, editor windows have several buttons containing théSaoed

Save Just saves information youdve
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Save & Close Saves the information and closes the window.

Save & New Saves the information and starts a new record. This lets you create
one record after another; f omatexfampl e, i
people, you cabave & Newa f t er each person, which sav
entered and starts a record for someone else. (Fields in the new record are
initialized with default values as set in thefaults section of the appropriate

f
€

table viewe.)
Save & Print: Saves the information and opens a window that will let you print the
record youbve just created.
General Tip:When youob6re filling out a recofpd, if vy

should have, leave it blank. Filling in dubious value @&use confusion; finding
values that need to be changed can be difficult. If MainBoss really needs a field t¢ be
filled in, it uses the red arrow to mark the field as mandatory.

Drop-Down Lists (Pickers)

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

Requestor | | | ]

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

[1 The leftmost arow displays a list of available values for the field. In the case of
fiRequestod t hi s wi | | be a |Iist of the people w
work requests.
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Requestor ... - . . et T4 e | ]

Mame Business Phone

Alex Miraculacci hh5-8359-0289 -
Allison Matrix 5h5-098-5372 =
Andrew Alberts Bh5-972-5373

Coach Charlie hb5-733-0372

Floyd Pump 5h5-893-5330

Gary Neller hBE-TB3-9723

George Jasper h65-035-9087 E
Henry Tallboat hbE-987-9723

Holly Happy h6E-902-8723

Jackie James hh5-098-2789

Jackie Newlywed hh5-892-9728

Jane Leighbold hh5-789-9872 5
Janice Freidelburg hhh-980-9873

Jean Martin

John Livingston hhh-238-9872

Jonny Spot hh5-893-9872

Karen Krystal hbb-972-5287

Marylee Chef

Mike Mitchell hh5-890-5728

NElII'I-L'.‘-",’-J-E.'Ell'I Eeltree hbh-897-2587 e

7 The A...0 opens a window showing the compl

. f oMequestod , y o uReguestorstable.eClick an entry in the table, then
click Selectto fill in the original field.

e Select Requestor = B
Contact ’ Contact Business Phone Contact Mobile Phone
Alex Miraculacci B55-835-0289 BEE-835-5411 ~
Allison Matrix EB5-058-9872
Andrew Alberts BBB-972-9873
Coach Charlie RRE-TB3-9872
Floyd J. Pump 555-893-9830
Gary Meller BBE-TR3-9723
George Jasper BRE-035-9087
Henry Tallboat BBE-987-9723
Holly Happy 555-902-8723 555-502-4511 ”
laclkia lamas RER.NGR.7TRY
E 7| [ apply Filter
New Requestor E[ - K | &S| |E~| |Clear | |#|~v| 2| | Select Cancel
| [ - &/~ Active OHeIp|

[1 The rightmost arrow of the dredown list opens a menu that gives you a number of
options. For example,ifyotil i ck t hi sReguestoow ffi @d dt heg o 61 |
the following:

-26-



Business Fhon

Name
Unit - Browse...

Work Start Date [anuary 09-2015 E’(:: SRR

\work End Date [January-05-2015 '@ﬂew
Duraticn |1 [ZExport
Work Category | 2= Import
™ Use access code from ur Save XML Schema
Access Code | Clear

Browselets you look at the existingequestorst abl e, just |INevke t he 0
Requestorlets you create a new requestor record; if you do this, the requestor will
befiledint o t heRequestogi fialel @ once you save and ¢c
This makes it easy to create new records a
appropriate recordzdit lets you edit theelected requestoecord, whileView lets

you look at theecord (but not change ifrxport, Import, andSave XML Schema
are related to importing and exporting data; for more information, sééaingoss

Reference ManuaClear deletes the current contents of the field (if any).

Errors

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

fEffective Dated f i el d s houl d teadooritan$ meannglassatéxe , but i n
& New ltem Pricing - E
Effective Date jaa -~
ltem ¢=j 100W LIGHT 1=
‘-.-"endorl wl EiEar
Quantity LInit Cost Cost
Quoted Pricing | | @ | || €

Crder Line Text |

Save & New Save || =| | Save & Close Cancel | =
| ~|| g~ Active @ Help

If you try to save a record when it contains an invalid field, MainBoss will display an
error message and wondét save the record.
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To find out why a data value is invalid, move your cursor to the error marker. MainBoss

wil I display a tooltip with a message expl airt
This is shown below:

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

Order Line Text | |

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

[ >[I v Active EHelp)

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

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

succeed. The second person to save the record will recearenamessage indicating

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

=

I Update Error SHACEL X

Database update failed with @ concurrency error

Browse Conflicts | Previous Conﬂidl MNext Conflict |

Caolumn Qriginal Value Cument Database Value Proposed Change
0c7311cd-0029-49a0-a2e3-9e5.. Ocealdhl-0023-4aa1-Ba28-6bd2e.. Ddfbcd(9-0023-42e4-bBb7-2abe .. 9N
Make STELLAR STELLAR STELLAR 3
Model OLYMPIA OLYMPIA OLYMPIA -
Serial Number 12 12 12 b
Usage a0c13%e6-ched-45e6-3acT-2d1 . a0c135eb-chbed-459eb-09acT-2d194 . a0c135eb-cbed-45e6-9acT-2d15 . |
Category 19¢53M19-0029-4da6-aleb-ddB.. 14b9d028-0029-44f0-987a-d285e.. 19¢53M15-0029-4dak-aleb-ddB5T ..
System 4a3calbe-0025-436c-a517-4bb . 433calfe-0025-436c-a517-4bbda . fEaed485-0025-426d-bf03- 5400
Drawing
Access Code Tb0b558e-0025-4c02-51a7-eee . ThOb55Re-0025-4c02-51a7-eees5 . ThOb55Be-0025-4c02-51aT-e85
‘work Order Expense Model 2

An Update error has occurred:

Da you want to overwrite the current database record with the proposed changes?  Yes Mo

MainBoss is asking you to resolve conflicts between the changes that were just made.
The error message lists the fields in the record. For each field, theheesredlumns:

0 The first column shows the recordobdds values

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

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

In many records, some field values will look like nonsense strings of charaese

strings are actually | i nGategotoo foitehledr rteafbelress .t
entry in theUnit Categoriesl i st . The fieldbés value i s a mea
a pointer. You can see if two pointers have the same valug,dut candét tell any
about the record they point to.

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

Thi s t i mehevamas thatthe athergerdon put in. You can then decide which
of these you want to change.

Reports

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

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

Vendors = =

Field Selection | Advanced | Preview

Show summary footer for the overall report

|No Grouping hl | j :]

_:L = Export Data Close

~| & |~ @Hep

Report Sections

The window associated with a report organizes options into sections.

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

The Sorting options tell how to sort records each each group and subgroup. For
example, if you are grouping work orders by location, you might sort each group

section by the date the work orders are supposed to begin. You can specify

additional sorting options as well. For example, if you are sorting group sections

by starting date, whin each such date, you might choose to sort by expected

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

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

or vice versa.

Each grouping/sorting option is followed by three buttons:

4] x| =3

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

Groupingoptions break a report into sections. Each section has headings to indicpte the
start of the section, and may have footers as well. If a section has more than five fentries,

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

If a particular group has no elements, the group will not appear in the report. For
exampl e, suppose youdre printing inf
categoy. If a particular category has no items in it, that category will be omitted frg
the report.

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

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

or mati ol

m

na

Field Selection Lets you specify what information should be included in the report.

The section lists all the pieces of information timatybe included in the report.

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

information willappeas i n t he report. Other wi

The first time you go to a print window during a MainBoss session, a default set

of checkboxes will be checkmarked. If you change any of these, MainBoss
remember your changes throughout the rest of the sesswevdr, when you
quit MainBoss, everything gets set back to the defaults.

S e

will

For some reports, tHeeld Selectionwindow may have special checkboxes. For

example, some reports hav&appress Costeheckbox; if you checkmark this
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checkbox, any money amourtkst would otherwise be printed will be omitted
from the report.

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

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

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

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

arise from trying to cram a lot of informationto a limited piece of paper. One othe

sol uti on Reportiwidthin gagedt o tfi on di scusse bel ow.

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

In some reportshdvancedoptions let you obtaisummariesA summary

typically gives totals and sttibtals of monetary amounts for the groups and sub
groups of the report. In some cases, the summary may also giaerages

(e.g. the average lifespan of a particular kind of equipment). If you do not
specifyGrouping section options, summaries may not give you much
information.

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

When a report is more than one page wide, the effects vary depending on
whether you look at the report on your monitor screen or whether you
actually print it out. In a screen preview, you can simply useaitiual scroll

bars to look at lines that are too wide to fit on the screen. In a printed report,
each line of the report will be the given number of pages wide. For example,
if the report width is 2 pages, each line will be two printed pages wide. You
coud then tape pages together to get a more readable report.

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

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

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

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

section has a button that will actually print the report.

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

Grouping, Sorting, Filters, Field SelectionandAdvancedmay result in a report with
little or no usé&ul information. You are encouraged to experiment with the options fo
find combinations that are particularly helpful to your work.

Filtering on Locations and Units: Various reports let you filter by locations and/or
units. In general, if you use a filter to select one or more locations, the repontodoes
coversublocations (unless you select the sublocations too). Similarly, if you uter a fil
to select one or more units, the report degticover subunits (unless you select the
subunits too).

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

ReportButtons

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

=: Immediately prints the repip using whatever sorting and filtering options you
have specified. You can use this button i
can cancel printing with théancelbutton.

ExportData:Ex por t s t he r efpmat. The eesuldisigrimarily n X ML
intended to serve as input for usenitten programs which process the data in
some way. This contrasts with tResview export facilities (discussed below),
which are most useful for embedding in Microsoft Word documerntttrer
Aunprocessedo contexts.

Clear Select for Printing: If you click this button, MainBoss removes the
checkmark from alGelect for Printing boxes on allvork orders Typically, you
do this after printingvork orderghat have been marké&tkect for Printing .
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Cancet Cancels the preparation and printing of a report. This button is enabled only
when MainBoss is preparing a report, i.e. gathering the data and formatting it.
Once the report is ready to print, MainBoss hands off thét testine Microsoft
Windows printing facilities; after the report has been handed off to Windows,
MainBoss has no more control over the pont and theCancelb ut t on wonot
work. (If you want to cancel the prhout after that, you must use the standard
Windows printer control facilities.)

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

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

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

The Preview Window

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

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

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

If you click an entry in the lefhand panel of the preview, the preview changes to show
you that entry.

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

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

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

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

M Last Page button: Goes to the last page of the document.
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Parent Report butto®nly applies when a report contains seports, and
this feature is not currently used

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

Print button This is the button that actually prints tieport.

Print Layout buttonSwitches the format of the preview display.

By default, the left side of the display contains an index of the informatic
the report. Clicking an entry in the index will move to the corresponding
information. The mouse wheel can move forward or backward through 1
report but it doesndt necessaril
number of pages.

If you switch to the alternate format, you see a sedt@@n version of the
page as it will actuallprint. The mouse wheel will move from one page tc
the next.

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

Page Setup information specified within MainBoss alvwaygrides any
default options associated with your printer, even if you specify printer
options at the time you print the report. For example, suppose you spec
page setup of Landscape orientation, but when you go to print the repot
specifyPortrait The Landscape overrides
in MainBoss overrides anything you specify directly with the printer.

Page Setup options specified for one MainBoss report do not affect opti
for different MainBoss reports. For example, iiyget options when printini
work orders, those options will not affect the Page Setup for printing an’
other MainBoss report. The options will also be forgotten when you quit
MainBoss.

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

Once you specify what type of output you want, MainBoss will open a
window asking you to specify a file where the exported data should be
stored. Loosely speaking, MainBoss exports the idadormat similar to

what 6s displayed in the preview
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format, the result can be read into Excel (or embedded in a Microsoft \
document) to produce something that looks very much like the original

report. If, o t
userwr i t
(discussed p

he other hand, you want to export data for processing by
ten progr am, I t Bxport patacbbttarb |
reviously).

Note: When you export data in PDF format, MainBoss uses the marginesidgsper
ci f i eRhgeiSeatupsettings. r epor t 6s cujrrent

Ssize as spe

100% g

Paper Size and Margins

Scale: Controls the scale of information displayed in the

preview window. For example, if you set the scale to 200¢
youoll see the informatior
the scale to 50%, youol |l ¢

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

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

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

change both the margins and the paper size by clickingabe Setupbutton in the
Preview section of any window that prints reports.

Note: Any change in margin size or paper size only affects the current printing widow.
Different reports will still have the default margin size and paper size. Also, if you|close
a report window then open it agathe margin size and paper size for that report wi|l be

set back to the defaults.

When you exportlata in PDF format, MainBoss uses the margin sizes and paper size
associated with your curreRage Setup This means that you mighs@Page Setugo

specify a p

aper size and/ or margin s

intend to export the report in PDF format.

Formatting in Columns

Many reporthave aShow Report in Columnsoption in theAdvancedsection.This
organizes a report so that there is a sife0 for each record in theeport, with the
fields of each line broken up into separate colunihg format carbe useful if you
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only want to see a few piecesinformation from @ch record (as dictated by tBeow
checkboxes)However, it becomes unreadable if you try to cram too many pieces of
information on a single line.

Note that if you print out the report landscapdormat rather thaportrait, you can put
more on a line without losing readabilifyo change the forat, use the "Page Setup”
button near the top of thereview section.

The column format is particularly useful if you intecekportthe repord s wat a
Microsoft Excel In this case, itdoeént mat t er i ftfitwdllenapiedeafmn s
paped in Excel, you can expand the columns so thatGleeyadable ogour computer
screen.

Charts

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

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

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

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

don

cases, we recommend usingfikerss ect i on t o reduce the amount

trying to show in a single chartr&@king your data into multiple charts may make the
final results easier to understand.

Interrelated Records

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

piece of equipment might have a link to a service contract record, indicating that the
equipment is covered by the service contract. This link is roughly analogous to a link on

a web page: ités a pointer t htedtinfoivhatiom Bo s s

If record A links to record B, record B often links back to record A. For example, just as
an equipment record can link to a service contract, each service contract record has links
to all the units covered by the contract. This makpsessible for MainBoss to go from
equipment to service contracts or vice versa.
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Now suppose youodre creat i ndgerdceseaion Ifyoui t r ecor

havenot yet saved t heNawvinittService Contraadbuttoy ou ol | s ¢
in theService Contractss ect i on i s di sabled. Why? Because
exist until you save it. If you tried to create a new service contract record before the unit

record was saved, theredd be nothing to Iinl

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

Note that if you holdhe cursor omdisabled\New button, a tooltip will explain the
situation.

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

If you find that aNew button is deactivated, saving the current record will usually
activate the button.

Accounting Facilities

MainBoss lets you keep track of various types of costs: the amount you pay for
equipment, materials, outgdontractors, etc., and the amount you charge for your
mai ntenance departmentds wor k.

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

Mai nBossds accounting f a c-to-tay dperaiens, aortteat i nt e n d e
workers using MainBoss dondét have to know wl
expenses. In order to make this possible, someonefamar wi th your organi
accounting practices must set up a number of definitions that workers can then use.

The Accounting Module: If you have licensed the MainBoAscounting module, you
will have access to various special facilities for trackingounting information:

[1 Cost CentersThe MainBossAccounting modulelets youdefine cost centers. Most
organizations will set up a single cost center for each general ledger account used by
the maintenance department. However, it is possible to set ltiplenaost centers
all corresponding to a single general ledger account. This makes it possible to have
detailed cost breakdowns for your depart me
breakdowns arendét required by your organi z

For examplesuppose you only use a single ledger account for material expenses.
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You can create a single cost center nametrials  for that ledger account.
However, you might decide to create multiple cost centerEldarical

Materials , Plumbing Materials , Mechanical Materials , and so on, all
corresponding to the same single ledger account. This lets MainBoss give you a
more detailed breakdown of your materials expenses, even though your actual

accounting system doesné6t subdivide expens

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

references to cost centers. Therefore, you
wonot see them used anywhere in the softwa

[1 Expense Models#An expense modes$ a pe of MainBoss record that describes

how youdre going to fAicost outo a particul a

you do for Client X, you might be required to categorize expenses in one way; on
jobs for Client Y, you may have to use a differenteysof classification. As

another example, organizations that receive government grants may have to write up
expenses in different ways on grant projects than on other types of work.

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

[0 Expense CategorieE€ach expense model has a set of associated expense categories.
These are the categes that must be used to classify expenses in this particular
situation. You might have categories like

Spare parts
Work materials
Labor from outside contractors

When you prepare a work order , typeafu | ook
expense is this?0 You choose the expense
categories associated with the expense model.

Each expense category within an expense model has an associated cost center. This
indicates the general ledger account that gshbalused for that expense category

within that expense model. Linking an expense category to a cost center is called an
expense mapping

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

Cost Centers  Ledger Account

TenantA Labor 00001

TenantA Materials 00002

TenantB Labor 00003
TenantB Materials 00004

TenantC Labor 00005

TenantC Materials 00006
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For each tenant, you create an expense moeedntA Model , TenantB Model
TenantC Model . TheTenantA Model would contain the following expeas

categories:
Category Associated Cost Center
Labor TenantA Labor
Materials TenantB Materials

TenantB Model andTenantC Model would be similar.

Whenever you create a work order, you have to assign it an expense mopeseSup

youdbre doing a job for Tenant A. You | ook at
there is one especially associated with Tenant A; you therefore assign that expense

model to the work order.

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

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

only two:Labor andMaterials . Therefore, you just have to assign one of those two
categories to each expense on the work oiidés. also assnates a cost center with

each expense, and therefore a general ledger account. Note, however, that when you fill
out the work order, you only have to make two types of decisions:

0 Which model do we use (what gengob)@l approa

[1 For each expense on the work order, which available expense category does it
belong to?

Default Accounts: The MainBoss accounting facilities let you separate out expenses in

a sophisticated way (e.g. if you keep separate accounts for each téryani) needs

are more simple, MainBoss has default expense models and expense categories that you
can use, with or without modification.

|l f you dondédt need accounting at all, just us
orders. Choose the default expewrategories for every item on the work order.

Whenever you create awork order,yousts peci fy an expenseg model
set up your own expense models, use the default model.

Similarly, whenever you add an item to a work order, iymustspecify an expense
category. |If you haven6t set wup your| own <cat

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

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

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

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

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

Close Work Order button will be disabled for that user.

~N

Important: When informationisbank because you donoét] have aj
permissions, move the cursor to the blank; MainBoss will tell you what security rdles

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

the cursor to the button; MainBoss wéll you what security roles will allow you to uge

that button. Note, however, that in some cases, information will disappear entirely (e.qg.
sections of records just wonoét be dilspl ayed)
something is missing.

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

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

[1 Help-desk personnel also need a small amount of information on work orders (so
that they can tell a client, fAYour work ha
suggests th@/orkOrderSummary security role.

[0 TheUnitSummary role might also be useful. It giveslp-desk personnel enough
information about units to make sure they understand which unit the client is talking
about.

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

Division of Dutieson pagel52 offers suggestions on which security roles are
appropriate for various duties within a maintenance organization.

Related Security RolesSecurity rols tend to come in related groupings; for example,
WorkOrder , WorkOrderView , WorkOrderFulfillment andWorkOrderSummary
are all roles related to work orders.
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In such a grouping, some roles automatically include others. For example:
[0 WorkOrder automaticallyincludes all the other roles in the grouping.
[1 WorkOrderView automatically includeg/orkOrderSummary .

For this reason, ther eoWokDrder gndi nt i n givVving
WorkOrderView (for example), becaus&#orkOrder automatically includes all the
permisions ofWorkOrderView .

In general, &iew role automatically includes the relatedmmary role and a role with

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

Purc haseOrderSummary , andPurchaseOrderReceive ).

Testing Security Roles

It can be difficult to figure out the effects of various security roles, especially when a

user has several different roles combined. To test what aypartcr user can and
do, you can use thevaluate Security Asbutton inAdministration |Users (You must

have theAdministration security role to usevaluate Security As)

If you select a usan theUserstable, then clickEvaluate Security As your MainBoss
session changes to have the same security permissions as the selected user. If certain

types of data are invisible to that wuser, t
buttonsee di sabl ed, theyol | be disabled for you
In this way,Evaluate Security Asl et s you see all the conseque
roles. Once youbdbve examined what the user ¢

security roles by going to tl&esion menu and clickindgreset to user YOURNAME
security.

Note: If you useEvaluate Security Asto evaluate the security roles of someone w

d 0 e s n Atminist@atiore  or AdministrationView , the first thing that will

happeris that you lose permission to seeministration | Users This may look as if

youbre being told that Eyauate SbaumydAs havlie per mi
however, it really means that the pelrson yo

Evaluate Security Asgives you the same security roles as the selected user, but it does
notchange who you are. In particular, you keep your own set of assigned requests, work

orders and purchase orders. I't also doesnodt
d o ralbeddy have them. This can lead to unusual error messages if you try to do certain
operations. Since youodre partly one wuser an
avoid doing significant work while usirtgvaluate Security As it can lead to

confusion.
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If you useEvaluate Security Ast o fibecomed another wuser, unus
you already have other MainBoss windows open. For example, suppose you have a

window open for editing work orders and then you Egeluate Security As to

become a user who has no access to work orders. If you try to use the other window to

edit the work order, you may receive odd error mesgages are currently supposed to

be a user with no access to work orders, so MainBoss is confused aboutuhcanm yo

have a work order window open. While this pr
difficulties, we recommend that you close all other windows before you start using

Evaluate Security As

Roles for Configuring MainBoss

If you are configuring MainBoss, yoheuld at least have tl@dingDefinitions

security role. It will also be useful to hakemSummary , PurchaseOrderSummary
andWorkOrderSummary . If you are entering information about units, you will need the
Unit role; otherwiseUnitView or UnitSummary may be sufficient.

Bar Code Support

MainBoss Advanced can add bar codes to various printed reports including work orders,
requestspurchase orderstoreroom assignments, amait records. This provides a
level of supparfor the use of bar codes in your operations.

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

are numerous systems for representirtg da bar codes, so you have to tell MainBoss
which one you use.) Once you have specified a format, MainBoss will include a suitable
bar code for each record in the prinit.

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

[0 Forworkorders t he bar code represefwdos the wor k ¢
00000001 )

Forrequests t he bar code repr e sWRDOOBOOL)he request

For purchaseorders t he bar code representPO the purc
00000001 )

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

[0 Forunit t he bar code repredemnbgey ftheldal adicf f
appears in th®etails section 6 the associated record
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When you read a bar code into MainBoss, MainBoss will open an editor for the entity
associated with that bar code. For example, suppose you want information about a unit.
If you read the bar code on the unit, MainBoss will immediaipen the appropriate

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

Important: Make sure that a window containling Mai:
window at the time you read the bar codeany other type of window is active (e.g. g
window for editing a record or for printing a report), reading the bar code will not have
an effect.

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

window where you can specify which type of bar coding is most often used by your

organization. From this point on, that type of bar coding will always be set defdwlt

in any report that can print out bar codes.

As with all default values, you can specify a different value in any specific situation. For
example, i f you dondét want a parBai cul ar r1 ep«
Code Symbologyto None when you print that particular report.

Drawbacks to Bar Codes:Many wouldbe bar code users think they can simply use the
standar d AGbancedesrthatappeéar dd Most products (such as the codes

that appear on grocery items in the supermarket) wever , t hese wusually &
satisfactory.

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

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

also different packages from the same uofacturer have different codes, so atwo

battery package is differentfromafdurat t er y package. You might |
cell o6 code for all such b&PCGcaleforeghat, but you
purpose.

A second problemnsithat manufacture recycle UP@odes. Rubbermaid is wethown

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

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

Similar problems apply if you use anyone el ¢
particular supplierds catalog number s. S VAN
you may be caught by surpe changes or inconsistenciesr reasons like this, you will

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

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

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

This chapter discusses the most important tables in MainBosations table and
Contacts These tabletalk about the most fundamental aspects of your tiparahe
places and the people you work with.

Locations

ThelLocationstable lists locations that are of interest to your work. Examples include:
[1 The building sites where you perfommaintenance operations

(1 Home addresses of your personnel

[1 Business addresses of your suppliers

(1 Any other addresses or places you want to record

In other words, théocationstable is like an address book, containing any geographical
information you considauseful.

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

maintenance operations. Almost everything you do with MainBoss requires an
associated location. When someone submits a problem report, you have to specify
where the probla is; when you create a work order, you have to tell workers where
they should go; when you track spare parts, you have to tell where the parts are stored.

Her e 60 s Lacatmnistalge: e
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= MainBoss Examples - MainBoss Maintenance Manager - =

Session  View Actions  Help

~ViewLocatons | A

Es

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

2 | || []Apply Filter

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

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

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

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

This table has two types of locations:

[0 Postal addressespecifying a single building (or a set of buildings that all have the
same postal address, as in a college campus). When you create a postal address
record, you specify all the usual address information (street address, city, state or
province, etc.).
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[1 Sub Locationsvhich are locations inside other locations. When you create a sub
location record, you specify the location that contains the sub location. (The
containing location must already have a record in yogations table.)

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

is a sub location dfloor 1

which is a sub location @ur Building
organize your locations and sub locations in any way you like.

. You can

Notice that MnBoss depicts locations usindagation map This is a picture similar to
the ones that Windows Explorer uses to show folders, subfolders, and files. The map

makes it easy to see which locations contain whidhlocations.

Postal Addresses

Herebs a typical exampl e
) New Postal Address
Details | Contacts | Units | Storerooms | Temporary Storage and fems

of

a

postal addres:s

- O3 X

Code |Our Building

Description |Headquarters

Address1 (123 Any Street

Address? |

City [Anyville

Territory |

Country |

Postal Code |

GIS Lecation |43.4D343’ Morth, 80.47667° West

Comments

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

Show on map

|| & ||| Active EHelp

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

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

1.

2.

In thecontrol panel, click_ocations. This opens theocationstable viewer.

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

—[=] Garags

L Main Diffice

4 | |57 | []Apply Filter

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

New Postal Address | | New Sub Location

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

Storerooms | Temporarny Storage and tems

[ -

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

X |9 - =

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

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

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

|
|
|
|
City | |
|
|
|
|

Territory |

Country |

Postal Code |
GIS Location |

Comments

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

| [ x| &~ Active €Help

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

3

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

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

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

| f ytgpindin alot of postal addresses at once, you casage & Newto save th

information youdbve just typed, then |set wup
address.

A postal addresCommest of decdnt ¥onsocemfiuse t hi
any information that isnét covered by the o

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

TheContactsarea of the postal address recostklipeople you know at the given

location. These are people from y@atwntactslist (discussed later in this chapter).

When you first start setting up MainBoss, t
automatically when you begin recording contact inforamat

As a special feature, MainBoss makes it easy for you to use Google Maps to specify

AGIS Locationo . First, use Google Maps to find the
Then,right-click on thelocationin the Google Maps displandclick Center map

herein the resulting menWNext, click the button in the leftand panel with the link

icon on it(a section of chain}inally, copy thegivenURL (beginning withhttp: ) and
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paste i GISlLoocationdo tfhiee Iid i n Ma i lreBracstee.londitadé n Bos s w
and latitude from the Google Maps URL
Sub Locations

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

[J To createa new sub location record:

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

— New Sub Location - 0
Detalls | Contacts | Units | Storerooms | Temporary Storage and fems
Code [ o *
Description| - |
GIS Location | |
Containing Location |ﬁ MainBoss College ® b | [
Comments

Save & New | | Save ||»| | Save & Close | | Clese ||| | Show on map

| || 5| *| Active E)Help

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

3. | nDegtriptiond- , enter a longer description of the location.

4. | nCoritaining Locationo®, specify the location that contains this sub location.
5

Click Save & Close to save the information and close the window.
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Not e Corftaming LAcationd i s -dawn tist. Yop usually fill in the value by

clicking the first arrow, which displays your current locations. However, you can also
click the #fA. .. 0 owationseable) dribysclicking the lasyaorawr f u | |
(which offers you a menu of options fidling in the field).

Few Locations, Many Units: As discussed later in this manual, a unit is a place or
piece of equipment that you maintalim.general, we recommend that you only have a
few locations and sub locationggtcontents of those locatiostould 8 be units.

Onereasorfor thisis that work orders are written against units, not locatieos.

example, if you want to write up a work order for renovations on Room 101, that room
has to be a uninot a locationSimilarly, if you want to write a work order for filling a
pothole in the north parking lot, that parking lot has to be a unit, not a lodation.
general then, locations and sub locations are intended fordeadge entities; smaller

sale entities should be units.

Contacts

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

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

may wish to contact.

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

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

postal address: the contact personbés mail i ng
company, you might specify a sub location within one of your buildings. For example,

in a shopping mall, you might have a contact person associated with each store; the

location associated with each such contact is the store itself.

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

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

b My MainBoss - MainBoss Maintenance Manager — ©

Session  View Actions Help

View Contacts EI]| g -
Code ° Business Phone Mabile Phone
Coach Charlie BBE-T83-3872 ~
Canor Trellswall hhh-893-9728
CONTR SER RRR-300-3023 o

2 | || []Apply Filter

Details |Currtact Functions I Contact Relations
Code Conor Trellswill
Business Phone 555-833-9728
Email ctrellswill@properties plus.com
Alternate Email
Home Phone 555-853-5087
Pager Phone
Maobile Phone
Fax Phone
wieb LIRL
Location Path
Location Description
User Name
Preferred Language [=][=]
AD Reference
Comments Personnel

le @IEI r A= | E'?IEI |Createﬁnm.ﬁctive[}irecmr|_.r| ﬁlzl |

|Iser jagardner (SCL Administrator) Organization My MainBoss (ME35Test: Database "MB35Te: Active aHelp

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

Details | Cortact Functions | Contact Relations

Code |- | @
Business Phone | |
Email | |
Alternate Email | |
Home Phone | |
Pager Phone | |
Mobile Phone | |
Fax Phone | |
\wieb URL | |
Location [® | ==
User Name
Freferred Language | || L[
AD Reference
Comments

Save & New Save ||v| | Save & Close Close |+ | Initialize all from Active Directory

| [ || lg ~| Active ﬂHeIp‘

3.1l nCoded-, enter the persondés name.
4. | nLodationo®, specify the personés | ocation by
Locationst abl e. (I f vy eacatichorecdrd for this perstnacirclk thea

i.. . 0 bLodattorn fTchri sih opens aanweatedmew wher e you

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

For people who are actually users on your computer network, Windows maintains
information in what is calledctive Directory MainBoss can copy information from
Active Directory into a contact record by usimgialize all from Active Directory

(for new contact records) afhépdate all from Active Directory (for contact records
that wee previously initialized from Active Directory). For more information, see the
online help.

Vendors

MainBoss uses the termendorsto refer to anyone from whom you purchase goods or
services. This includes your suppliers and any outsidgaiors whom you hire for
special jobs.
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Vendor Categories

Before creating vendor records, youoll find
You can use these categories to classify your vendors and organize yos. iepiaat
are some typical vendor categories:

Spare parts
Service contractor
Tools

Electrical
Plumbing

Major equipment

If you set up and use vendor categories, you can obtain reports that answer questions
l' i ke, fAWhere do we speingdrgshe omosfiHow muambd i
spend | ast year on service contractors?o

[0 To define a vendor category:
1. Go toCoding Definitions | Vendors | Vendor Categories

2. Click New Vendor Category. MainBoss opena window where you can define a
new category:

e New Vendor Category - =
Details | Vendors
Code [ | @
Description | - |
Comments

®
Save & New Save ||»| | Save & Close Close || =

| - || & | ~| Active EHelp

3. | nCoded~ type a brief identification code for the category.
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4. | nDegtriptiono- type a longer description of the category.
5. Click Save & Close® to save your data and close the window.

Vendor Records

To record information about vendors, @seding Definitions | Vendors. Clicking New
Vendor opens a window where you can enter information about a vendor:

= New Vendor - B
Details | tem Pricing | Houry Outside | Per Job Qutside | Service Contracts | Purchase Orders | Purchase Order Templates | Units
Code | | @
Description | |
Wendor Category | = ==
Name Business Phone Email

Sales Contact | ~ || [ ][
Service Contact | - [l
Payables Contact | x| [ ][

Accounts Payable Cost Center | Default Accounts Payable Costs Default Accounts Payable Costs - [

Account Numberl |

Fayment Term | | [ 1=

Comments

Save & New | | Save ||=| | Save & Close Close ||+

| ~|| & | ~| Active EHelp

T h &/endlorCategoryd0 f i el d i s where youyspbwea fdefai wed

such categories.

As shown above, you can record Saeveral

Contactbt i s the person you SerdcekonthcOo aboubhebper sg
you tal k t o aAscountsPagable @ontatee ,i santdh @& per son

about billing. Each of these people should have an entry inGautiactstable.

When you fill in one of the contact fields, the associated phoneraadfields are
automatically filled in with their entries in tlig&ontactstable. For example, when you
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speci fy s onBalesCentaeds W cher &ssmaescHheane e an d
fEmaildo col umns are filled i n \imdldddréashat per son
recorded in you€Contactstable.

If you have liensed théd\ccountingmo dul e, you wi |Abcoustee a | i ne f
Payable CostCentet . Thi s is the cost center to be as
vendor. (For more on cost centers and other accounting topicspse€entersen page

56.)

fAccount Numberd | et s you record your account numbe

fiPayment Terms lets you specify default payment terms for anything youftmm
this vendor (e.gNet 30 or Cash OnDemand. When you actually create a purchase
order addressed to this vendor, you can choose different terms if appropriate.

All of the above fields are in tHeetails section of the vendor record. Other sections
will be filled in automatically as you continue with other parts of MainBosasefor
example, théJnits section will automatically get filled in as you record information
about your units: specifically, which units you bought from which vendor.

-B55.-



Cost Centers

This chapter is only relevant if you have licensedAbeounting module. If you do not
have a license key for this module, the control panel will not contain entries relatqd to
cost centers.

Cost centersorrespond to general ledgazcouninumbes or other basimlentifiers that

you use for accountingror example, if your organization has a separate account for

each department, you might set up a cost center for each department, for each supplier,
for each customer to whom you silypmaintenance services, and so on.

For an overview of how accounting works in MainBoss,/semunting Facilitieon
page37.

When you create a MainBoss database,malan of cost centers are automatically
createdn it. Thesedefaulic o st centers are used i n situatic
cost centers of your owAlthough you can use these default cost centers, you probably

want to set up cost centers of your own

Setting Up Cost Centers

To set up your cost centers, gododing Definitions | Cost Centersand clickNew
Cost Center. This opens a window where you can create a new cost center definition:

F= New Cost Center - B

Details | Billable Requestors | Chargeback Categories | kem Adjustment Codes | hem Issue Codes | Storage Assignments | Miscellaneous tems | Labor | Expense Models | Expense Mappings | Vendors

Code | | @

Description | |

General Ledger Account | |

Comments

Save & New | | Save ||v| | Save & Close Close |«

‘ [ > & ||| Active 0Ha\p|

The only sectiolyou need to set up is theetaillss e ct i onCodeFidnnd i n A
fiDescriptiond wi t h an i dentification coGereraand a | o
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Ledger Accound wi t h the account number. Repeat thi
relevant to your matenance work.

MainBoss lets you associate several different cost centers with the same general ledger
account.This makes it possible for you to break down your costs more than is allowed
by your general ledger systeRor an example, seeccounting Facilitieon page3’.

Cost centers are used in various types of records, as will be seen in later chapters of this
manual.

Changing Cost CentersFrom timeto time, some category of expense may be assigned

to a new general ledger account. For example, the account number for labor costs may

change fromi234 to 12345. You may be tempted simply to change the account

number associated with the cost center. Thghtrmean changing tHeabor cost

center r ec GendrallsedgertAtcaund iftiselid shows the new n

However,yow s ual | y d o thi6. MainB@smayhdvemadyexisting records
referring to theLabor cost center. If yoehange the associated ledger account number,
it effectively changes the ledger account associated with all the old relcootiser

words, all the old records will state that their expenses were charged to th23deéw
when in fact, they were chargedthe old1234 .

If you want to change the account number associated with a cost center, you have to use
a two-stage process.

1. Change&€odeoh e ni your exi st i nlgborctosomethingnt er r ecc
else (e.gLaborbef oreSept12008 ) . Ch a Depaiptionbei A a si mil ar
way. All existing records that uskis cost center will continue to refer to this
record.In other words, all your old records will continue to refethimoriginal
account numbern234.

2. Create a new cost cent eQodesLgbcrcandd. Thi s one
corresponding descriptioh t Genefial Ledger Accoundb s houl d be the new
12345 . When you use theabor cost number in future records, they will all have
the new ledger accouth2345 rather than the olti234 .

Note thatyou can change tHedgernumber in the existing recordyifo u 6 r e | us't
correcting a mistake. For example, suppose the correct number has alway23déen

but you originally typed 234 . You can fixthe situation simply by changing the number
in the cost center. Then all records that refer to that cost center will automatically have
the number changed too.

Cost Centers and Inventory

In MainBoss Advanced, evesforeroomassignment hasaassociated cost center. This
cost center is used whenever a quantity of the associated item is added or subtracted
from the storeroom:
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[0 When an item is received from a vendor and placed into a storeroom, two
accounting records are created: oneafmmounts payable to the vendor, and one
increasing the value of the storeroom assignment by the same amount. (Note that the
accounting records are written when an item is received, not when it is ordered.)

[0 When an item is issued to a work ordem @ccounting records are created: one that
decreases the value of the storeroom assignment by the cost of the item, and one that
charges the cost of the item to the work o
expense modgl

Thesame principle applies when you issue an item for some other purpose. In this
case, the issue code specifies the cost center that gets chargéthdBee
Definitions | Items | Item Issue Code$

(1 When an item is transferred from one storeroom to another, two accounting records
are created: one that decreases the value of the storeroom assignment in the first
storeroom, and one that increases the value of the storeroom assignthent
second storeroom.
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Units

A unitis anything on which you perform maintenance. Typically, units are either places
or pieces of equipment. Here are some examples of units in different types of
maintenance operations:

O

In an office buitling, each office suite might be a separate unit. Common areas (e.g.
elevators and washrooms) would also be units, as would equipment like HVAC
systems and hot water heaters.

The same applies to other maintenance departments that deal with facilities
(shgping malls, schools, health care facilities, government buildings, and so on).
Individual rooms or suites would be units; other units would include the standard
shared equipment (heaters, boilers, chillers, etc.) and any special equipment that the
facility might have (e.g. lab equipment in a hospital).

In a factory, each piece of manufacturing equipment might be considered a separate
unit. Other units might include vehicles like fdif trucks or delivery vans, as well

as the sort of units mentioned ionmection with office buildings (washrooms,

HVAC systems, hot water heaters, etc.).

How Units are Used

Units are used in work orders and requests to specify where work should be done. For
example, a work order might call for workers to repair a piecgupenent or change a
light bulb in a particular room. Units therefore indicate places or things you work on.

Units records contain information that may help maintenance management and workers
on the job. This may include any of the following:

O O o o o o

Equipment pecifications

Meter readings

Lists of spare parts that might be needed to service the unit

Information about service contracts and warranties related to the unit
Expected lifespan of the unit, as well as estimates of replacement costs

References to filehat contain further information about the unit (e.g. schematic
diagrams or operating manuals)

Lists of work requests andork orders on the unit
Planned maintenance related to the unit
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(1 Any other information you may find useéuthis could be something asrgile as
what type of light bulbs are used in a particular room, or detailed facts about a
complicated machine

One of the most important uses of MainBoss is to serirestigitional memor§ a
repository of information that you want to make available togoreand future

personnel. By filling out as many fields as possible in a unit record (including anyjuseful
AiComment® ) , wor kers can communicate inflor mat.

example, suppose a worker takes five minutes to locate a fuse box =maebedy
has moved a bookshelf in front of it. If the worker adds a comment to the unit recprd

(AThe fuse box is behind the bookshell fo),

same amount of time.

Locations and Units

As noted previously, places can be units. This raises a question: which places should
you put in theJnits table and which should you put in thecations table?

We recommend that location records should only be used for buildings and for
large sections of buildings (e.g. for wings). Everything else should be a umit.fact,
if you have a large number of buildings in the same location, as on a university
campus, you might use a single location record for the entire campus. Each
building could be a unit of that single location, with all the rooms in the buildings
as subunits.

MainBoss associates work with units: when you write up a work request or work order,
you specify the unit that needs attention. Therefore, when you declare that arplac

thing is a unit, youdre saying, Al want

separate from work el sewhere. o

@ Format: MainBoss sometimes uses the notation Unit @ Location to specify a
particular unit at a particular location.

Unigue Names: MainBoss lets you give the same name to different units in different
locations. For example, you could have units calBICONDITIONER in many

different locations. In practice, however, this can be confusing, especially if you move
an airconditionerfrom one room to another. By giving each-@nditioner a unique
name, you make it easier to track each

Sub-Units
Units can contain subnits. For example, ceider a shopping mall where every store is

a separate unit. You could divide large stores into smalleusii®. A multifloor
department store might have each floor considered a separataisund the floors
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might be divided into smaller subsectidsse that each major area within the store is its
own separate unit).

How Finely Do You Divide Your Units? Consider a washroom. Do you want to
consider every plumbing fixture as a separate unit and to track their repairs
individually? Or is it enough to osider the washroom as a unit and to lump together all
repairs to all fixtures as repairs to the washroom overall?

A

| t 6 s -off: hewrmauah €etail do you want, and how much is too much? If your units

are too big and general, you lose track of specjios:u mi ght see that youbd
lot of complaints about the same washroom, but not notice that the problem is always

the same fixture. On the other hand, if your units are too small and specific, your record

keeping gets more complicated because yuela lot more to keep track of.

No single approach will work for all maintenance departments. Define your units to get
a level of detail you can live with.

|l f you arendét sure wh etomé@bdivideid i n @ts tecaalss/uh)cd)ivi
subdividet he unit | ater. On the ot-uUnsinoddand, 1tO0s
largerwhold youdd have to edit artcohefemtothekwhadgr der on
unit, which is a lot of work (and can require substantial accounting corrections).

Sub-Unitsand SparePartsJ ust as therebés no perfect d (
I

iV
|l ocations, therebds no -pndsrahdepmate paits. vi di ng i ne
For example, consider a window-awnditioner. If the room thaiontains the air
conditioner is a unit, should you consider thecainditioner a sutinit or is it simply a
spare part for the room? The answer depends on how you intend to maintain the air
conditioner. If you intend to repair the -@onditioner when imalfunctions, it should
probably be considered a subit. That way, you can use MainBoss to track all the
maintenance you do on the unit. If you intend to replace theoaditioner if anything
goes wrong, then itdos jvyet wmasphaenpartdosi s
you throw out when it breaks.

A similar principle applies to other units. For example, if a complex piece of
manufacturing equipment has several components, each of which may be maintained
individually, these should probabhe designated as suimits. This is particularly

important for components that might be swapped from machine to machine; you ought
to track the repair histories of such components, because that information might be vital

in identifying the source ofaprbbe m. On t he ot her hand, i f a <c
repair® if you just replace it when it malfunctiods hen it 6s wuswually a sp
sub-unit.
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Unit-Related Codes

Before setting up your unit records, there are a number of useful codes ytili shou
consider defining. You can create unit records without using these codes, but the codes
are easy to set up and can provide you with useful information.

The purpose of all these codes is to help you create reports that break down your
information in various ways. Asx@xample, consider a maintenance department that
maintainsa commercial mallMaintenance managemenight want to break down data
in various ways:

(1 By type of work (how mucls spenbnrepairs how much orrenovations, how
much onpreventive maintenange

[ By type of unit (how muclks spenbn plumbingequipmenthow much on electrical,
how much on mechanical)

(1 By type of location(how muchis spenbn stors, how much is spentropublic
spacedike washrooms, how much is spent on the parking lot

By tenant (how much is spent on each store)

By integrated system (how much is spent on HVAC, how much is spent on security
systems, how much is spent arefprevention)

[1 By accounting classifications; this depends on hovp#rentorganization sets up
its books, but clearly the maintenance departmeatisa breakdown of its expenses
in a format that mat chetngprdtelurgsar ent or gani

Ot her types of breakdowns may be desirabl e.
accounting system may not be very useful for the purposes of the maintenance

department; you may like to set up an additional way of dividkgenses into

accounts.

To make it possible to break down costs in various ways, MainBoss lets you define

various codes and categories related to units. There are rarfdifiabt rules for how

you use these. For example, every unit carehaunit categoryand ausagecode(as

well as other codesY.ou might use unitategories for one type of breakdown

(plumbing, mechanical, electrical) and usagdes for a different kindynmovable

equipment, movable equipment, parts of the premifes)u dondét have to use
avail able codes/ categories, and you dondt ne
but they can be very helpful in looking at your operations from various angles.

Unit Categories

Before you stantecording information about your units, you should consider defining
unit categoriesAs mentioned irthe previous sectigrtategories help organize your
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information, especially when printing out reports. If you choose your unit categories in
advance,yoe an use them when youb6re creating your
either to skip using categories, or to go back later on and edit all your unit records to add
category information.

Different types of organizations will have different unit categgmrbut here are a few
possibilities:

Office space
Elevators

Public areas
Washrooms
Outdoors

Air conditioners
Boilers
Manufacturing equipment
Safety equipment
Security Systems
Pumps

Vehicles

[0 To define unit categories:
1. Go toCoding Definitions | Units | Unit Categories

2. Click New Unit Category. MainBoss opens a window where you can define a new
category:
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¥ New Unit Category - O R

Details | Units

Code| - | @

Description | - |

Comments

®
Save & New | | Save ||+ | | Save & Close Close || =

| v g | v Active €@Help

3. | nCoded- type a brief identification code for the category.
4. | nDegtriptiono- type a longedescription of the category.
5. Click Save & Close® to save your data and close the window.

Systems

MainBoss lets you defingystem®f related units. For example, the various pieces of
equipment for heating and aonditioning might all be considered to belong to a single
HVAC system. Here are some other examples:

Electrical
Plumbing
Security

-64-



|l tds useful to specify that certain units me
then ask MainBoss for reports abbuh e system: AShow me all the
HVAC system. 0 fiHow much did we spend maint ai

A system is just a | abel that you can attact
our HVAC system. 0 SucfarMainBbsatb gve yomavéngesys i t pos ¢
of the entire system, not just its individual components.

As is obvious, systems have a lot in common with unit categories. The usual difference

i's that cat egor itywevhilesygemb aresbased oa @ i purpasen i t 0 s
Thereds no need to assign every unit to a s\
that youoll find helpful

Systems are most useful for organizing units that are spread across many locations. If

you have a number of units that aré | in the same place, itoés b
subunits of a larger unit. For example, you might consider an assembly line as a single

unit; the machines that make up the line would all beusuts of the larger unit.

To set up systems, ussding Definitions | Units | Systems The process is exactly like
creating unit categories.

Other UnitRelated Categories and Codes

In addition to unit categories and systemsding Definitions | Unitslets you define
the following:

Asset Codes
These are similar to cost centers, in that
system.You might use asset codes to break down cost centers into finer detail; for
example, if you have very broad unitst centers (e.g. juEuipment and
Premises ), you might use asset codes to subdivide these into smaller categories
you might want to track. On the other hand, if you have very detailed unit cost
centers, you might create more general asset codes sothzdn obtain highevel
overviews.

Ownerships
These indicate who fAownso each wunit. This
maintenance department manages units owned by other parties. Alternatively, it
might mearunits which are temporarily associdteith other parties (e.g.
equipment currently in the possession of tenants).

Unit Usages
These are general purpose codes that can be setalpdsifying units(If you
migratefrom MainBoss Basic to MainBoss Advanced, the expoport process
usesunit usage codes to distinguish between MainBoss Basic spaces and
equipment. Otherwise, usagedesare availabldor any purpose you wish.)
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Access Codes

Access codesan inform workers if there are any restrictions or requirements for
accessing units. For example, you might have codes indicating that a unit can only be
repaired on weekends or with written per mis:
sample list of access codes:

Anytime

Only9 -5

Only on night shift

Only when store is closed

Only when office is open

Only when manager is present

Get permission first

To set up access codes, tsaling Definitions | Access CodesThe process is exactly
like creating unit categories.

Access codemay be used on work orders and work requests (indicating when the work
should or shouldndét be done) and on unit r e«
may not be serviced).

Creating Unit Records

To create a new unit recorgl toUnits in the control panel. Clicklew Unit in the
table viewer. This opens a window where you can record information about the unit.

& New Unit = [=

Detals | Service | Related | Pats | Specifications | Value | Meters | Attachments | Requests | Maintenance Plans | Work Orders | Temporary Storage and tems

Code | | @
Description | |
External Tag | |
GIS Location | |
Containing Location | - ‘ EaEar
Make | |
Model [ |
Serial | |
Unit Usage | | >
Unit Category | - ‘ [
System Code | | =
Drawing | |
Comments
Save & New | | Save |v| | Save & Close Cancel || v| | Showon map
~| &+ Active @ Help
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This record has sections titl€gktails, Service Related, and so on. Each section
records a diffeent type of information.

When you start setting up MabetmiBsestiosn, youodl | ¢
This is because you have to set up other MainBoss tables before you can fill in other

sections of the unit record. For exampeset up théarts section of a unit record, you

must enter information about your inventory
basic unit records long before you get around to recording inventory.

You can give two different units the saieden ame, provi ded theyore i
locations. However, this is a bad idea. Not only will it be hard to distinguish one unit

from another, but many types of units can be moved from one location to another,

perhaps leaving two units with the same nantb@eénsame location.

Smart Coding:Unit reports typically show units in
useful to choose codes so that similar units will be sorted beside each other. One way to
do this is to adopt a standard like

"What the unit is" "Size" "Brand"

For example, you might have a code li8U450Trane for an air handling unit, 450

ton, from Trane. This coding ensures that all air handling units are sorted together (they

start withAHY and sizes are sorted together falu450will be listedtogether). The

brand is typically the | east i mportant pi ec:eé

Starting Your Units Table

Entering complete information on all your units can be a huge undertaking. Fortunately,
i t 0 secassady you can start with a basic sgp and add more as time goes on. The
more information you put in, the more results you can get out; however, even just the
basics can provide you with noticeable benefits.

Hereds one approachmatbbi pmasonghan youtdomdt
everything all at once:

1. Begin by making unit records for places. It should be straightforward to create a list
of rooms, office suites, public areas, etc. that you maintain, and this will be enough
to get you startedn work ordersyork requestgand planned maintenance. Even if a
job deals with repairing a piece of equipment, you can write up a reasonable work
order by specifying the room where the equipment is located. This lets you get
started right away, using Mdoss to manage work requests and work orders.

2. Create bardones unit records for equipment, starting with the equipment you
service most. For example, when you have to repair a piece of equipment, create a
record for that equipment. The record need notasorcomplete details about the
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equipment (although the more information you record, the more you can use later
on). As soon as you create a unit record, you can begin tracking work on that unit.

3. Continue to create new unit records for equipment until youts table listsall
your equipment and all rooms, suites, etc. At the same time, add more details to your
existing records. For example, begin to record the spare parts used by your most
important pieces of equipménif you make it easy for workers tetbrmine what
parts they may nedakforethey go to the work site, you can save them wasted
effort.

4. Record new information as it comes in. For example, if your company buys a new
piece of equipment, you can recdudl details about that equipment rightaw If
you renew a service contract, make sure you record which units it covers and all
relevant terms of the contract.

Note that a warranty is just a type of service contract with the manufacturer. Thergfore,
you can use th8ervice Contractstable to reord warranties whenever you buy new
equipment.

Stay on top of new information, gradually fill in the gaps on old units, and eventually
your database will contain everything you need to do your work effectively. It may take
you a while, but remember: theone you put in, the more you can get out.

Unit Details

The Details section holds basic information:

CodeandDescription: An identification code for the unit and a longer description.

External Tag: A short string of characters which can be turned into a bar code
associated with this unit. This should be a unique identifier created by your
organization. For more information, seer Code Suppoin paget2.

GIS Location: The geographic position of this location. Coordinates are specified in
longitude and latitude.

As a special feature, MainBoss kea it easy for you to use Google Maps to specify
AGIS Locationo . Fi rst, use Google Maps to flind t
Then, rightclick on the location in the Google Maps display and diekter map
herein the resulting menu. Next, clické button in the lefbhand panel with the link
icon on it (a section of chain). Finally, copy the given URL (beginning ktigh ) and
paste i &ISlocationd0 tfhieelid i n Mai nBoss. Ma]l nBoss
and latitude from the Google MajpRL.

Containing Location: Where to find the unit. The dregiown list will display a
|l ocation map giving existing |locations
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saying that youodre describing & new uni-t

youdre saying that -ynitofthatenttdescri bing a ne
Make, Model, Serial Number: These fields are mostly intended for pieces of

equi pment. They probably wondt be relevar
Mobile Units and Serial Numbers:lfaunitcm possi bly be moved, ito
assign it a serial number, even i f tlhere i si

makes it easier to keep track of which unit is which, especially when two units are
moved into the same location.

Unit Usage Essentially, an anythingou-want code that you can use to record more
information about your units.

Unit Category: A category for the unit. For more about unit categories|Jsee
Categorieon pages2.

SystemCode The system to which the unit belongs (if any).

Drawing: If you have hargtopy drawings of a piece of equipment, fill in this field
with information that will help your workers find the drawing (e.g. an index
number that indicates a drawer in a particular filing cabinet).

Comments Any comments you wish to record about the unit. In particular, this is a
great place for workers to record informatibat might be useful in future.
Possibilities might include listing:

[1 Special tools needed for working on the unit

0 Advice based on experiencéth¢ AAl ways
unit is close to a door that stays o

0 Useful tips Hinddhen fluski b xt hes gr ay f

[0 Basic questions to ask someone reporting a problem on the unit, such

as, Als the machine plugged in? Does
have power? Have you tried turning i

Unit Values

TheValuesecti on of a unit record records infornm
and replacement value. Typically, this section is only used for pieces of equipment;

however, it might also be relevant to other types of §gits roofs that will need

replacing, parking lots that will need repaving, and so on). Fill in the fields with the

following information:

Purchase Date The date the unit was purchased.

Purchase Vendor The supplier who sold you this unit. To fill in $hiield, you
need to create an entry in thiendorstable; you can either do that now (in

-69-



which case, se€endorson pagel29for details) or wait until later, when you
create the/endorstable.

Original Cost The original cost of the unit.

Ownership: A code that lets you indicate who owns the unit. This might be the
actual owner (e.g. a customer whose property you maintain). It might also be a
person odepartment in your own company who is responsible for the unit (e.g.
the person you have to see for permission to repair the unit).

Asset Code A code used to reflect accounting information for the unit.

Future Value: Fields in this area deal with expected replacement costs for the unit.
This information will be used if you ask MainBoss to prepare a Replacement
Forecast repo.

Replacement Costast Date: The date on which you fill in the other fields.
This means the day when you make the estimates, not the day when you
expect the unit to be replaced. Recording this date makes it easy to tell how
up-to-date the estimatesatef you see that itdés been a
someone estimated replacement costs, it might be time to check that the
estimates are still reasonable.

Replacement CostThe estimated co#tyou had to replace the unit todamn
other words, this is the cosithouttaking into account future price inflation.
You specify inflation rates when you actually prepare a Replacement
Forecast report, not when you make your original replacement estimates.

Typical Life: The expected lifespan for this type of uimityears) This means
the typicaltotal lifespan, not the remaining lifespan for this particular unit.

Scrap Date The date when you expect to take this unit out of operation.

ScrapValue The price you expect to sell the
opera i on. Again, this is the price in tod
future inflation.

Relationships

Relationshipdet you specify connections between units and other units, or between

units and people. For ariple, suppose a particular water heater is located in

Washroom A but provides hot water for Washrooms A, B, C and D. You could create a

unit record for the huaitof\Veashroons/ ¥oo cotildythen g t ha't
establish relationshipsbeteen t he heater s wunit record and
washrooms that the heater services. Thus i
Washroom C, you can quickly check the wash
water heater is. By settingpwnitto-unit relationships, you can show connections

between units that may not be obvious, especially when the units are in different places.

f
r
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As an example of a urib-person relationship, suppose that a commercial mall rents

out store space to tenantn the unit record for a particular store, you might set up
relationships that connect the store to the
You might also set up relationships to indicate several people you might contact in case

t heredsersgoemec yem nvol ving the store. As anoth
a companyodos fleet of vehicles, -tégereonuni t r e c (
relationship specifying the person who usually drives the car.

The first step in setting up alagonship is to create r@lationshiprecord. This puts into

words what the relationship actually i s. For
to-person relationship between cars and drivers. In this case, the unit is the car and the

contact persorsithe driver. Therefore, you might say that the lsritiven by the

person, and the pers@mives the car.

To set up this record, go @oding Definitions | Relationshipsand clickNew Unit
Contact Relationship. In the resulting window, you can set up the relationship as
shown below:

e New Unit Contact Relationship - O
Details | Unit Related Contacts
Code | k3
Description | |
B As Related To A Phrase | k3
A As Related To B Phrase | K3
Comments

Save & New Save || *| | Save & Close Close ||=

| ~| & |~ Actve @ Help
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For a car driven by a person, you would spebifyes i nB A8 Related To A

Phrased  dsrdidven by i nA AB Related to B Phrase Once you have created
the relationship recorgou can have units and contacts make use of this relationship.
The same applies for urtid-unit relationships.

To specify a relationship between a unit and another unit or the unit and a person, you
use t he uRelatdadsectienc or d 0 s

o Edit Unit : Arts Library : Arts Building @ MainBoss College = =

Details | Service | Related | Pats | Specifications | Value | Meters | Attachments | Requests | Maintenance Plans | Work Orders | Temporary Storage and ftems

-

Relationship Relationship Managed
EF /s Mansged B Unit Arts Library @ Arts Building @ MainBoss College
Is Managed By
Contact
Code Chris Marowe
Business Phone 555-3486
Email merlowe@tamburlaine co.uk
Home Phone
Pager Phone
Mobile Phone
Fax Phone
\wleb URL
Location
Location Description
User Name
Comments

T | [ Apply Filter
New Unit Related Unit New Unit Related Contact | | 3¢ | | 34|~

MNew - Close | = Show on map

| [ - & ||~ Active E@hHelp

@

In the exaple depicted above, this unit record describearaa of a building that is
managed by a particular persdimis gives you someone to contact if you want to
perform maintenance in the ar®y. creating relationships for a unit, you can provide
workerswith useful information about units and the people connected with them.

Other Sections of Unit Records

The other sections of unit record can contain an intimidating amount of data, especially

if youdve never used a CMMS phshauddlge before.

really care about ?0

The answer depends on the nature of your operation. A small maintenance organization
may only need to record a small amount of data; a large maintenance organization with

obligations to third parties (e.g. a management comfzat maintains property for

tenants) may be legally required to keep a great deal more information on file. Different
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organizations have different needs. Nevertheless, the points below should help you
evaluate what i nformaftfdardon you do or donodot we

Servicesection: Records information about service contraatgring the unit. This
includes the start and end dates of the contract, and what the contract covers (e.g.
parts, labor or bojh

You can also use this section to record warrarftymatiord just write up the
warranty as 1 f 1tdéds a service contract f

Parts: Records information about the spare parts used in maintaining thBynit.
listing these parts in the unit record, you can inform workers about what they
may need to take when they go out on a |
exhaustive; for example, if a unit record describes a room, you might just list
what type of light blbs are used in the room. This type of simple information
lets workers show up with the correct bulbs rather than wasting their time
making two trips because they guessed wrong.

Another important benefit of recording spare parts is the ability to trapesfies

in case of emergency. I f a critical pi ece
have that part in stock, you can check MainBoss records to see if the part is used

in any other unit. If so, you can remove the part from a less important unit to use

it in the more important one.

SpecificationsUs ef ul once youbre comfortable with
not necessary in your initial sep.

Specifications let you create a fifi-the-blanks fom about a particular type of

unit. For example, suppose that a maintenance department maintains a fleet of
delivery vans. You could create a form that contains blanks for Vehicle
Identification Number, engine horsepower, tire size, gas tank capacity,
maximum load size, and any other information you might find useful when
performing vehicle maintenance. You then fill in this form for each of the vans
you maintain. That way, when workers are assigned to work on a van, they can
l ook up t he vandmake ssrp thay hale the aghtitools, parts,
manuals, etc. to do the job.

As another example, a vacation resort mi (
guest cabins. The form might have blanks for number of beds, type of bulbs used

i n t he htsahedting@rsl agoridigoning systems, and so on. Again, the

point is to record the sort of information that might be useful to workers before

they start a job.

Deciding what information to record may take time; so does gathering that
information forall of your units. Nevertheless, consider the value of your
workers always knowing what kind of tools and materials they betmtethey
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head out to the job site. Specifications can save you from a lot of wasted time
and effort.

Note: Specification form&an contain any text you want. You can, for example, usf
specifications to give instructions for standard maintenance operations on a unit.{(This
can also be done with attachments, as discussed below.)

Meters: Importart if you intend to use meter readings as a basis for scheduling
planned maintenanc# you regularly record meter readings and tell MainBoss
you want to follow a particular maintenance routine (e.g. an oil change every
3000 miks), MainBoss will automatically schedule maintenance jobs in
accordance with the meter readings.

Even i f you dondt use meters to schedul e
useful to use MainBoss as a repository for meter readings. You then have the

meter readings available for examination, perhaps to get a clearer idea of

equipment usage over a period of time.

For more on setting up meters, $éeterson pager4.

Attachments: Useful if you have online files related to a particular unit (e.qg.
manuals or schematic diagrams). Basically, an attachment record just gives the
name of the file; this makes it easy for workers to refer to the file if desired.

RequestsandWork Orders: Lists any work requests/work orders associated with
the given unit. You dondét haveupt o do anyt
Once you start using MainBoss, any work requests and work orders you create
for a unit will automécally show up in the appropriate unit record section.

Maintenance Plars: Lists any planned maintenance as
fill in this section when you set up planned maintenance (as discussed in
Planned Maintenancen pagel04).

Temporary Storage and Items Lists any work orders that use this unit as a
temporary storage location for work materials.

For further information on any of the@le, see the online help.

Meters

Units may have associated meters. For example, vehicles have odometers to measure
miles or kilometers. Other types of equipment might have meters to measure hours of
operation, power gsumption, or other kinds of usage information.

MainBoss can record meter readings. These may be useful for general information, but
they can also be used to schedule planned maintenance. For example, a vehicle may
need an oil change every 3000 milesagiece of equipment may need servicing every
100 hours of use. If you record meter readings, MainBoss can get an overall picture of
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equipment usage and can predict when planned maintenance will be required. For
example, if you reweel, aMaanBesmi tangeakueal g
average mileage over a period of time. MainBoss can then estimate the next time the car

will hit the 300Gmile mark and need an oil change. In this way, MainBoss can

automatically schedule when the next oil changrikhtake place.

In order to record meter readings, you create meter records. These state the unit where
the meter is located and what the meter measures. The rest of this chapter provides
details on how to set up meter records.

Units of Measure

The first step in setting up meter records is to define units of measurement. For
example, you might define:

Feet
Miles
Pounds
Quarts

or

Meters
Kilometers
Kilograms
Liters

Quite possibly, youdll h ane thing. For edaenple, yoe mul t i
might have some meters that measure weight in pounds and some that measure weight

in kilograms. Therefore, yownits of Measuretable will have to include bothounds

andKilograms

Mai nBoss often abbr eetioatass U DWni t of measur el

Units of measurement are used in connection with meters and also in connection with
materials. For example, your inventory records might note that a particular lubricant is
measured by the quart or by the liter.

[1 To record your units of measurement:
1. Go toCoding Definitions | Units of Measure

2. Click New Unit of Measure. MainBoss opens a window where you can record a
new unit of measure:
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ek New Unit of Measure = =

Details | tems | Meter Classes

Code[ - €

Description | - |

Comments

®
Save & New Save ||« | | Save & Close Close ||«

| x| g v Active @Help

3. | nCoded- type a brief identification coder the unit of measure.
4. | nDegtriptiono- type a longer description of the UOM.

5. Click Save & Close® to save your data and close the window.

Meter Classes

The next stejin setting up meter records is to defmeter classesA meter class
specifies a particular type of meter. For example, you might define classes like:

Odometer (miles)
Odometer (kilometers)
Kilowatt - hours
Hours of operation

Every meter class has an agated unit of measurement. For example, a type of meter
t hat measures hours of operation would have

[1 To create a meter class:

1. Go toCoding Definitions | Units | Meter Classes

-76-



2. Click New Meter Class MainBoss opens a window where you can define a new
meter class:

e New Meter Class - O
Details | Meters | Mairtenance Timings
Code | — |
Dlescription | - |
|_||:||'.,.1| ® | [ |[=
Comments

Save & New Save ||~ | | Save & Close Close ||+

| ~| g ||~ Active @ Help

I nCoded— type a brief identification code for the meter class.

3
4. | nDegtription0- type a longer description of the meter class.
5. | nUOMO®, specify the units of measment for this class.

6

. Click Save & Close to save your data and close the window.

Creating Meter Records

Once youdbve defined your units of measur emer
meter records. To do so, you specify the ctdgbe meter and the unit where the meter
is located.

Each meter may also have an associatesgt An offset is a correction factor for
situations where thereds a diffeitreence bet wee
reading. For example, suppose that a meter only allows five digits, so it rolls over from

99999 to 00000 . In this case, the offset will ®0000 : for example, when the meter

says00023, the true reading should actually 1023 .

Settingtheoffse correctly is i mportant if youdre sc
meter reading. For exampl e, i f youdre sched.l
miles and the odometer rolls over, you have to provide MainBoss with an appropriate

offset; otherwiseMai nBoss wonét be able to correct fo
apparent reading and the true reading, whicl
schedule the required oil changes.
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In practice, there are only a few times when you have to worry about &@meé s of f set :

[0 When a meter rolls over. In this case, the offset is what the meter would have read if
it had enough digits.

(1 When you manually change the meter reading, either setting it backward or forward.
In this case, the offset is the difference betwi® new reading and the old reading.

[1 When you install a new meter on a piece of equipment. In this case, the offset is
what the old meter read just before you installed the new one. (If you installed the
new meter because the old meter rolled overhsebéw meter to what the old one
would have read if it had enough digits.)

(] To create a meter record:
1. Go toCoding Definitions | Units | Meters.

2. Click New Meter. MainBoss opens a window where you can defineva meter
record:

3. | nMeter Clasd -, specify the meter class to which this meter belongs. (MainBoss

wi | | Metet dlassiuoMoin wi t h t he UOM associated wit|
4. | nUnifio- , specify the unit where the meter is located.
5. | nRedding Ofseto®, enter an appropriate offset, if necessary.

6. Click Save & Close to save your data and close the window.
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