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Introduction 
Welcome to MainBoss 

 

 

Thank you for licensing MainBoss. We think youôll find it provides all the features you 

need for managing your organizationôs maintenance work. However, the manual is not 

intended to be read from start to finish; instead, we recommend that you read: 
 

 The Getting Started guide 

 People involved with set-up should read the Quick Configuration guide or the full 

Configuration manual. 

 People involved with day-to-day operations should read the Quick Operations guide 

or the full Day-to-Day Operations manual. 

 The Installation and Administration Guide covers details of interactions between 

MainBoss, the Windows operating system, and Microsoft SQL Server. 

 

If youôre an experienced MainBoss user: 

 The document Migrating from MainBoss Basic to MainBoss Advanced gives an 

overview of the differences between older versions of MainBoss and the current 

one. 

 The Configuration guide explains how to set up MainBoss. 

 

If youôve never used MainBoss before: 

 MainBoss Concepts on page 18 is a short introduction that gives an overview of 

terminology and how to use MainBoss. 

 Table Viewers and Editors on page 66 provides general information for working 

with MainBoss table viewers and editors. Since these are an important part of 

working with MainBoss, we strongly recommend that you read this section. 

 

Documentation conventions 

This guide uses the following documentation conventions: 
 

 Control panel items are shown in bold face: 

 Select Work Orders  from the control panel. 

When one item is under another, the items are separated by bars. For example, 

Requests | Reports | Requests History refers to the Requests History item under 

Reports under Requests. 

gettingstarted.pdf
quickconfig.pdf
config.pdf
quickops.pdf
operations.pdf
install.pdf
migration.pdf
config.pdf
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 Menus and menu items are shown in italics: 

 Select Zoom in on View from the View menu. 

References to menu entries typically use arrows. For example, View ­ Zoom in on 

View refers to the Zoom in on View entry in the View menu. 

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

 Fill in the ñDateò field... 

 Buttons are shown in bold face and underlined: 

 Click the Edit  button. 

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

 Press the <Tab> key. 

Using the Mouse: Whenever this guide tells you to click on a button, a menu item, or 

some other object on the screen, click with the left button of the mouse. When the guide 

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

 

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

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

you can adapt that organization to the work you do. 

 

Basic Terminology 

Table 

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

example, the Contacts table lists contact information for people involved in your 

operations. Each entry in the Contacts table contains contact information for a 

single person. 
 

Identifier code 

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

table should be given the same code. 
 

Location 

Locations refer to anywhere you perform maintenance. The simplest type of 

location is a postal address: a building or a set of buildings that all have the same 

postal address. 
 

Locations may contain sublocations. For example, you might consider the floors in 

a building to be separate sublocations of the building, and the rooms on a floor to 

be sublocations of the floor. You might even divide large rooms into more 

sublocations (e.g. ñnortheast cornerò, ñsoutheast cornerò, etc.) so that workers can 

quickly find work sites. 
 

Almost everything you do with MainBoss has location information attached. For 

example, work orders specify the location(s) where work should be performed. 
 

Unit 

ñUnitò is a general term for anything that might require maintenance. For example, 

this includes pieces of equipment and locations. Itôs up to you to decide what 

constitutes a separate unit. For example, you might consider a complete assembly 

line as a single unit, or you might choose to regard the line as a system made up of 

many separate units. 
 

Units may contain subunits. For example, you might think of a forklift truck as 

containing two subunits: the lift mechanism and the truck. This may be a useful 

distinction if your maintenance department has specialists that only deal with 

certain parts of a piece of equipment. 
 

Every unit has an associated location. In fact, units are considered locationsð
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sublocations of larger locations. (Sometimes itôs more useful to tell a worker, ñGo 

to Drill Press #4,ò than to say, ñGo to the northeast corner of the manufacturing 

floor.ò) 
 

Request 

A request (or work request) is typically based on a complaint from someone outside 

the maintenance department. It states preliminary information about the problem: 

the location, the name of the person reporting the problem, the date/time the report 

was received, and a brief description of the problem itself. 
 

Work order 

A work order is a detailed description of work to be done; typically, this can be 

printed off and handed to the personnel assigned to do the work. 
 

A work order is more detailed than a work request. For example, a work order may 

specify the amount of time the job is expected to take, the materials to be used, and 

so on. Such details are not present in a work request. In general, work requests are 

designed so they can be filled out by non-maintenance personnel (for example, a 

department secretary) while work orders are usually filled out by maintenance 

management. 
 

When you create a new work order using the information from an existing work 

request, we say that the work request has been transferred to the work order. 
 

Corrective and planned work orders 

A corrective work order specifies work to be done in order to solve a problem. 
 

A planned work order is prepared automatically by MainBossôs facilities for 

scheduling planned preventive maintenance. Planned work orders usually specify 

check-lists or step-by-step tasks that need to be done in planned maintenance 

operations. 
 

Report 

A report provides information extracted from MainBossôs files. MainBoss can 

create many different types of reports, including work histories, cost summaries, 

equipment lists, and so on. Reports can be run off on a printer or displayed on your 

monitor screen. 
 

Charts 

A chart is a type of report that displays information in a graphical format. Chart 

reports contain one or more bar charts with either vertical or horizontal bars. Some 

charts use different colors to show different types of information; for example, they 

may show preventive maintenance work orders in one color and unplanned 

corrective work orders in a different color. 
 

Items 

Items are materials used in the course of your maintenance work, such as spare 

parts, chemicals, and so on. 
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Coding Definitions 

Your coding definitions are tables which contain information that isnôt expected to 

change on a day-to-day basis. For example, this includes information on the 

vendors from whom you purchase materials. Most maintenance departments buy 

from the same set of vendors most of the time. Since information about vendors 

(e.g. phone numbers and addresses) wonôt change very often, itôs separated from 

other maintenance activities where information changes frequently (e.g. your work 

orders and requests). 
 

In some sense, coding definitions reflect the underlying structure of your 

maintenance operations, as opposed to the day-to-day details. For this reason, many 

maintenance departments only allow administrators to change coding definitions. 
 

MainBoss Administration 

A collection of operations usually reserved for the person who is in charge of 

MainBoss in your organization. The administrative features of MainBoss can 

control who is and isnôt allowed to use specific MainBoss functions. 
 

Security Roles: 

Security roles determine what you can and canôt do within MainBoss. Your 

MainBoss administrator assigns security roles to you. These determine what 

MainBoss operations you can perform. 
 

Important:  Your security roles determine what you can and canôt see in MainBoss. 

For example, if you arenôt permitted to see a certain type of information, that 

information wonôt be displayed in MainBoss windows. Therefore, what you see on 

your screen may differ from the pictures displayed in this guide. 
 

What you see on your screen is also affected by form customizations and settings. (For 

more information, see Customized Table Settings on page 78.) This is another reason 

why the pictures in this manual may differ from what you actually see when using 

MainBoss. 

 

The MainBoss Control Panel 

When you first start MainBoss, youôll see a window that has the MainBoss control 

panel on its left-hand side. This control panel looks much like the list of folders on the 

left-hand side of Windows Explorer. The window that contains the control panel is the 

most important window used in MainBoss. 
 

The MainBoss control panel organizes MainBoss operations and provides access to 

them. For example, the Requests entry provides access to operations related to work 

requests. Clicking Requests itself lets you see a list of current work requests. This list is 

shown in the right half of the window. The right half of the window also has buttons 

that let you create new work requests, edit existing requests, and so on. 
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Clicking a + sign in the control panel displays further MainBoss operations (just as 

clicking the + in a Windows Explorer folder displays subfolders). For example, the 

Requests entry has several subentries, including Reports. Clicking the + on this 

Reports will provide a list of reports related to work requests. 
 

The MainBoss control panel is your starting point for almost all MainBoss data and 

operations. Looking at entries in the control panel is one way to learn what MainBoss 

can do. 
 

Right-clicking on an entry in the control panel brings up a menu of operations that can 

be performed on the associated table. Different control panel entries have different 

menus. In general, however, the menu contains entries for printing the associated table, 

selecting entries in the table, and expanding or collapsing entries that have sub-entries 

(e.g. the Units table, where units may have sub-units). 

 

The Life Cycle of a Corrective Work Order 

This section outlines the usual sequence of events in dealing with a problem report 

received from outside the maintenance department. 
 

 Create a request (see Requests on page 321). This is done by the person who 

receives the problem report. 
 

In some companies, individuals outside the maintenance department may be 

authorized to prepare their own requests. For example, there might be someone in 

each department who is authorized to create and submit requests for the 

maintenance department to deal with. 
 

Requests may also be submitted by email if your site has the MainBoss Service 

module or through a web page if your site has the Web Requests module. 

 Create a work order based on the request (see Work Orders on page 363). This is 

usually done by a maintenance manager. The original request contains a basic 

description of the problem. The person drawing up the work order may add more 

information including: 

 priority of the job 

 date/time the job should be done 

 personnel assigned to do the job (possibly including labor costs based 

on the workersô wages) 

 length of time the job is expected to take 

 materials expected to be needed for the job 

 detailed description of the work to be performed 
 

 You may use assignments to bring the job to the attention of personnel who may 

have an interest in it. MainBoss automatically creates assignments for people whoôll 
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be working on the job, but you may want to create additional assignments for 

supervisors, clients, and others. For more information, see Assignments on page 36. 

 Print off the work order and give it to the workers assigned to the job (see Printing 

Work Orders on page 388). 

 If your site has the Web Access module, workers can also obtain their work orders 

by accessing a web page through any web-enabled mobile device, e.g. an iPhone or 

Android device. Workers may also use work order notes to record comments about 

a job and to communicate with other MainBoss users. (Notes are more useful than 

other forms of communication because MainBoss keeps them directly associated 

with the work order itself. If you use normal email to communicate, thereôs no 

connection between the email messages and the work orderðthe messages will 

probably get lost. However, if you use MainBoss notes, your database keeps a 

permanent record of the communications, so information is never lost.) 

 During the course of a job, problems may arise that put the job on hold; for 

example, you may have to wait to get a building permit or customer approval. If so, 

you can indicate the nature of the hold using status codes. For more information, see 

Work Order Status Codes on page 317. 

 Close the work order and the request when the work is actually completed. This 

may be done by a maintenance manager or by the workers who actually did the job. 

When you close a work order, you record actual information about the job, as 

opposed to the estimates you made when you originally created the work order. For 

example, when you first create a work order, you can estimate the time required for 

the job and the materials that will probably be used; when you close the work order, 

you can record the actual time and materials. 
 

You also assign a closing code to each work order. For example, your closing codes 

may be based on the type of problem (HVAC complaint, plumbing problem, 

vandalism, etc.) or they might be based on what you did to deal with the problem 

(repair, replacement, adjustment, etc.). Closing codes provide a way to classify and 

track the type of work that your maintenance department does. 

At any point in the process, you can edit the results of previous stages. For example, 

when you originally create a work order, you may not have enough information to 

estimate the expected labor and material costs. When you do get this information, you 

can go back and add it to the work order. 

 

Scheduling Planned Maintenance 

This section outlines the usual sequence of events for scheduling planned (preventive) 

maintenance. 
 

 Specify the task (see Tasks on page 214). This means drawing up step-by-step 

instructions describing everything that should be done in a particular planned 

maintenance operation. The task may include the materials to be used (such as 
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replacement parts), the personnel normally assigned to the job, the time the job 

usually takes, and so on. 

 Create one or more timing descriptions (see Maintenance Timings on page 195). For 

example, if a particular job should be done every three months, you create a timing 

description that specifies ñevery three monthsò. 

 Assign tasks and timing to specific units. For each unit that requires a particular 

type of planned maintenance, you specify the task (the work that should be done) 

and the timing (how often it should be done). For more details, see Unit 

Maintenance Plans on page 185. 

 Tell MainBoss to create work orders for all tasks that should be scheduled in the 

near future (see Viewing Planned Maintenance Generation Records on page 514). 

For example, every Friday you might have MainBoss generate work orders for all 

planned maintenance that should take place in the upcoming week. These work 

orders can then be given to your personnel so they know what work theyôll be doing 

every day and what each job entails. 

 When you ask MainBoss to print open work orders, it will print work orders for 

each scheduled PM task (as well as for corrective jobs). Printed work orders can 

then be given to the workers assigned to each job. 

 When a planned maintenance job is finished, you close the associated work order in 

the same way as any other work order. During the closing process, you can record 

labor costs, materials usage and other details associated with the job. 

 

General Inventory Control 

This section outlines a number of actions associated with setting up inventory control. 

(Purchasing and receiving is treated separately in a later section.) 
 

 For each item you keep in inventory (spare parts and other materials 

used in your maintenance work), you may create an entry in the 

Items table (see Inventory Item Records on page 565). This entry 

specifies information about the item, including: 

 Where the item can be found. There may be more than one storage 

location if your stock of the item is divided amongst several different 

storerooms. 

 The minimum quantity of this item that you want to have on hand at 

any time in each storeroom. If your stock goes below this quantity, 

MainBoss can notify you that itôs time to reorder. 

 The maximum quantity of this item that you want to have on hand in 

each storeroom. When MainBoss reorders, it recommends that you 

buy the quantity required to get back up to this maximum. 
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 Where the item is used. For example, if a particular spare part can be 

used in many different pieces of equipment, you can record all the 

equipment that uses the spare part. This kind of cross-reference can 

be useful in projecting future materials use. The cross-reference is 

also helpful if you need to take spare parts from one piece of 

equipment in order to repair more important units. 

 The quantity of the item currently on hand in each storeroom, and the 

cost of that quantity. 
 

 As materials are used, MainBoss automatically adjusts inventory counts according 

to the information recorded when you close a work order. For example, if a 

particular work order states that you put a new tire on a forklift truck, MainBoss 

automatically reduces the count of tires in your inventory. 

 

Purchasing and Receiving 

MainBoss has detailed facilities for reporting which inventory items need to be 

restocked, for creating purchase orders, and for tracking shipments received. 
 

Many organizations that have other purchasing/receiving software still use MainBossôs 

purchasing/receiving facilities to manage purchasing requests. People in the 

maintenance department use MainBoss purchase orders to keep track of what they want 

to buy. These purchase ñrequestsò are then used as the basis for actual purchasing 

orders made with your normal purchasing software. 
 

This descriptions below outline the usual sequence of events for purchasing and 

receiving. For more information, see Purchase Orders on page 584. 
 

 You begin by creating a restocking report which lists items that are currently below 

their minimum stock level. If you want, you can restrict the report to list items you 

have previously purchased from a specific supplier. 

 You prepare a purchase order for a specific supplier. During the process, you state 

the items and quantity you want to buy, and where the items will be stored once 

theyôre received. You can also specify payment and shipment details. 

 Once you have created an appropriate purchase order, you issue it and print off the 

order. The printed purchase order may be submitted to management for approval or 

may be sent directly to the supplier. (You can use purchase order assignees to 

specify the people who should be involved in the purchasing process.) 

 As goods are received, receipts can be compared to the purchase order and checked 

off against it. MainBoss updates your inventory records to reflect the items that have 

been received. It also keeps track of items on back order so that you know which 

items you should be receiving in future. 
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 When all the goods associated with a purchase order have been received, you close 

the purchase order. 

At any point, you can make corrections. For example, you might prepare a draft version 

of a purchase order and submit it to your management for approval. If some items are 

not approved, you can remove those items from the purchase order before you issue it 

and send it to your supplier. 
 

If your supplier tells you that some prices have been changed or that there will be extra 

charges (e.g. for faster delivery), you can add those charges to the purchase order. 

Finally, if some of the requested items cannot be supplied (or if you cancel your order 

and buy from someone else), you can make appropriate adjustments to MainBossôs 

records. 

 

Accounting Facilities 

MainBoss lets you keep track of various types of costs: the amount you pay for 

equipment, materials, outside contractors, etc., and the amount you charge for your 

maintenance departmentôs work. 
 

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

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

with an accounting package. 
 

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

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

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

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

For advice on how to set up MainBossôs accounting facilities, see the Configuration 

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

MainBossôs accounting facilities generate a reliable audit trail of accounting records 

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

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

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

your accounting package. 
 

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

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

 Cost Centers: The MainBoss Accounting module lets you define cost centers. Most 

organizations will set up a single cost center for each general ledger account used by 

the maintenance department. However, it is possible to set up multiple cost centers 

all corresponding to a single general ledger account. This makes it possible to have 

detailed cost breakdowns for your departmentôs purposes, even if such detailed 

breakdowns arenôt required by your organization as a whole. 

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

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

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

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

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

more detailed breakdown of your materials expenses, even though your actual 

accounting system doesnôt subdivide expenses in this way. 
 

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

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

wonôt see them used anywhere in the software. 

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

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

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

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

another example, organizations that receive government grants may have to write up 

expenses in different ways on grant projects than on other types of work. 
 

When you create a work order, you choose the appropriate expense model for the 

job. You should have a separate expense model for all the different expense-

reporting formats that you may have to use. 

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

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

situation. You might have categories like 
 

     Spare parts  

     Work materials  

     Labor from outside contractors  
 

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

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

categories associated with the expense model. 
 

Each expense category within an expense model has an associated cost center. This 

indicates the general ledger account that should be used for that expense category 

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

expense mapping. 

As an example, suppose that a property management company creates two separate 

general ledger accounts for each tenant: one for labor expenses and one for material 

expenses. This might lead you to set up the following cost centers: 
 

   Cost Centers      Ledger Account  

TenantA Labor             00001  

TenantA Materials         00002  

TenantB Labor             00003  

TenantB Materials         00004  
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TenantC Labor             00005  

TenantC Materials         00006  
 

For each tenant, you create an expense model: TenantA Model , TenantB Model , 

TenantC Model . The TenantA Model  would contain the following expense 

categories: 
 

Category         Associated Cost Center  

 Labor              Tena ntA Labor  

 Materials          TenantB Materials  
 

TenantB Model  and TenantC Model  would be similar. 
 

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

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

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

model to the work order. 
 

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

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

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

categories to each expense on the work order. This also associates a cost center with 

each expense, and therefore a general ledger account. Note, however, that when you fill 

out the work order, you only have to make two types of decisions: 
 

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

 For each expense on the work order, which available expense category does it 

belong to? 

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

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

are more simple, MainBoss has default expense models and expense categories that you 

can use, with or without modification. 
 

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

orders. Choose the default expense categories for every item on the work order. 
 

Whenever you create a work order, you must specify an expense model. If you havenôt 

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

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

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

Displaying Accounting Records: To display the accounting records that MainBoss 

creates, you use Administration  | Accounting. For more information, see Accounting 

Records on page 677. 
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Corrections 

Some editors have a Correct button. Correct is used to make corrections to 

information that has already generated accounting transactions (e.g. records of actual 

costs on work orders). To maintain an accurate audit trail, MainBoss doesnôt let you 

change or delete existing accounting records. Instead, you have to create new correction 

records which add or subtract from previous monetary values. 
 

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

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

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

being fudgedðyou always leave an audit trail. 

 

Drop-Down Lists (Pickers) 

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

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

 
 

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

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

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

work requests. 
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 The ñ...ò opens a window showing the complete table. For example, if you click the 
ñ...ò for ñRequestorò, you get the Requestors table. Click an entry in the table, then 

click Select to fill in the original field. 

 
 

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

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

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

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

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

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

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

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

Schema are related to importing and exporting data; for more information, 

Importing and Exporting Data in Tables on page 89. Clear deletes the current 

contents of the field (if any). 

 

Multi-Select Features 

A multi-select drop-down list lets you select more than one entry from the list. Such 

lists are designated with a ñdouble-imageò drop-down button: 
 

 
 

When you click the button, MainBoss opens a window where you can select elements 

from the list. To select more than one list element, you use the standard Windows 

methods of selection: 
 

 You can drag the cursor along a section of the list; this selects all the elements you 

drag the cursor across 

 You can hold down the <Ctrl>  key and click individual elements; this selects each 

of the elements you click 

 You can hold down the <Shift> key and click any two elements; this selects the 

elements you clicked, plus all the elements between them 

When you select multiple elements in a list, the result depends on the context. If, for 

example, youôre in the Assignees section of a work order and you select multiple 

assignees, all the people you select will be assigned to the work order. If youôre in the 
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Security Roles section of a user record, the user will be given all the security roles that 

you select. 
 

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

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

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

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

click on the list in the window to select the entries you want. 

 

Number Formats 

MainBoss lets you specify the format of identification numbers for requests, work 

orders, and purchase orders. For example, you might want to give work orders 

identification numbers like WO- 000001 , WO- 0000 02, and so on. 
 

Number formats are specified in the appropriate default sections. For example, you 

specify the number format for work orders in the Defaults for Work Order s section of 

the Work Orders  table viewer. 
 

The default format of work order identification numbers is given by 
 

WO {0:D8}  
 

This means the letters WO, followed by a blank character, followed by a number. The 

number is 8 digits long (specified by the D8) and is padded with leading zeros if 

necessary. To get the format discussed above, you would specify 
 

WO- {0:D6}  
 

This means the characters WO- , followed by a six-digit number, padded with leading 

zeroes if necessary. 
 

If you have programming experience, you can specify very sophisticated number 

formats. These formats are represented by format strings which will be passed to the 

Microsoft .NET String::Format  library function. For more information, see 

Microsoftôs .NET documentation. 

 

MainBoss Modules 

MainBoss consists of a number of modules. You can pick and choose which modules 

you want, licensing only the modules that you actually intend to use. 
 

Modules are controlled by license keys. If you do not have a license key for a particular 

module, information related to that module will not be displayed in the MainBoss 

control panel or in MainBoss windows. For example, if you do not license the 

MainBoss Service module, you will not see Administration  | MainBoss Service in the 

control panel. 



- 32 - 

 

 

Below we list MainBossôs modules and give an overview of what MainBoss features 

are associated with the module. 
 

The Named User module 

Your Named User module license specifies how many users can appear in the 

Users table (Administration | MainBoss Users). 

Allows creation of units for asset tracking and valuation, including service 

contracts. 

All other modules require the Named User module. 
 

The Work  Order Labor  module 

Supports creation of work orders for units.  It also lets you track labor by your own 

employees and by outside contractors. 
 

The Planned Maintenance module 

Supports creation of work orders for units.  Adds facilities for automatically 

creating planned maintenance work orders (e.g. inspections and preventive 

maintenance jobs). Planned maintenance can be scheduled by date or by meter 

reading. 
 

The Inventory  module 

Supports creation of work orders for units. Adds the ability to define items and the 

location of items in storerooms. This includes the ability to specify maximum and 

minimum quantities desired for each item in each storeroom, plus facilities for 

taking physical inventory and tracking item prices. 

Allows tracking of materials on work orders. 

Allows tracking of miscellaneous expenses on work orders. 
 

The Purchasing module 

Adds facilities for creating purchase orders and tracking the receipt of ordered 

items. Purchase orders can include the cost of materials, outside contractors, and 

miscellaneous expenses. 
 

The MainBoss Requests module 

Supports work requests. As noted in Basic Terminology on page 18, a request is a 

simple problem report that might be written up by a help-desk. 

Allows manual processing of work requests submitted by email. 
 

The MainBoss Service module 

[Requires the MainBoss Requests module] Provides a facility that automatically 

processes work requests submitted by email. This module also emails out 

notifications to assignees when a new history record is created for a request, work 

order or purchase order. 
 

The Accounting module 

Adds a facility that creates accounting records of a form that may be useful in 

connection with accounting software. At present, however, MainBoss has no 
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facilities for integrating MainBoss accounting records with any other accounting 

package. 

 

Security Roles and Permissions 

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

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

in each role record indicate what permissions that role provides. 
 

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

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

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

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

Close Work Order button will be disabled for that user. 
 

Important:  When information is blank because you donôt have appropriate 

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

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

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

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

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

something is missing. 
 

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

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

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

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

Request  permission. 

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

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

suggests the WorkOrderSummary  security role. 

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

information about units to make sure they understand which unit the client is talking 

about. 

Other roles may also be appropriate, depending on what help-desk personnel are 

expected to do, and on your organizationôs policies. 
 

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

WorkOrder , WorkOrderView , WorkOrderFulfillment , WorkOrderClo se , 

WorkOrderSelfAssign  and WorkOrderSummary  are all roles related to work 

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

 WorkOrder  automatically includes all the other roles in the grouping. 

 WorkOrderView  automatically includes WorkOrderSummary . 

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

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

permissions of WorkOrderView . 
 

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

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

PurchaseOrder  automatically includes PurchaseOrderView , 

PurchaseOrderSummary , and PurchaseOrderReceive ). 

 

Cost-Related Security Roles 

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

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

labor) on a work order. 
 

Someone with the WorkOrder  security role but not AccountingWorkOrder  will be 

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

work order. For example, youôll be able to record that you used a particular spare part 

on a job but you wonôt know how much the part cost. Youôll only be able to see 

material costs if you have the AccountingWorkOrder  role (or some other accounting-

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

for that, you need Accounting  or AccountingView . 
 

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

monetary values. However, MainBoss can enter monetary values for you. Loosely 

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

cost of that work based on Joeôs salary, even if MainBoss doesnôt tell you what that cost 

is. 
 

More specifically, when someone creates a demand for labor or materials on a work 

order, the person creating the demand has a choice of three options related to the actual 

cost of the labor or materials: 
 

Current value calculation: If you choose this option, you tell MainBoss to 

calculate costs based on the current value of labor and materials. 
 

For materials, MainBoss checks its inventory records and determines the historic 

cost of the materials used; it uses this cost as the actual cost of the materials. For 

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

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

used as the actual cost of the oil used. 
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For labor, MainBoss checks its labor cost records (hourly inside, per job inside, 

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

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

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

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

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

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

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

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

actual hours are recorded. 

Current value calculation and Demanded are useful in situations where costs can be 

specified by the person who creates the original demand, but not by the person who 

eventually records actual labor and material usage. This might happen when work 

orders are created by a dispatcher who has the roles WorkOrder  and 

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

have the WorkOrderFulfillment  role. 
 

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

must have AccountingWorkOrder  or some other accounting role that allows 

costs to be entered directly. In this case, the ñactualizerò may either choose the 

same calculations as Current val ue calculation or Demanded, or may 

manually enter some different cost. 

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

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

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

defaults if and when desired. 
 

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

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

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

related security role. 

 

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 a particular user can and canôt 

do, you can use the Evaluate Security As button in Administration | MainBoss Users. 

(You must have the Administration  security role to use Evaluate Security As.) 
 

If you select a user in the Users table, then click Evaluate Security As, your MainBoss 

session changes to have the same security roles as the selected user. If certain types of 

data are invisible to that user, theyôll become invisible to you too; if certain buttons are 

disabled, theyôll be disabled for you too. 



- 36 - 

 

 

In this way, Evaluate Security As lets you see all the consequences of a userôs security 

roles. Once youôve examined what the user can and canôt do, you can return to your 

own security roles by going to the Session menu and clicking Reset to user 

YOURNAME security . 
 

Note: If you use Evaluate Security As to evaluate the security roles of someone who 

doesnôt have Administration  or AdministrationView , the first thing that will 

happen is that you lose permission to see Administration | MainBoss Users and you 

may receive an error message. This may look as if youôre being told that you donôt have 

permission to use Evaluate Security As; however, it really means that the person 

youôre evaluating doesnôt have that permission. 
 

Evaluate Security As gives you the same security roles as the selected user, but it does 

not change who you are. In particular, you keep your own set of assigned requests, work 

orders and purchase orders. It also doesnôt give you SQL Server permissions if you 

donôt already have them. This can lead to unusual error messages if you try to do certain 

operations. Since youôre partly one user and partly another, we recommend that you 

avoid doing significant work while using Evaluate Security As; it can lead to 

confusion. 
 

If you use Evaluate Security As to ñbecomeò another user, unusual results may occur 

if you already have other MainBoss windows open. For example, suppose you have a 

window open for editing work orders and then you use Evaluate 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 messagesðyou are currently supposed 

to be a user with no access to work orders, so MainBoss is confused about how you can 

have a work order window open. While this probably wonôt cause any lasting 

difficulties, we recommend that you close all other windows before you start using 

Evaluate Security As. 

 

Assignments 

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

assigned to a record is called an assignee. 
 

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

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

 The requestor 

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

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

maintenance supervisor) 

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

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

 The dispatcher who created the work order 

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

supervisor) 

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

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

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

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

explicitly in the work orderôs Work Order Assignments section. 
 

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

People who might be assigned to a purchase order include: 
 

 The vendor 

 Whoever created the purchase order 

 Whoever will receive materials specified on the purchase order 

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

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

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

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

to work orders associated with those requests. 
 

Assignee Tables: In order for someone to be assigned to a record, that person must first 

be in the Contacts table. That person must also be authorized to be an assignee by 

being in one of the three Assignee tables: 
 

 Coding Definitions | Requests | Request Assignees 

 Coding Definitions | Work Orders  | Work Order A ssignees 

 Coding Definitions | Purchase Orders | Purchase Order Assignees 

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

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

 In Progress Requests 

 Open Work Orders  

 Issued Purchase Orders 

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

assigned. In other words, your My Assignment Overview section lists the requests, 

work orders and purchase orders that youôre most likely to care about. 
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The Assignment Overview Display 

My Assignment Overview in the MainBoss control panel displays information on 

requests, work orders and purchase orders assigned to you. 
 

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

progress requests assigned to you. Graphs break down these numbers by date, 

priority, and status. 

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

work orders assigned to you. Graphs break down these numbers by ñWork E nd 

Dateò, priority, and status. 

 For purchase orders, the window displays the number of draft purchase orders and 

issued purchase orders assigned to you. 

The  button in this window updates the numbers and graphs to reflect any recent 

changes made by other people. 
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MainBoss Sessions 

 

A MainBoss session begins when you start the MainBoss program. It ends when you 

quit the program and close all associated windows. 

 

Your Maintenance Organization List 

MainBoss lets you create individual databases for separate maintenance organizations. 

For example, consider a property management company that serves several different 

clients. The management company may choose to create a different database for each 

client; in this way, costs and information for each client are kept separate from all other 

clients. 
 

Note: When you have several separate MainBoss databases, each database must have 

its own MainBoss license (except when you are creating databases for testing purposes). 

For more information on MainBoss licenses, see your dealer or MainBoss 

representative. 
 

If you have access to multiple MainBoss databases, one of them may be designated as 

your default maintenance organization. Whenever you start MainBoss, you begin 

looking at information for your default organization. You can easily switch to a 

different organization: 

 ___________________________________________________________  

 To specify which maintenance organization you want to work with: 

1. In the Session menu, click Change Maintenance Organization. This opens a 

window listing all databases that are available to you. 

2. In the list, click on the database you want. 

3. Click Start. 

4. MainBoss will change to using the specified database. 

 ___________________________________________________________  
 

Note: You will not be able to open a database in any mode unless you have been 

granted permissions to access that database. For more information on database 

permissions, see Users on page 652. 
 

The window for specifying databases contains the following buttons: 
 

Start: Opens the database thatôs currently selected in the list. This button has the 

following additional options on its drop-down list: 

MainBoss: Full MainBoss mode with all available modules operational. 
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MainBoss Assignments: Opens the selected organization in Assignments mode. 

The control panel will only display the My Assignment Overview entry, 

under which you can see requests, work orders and purchase orders that have 

been assigned to you. For more on assignments, see Assignments on page 36. 

MainBoss Requests: Opens the selected organization in Requests mode. The 

control panel will only display entries relevant to dealing with requests. You 

can always open MainBoss in this mode, provided you have a MainBoss 

Requests license key and you have been granted permissions to access the 

database. 

Administration : Opens the selected organization in a mode that allows you to 

use functions in the Administration  part of the control panel. You can 

always start MainBoss in this mode, even if you currently have no valid 

license keys. In fact, when you create a blank organization, you must start 

MainBoss in this mode in order to enter your license keys. Once youôve 

done so, you can quit and start MainBoss again in its normal mode. 

Some Administration  functions can only be used if you have been granted 

Administrator privileges. For more on these privileges, see Editing MainBoss User 

Records on page 654. 
 

View Sessions: Opens the selected organization in a mode that shows who else 

is using MainBoss. This may be useful if youôre trying to upgrade the 

database but canôt because someone else is using it. For more, see Viewing 

MainBoss Sessions on page 59. 

Add Existing Organization: Adds a new database to your list of available 

databases. For more information, see Existing Maintenance Organizations on 

page 44. This button has the following additional options on its drop-down list: 

Create New Organization: Creates a new database and adds it to your list of 

available database. For more information, see New Maintenance 

Organizations on page 43. 

Create New Organization from a Backup: Creates a new database using data 

obtained from a backup file. For more information on this operation, see 

Creating a New Maintenance Organization from a Backup File on page 50. 

Create New Organization using MainBoss Basic 2.9 export file: Imports data 

obtained from a MainBoss Basic database. For more information, see 

Imported Maintenance Organizations on page 45. 

Create Demonstration Organization: Creates a new database with 

demonstration mode license keys. This database will let you test MainBoss 

operations, but puts limitations on the database contents (e.g. a limited 

number of work orders, locations, requests, etc.). For more information, see 

Demonstration Maintenance Organizations on page 47. 
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: Lets you change information about the organization (e.g. if you want to change 

the ñOrganization Nameò which is displayed when you are using MainBoss). 

For more on this operation, see Changing Organization Information on page 53. 

Remove from list: Removes the selected database from your list. This does not 

delete the database; it simply says that you no longer want the database to 

appear on your personal list. 

Upgrade: Upgrades a database made under an older version of MainBoss. This 

action requires the MainBoss Administration  security role. 
 

Note that if you want to import old data from MainBoss Basic, you use Create 

New Organization using MainBoss Basic 2.9 export file (described earlier). 

For more on upgrading, see Upgrading Maintenance Organizations on page 59. 

This button has the following additional options on its drop-down list: 

Restore Organization: Restores the selected database from a backup file. This 

action requires the MainBoss Administration  security role. 
 

Note that you must first select a database from the Maintenance 

Organization list. This database will be overwritten with the data from the 

backup file. For more information on this operation, see Overwriting a 

Maintenance Organization with Data from a Backup File on page 48. 

Delete database and organization: Removes the organization from your list 

and deletes the associated database. This means that you will no longer be 

able to use MainBoss for this organization/database. You can only perform 

this operation if you have the MainBoss Administration  security role and 

if you have SQL Server Administrator privileges. 

Set Default: Lets you specify which database is opened by default whenever you 

start using MainBoss. Clicking this button specifies the current database as your 

default. This button has the following additional options on its drop-down list: 

Clear Default: Specifies that you do not want a default database. If you do not 

have a default database, your list of available databases will be displayed 

every time you start using MainBoss. This lets you select which database 

you want to use. 

: Lets you search through the list of records for a particular record. For more 

information, see Searching for a Particular Record on page 73. The  button 

has an accompanying drop-down list containing the following: 

Find Next: Uses the same search condition(s) as your most recent search and 

finds the next record in the table that matches the condition(s). If the search 

reaches the end of the table without finding a matching record, it goes to the 

start of the table and continues the search. 
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Find Previous: Same as Find Next except that it goes backward in the table. If 

the search reaches the start of the table without finding a matching record, it 

goes to the end of the table and continues the search. 

: Updates the list to show any recent changes. 

Exit : Exits MainBoss. 

 

Start-Up Modes: As an example of the use of start-up modes, your help-desk personnel 

might set their starting mode so that they always access the database in requests-only 

mode unless they manually open it in some other mode. In this way, they only see 

control panel entries relevant to their usual work. 
 

If you sometimes want to open a database in full mode and sometimes in requests-only 

mode, you can give the same database multiple organization names. For example, 

suppose your database has the ñDatabase Nameò MyMainBoss . You could use Add 

Existing Organization to create two different lines in the organization list: 
 

 One line might have the ñOrganization Nameò MyMainBoss - Full , with a start 

mode of MainBoss. To set the start mode, select it from the drop-down list labeled 

ñPreferred Modeò (in the window for specifying organization details). 

 A second line might have the ñOrganization Nameò MyMainBoss - Requests , 

with a start mode of MainBoss Requests. 

If you click Start on MyMainBoss - Full , MainBoss opens in full MainBoss mode. If 

you click Start on MyMainBoss - Requests , MainBoss opens in requests-only mode. 
 

You can also use command line options to specify start mode and maintenance 

organization you wish to access. This makes it easy to create desktop icons that each 

open a different organization or open the same organization in different modes. For 

more information, see Command Line Options on page 55. 
 

The first time you run MainBoss: The first time you run MainBoss on a database, the 

database will not contain any license keys. You must open MainBoss in 

Administration  mode by clicking the drop-down arrow on Start and clicking 

Administration . This mode will let you enter your license keys, as described in 

Entering Multiple License Keys on page 106. Once you have entered the license keys, 

you can return to the window for selecting the database and open the database normally. 

 

Specifying Maintenance Organizations 

This window can be used for the following purposes: 
 

 To add a new database to your list of available databases. For more information, see 

Existing Maintenance Organizations on page 44. 

 To create a new database. For more information, see New Maintenance 

Organizations on page 43. 
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 To create a new database using data obtained from a backup file. For more 

information on this operation, see Creating a New Maintenance Organization from 

a Backup File on page 50. 

 To create a new database using data imported from a MainBoss Basic database. For 

more information, see Imported Maintenance Organizations on page 45. 

 To create a new database with demonstration mode license keys. This database will 

let you test MainBoss operations, but puts limitations on the database contents (e.g. 

a limited number of work orders, locations, requests, etc.). For more information, 

see Demonstration Maintenance Organizations on page 47. 

 : Lets you change information about the organization (e.g. if you want to change 

the ñOrganization Nameò which is displayed when you are using MainBoss). For 

more on this operation, see Changing Organization Information on page 53. 

 

New Maintenance Organizations 

You can create a new maintenance organization database by clicking Create New 

Organization in the Maintenance Organization window (see Your Maintenance 

Organization List on page 39). This action requires SQL Server Administration 

privileges. 
 

When you click Create New Organization, MainBoss opens a window where you can 

specify information about the new organization: 
 

Database Server: The network location of the SQL Server through which you will 

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 54. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 

MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 54.) 
 

ñDatabase Nameò must obey SQL Serverôs rules for database names. In 

particular, the name canôt contain spaces or special punctuation characters. 

Organization Name: A name that you will use for this database. The value of 

ñOrganization Nameò may contain spaces and other punctuation characters. 

Make browsers smaller by not showing details for selected record by default: If 

you checkmark this box, MainBoss will automatically hide the details panel 

install.pdf
install.pdf
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when displaying tables in this database. For more, see Hiding the Details for a 

Selected Record on page 73. Note that you can still ask MainBoss to display the 

details panel for a particular table by pressing the button for displaying details. 

Preferred Mode: The default mode in which this database should be opened. If you 

do not specify a mode explicitly, the database will be opened in the given mode. 

For more on modes, see Your Maintenance Organization List on page 39. 

OK : MainBoss attempts to create a new maintenance organization database with the 

name you specified. You must have appropriate permissions to create this 

database. 

Cancel: Closes the window without creating a database. 

When you create a new database in this way, the ñOrganization Nameò that you 

specify becomes that databaseôs default organization name. When other people use Add 

Existing Organization to add that database to their list, theyôll automatically inherit 

this default name. However, users can then use Edit Organization  to assign a different 

ñOrganization Nameò to the database. If a user does this, the new name is considered 

that userôs personal name for the databaseða name for that single userôs convenience. 

When a user changes a personal ñOrganization Nameò, it has no effect on other users; 

it doesnôt change the name/address printed on requests, work orders and purchase 

orders, nor does it change the default ñOrganization Nameò when users add the 

database to their list of known organizations. 
 

In order to use a new database, it must have license keys. You must record your license 

keys before you can proceed to use MainBoss. After creating a new database, MainBoss 

automatically opens in Administration  mode to let you enter the keys. Follow the steps 

in License Keys on page 665 to enter your license keys. Then quit MainBoss and start 

again for the keys to become active. 
 

When someone creates a new database, MainBoss always gives that person the 

Administration  security role for the database. 

 

Existing Maintenance Organizations 

You can add an existing organization to your list of maintenance organizations by 

clicking Add Existing Organization in the Maintenance Organization window (see 

Your Maintenance Organization List on page 39). MainBoss opens a window where 

you can specify database information: 
 

The person who originally created the database should tell you what values to enter in 

ñDatabase Serverò and ñDatabase Nameò below. 
 

Database Server: The network location of the SQL Server through which you will 

access the database. For more information, see the Installation and 

Administration Guide. 
 

install.pdf
install.pdf
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If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 54. 

Database Name: The name of the database, as known to the SQL Server. The name 

must be the name given to the database when it was created. If you click the 

accompanying ñ...ò button, MainBoss displays the names of all MainBoss 

databases managed by the specified ñDatabase Serverò. (For more, see The 

Database Name List on page 54.) 

Organization Name: A name that you personally will use for this database. By 

default, this will be the organization name that was specified by whoever created 

the database. You may, however, change ñOrganization Nameò to any other 

value for your own convenience. Changing your own version of ñOrganization 

Nameò will not affect anyone else who uses the database. 

Make browsers smaller by not showing details for selected record by default: If 

you checkmark this box, MainBoss will automatically hide the details panel 

when displaying table viewers in this database. For more, see Hiding the Details 

for a Selected Record on page 73. Note that you can still ask MainBoss to 

display the details panel for a particular table by pressing the button for 

displaying details. 

Preferred Mode: The default mode in which this database should be opened. If you 

do not specify a mode explicitly, the database will be opened in the given mode. 

For more on modes, see Your Maintenance Organization List on page 39. 

OK : Adds the specified database to your list. MainBoss attempts to access the 

specified database and add it to your list of known databases. 

Cancel: Closes the window without adding any database. 

 

Imported Maintenance Organizations 

To move from MainBoss Basic 2.9 to MainBoss, you should follow the instructions 

given in the guide titled Migrating from MainBoss Basic to MainBoss Advanced. 
 

This operation requires SQL Server Administrator privileges, since it creates a new 

database. 
 

The essential steps for importing are: 
 

1. Export data from your MainBoss Basic 2.9 database. 

2. In MainBoss, click Create New Organization using MainBoss Basic 2.9 export 

file in the Maintenance Organization window (see Your Maintenance Organization 

List on page 39). This action creates a new maintenance organization and imports 

your old data into the new database. 

migration.pdf
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When you click Create New Organization using MainBoss Basic 2.9 export file , 

MainBoss opens a window containing the following: 
 

Database Server: The network location of the SQL Server through which you will 

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 54. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 

MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 54.) 

Organization Name: A name that you will use for this database. The value of 

ñOrganization Nameò may contain spaces and other punctuation characters. 

Make browsers smaller by not showing details for selected record by default: If 

you checkmark this box, MainBoss will automatically hide the details panel 

when displaying tables in this database. For more, see Hiding the Details for a 

Selected Record on page 73. Note that you can still ask MainBoss to display the 

details panel for a particular table by pressing the button for displaying details. 

Preferred Mode: The default mode in which this database should be opened. If you 

do not specify a mode explicitly, the database will be opened in the given mode. 

For more on modes, see Your Maintenance Organization List on page 39. 

2.9 Export Data: Should give the name of an XML file containing data exported 

from MainBoss Basic 2.9. For more information on importing information, see 

the Installation and Administration Guide. 

OK : MainBoss attempts to create a new maintenance organization database with the 

name you specified and to fill it with data taken from the ñ2.9 Export Dataò 

file. You must have appropriate permissions to create this database. If the 

database can be created, it will be added to your list of organizations. 

Cancel: Closes the window without taking any action. 

When you create a new database in this way, the ñOrganization Nameò that you 

specify becomes that databaseôs default organization name. When other people use Add 

Existing Organization to add that database to their list, theyôll automatically inherit 

this default name. However, users can then use Edit Organization  to assign a different 

ñOrganization Nameò to the database. If a user does this, the new name is considered 

that userôs personal name for the databaseða name for that single userôs convenience. 

When a user changes a personal ñOrganization Nameò, it has no effect on other users; 

it doesnôt change the name/address printed on requests, work orders and purchase 

install.pdf
install.pdf
install.pdf


- 47 - 

 

orders, nor does it change the default ñOrganization Nameò when users add the 

database to their list of known organizations. 
 

In order to use a new database, it must have license keys. You must record your license 

keys before you can proceed to use MainBoss. After creating a new database, MainBoss 

automatically opens in Administration  mode to let you enter the keys. Follow the steps 

in License Keys on page 665 to enter your license keys. Then quit MainBoss and start 

again for the keys to become active. 

 

Demonstration Maintenance Organizations 

You can create a demonstration organization database by clicking Create 

Demonstration Organization in the Maintenance Organization window (see Your 

Maintenance Organization List on page 39). MainBoss opens a window where you can 

specify database information: 
 

Database Server: The network location of the SQL Server through which you will 

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 54. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 

MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 54.) 

Organization Name: A name that you will use for this database. The value of 

ñOrganization Nameò may contain spaces and other punctuation characters. 

Make browsers smaller by not showing details for selected record by default: If 

you checkmark this box, MainBoss will automatically hide the details panel 

when displaying tables in this database. For more, see Hiding the Details for a 

Selected Record on page 73. Note that you can still ask MainBoss to display the 

details panel for a particular table by pressing the button for displaying details. 

Preferred Mode: The default mode in which this database should be opened. If you 

do not specify a mode explicitly, the database will be opened in the given mode. 

For more on modes, see Your Maintenance Organization List on page 39. 

OK : MainBoss attempts to create a new demonstration maintenance organization 

database with the name you specified. You must have appropriate permissions to 

create this database. 

Cancel: Closes the window without creating a database. 
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When you create a new database in this way, the ñOrganization Nameò that you 

specify becomes that databaseôs default organization name. When other people use Add 

Existing Organization to add that database to their list, theyôll automatically inherit 

this default name. However, users can then use Edit Organization  to assign a different 

ñOrganization Nameò to the database. If a user does this, the new name is considered 

that userôs personal name for the databaseða name for that single userôs convenience. 

When a user changes a personal ñOrganization Nameò, it has no effect on other users; 

it doesnôt change the name/address printed on requests, work orders and purchase 

orders, nor does it change the default ñOrganization Nameò when users add the 

database to their list of known organizations. 
 

When you create a demonstration database (by clicking Create Demonstration 

Organization), the database is created using license keys that only allow operation in 

demonstration mode. This mode places restrictions on various tables (e.g. you can only 

create a limited number of work orders and requests). However, the database is ready to 

go as soon as itôs created. You can turn a demonstration organization into a fully usable 

database by replacing the demonstration license keys with full-usage license keys 

supplied by Thinkage Ltd. or your MainBoss dealer. 

 

Overwriting a Maintenance Organization with Data from a Backup File 

You should backup your maintenance organization database on a regular basis. For an 

explanation of how to do this, see Backups on page 672. The Installation and 

Administration Guide provides additional information about backups and restores, 

including how to use SQL Server facilities directly. 
 

To restore a backed-up database, you can use Restore Organization in the 

Maintenance Organization window (see Your Maintenance Organization List on page 

39). This restore operation uses SQL Server facilities to overwrite an existing database 

with the data contained in a backup file. 
 

Important Notes about Restoring Databases: There are two operations for restoring 

databases from backup: 
 

 Restore Organization overwrites an existing database. First you select the database 

to be overwritten (by clicking on the entry for that database in your Maintenance 

Organization list), then you click on Restore Organization to specify the backup 

file you want to use. 
 

Typically, you would use Restore Organization if you made some sort of large-

scale error that you wanted to undo (e.g. mistakenly generating and committing a 

large number of planned maintenance work orders). Restore Organization is not 

intended for situations where your database is no longer usable (because itôs been 

deleted or corrupted). 

 Create New Organization from a Backup creates a new database using data from 

a backup file. 
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Typically, you would use Create New Organization from a Backup if your 

original database has been deleted or corrupted. You could also use this operation if 

you wanted to create a test database using data obtained from your production 

database. 

In both cases, MainBoss performs the operation by submitting requests to SQL Server. 

You must therefore have SQL Server Administrator privileges to perform either 

operation. 
 

When you use Restore Organization, all MainBoss users will have the same MainBoss 

security roles that they did at the time the backup was created. In particular, the person 

who does the restore operation doesnôt get any special permissionsðjust the ones that 

he or she already had at the time of the backup. On the other hand, Create New 

Organization from a Backup gives the creator all security roles on the new database, 

no matter what roles were originally recorded in the backup file. This lets the creator 

use the new database for any purpose. 
 

Restore operations are run by SQL Server itself on the computer where SQL Server is 

running. Because SQL Server does the work, the backup file that will be used must be 

accessible to the login name under which SQL Server runs. Furthermore, the name of 

the backup file should be relative to the computer where SQL Server is running. Unless 

the file name explicitly begins with \ \ computer  or a drive name (e.g. C: \ ), the file 

name will be assumed to be relative to SQL Serverôs home directory. (This is true even 

if the file name begins with a \ .) 
 

For example, suppose SQL Server is running on Computer X and you submit a restore 

request while working on Computer Y. MainBoss will ask you to specify the name of 

the backup file containing the database you want to restore. Suppose you give the name 
 

C: \ MyBackups \ Monday.bak  
 

You may think this refers to a file on Computer Yôs C:  drive. However, the restore 

operation is performed by SQL Server on Computer X; therefore, SQL Server will try 

to find the file on Computer Xôs C:  drive, not Computer Y. If the directory 

C: \ MyBackups  doesnôt exist on Computer X (or if SQL Serverôs login name doesnôt 

have permissions to read that folder), youôll get an error message and the restore 

operation wonôt work. 
 

For this reason, we recommend that you only submit restore requests while logged in to 

the computer where SQL Server is running. You should also be aware of what 

permissions SQL Server has and what files will actually be accessible to SQL Serverôs 

login name. 
 

Backup Format: There are several different ways to create a backup with Microsoft 

SQL Server. MainBoss assumes that you did the backup using the backup facilities 

inside MainBoss itself, or in some other way that uses the same backup format. 

However, it is possible to create database backup files in such a way that MainBoss 

cannot restore from the file. This happens when you do the backup with SQL Server 
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Management Studio and specify options that create backup files whose format is 

different than the one MainBoss expects. 
 

In this case, you can still restore the database from the backup file. You just have to use 

SQK Server Management Studio directly, rather than using MainBoss. 
 

Command Format: When you click Restore Organization, MainBoss displays a 

window that lists all known backups of this database. To restore your database from a 

particular backup, click the backup in the list, then click the Restore button. 
 

Note: Instead of using Restore Organization, you may prefer to use the standard 

restoration facilities within SQL Server Management Studio or Management Studio 

Express. For more information, see the Installation and Administration Guide. 

 

Creating a New Maintenance Organization from a Backup File 

You should backup your maintenance organization database on a regular basis. For an 

explanation of how to do this, see Backups on page 672 or the Installation and 

Administration Guide. 
 

To create a new database using data from a backup file, you can use Create New 

Organization from a Backup in the Maintenance Organization window (see Your 

Maintenance Organization List on page 39). 
 

Important Notes about Restoring Databases: There are two operations for restoring 

databases from backup: 
 

 Restore Organization overwrites an existing database. First you select the database 

to be overwritten (by clicking on the entry for that database in your Maintenance 

Organization list), then you click on Restore Organization to specify the backup 

file you want to use. 
 

Typically, you would use Restore Organization if you made some sort of large-

scale error that you wanted to undo (e.g. mistakenly generating and committing a 

large number of planned maintenance work orders). 

 Create New Organization from a Backup creates a new database using data from 

a backup file. 
 

Typically, you would use Create New Organization from a Backup if your 

original database has been deleted or corrupted. You could also use this operation if 

you wanted to create a test database using data obtained from your production 

database. 

In both cases, MainBoss performs the operation by submitting requests to SQL Server. 

You must therefore have SQL Server Administrator privileges to perform either 

operation. 
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When you use Restore Organization, all MainBoss users will have the same MainBoss 

security roles that they did at the time the backup was created. In particular, the person 

who does the restore operation doesnôt get any special permissionsðjust the ones that 

he or she already had at the time of the backup. On the other hand, Create New 

Organization from a Backup gives the creator all security roles on the new database, 

no matter what roles were originally recorded in the backup file. This lets the creator 

use the new database for any purpose. 
 

Restore operations are run by SQL Server itself on the computer where SQL Server is 

running. Because SQL Server does the work, the backup file that will be used must be 

accessible to the login name under which SQL Server runs. Furthermore, the name of 

the backup file should be relative to the computer where SQL Server is running. Unless 

the file name explicitly begins with \ \ computer  or a drive name (e.g. C: \ ), the file 

name will be assumed to be relative to SQL Serverôs home directory. (This is true even 

if the file name begins with a \ .) 
 

For example, suppose SQL Server is running on Computer X and you submit a restore 

request while working on Computer Y. MainBoss will ask you to specify the name of 

the backup file containing the database you want to restore. Suppose you give the name 
 

C: \ MyBackups \ Monday.bak  
 

You may think this refers to a file on Computer Yôs C:  drive. However, the restore 

operation is performed by SQL Server on Computer X; therefore, SQL Server will try 

to find the file on Computer Xôs C:  drive, not Computer Y. If the directory 

C: \ MyBackups  doesnôt exist on Computer X (or if SQL Serverôs login name doesnôt 

have permissions to read that folder), youôll get an error message and the restore 

operation wonôt work. 
 

For this reason, we recommend that you only submit restore requests while logged in to 

the computer where SQL Server is running. You should also be aware of what 

permissions SQL Server has and what files will actually be accessible to SQL Serverôs 

login name. 
 

Backup Format: There are several different ways to create a backup with Microsoft 

SQL Server. MainBoss assumes that you did the backup using the backup facilities 

inside MainBoss itself, or in some other way that uses the same backup format. 

However, it is possible to create database backup files in such a way that MainBoss 

cannot restore from the file. This happens when you do the backup with SQL Server 

Management Studio and specify options that create backup files whose format is 

different than the one MainBoss expects. 
 

In this case, you can still restore the database from the backup file. You just have to use 

Management Studio directly, rather than using MainBoss. 
 

Command Format: When you click Create New Organization from a Backup, 

MainBoss displays a window that contains the following: 
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Database Server: The network location of the SQL Server through which you will 

access the database. For more information, see the Installation and 

Administration Guide. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 54. 

Database Name: The name you want SQL Server to give to the new database. This 

name must be different from the names of any other databases on the server. For 

example, you canôt name every database ñMainBossò. If you want to see what 

MainBoss databases already exist, click the ñ...ò button at the end of the 

ñDatabase Nameò line. (For more, see The Database Name List on page 54.) 

Organization Name: A name that you personally will use for this database. It is not 

necessarily the name of the database itself (although it can be). Since this is just 

a label for your own convenience, it can contain blanks and other characters that 

arenôt allowed in actual database names. 

Make browsers smaller by not showing details for selected record by default: If 

you checkmark this box, MainBoss will automatically hide the details panel 

when displaying tables in this database. For more, see Hiding the Details for a 

Selected Record on page 73. Note that you can still ask MainBoss to display the 

details panel for a particular table by pressing the button for displaying details. 

Preferred Mode: The default mode in which this database should be opened. If you 

do not specify a mode explicitly, the database will be opened in the given mode. 

For more on modes, see Your Maintenance Organization List on page 39. 

Backup file: Fill in the field with the name of a SQL Server backup file containing 

a backup of a MainBoss database. 
 

This field has an associated ñ...ò button. If you are logged in to the same 

computer where SQL Server is running, clicking ñ...ò opens a standard ñfile 

openò dialog to let you find the backup file you want. 
 

If you are logged in to any other computer, the ñ...ò button does nothing and you 

must type in the backup fileôs name by hand. The name should start with 

\ \ computer  or a drive name (e.g. c: \ ), or else it should be relative to the SQL 

Serverôs default folder on the computer where SQL Server is running. (See 

above for more details on specifying the file name.) 

Backup Set number: If the backup file contains multiple backup sets, use this field 

to specify which set you want to use. 

Create Database from Backup: If you click this button, MainBoss submits a 

request to SQL Server asking to create the database you specified by restoring 

data from the backup file. You must have appropriate SQL Server permissions 

to create this database. 
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Close: Closes the window without creating a new database. 

Note: Instead of using Create New Organization from a Backup, you may prefer to 

use the standard restoration facilities within SQL Server Management Studio or 

Management Studio Express. For more information, see the Installation and 

Administration Guide. 
 

The Backup File List: When you create a new organization from a backup file, the 

new organization will have the same list of backup files (in Administration  | Backups) 

as the original database. This can lead to serious confusion if youôre still using the 

original database. 
 

For example, suppose you intend to use Create New Organization from a Backup to 

create a test database using data from a backup of your production database. This is a 

valid (and sometimes useful) thing to do, but it means that your new test database will 

have the same list of backup files as your existing production database. If you try to use 

Administration  | Backups to backup the test database, you may well overwrite one of 

your production backups. For this reason, when you create a test database, we strongly 

recommend that you edit the names in Administration  | Backups to refer to new 

backup files that will not be the same as your production backups. 

 

Changing Organization Information 

You can change information about an existing organization database by clicking Edit  

Organization in the Maintenance Organization window (see Your Maintenance 

Organization List on page 39). For example, if your organization changes the location 

of your MainBoss database, you must change the corresponding information in your 

Maintenance Organization list. 
 

When you click Edit Organization , MainBoss opens a window where you can specify 

database information: 
 

Database Server: The network location of the SQL Server through which you will 

access the database. This must be the server that now manages the database. 
 

If you click the accompanying ñ...ò button, MainBoss displays a list of database 

servers that are known to your Windows system. There may be additional 

servers that you can use but that Windows doesnôt currently know about. For 

more, see The Database Server List on page 54. 

Database Name: The name of the database, as known to the SQL Server. This must 

be the name that SQL Server uses to refer to the database. 

Organization Name: The name you wish to associate with the maintenance 

organization database. This is your own private name for the database; you can 

change ñOrganization Nameò any time you like. 
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Make browsers smaller by not showing details for selected record by default: If 

you checkmark this box, MainBoss will automatically hide the details panel 

when displaying tables in this database. For more, see Hiding the Details for a 

Selected Record on page 73. Note that you can still ask MainBoss to display the 

details panel for a particular table by pressing the button for displaying details. 

Preferred Mode: The default mode in which this database should be opened. If you 

do not specify a mode explicitly, the database will be opened in the given mode. 

For more on modes, see Your Maintenance Organization List on page 39. 

OK : Makes the changes you have entered. 

Cancel: Closes the window without making changes. 

 

The Database Server List 

If you click the ñ...ò associated with ñDatabase Serverò in windows for specifying 

databases, MainBoss displays a list of SQL Servers that are known to your Windows 

system. This may not be a complete list of the servers you can actually use; in 

particular, itôs possible for a system to set up its firewall in such a way that it has a SQL 

Server available for use but other computers arenôt told about the server unless they ask. 

In this situation, your Windows system wonôt know the server is available, but you can 

use the server if you explicitly specify its name. 
 

For more on SQL Server, including a number of configuration tips, see the Installation 

and Administration Guide. 

 

The Database Name List 

If you click the ñ...ò associated with ñDatabase Nameò in windows for specifying 

databases, MainBoss displays a list of known MainBoss databases. If you have 

specified a ñDatabase Serverò, the list shows databases on the given server; if 

ñDatabase Serverò is blank, MainBoss lists all known databases on all known servers. 
 

Each line in the list provides information about a single database. The window has 

several columns: 
 

Server Name: The instance of SQL Server that manages the database. 

DataBase Name: The actual name of the database, as used by SQL Server. 

Version: The version of the database. Usually, each different version of the 

MainBoss software uses a different version of the database; however, this may 

not always be the case. If the version of a database is older than the version 

expected by your current MainBoss software, you will have to upgrade the 

database before you can use it. 
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Organization Name: Your own personal name for the database. You can change 

this at any time, as described in Changing Organization Information on page 53. 

User Record Exists: Whether or not the databaseôs Users table has an entry for 

your login name. 

Access Error: If MainBoss encounters an error when trying to access the database, 

the error message will appear in this column. 

If you want to create a new database, you should choose some name that is not shown in 

the list. (Note that the window only shows MainBoss databases. If there are any non-

MainBoss databases maintained by the same SQL Server, those databases do not appear 

in the list.) 
 

Note: The list only shows MainBoss databases for which you have SQL Server 

permissions. You can have SQL Server permissions on a database but still not appear in 

the databaseôs Users table; in this case, you will not be able to access the database with 

MainBoss, even though SQL Server would normally allow access. 
 

If you want to add an existing database to your list of known databases, you can click 

on the appropriate name in the list. Adding a name to your list of known databases 

doesnôt necessarily give you access to that databaseðyou still have to be on the 

databaseôs list of authorized users (Administration | MainBoss Users). 

 

Command Line Options 

Command line options let you control how MainBoss begins execution. For example, if 

you want to start MainBoss in Requests mode without having to go through the 

Maintenance Organization List, you can specify the mode as an option on the command 

line. Typically, you would create a desktop shortcut whose command line contains 

appropriate options, so that you donôt have to type them in each time you start the 

program. 
 

If your site uses ClickOnce deployment, you cannot specify command line options 

when you invoke MainBoss. For further information on ClickOnce, see the Installation 

and Administration Guide. 
 

The general format of the command line is 
 

mainboss option option option...  
 

Options begin with a slash (/ ) character. If an option specifies a value, the format is 
 

/option:value  
 

as in 
 

/DataBaseName:MyDatabase  
 

Values that contain space characters should be quoted as in 
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/OrganizationName:"Our Organization"  
 

Abbreviations: Most keywords on the MainBoss command line may be abbreviated. In 

MainBoss documentation, the letters that must be included are shown in upper case; any 

or all other letters may be omitted. For example, the following are all valid 

abbreviations for the option /DataBaseName  
 

/databasename  

/databasen  

/dbname  

/dbn  
 

Although the documentation shows some letters in upper case and some in lower, you 

can type letters in any case you want. For example, /DBN is exactly the same as /dbn  or 

/Dbn  on the MainBoss command line. 
 

Options: The following options are recognized: 
 

/ Message CultureInfo:  The Windows User Messagesñcultureò setting to be 

used. (A culture is a collection of information about language and other locale-

based information, e.g. what monetary symbols are used in a particular place.) 

By default, MainBoss normally takes its message culture information from the 

ñLanguageò field in the Region & Language section of your Windows 

Settings. It then attempts to use the ñWindows Display Languageò as specified 

by those settings (e.g. MainBoss attempts to run in French if thatôs what your 

settings dictate). However, if you specify a / Message CultureInfo  argument 

on the command line, the argument overrides the Language Setting. This is 

particularly useful if youôre creating a batch command file or shell script that 

you want to work in a specific language, no matter what the userôs Display 

Language Settings might be. 
 

The argument of / MessageCultureInfo  is the official Windows 

ñCultureInfoò string name for the desired culture. For example, if you want 

generic Spanish messages, you would specify / Message CultureInfo:es -

ES; for U.S. English, youôd use / Message CultureInfo:en - US. See your 

Windows documentation for recognized ñCultureInfoò string identifiers. 
 

Options on the command line are not affected by / Message CultureInfo . For 

example, the option /Mode:Requests  does not change if you switch to a 

language where ñrequestsò is translated to a different word. 

Note: If you change the message culture information with / Message CultureInfo , 

MainBoss makes the change after the command line arguments have been parsed. This 

means that if your command line has syntax errors, you may see error messages in the 

userôs original preferred language, not in the language specified by 

/ Message CultureInfo . 
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/FormatCultureInfo:  The Windows format ñcultureò setting to be used. (A 

culture is a collection of information about language and other locale-based 

information, e.g. what monetary symbols are used in a particular place.) By 

default, MainBoss normally takes its format culture information from the 

ñFormatò field in the Format section of your Windows Regional Settings. It 

then attempts to format dates, currency in the culture given by those settings 

However, if you specify a /FormatCultureInfo  argument on the command 

line, the argument overrides the Regional Settings. This is particularly useful if 

youôre creating a batch command file or shell script that you want to have work 

formatted with a specific culture, no matter what the userôs Regional Settings 

might be. 
 

The argument of /FormatCultureInfo  is the official Windows ñCultureInfoò 

string name for the desired culture. 

/CultureInfo : Specify the Message Culture Info and Format Culture Info with a 

single argument. 

/OrganizationName : The name of the maintenance organization. If you specify 

an organization name, MainBoss looks up that name in your organization table 

and attempts to open the corresponding database with the start mode specified in 

the organization list. (See below for more on start modes.) 

/DataBaseServer : The database server where the MainBoss database is hosted. 

/DataBaseName : The name of the database containing the MainBoss data on the 

database server. 

If you specify /OrganizationName , you donôt have to specify either 

/DataBaseServer  or /DataBaseName . If you donôt specify /OrganizationName , 

you must specify both /DataBaseServer  and /DataBaseName . 
 

/Mode : Mode for starting the software. Possible start modes are described in Your 

Maintenance Organization List on page 39. 

/Mode:MainBoss  

/Mode: "MainBoss Requests "  

/Mode:Administration  

/Mode: "View Sessions"  

/Mode: " Pick  Organization " ; with this mode, MainBoss starts by 

displaying your organization list so you can pick which one you want to 

open 

/HelpManualPath : The URL location for MainBossôs documentation. 
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+CompactBrowsers : Invokes MainBoss in a mode that initially hides the details 

panel for records selected in table viewers. For more, see Hiding the Details for 

a Selected Record on page 73. 

ïCompactBrowsers : Tells MainBoss not to hide details panels. 

The MBUtility command is another way of performing certain MainBoss operations 

using a command line interface. For more on MBUtility, see the MainBoss Installation 

and Administration Guide. 

 

International Language Support 

When you start MainBoss, it checks the Regional Settings that you have specified for 

Microsoft Windows. If your preferred language is supported by MainBoss, the software 

will run in that language. For example, if you prefer to work in French and your version 

of MainBoss supports French, MainBoss will operate in French for you (although it 

may operate in English for some other user). 
 

Itôs important to understand that MainBoss only translates its own labels and messages, 

not user data. For example, the priority codes assigned to work orders are created by 

you, not by MainBoss. Therefore, those codes will never be translated. For example, if 

you create a code called Urgent , this word will never be translated into other 

languagesðitôs your data, not part of MainBoss itself. The same is true of work 

categories, item names, work order instructions, and much more. 
 

For this reason, trying to operate in more than one language is usually impracticalðif 

you use multiple languages, everyone working with MainBoss may have to understand 

all the languages you use. 
 

Note: MainBoss depends on various Microsoft software including SQL Server and the 

Microsoft Report Viewer. This Microsoft software is independent of MainBoss, 

including language support. In particular, report-viewing facilities will be in the 

language of your report viewer, which may or may not be the same language used by 

MainBoss. Similarly, diagnostic messages generated by SQL Server may or may not be 

in the same language as MainBoss. 
 

Note that changing Regional Settings may also change the currency symbol (e.g. from 

ñ$ò for dollars to ñÃò for pounds). However, MainBoss cannot handle multiple 

currencies; it assumes that all money values are in the same currency. For example, if 

you enter 33 in a ñUnit Costò field, MainBoss may display the result as $33.00  or 

£33.00  depending on your Regional Settings...but internally, MainBoss simply record 

33.00 . Therefore, it is important that all MainBoss users use the same currency for all 

money values. 

install.pdf
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Upgrading Maintenance Organizations 

If you have created a maintenance organization with an earlier version of MainBoss, 

you can upgrade it to the current version. 
 

The following information applies to upgrading data from an earlier version of 

MainBoss. For importing data from MainBoss Basic, see the Installation and 

Administration Guide. 
 

Before you upgrade your database, create a backup copy using the standard back-

up procedures of SQL Server. This protects your data in the event of a power 

failure or some other problem. 
 

To upgrade your maintenance organization, click Upgrade (as described in Your 

Maintenance Organization List on page 39). This opens a window that provides 

information on your maintenance organization and your current version of MainBoss. 

The window also contains the following buttons: 
 

Upgrade: Click this to go ahead with the upgrade process. 

Close: Closes the window (whether or not youôve upgraded the database). 

 

Viewing MainBoss Sessions 

If you open your maintenance organization in Sessions mode, MainBoss displays a list 

of users who have recently connected to your organizationôs database. This list is 

updated every ten minutes; it shows anyone who is connected at the time of the update. 
 

For information on connecting to MainBoss in Sessions mode, see Your Maintenance 

Organization List on page 39. 

 

Quitting MainBoss 

To quit MainBoss, simply close all open MainBoss windows (by clicking the X in the 

upper right hand corner). Alternatively, you can select Session ­ Exit  from the menu. 
 

Exiting the control-panel window does not close any other MainBoss windows you 

have open. They must each be closed individually. 

 

The MainBoss News Display 

When you start MainBoss (after youôve chosen a maintenance organization, if 

necessary), youôll see the MainBoss News display. This displays a web page from 

www.mainboss.com with information on the operating version of MainBoss you are 

using. 

install.pdf
install.pdf
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A MainBoss administrator may configure the web URL to a company web site to 

provide specific company information rather than the default MainBoss program 

information. 
 

 

The MainBoss Overview Display 

You can view the MainBoss Overview display to get a quick snapshot of the most 

important aspects of your current work: work requests that are new or in progress, work 

orders that are overdue, and so on. In this way, you can see anything that might demand 

immediate attention. 
 

The  button in this window updates the numbers to reflect any recent changes made by 

other people. 

 

Keyboard Shortcuts 

MainBoss allows standard Windows keyboard shortcuts such as <Ctrl+C>  for copy and 

<Ctrl+V>  for paste. 
 

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

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

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

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

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

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

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

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

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

MainBoss control panelðit only works if your most recent click was in some sort of 

table viewer.) 
 

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

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

repeatedly will perform the same search over and over. 
 

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

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

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

equivalent to clicking the Save button. 

 

View Menu 

The View menu provides options that control how information is displayed: 
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 Zoom in on View: If you click this menu item, MainBoss will hide the control 

panel in this window. To bring back the control panel, click Zoom in on View 

again. 

 Open in New Window: If you select this option, MainBoss opens a new window 

containing the same information as the current one. This is useful if you want to 

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

one table and one showing the other. 

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

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

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

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

 Show compact browsers: If this is checkmarked, table viewers will not show 

details from the currently selected record. This makes it possible for a table viewer 

to list many more records. If the entry is not checkmarked, table viewers will have 

an area showing the contents of the currectly selected record; this reduces the 

number of records that the window can show at any one time. 

Show compact browsers is particularly useful if you have a small monitor screen. 

Normally, MainBoss requires a screen-size of at least 1280 × 1050. 
 

 Form Customization: Offers a submenu of actions related to customized table 

viewers, editors, and reports. The submenu contains: 

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

editors and report windows, as described in ñForm Customizationò 

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

able to make such customizations. To change your Enable setting, 

you must have the MainBoss Administrator  security role. 

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

control panel. 

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

set of ñpreferredò customizations. You can make other 

customizations after publishing, but they will be forgotten when you 

quit MainBoss. Only published customizations are remembered from 

one session to the next. 

 Restore from published: Gets rid of any customizations you have 

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

customizations you have already saved. 

 Clear all customization: Removes any and all form customizations 

you have created, restoring everything to MainBossôs default forms. 

This does not delete your published customizations; therefore, you 

can use Restore from published to return to your published 

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

will open a window so you can specify a file name and location.) 

Saving customizations in a file lets you pass your customizations 

along to someone else. It also keeps a record of your current 

customizations if you intend to publish a different set of 

customizations. 

 Replace from file: Replaces all your current customizations with 

customizations from a file. The specified file should contain 

customizations previously saved with Export . 

 Add from file : Adds customizations from a file to your current set of 

customizations. The customizations will be added to any 

customizations that already exist; however, if a customization in the 

file conflicts with one of your current customizations, the 

customization in the file will replace your current customization. 
 

 Select View: Contains submenus that reproduce all the entries of the control panel. 

This is useful for people who would rather work with menus (especially menu 

shortcut keys) rather than using the mouse to click on the control panel. 

 

The Active Filter 

The active filter determines what counts as Active  in the request, work order and 

purchase order tables. In other words, it determines what a table will display when the 

word Active  appears in the tableôs bottom right-hand corner. 
 

Requests, work orders, and purchase orders are always considered active until they are 

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

active until you close it. 
 

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

opens a window that contains the following: 
 

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

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

considered Active  if their most recent history record is less than the given 

number of days old. For example, if you set the value to 400, the only active 

requests, work orders and purchase orders will be ones whose histories have 

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

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

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

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

their most recent history record was created after the specified date. For 

example, if you set the value to January 1, 2009 , the only active requests, 



- 63 - 

 

work orders and purchase orders will be ones which have had some activity 

since that date. 

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

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

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

work orders and purchase orders less than 30 days old. You can change this number at 

any time. 
 

The more information that your active filter excludes, the faster MainBoss can 

operateðit takes less time to obtain records from the database and to format that 

information. Furthermore, your windows will contain less old information and therefore 

less ñclutterò. On the other hand, you donôt want to exclude too much or you might miss 

out on important requests/work orders/purchase orders that are older than you expect. 
 

Your MainBoss administrator can use Administration  | Company Information  to set 

active filter defaults for everyone who uses the MainBoss database. For more, see 

Company Information on page 649. 

 

The Actions Menu 

The contents of the Actions menu depend on what youôve currently selected in the 

control panel. For example, if youôve currently selected Units in the control panel, the 

Actions menu will have entries for creating a new unit, editing an existing one, deleting 

a unit, and so on. Actions entries usually correspond to buttons in the same window 

(e.g. New Unit corresponds to the New Unit  button and has the same effect). 
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Obtaining Online Help 

 

There are several ways to obtain online help while using MainBoss: 
 

 Clicking the Help button at the bottom of the window displays information about 

the window currently on the screen. 

 Pressing the <F1> function key provides the same information as the Help button. 

 The MainBoss Help menu provides access to MainBossôs help files. 

 Help ­ Help gives you information about the screen you are 

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

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

various buttons mean. 

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

help files. 

 Help ­ Help Index gives you an index of important terms. 

 Help ­ Get Technical Support is useful if you currently have an 

Internet connection. It takes you to a web page that makes it easy to 

get help from MainBoss Support personnel. 

 Help ­ Start Support Connection can be used when you are 

talking on the phone with MainBoss Support personnel. They will 

explain how the entry can be used to help deal with any problems 

you might be having. 

 Help ­ About tells you which version of MainBoss youôre using. 
 

Important:  In order for you to access online help, you must have a web browser 

configured to open HTML files. Most users will already have their computers 

configured appropriately (probably using Microsoft Internet Explorer, Google Chrome, 

or Mozilla Firefox). 
 

If you donôt have a browser configured, open Windows Explorer and double-click on 

any HTML file. Windows will ask you to specify a program with which to open the file; 

specify the browser on your system. If your system does not have a browser, you can 

obtain one free from Microsoft, Google, Mozilla, or several other software companies. 

Ask your computer dealer for more information. 
 

Installed vs. Online Help Files: When you install MainBoss on a computer, you have 

the option of installing copies of the help files on the same computer. If you donôt 

install these files, MainBoss will attempt to obtain help files over the Internet from 

mainboss.com . This will only work if your computer has a working Internet 

connection. 

http://www.mainboss.com/
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The About Screen 

The About window displays information about MainBoss. To see the window, select 

Help ­ About from the menu. The window includes the following: 
 

 What version of MainBoss youôre using 

 What database youôre using and the SQL Server that allows you access to the 

database 

 Copyright information 

 An Ok button; click this to close the window 

 

Tooltips 

A tooltip is a small message that may appear if you point the cursor to something on 

your monitor screen. MainBoss uses tooltips to explain any situations that may be 

confusing. 
 

For example, if you donôt have appropriate security permissions, you may not be 

allowed to click certain buttons or fill in certain information fields. In this case, pointing 

the cursor to the button or the field produces a tooltip message explaining the situation 

(and telling what security roles youôd need in order to use the field or button). 
 

Similarly, if youôve filled in a field with an unacceptable value, MainBoss will display 

an error marker. Pointing the cursor to the error marker will display a tooltip explaining 

why the value is unacceptable. For example, MainBoss may expect the field to contain a 

date rather than what youôve typed in. 
 

If youôre ever confused about MainBossôs behavior, use the cursor to obtain tooltips. 

These should help you figure out whatôs happening. 

 

MainBoss Diagnostic Messages 

MainBoss displays messages in a variety of situations. For example, if you attempt to 

save a record before youôve filled in all the required fields, MainBoss opens a message 

window to explain the situation. Messages may also be displayed in the status line at the 

bottom of MainBoss windows. 
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Tables 

 

Table Viewers and Editors 

Much of your work with MainBoss is done using table viewers and editors: 
 

 A table viewer is a window that shows you a list of things. For example, the Work 

Order table viewer shows your work orders. Table viewers may also be called 

browsers. 

 A table viewer window has buttons that let you add new entries to 

the list, and modify or delete existing entries. For example, the Work 

Order viewer lets you create new work orders or edit existing ones. 

 Table viewers also let you search for items. For example, suppose 

you want to record some information about a piece of equipment. 

You would open the Units viewer and use it to search your unit list 

until you found the appropriate piece of equipment. You could then 

use the table viewer to tell MainBoss that you wanted to edit the 

information for that piece of equipment. 

 Table viewers let you print information about items in the list. For 

example, if you want to print out one or more work orders, you open 

the Work Order viewer, then click the  button. 

 Table viewers may let you perform additional actions which are 

specific to the type of information displayed by the viewer. For 

example, the Requests viewer lets you create a work order from a 

selected request. 
 

 An editor is a window that shows you information about a single thing. For 

example, the Work Order editor shows information about a particular work order. 

 MainBoss opens an editor window when you want to create a new 

record or edit an old one. For example, when you want to create a 

new work order, MainBoss opens the Work Order editor window. 

When the window first appears, all its data fields will be blank or set 

to default values. You can then specify the information you want. 

 Later on, if you want to change some of the information in the same 

work order, you open the Work Order editor again. This time, the 

editor shows you all the information that you entered when you 

originally created the work order. 
 

The Basic Principle: A table viewer shows a list of records. An editor shows a single 

record. 
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Active and All in Table Viewers 

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

either Active  or All : 
 

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

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

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

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

old; your MainBoss administrator may change what counts as ñrecent.ò 
 

 

 If the word is All , the viewer is showing all records, no matter how old, including 

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

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

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

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

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

deleted records appear or disappear. 
 

The Restore button lets you bring back a record that was previously deleted. MainBoss 

opens a window where you can examine the record to be restored and make changes if 

necessary. When you save the record and close the window (typically by using Save & 

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

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

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

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

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

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

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

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

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

Smithôs name in your list of Active  employees). 

 

Using Table Viewers 

The picture below shows a typical MainBoss table viewer: 
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This window contains a lot of elements. The following list explains what those elements 

are and how you can use them: 
 

The record list: This list has several headings; in the above example, the headings 

are Code, Business Phone, and Mobile Phone. Different table viewers may 

have different headings. 
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Clicking on a heading sorts the list according to that heading. For example, if 

you click on Code, the list is sorted in alphabetical order according to the values 

in the Code column. If a list is already sorted according to the heading, clicking 

on the heading reverses the order from ascending to descending or vice versa. 

For example, if the list is already sorted in ascending order by Code, clicking 

Code again sorts the list in descending order by Code. The heading that is 

currently being used for sorting has a small arrow at the top pointing upward if 

the list is sorted in ascending order, and downward for descending order. 

Note: Double-clicking any entry in a table list opens a window that lets you edit that 

entry. For more about editor windows, see Using Editors on page 83. 
 

Data displays: In addition to the list of records, a table viewer shows information on 

the record thatôs currently selected. This information is usually displayed below 

the main list. However, you can tell MainBoss not to show this information, if 

you want to have more room for the record list. For more information, see 

Hiding the Details for a Selected Record on page 73. 

Defaults: The Defaults section lets you set default values to be used when creating a 

new record. For example, you might use this section to set a default priority for 

every new work order you create. When using MainBoss, you can set a 

particular work order to a higher or lower priority, but by specifying a default 

priority, you can save yourself the trouble of filling in the priority field for work 

orders that have no special priority. 

Buttons: The bottom of a table viewer has a row of bottoms. Different table viewers 

have different buttons, but the following are found in most viewers. 

New: Lets you create a new record. Click New, and MainBoss will open an 

editor window where you can enter information for the new entry. 

: This drop-down button offers several possible actions. Some of these may 

not be allowed by your security permissions; if so, the action will be grayed 

out and disabled. For example, your security permissions may let you View 

the contents of the record but not Edit  them. For more on security 

permissions, see Security Roles on page 660. 
 

The actions available through this drop-down button are: 

Edit : Lets you change the information in an existing record. In the table list, 

click the record you want to change, then click Edit . MainBoss opens an 

editor window where you can change the existing information. 

View: Lets you examine the contents of an existing record. In the table list, 

click the record you want to examine, then click View. MainBoss opens 

an editor window where you can examine the record. You will not be 

allowed to make changes in the record. 
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Restore: Restores a deleted record. This button is only active if the viewer is 

in All  mode and if youôve selected a deleted record. When you click 

Restore, MainBoss will open a window that lets you examine the 

contents of the deleted record. If you save the record and close the 

window, the record will be restored to the Active  list. 

For more on deleting and restoring records, see Active and All in Table Viewers on page 

67. 
 

: Deletes a record from the list. Click the record you want to delete, then 

click . MainBoss may ask if you really want to delete the record; if you 

say yes, the record is deleted. 

: Opens a window that lets you print one or more records from the list. This 

print window lets you specify options for selecting and organizing what you 

want to print. 

: Lets you search through the list of records for a particular record. For more 

information, see Searching for a Particular Record on page 73. The  

button has an accompanying drop-down list containing the following: 

Find Next: Uses the same search condition(s) as your most recent search 

and finds the next record in the table that matches the condition(s). If the 

search reaches the end of the table without finding a matching record, it 

goes to the start of the table and continues the search. 

Find Previous: Same as Find Next except that it goes backward in the table. 

If the search reaches the start of the table without finding a matching 

record, it goes to the end of the table and continues the search. 

: Updates the list to show any recent changes. For example, suppose you keep 

a copy of the Requests viewer open most of the time. When you start work 

in the morning, you can click . MainBoss will check the database to see if 

any new requests have come in overnight, and will show those new requests 

in the viewer list. 
 

Many operations automatically refresh what the viewer shows. In general, 

you only need to  the viewer display if the window has been inactive for a 

while. 

Drop-down buttons: Some windows (both table viewers and editor windows) have 

drop-down buttons. This is a button followed by a drop-down arrow: 
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The label on the button will be the first enabled option in the drop-down menu. 

This may change in different contexts. (MainBoss documentation always lists 

the drop-down options in the order they appear in the menu, which may or may 

not match the order youôll see them in a particular context.) 

Buttons and drop-down buttons may be grayed out; this means that theyôre disabled. A 

button may be disabled because it is inappropriate in the current context; for example, 

the button for closing a work order is disabled if the work order is already closed. A 

button may also be disabled if you do not have appropriate security permissions to use 

it. To find out why a button is disabled, move the mouse cursor over the buttonð

MainBoss will display a tooltip explaining what the problem is. 

 

Special Selection Actions 

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

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

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

entries in the table. 
 

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

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

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

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

Select all editable will select all the unit records in the table but will leave locations 

unselected. 
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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. For information on how to use this menu 

item, see the information at the end of Viewing Units on page 540. 

 

Hiding the Details for a Selected Record 

By default, when you select a record in a table, the table viewer displays information 

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

the table. 
 

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

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

panel; you do this by clicking the following button: 
 

      
 

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

the space that was previously occupied by the panel. 
 

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

We recommend hiding record details in this way if you have a monitor screen whose 

resolution is less than 1280 by 1024. 

 

Searching for a Particular Record 

When you click the  button in a table viewer, MainBoss opens a window where you 

can specify information about the record you want to find. This window contains the 

following: 
 

Field: Specifies the field whose values you want to search. Different tables allow 

you to look at different fields. For any particular table, look at the drop-down list 

to see what fields can be searched. 

Search condition: Once you specify a field, MainBoss lets you choose conditions for 

the search. The available conditions depend on the type of value that the field 

contains. For example, if you select a field that contains a date, MainBoss 

displays conditions related to dates; if you select a field that contains text 

information, MainBoss displays conditions related to text strings. Possible 

conditions are: 

Equals: If you select this option, MainBoss will only find fields whose entire 

value is equal to the given value. For example, if you set the initial field to 

ñCodeò and the value to abc , MainBoss searches for records whose code is 

abc . 
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Starts with: If you select this option, MainBoss will only find fields that start 

with the given value. For example, if you set the initial field to ñCodeò and 

the value to abc , MainBoss searches for records whose code begins with 

abc . 

Contains: If you select this option, MainBoss finds fields that contain the given 

value anywhere. For example, if you set the initial field to ñCodeò and the 

value to abc , MainBoss searches for records whose code contains abc  

anywhere in the codeôs text. 

Matches pattern: If you select this option, MainBoss treats the contents the 

given value as a regular expression as defined in the Microsoft .NET 

environment. Regular expressions are primarily intended for technically 

sophisticated users; for an introduction, see 
 

https://www.codeproject.com/A rticles/9099/The - Minute -

Regex- Tutorial   

Is null: If you select this option, MainBoss looks for records where the specified 

field is blank. For example, suppose you are searching through work orders; 

if you set the initial field to ñClosing Codeò and specify Is null , MainBoss 

will only find work orders that donôt have a closing code. 

Is not null: MainBoss will find the next record where the fieldôs value is not 

blank. 

Is on or after : Used when searching by dates. (You can specify a date but not a 

time.) MainBoss will find the next record where the fieldôs value is on or 

after the given date. 

Is on or before: Used when searching by dates. (You can specify a date but not 

a time.) MainBoss will find the next record where the fieldôs value is on or 

after the given date. 

Is in the range: Used when searching by dates. (You can specify a date but not 

a time.) MainBoss will find the next record where the fieldôs value is 

between the given dates. The starting and ending dates are considered in the 

range. For example, if you specify ñIs in the rangeò with June 1 and June 4, 

MainBoss will find the next record where the fieldôs value is June 1, June 2, 

June 3, or June 4. 

Is less than: Used when searching for numeric values. MainBoss will find the 

next record where the fieldôs value is less than the given number. 

Is less than or equal to: Used when searching for numeric values. MainBoss 

will find the next record where the fieldôs value is less than or equal to the 

given number. 

Is greater than: Used when searching for numeric values. MainBoss will find 

the next record where the fieldôs value is greater than the given number. 

https://www.codeproject.com/Articles/9099/The-Minute-Regex-Tutorial
https://www.codeproject.com/Articles/9099/The-Minute-Regex-Tutorial
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Is greater or equal to: Used when searching for numeric values. MainBoss will 

find the next record where the fieldôs value is greater than or equal to the 

given number. 

Is not equal to: Used when searching for numeric values. MainBoss will find 

the next record where the fieldôs value is not equal to the given number. 

Is between: Used when searching for numeric values. MainBoss will find the 

next record where the fieldôs value is between the given numbers. 

Multiple search conditions: If you specify multiple conditions, the search finds 

records that satisfy all the specified conditions. For example, suppose youôre 

searching the Items table. You specify one condition to search Item 

Category  for Electrical Supplies . You specify a second condition to 

search On Order  for quantities greater than zero. Then MainBoss will find 

items whose category is Electrical Supplies  and whose on-order number 

is greater than zero. In other words, this search finds electrical supplies which 

are on order. 

Find Next: Searches the list. The search starts immediately at the selected record 

and finds the matching next record. If the search reaches the bottom of the list, it 

will wrap around to the top of the list and continue searching. 

Find Previous: Is similar to Find Next except that the search goes backward 

instead of forward. If the search reaches the top of the list, it will wrap around to 

the bottom and continue searching. 

If you try a search and MainBoss finds no matching records, the Find Next and Find 

Previous buttons are disabledðMainBoss canôt find the next or previous matching 

record if there are no matching records at all. 
 

: Removes the search condition beside the button. For example, if you have 

three search conditions, clicking any of the  buttons removes the associated 

search condition, leaving only two conditions in the search. 

Close: Closes the window. The table viewer will be positioned at the record found 

by the most recent successful search. 

Note: If the search window happens to be covering up the record thatôs just been found, 

you can use the mouse to drag the search window to a different place on the screen. 
 

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

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

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

search through units; however, if you were looking at a unit record and your most recent 

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

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



- 76 - 

 

MainBoss control panelðit only works if your most recent click was in some sort of 

table viewer.) 
 

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

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

repeatedly will perform the same search over and over. Note that your most recent 

search may not be valid for the current table; for example, if you search the Items table 

for an item category, then switch to the Units table, searching for item category doesnôt 

make sense. In this case, <F3> just opens the search window. 
 

 

Table Filters 

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

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

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

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

orders whose ñWork Start Dateò is today. MainBoss would then filter out any work 

orders that started on some other day, so that the table viewer only displays work orders 

starting today. 
 

As another example, suppose you only want to see information on units in your HVAC 

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

work orders whose ñSystemò is HVAC. MainBoss would then filter out non-HVAC unit 

records, so that the table viewer only displays HVAC units. 
 

You can specify a filter in any table viewer. To do so, click the filter set-up button 

beneath the tableôs list of records: 
 

  
 

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

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

Items window and you specify 
 

 
 

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

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

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

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

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

the filter. 
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When you specify one condition, MainBoss gives you a new line where you can specify 

an additional condition. Each time you specify a condition, MainBoss gives you a new 

line for more. 
 

If you specify multiple conditions, MainBoss only shows records that satisfy all the 

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

condition might specify that you only want to see requests on a particular unit. A second 

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

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

The filter set-up window contains the following: 
 

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

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

for a particular record. 

Apply Filter : If you click this button, MainBoss immediately filters the table using 

the given criteria. Note that the table does not get filtered until you click this 

button. 

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

all the records you normally would. 

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

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

any filter conditions youôve specifiedðthe next time you open the filter 

window, youôll start from scratch again. 

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

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

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

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

displays. 
 

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

Description    Matches Pattern   .*furnace.*  
 

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

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

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

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

information, see https://www.codeproject.com/Articles/9099/The -

Minute - Regex- Tutorial   
 

 

Request, work order and purchase order tables are also affected by the active filter. For 

more, see The Active Filter on page 62. 

https://www.codeproject.com/Articles/9099/The-Minute-Regex-Tutorial
https://www.codeproject.com/Articles/9099/The-Minute-Regex-Tutorial
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Customized Table Settings 

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

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

 
 

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

especially filters (see Table Filters on page 76). For example, suppose your 

organization manages a lot of properties, but you yourself only work in Building A or 

Building B. You might create three customized settings for the Units table, named A, B, 

and A&B. If you choose the A setting, the Units table will only show you the units in 

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

matter to you, not any units in other buildings. 
 

Note: Settings that can be saved are indicated with blue lettering rather than black. For 

example, ñApply Filterò is shown in blue in table viewers, indicating that filter settings 

can be saved as a customized setting for the associated table. The color of the labelôs 

lettering always tells whether the associated setting can be saved when customizing a 

form. 
 

To create a customized setting, you first set a filter that chooses only the records you 

want to see. For example, if you only want to see units in Building A, you could set a 

filter like 
 

 
 

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

units whose containing location starts with the string Building A . 
 

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

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

window will appear letting you specify a name for the filter youôve just set up: 
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In ñSettings Nameò, enter a name for this setting (e.g. A to stand for Building A). 
 

The scope of your settings may be Personal or Global. (To use Global, you must have 

the MainBoss Administration  security role.) If you choose Global, then all people 

using your MainBoss database will see the name of this customization in the drop-down 

list of possible customizations. If you choose Personal, this name will appear in your 

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

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

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

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

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

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

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

from the list. Once youôve chosen a customization, MainBoss uses it every time you 

come back to this window until either you quit MainBoss or you choose a different 

customization or filter. 
 

The drop-down button for customizations contains the following choices: 
 

Save: Saves the current filter settings under an existing name. This is how you 

change the definition of an existing customization. 

Save as: Saves the current filter settings under a new name. 

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

list. 

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

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

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

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

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

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

change the filter or choose a different customization. 

 

Form Customization 

MainBoss lets users with the Administration  security role control what information 

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

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

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

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

information cannot be removed from a window, e.g. compulsory fields.) 
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It is possible to disable form customization. To do so, go to the View menu and click 

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

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

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

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

down arrow beside the customization button: 
 

  
 

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

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

Customize Form in the resulting menu. 
 

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

information will appear in the associated form. Each table viewer, editor window and 

report window has its own customization form. For example, hereôs the form for 

customizing the Work Orders  table viewer: 
 

 
 

There is a checkbox for each column that usually appears at the top of the table viewer. 

If you blank out a checkbox, the corresponding column will no longer appear in the 

table viewer. 
 

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

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

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

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

and wonôt appear in the corresponding location. 
 

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

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

Orders | Print ). It is included here so that the same window lets you customize the 

work orders table viewer, the work orders editor, and the work order report. 
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After you have specified any changes you want to make to a form, click Apply  to save 

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

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

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

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

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

doesnôt match what they see on the screen. 
 

Publishing Your Customizations: By default, any customizations you have made will 

be discarded when you quit MainBoss. If you want to keep your customizations from 

one MainBoss session to the next, you have to publish them. 
 

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

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

those customizations will be used every time MainBoss starts. If you make a new 

customization, then want to go back to your old customizations, you can click Restore 

from published in the same menu. 
 

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

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

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

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

Exporting Customizations: You can save your current customizations in a file. This 

makes it easy to restore the customizations later if you wish, or to switch between 

different sets of customizations. 
 

To save your current customizations, go to the View menu, click Form Customization, 

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

customizations. 
 

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

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

Add from file  in the same menu to add the saved customizations to any other 

customizations that are currently in effect. With Add from file, if a saved customization 

conflicts with one of your current customizations, the saved customization replaces your 

current one. 

 

Selecting Multiple Table Entries 

Many table viewers let you select multiple records from the table. To do this, you use 

the standard Windows conventions: 
 

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

will select both records and all the records in between. 
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 If you hold down the <Ctrl>  key and click on a record, you select that record. If you 

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

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

of separate records. 

In many cases, these techniques can also be used to select multiple entries in drop-down 

lists. 
 

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

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

delete those records. 

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

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

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

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

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

records that you selected, editing each one as you wish. 
 

If you use the editor window to change the contents of a record, the Next button 

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

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

your changes. 
 

Next is a drop-down button with the following entries: 

Previous: Closes the current window and opens an editor window to edit the 

previous record from the list of selected records. By using Next and 

Previous, you can go forward and backward through the list of selected 

records. 

Close: Closes the current window and goes back to the table viewer. This says 

that you are finished using Next and Previous to edit the selected records. 

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

made. 

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

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

go forward and backward through the list of selected records. 

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

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

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

forward and backward through the list of selected records. 
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Using Editors 

An editor window shows the contents of a single record. For example, here is the editor 

window for describing a unit (e.g. a piece of equipment): 
 

 
 

The window consists of a number of information fields. For example, the ñContaining 

Locationò field lets you specify where the unit is. 
 

In the editor window, you can often move the cursor from one field to the next by 

pressing the <Tab> key. For example, if you have just filled in the ñMakeò field, 

pressing <Tab> moves the cursor to ñModelò. In this way, you can <Tab> from one 

field to the next without having to use the mouse. Of course, you can still use the mouse 

if you wish. 
 

<Shift+Tab> goes backwards to the previous field. This is useful if you type 

something, <Tab> out, then notice a typing mistake in the previous field. 
 

<Ctrl+Tab>  moves from one section to another in windows that have sections. 
 

Mandatory Fields: Many records have fields that must be filled in before the record 

can be saved. These mandatory fields are indicated with a red arrow. In the preceding 

picture, ñCodeò is a mandatory field, marked with the red arrow. 
 

Once you enter a value for the field, the arrow disappears. When all the red arrows are 

gone, the record can be saved. If you try to save the record before filling in all the 

mandatory fields, MainBoss gives you an error message. 
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Blank Fields: You must fill in the mandatory fields. Other fields may be left blank if 

you wish. In fact, leaving a field blank is often the best choiceðitôs better to leave a 

field blank than to fill it with inappropriate or unnecessary data. As an example, every 

work request has a ñPriorityò field that lets you indicate how urgent the work is. 

However, we suggest that you leave this field blank unless thereôs good reason to give 

the request some special priority. Donôt feel as if you need to fill in every field. 
 

Types of Fields: There are several types of information fields. The following explains 

the most common types of fields, using the Unit editor window as an example. 
 

Text fields: Text fields are simplest type of field. In the window above, ñMakeò, 

ñModelò and ñSerialò are all text fields. To fill these in, just click on the field, 

then type appropriate values (in this case, the make, model, and serial number of 

a piece of equipment). 
 

Text fields let you use the usual Windows editing features. For example, you 

can make corrections using <Backspace> or the <Delete> key. You can copy 

the current selection with <Ctrl+C> , cut the current selection with <Ctrl+X> , 

and paste in the contents of the clipboard using <Ctrl+V> . You can also use 

other standard editing features; for more information, see the documentation on 

your Windows system. 

Comments: Most records have one or more ñCommentsò fields. This is a catch-all 

field where you can enter any type of information not covered by other fields. 

Read-only fields: A read-only field shows information but the information cannot be 

changed. For example, suppose youôre creating a work request. When you 

specify the requestor (the person who submitted the request), MainBoss 

automatically obtains the requestorôs phone number and email address from the 

Contacts table (MainBossôs table of contact information). The phone number 

and email address are displayed in case you want to contact the requestor, but 

theyôre for information onlyðthe request editor wonôt let you change them. 
 

Read-only fields are easy to distinguish from fields whose contents can be 

changed. If a field can be changed, its borders are thin black lines. If a field is 

read-only, it has no borders. In the example below, Requestor can be changed, 

while Phone is read-only. 

 
 

Date/time fields: A date/time field lets you record a calendar date and/or time of 

day. For example, when you write up a work order, you can record information 

like the date you want the job to start, the date you expect it to end, the date you 

created the work order, and so on. 
 

MainBoss can recognize many date formats, including keywords like today  and 

tomorrow . 
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Many date/time fields end in a drop-down arrow. Clicking this arrow opens a 

calendar where you can select the date. This calendar also has a space where you 

can enter a time on the chosen date. 

When MainBoss displays date and time values, it uses the format specified by your 

Windows ñRegion and Languageò settings. You set these using the Windows control 

panel. 
 

Drop-down fields: Drop-down fields end in three buttons: 
 

  
 

The left-most button (the first arrow) drops down a list of values. This means 

that MainBoss displays all existing values that can be entered into the field. For 

example, using this arrow for a ñLocationò field displays your currently defined 

locations. You fill in the field by selecting a location from the display. 
 

Alternatively, you can click the middle button (with ñ...ò on it). This opens up a 

table viewer showing all existing values that can be entered into the field. For 

example, with a ñLocationò field, ñ...ò opens a ñLocationò table viewer. Click 

the appropriate entry in the table list, then click the Select button. MainBoss will 

use the chosen record as the value of the original drop-down field. For more 

about table viewers, see Using Table Viewers on page 68. 
 

Alternatively, the right-most button (the second arrow) displays a list of possible 

actions that you can use to fill in the value of the drop-down field. Typically, the 

action list includes viewing a list of existing values (which means opening an 

appropriate table viewer) or creating a new value of an appropriate type. For 

example, you might see: 
 

  
 

The first action opens the ñLocationsò table viewer. The other actions let you 

create new location records of various kinds. If you click one of the options for 

creating a new record, MainBoss opens a window where you can create that 

record. Once you save and close this window, the new location youôve create 

will be used as the value of the original drop-down field. 
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Duration fields: A duration field specifies a length of time. For example, you can 

use the ñDowntimeò field in a work order to record how long a piece of 

equipment was out of operation due to the need for repair. 
 

Durations are specified in accordance with Microsoft conventions. You use the 

format dd.hh:mm  for a given number of days, hours, and minutes. For example, 

2.10:30  stands for 2 days, 10 hours, and 30 minutes. If a duration is less than a 

day, you can omit the ñdd. ò. For example, 3:10  stands for 3 hours, 10 minutes. 

 

Multi -select drop-down fields: A multi-select drop-down field is similar to a regular 

drop-down field, but it lets you select more than one value. For example, the 

window that lets you assign security roles to users lets you specify multiple roles 

for the user, rather than having to assign one role at a time. A multi-select drop-

down field looks like this: 
 

 
 

The three buttons work in the same way as in a regular drop-down field. 

However, when MainBoss offers you a window to choose field values, you can 

choose multiple values instead of just one. You can specify the values using 

normal Windows techniques, e.g. dragging the cursor across the values you 

want, or holding down the <Ctrl>  key and then clicking each value separately. 

Right-clicking in the list of values offers a menu of actions that can help you 

choose the selections you want. 

 

Option buttons: There are two types of option buttons. The following shows round 

options, also known as radio options: 
 

 
 

Round option buttons are always arranged in groups. They are used for options 

that are mutually exclusiveðif you select one of the options in the group, it 

automatically turns off all the other options in the group. 

 

The next picture shows square option buttons, also known as checkboxes: 
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Square option buttons may or may not be arranged in groups. They are used for 

options that are independent of other options in the window. Checkmarking one 

of these options does not affect any other options. 

Editor buttons: Editor windows may have many different types of buttons, but 

almost every editor has the following: 

Save: Saves the current record. The editor window stays open so you can make 

more changes to the same record. 

Save & New: Saves the current record and sets up the window for you to enter a 

new record. Fields in the new record will be blank or set to default values. 

Save & Close: Saves the current record and closes the editor window. 

Cancel: Closes the window without saving any changes youôve made to the 

record since the last time you saved. When you Save the record, the Cancel 

button changes to Close, indicating that you can safely close the window 

without losing any changes. 

Close: Closes the window. This button only appears after youôve saved changes 

with Save or before youôve entered any data at all. Otherwise, the button is 

labeled Cancel. 

 

List Sections: Many editor windows have sections that contain lists. For example, the 

window for editing unit record has a section that lists spare parts which are used by the 

unit. 
 

These lists may have buttons of their own. For example, you might see a New button for 

adding a new entry to the list or  for deleting an entry thatôs already there. In fact, 

these lists are like small-scale table viewers: they show records taken from a table and 

have buttons that let you create, delete, or modify entries in the list. 
 

When an editor window contains this kind of list, the window will have the word 

Active  or All  in the lower right hand corner. For more on the meaning of Active  and 

All , see Active and All in Table Viewers on page 67. 
 

Fields that canôt be changed: Some fields can only be edited at certain times. For 

example, some fields on a purchase order canôt be changed once the purchase order is 

issuedðissuing the purchase order implies that the purchase order is ready to be sent to 

the supplier, at which point, some information is considered ñunchangeableò. (Actually, 

some of this information can be changed, but you have to withdraw the purchase order 

before youôre allowed to make the change.) 
 

MainBoss also prevents you from changing information that has already generated 

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

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

order, MainBoss generates accounting records indicating the cost of those materials. 

You canôt directly edit this information once the accounting records have been written; 
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if necessary, you must create a correction, which will generate a new accounting record 

to correct any mistakes in an old one. 

 

Concurrency Errors 

In the rare case that two people try to edit the same record at the same time, MainBoss 

will report a concurrency error. 
 

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

someone else tries to edit the same record. The first person to save the record will 

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

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

 
 

MainBoss is asking you to resolve conflicts between the changes that were just made. 

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

 The first column shows the fieldôs value at the time you began editing 

 The second shows what the value is now (saved by the other person) 

 The third shows the new value youôve specified yourself 

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

other persons. The Next Conflict and Previous Conflict  buttons jump to fields where 

the values conflict. 
 

As shown in the picture, some field values will look like nonsense strings of characters. 

These strings are actually links to other tables. For example, the ñCategoryò field refers 

to an entry in the Unit Categories list. The fieldôs value is a meaningless string that 

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

anything about the record they point to. 
 

In case of a conflict, you have two choices: 
 

Yes: Means you want the value you just typed in to overwrite the value from the 

other person. 
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No: Means you want to keep the value thatôs already in the database (the one saved 

by the other person). 

You must choose Yes or No for every field where values conflict. 
 

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

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

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

of these you want to change. 

 

Importing and Export ing Data in Tables 

New users of MainBoss may wish to import data from other software. Users may also 

have an ongoing need to export data from MainBoss for use with other software (e.g. an 

accounting package used by your organization). 
 

MainBoss makes this possible. However, you must pay close attention to potential 

discrepancies between the way MainBoss records data and the way other software may 

do so. As a simple example, MainBoss always records inventory values using the per-

unit price and the number of units, with the per-unit price given to four decimal places. 

Other software may expect you to specify the total price, or may expect a different 

number of decimal places. In this situation, itôs relatively easy to convert from one 

expected format to another, but in other cases, it may be more difficult. In fact, there 

may be no obvious way to convert MainBoss data for use with other software or vice 

versa. 
 

MBUtility : You can import/export data inside MainBoss itself. You can also do it 

outside MainBoss, using a command named mbutility ; this is usually executed in a 

command prompt window. The MainBoss Installation and Administration Guide 

explains how to use mbutility ; see that guide for more information. 
 

If you import/export data inside MainBoss, what actually happens is that MainBoss 

calls mbutility  to do the work. Therefore, the two approaches have exactly the same 

effects. 

 

XML 

For importing and exporting data, MainBoss uses a format called XML. This is a 

widely-used format that can be adapted for use with any kind of data. 
 

XML data has two components: the actual data itself, and a schema that tells how to 

interpret the data. For example, the schema for an item price quote record would say 

that some fields are text strings (e.g. the name of the item), some fields are integers (e.g. 

the quantity of items covered by the quote), some fields are dates (e.g. the date that the 

quote was given), and some fields are numbers with decimal points (e.g. the unit price). 

install.pdf


- 90 - 

 

The schema is used for error-checkingðif a field is supposed to be a number but isnôt, 

something has gone wrong. 
 

In order to be usable for either import or export, XML needs both the data and the 

schema. These can be in separate files, or both combined in a single file. When a single 

file contains both the data and the schema, the schema is said to be embedded with the 

data. 
 

When should you embed the schema into the data, and when you should you make two 

separate files? The answer depends on the software that youôll use to read the exported 

data. Some software packages expect an embedded schema; other packages expect two 

separate files; and some packages accept either format. Check the documentation of the 

package in question to see which format is best. 
 

Examining XML Data:  XML data can be read into Microsoft Excel and most other 

spreadsheet programs. This is usually the easiest way to see what XML data actually 

contains. For more information, see Viewing Exported Data in Microsoft Excel on page 

92. 
 

Note: MainBoss can export data from a report as well as from a table. When you export 

data from a report, you get whatever data appeared in the report; this may include 

calculated values as well as data that is actually stored in the MainBoss database. For 

example, if you export data from the Unit Replacement Forecast, you will get any 

projected replacement costs that MainBoss calculates for the units. Furthermore, the 

exported data will be sorted and selected according to any criteria and filters you 

specify when preparing the report. 
 

On the other hand, when you export data from a table, you get the complete contents of 

the table in the order that records appear in the table. 

 

Obtaining an XML Schema from MainBoss 

If MainBoss can export data from a table, the table will have an Export  drop-down 

button which includes Save XML Schema. Click on Save XML Schema to save the 

tableôs XML schema in a file. (For more on XML schemas, see XML on page 89.) 
 

When you ask to save an XML schema, MainBoss opens a standard Windows ñSave 

asò window. The ñSave as Typeò field gives you the choice of saving in a format 

especially tailored for use with Microsoft Excel, or in a more generic format. For more 

on exporting data for use in Excel, see Viewing Exported Data in Microsoft Excel on 

page 92. 

 

Exporting Data from a MainBoss Table 

If MainBoss can export data from a table, the table will have an Export  button. If you 

click this button, MainBoss opens a standard Windows ñSave asò window. The ñSave 
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as Typeò field gives you the choice of how you want to save the data. The following 

options are available: 
 

Export for Excel (includes schema in other file) (*.xml): If you choose this 

format, MainBoss creates two output files: one containing XML data and 

another containing an XML schema describing that data. Both files are in a 

format especially tailored for use with Microsoft Excel. If you use the ñSave asò 

window to specify a file name like output , the data is written into a file named 

output. xml  and the schema is written into output.xsd . These file names fit 

the usual conventions for XML data and schema files. 
 

If you wish to copy the data to a different directory, you must copy both files to 

the same directory. 
 

For more information on examining exported data using Excel, see Viewing 

Exported Data in Microsoft Excel on page 92. 

For more about XML data and schema files, see XML on page 89. 
 

Export with embedded schema (*.xml): If you choose this format, MainBoss 

creates a single output file containing both XML data and an XML schema. You 

can use this file with any software package that accepts embedded schema. If 

you wish to copy the data to a different directory, you only have to copy the 

single file. 

Export with no embedded schema (*.xml): If you choose this format, MainBoss 

creates a single output file containing XML data. Before this data can be used, 

you will also need a file containing an XML schema; this can be created as 

described in Obtaining an XML Schema from MainBoss on page 90. 

If you use ñExport with no embedded schema (*.xml)ò, you must edit the second line 

of the data file so that it refers to your schema file. For example, suppose you output 

unit data to a file named unit.xml . You will find that the second line of this file 

contains: 
 

<dsUnit xmlns="http://thinkage.ca/MainBoss/dsUnit.xsd">  
 

If your schema file is named mbunit.xsd  in the same directory as unit.xml , you 

must change the second line of unit.xml  into 
 

<dsUnit xsi:schemaLocation= " http://thinkage.ca/MainBoss/dsUnit.xsd mbunit.xsd "  

        xmlns= " http://thinkage.ca/MainBoss/dsUnit. xsd "  

        xmlns:xsi="http://www.w3.org/2001/XMLSchema - instance">  
 

Note that the name of your schema file must be added as part of the 

xsi:schemaLocation  construct. 
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Viewing Exported Data in Microsoft Excel 

In order to view exported data in Microsoft Excel, you must export it using ñExport for 

Excel (includes schema in other file) (*.xml)ò. For further information, see Exporting 

Data from a MainBoss Table on page 90. 
 

Once you have exported the data to a file, you can import the data into Excel. To do so, 

you use the Developer section of Excelôs control ribbon. (If you do not see Developer 

as one of the sections of the ribbon, go to Excelôs File section and click Options. Under 

Customize Ribbon, look at the list under ñMain Tabsò, checkmark the Developer box, 

then click OK .) 
 

In the Developer section of the ribbon, click Import . Excel will open a standard 

Windows file dialog; use this to specify the XML file that contains the exported data. 

Click Open and Excel will open the file, displaying the contents. 

 

Importing Data into a MainBoss Table 

MainBoss can import XML data into a table, provided that the data has the correct 

format. Each table has its own required format for the records the table contains. 
 

There are several ways to determine the required data format for records in a table: 
 

 If you have a good understanding of XML, you can determine the proper format 

from the tableôs XML schema. See Obtaining an XML Schema from MainBoss on 

page 90 for how to obtain an XML schema for a table. 

 Export the current contents of the table into Microsoft Excel in order to see the 

required format. (If the table is currently empty, create a sample record so thereôs 

something to export). Then adjust your XML data so that it matches the format you 

see in Excel. For more on using Excel in this way, see Viewing Exported Data in 

Microsoft Excel on page 92. 

Once you have put your XML data into the proper format, you can import it into 

MainBoss. To do so, go to the table viewer for the table, click the drop-down arrow on 

 and click Import . MainBoss will open a standard Windows file dialog where you 

can specify the file that contains the data to be imported. 
 

Important Note:  The records in a MainBoss table must all have unique identifiers. For 

example, every item in the Items table must have a unique ñCodeòðno two items can 

have the same code. If you try to import an Items record with the same ñCodeò as an 

item thatôs already in the table, that record will not be imported. You will receive an 

error message saying that some of the data could not be imported. 
 

Since the importing process requires data to be in exactly the correct format, it may take 

multiple attempts to get the process to work. This can cause difficulties. If you import a 

record that has incomplete or erroneous data, the import process will attempt to create a 
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record anyway; then if you correct the data and try to import again, the process wonôt 

work because the existing record will have the same identifier as the record youôre 

trying to import. 
 

For this reason, we recommend trying imports with a test database rather than a real 

one. One way to do this is to backup your existing database, then using the backup to 

create a test database (as explained in Creating a New Maintenance Organization from 

a Backup File on page 50). Try the import process on the test database; if it doesnôt 

work correctly, adjust the import data appropriately, then delete the test database and 

create a new one before trying the import again. Once the import process works 

correctly, you can do the import on your real database. 
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Reports 

 

Reports can display and analyze your maintenance information. Many sections in the 

control panel have subsections that offer reports; for example, Work Orders  | Reports 

offers you a number of reports dealing with work orders. 
 

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

specify options for the report: 
 

 

 

Report Sections 

The window associated with a report organizes options into sections. 
 

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

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

divide the report into sections. For example, you might group your work orders 

by the location where the work will take place. Inside each group, you can 

specify subgroups if you wish. 
 

The Sorting options tell how to sort records each each group and subgroup. For 

example, if you are grouping work orders by location, you might sort each group 

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

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

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

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

For both Grouping and Sorting, you can specify either ascending or descending 

order. For example, if you sort records by date, you can go from earliest to latest 

or vice versa. Often, specifying Grouping options means that you donôt have to 

specify Sorting options. 
 



- 95 - 

 

Some reports do not have a Grouping section. This is because these particular 

reports have a built-in grouping, or something that serves a similar purpose to 

grouping. 
 

Each grouping/sorting option is followed by three buttons: 
 

   
 

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

delete the option entirely. 

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

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

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

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

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

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

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

the report. 
 

If you group by some information field that has exactly the same value in all records, 

the column for the field will be omitted from the report. 
 

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

report. For example, you might want to restrict a report about units to units in a 

particular category or range of unit IDs. Filter sections let you specify such 

restrictions. 

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

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

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

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

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

of checkboxes will be checkmarked. If you change any of these, MainBoss will 

remember your changes throughout the rest of the session. However, when you 

quit MainBoss, everything gets set back to the defaults. You can save settings 

from one session to another; for more information, see Customized Table 

Settings on page 78. 
 

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

For example, some reports have a Suppress Costs checkbox; if you checkmark 

this checkbox, any money amounts that would otherwise be printed will be 

omitted from the report. 
 

If an information field contains no data for any records in the report, the column 

will be omitted even if you checkmark the associated checkbox. 
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Some print windows will have a number of checkboxes at the bottom of the 

page under the heading Show Child Records. These checkboxes let you choose 

extra optional information that may be included in the report. 

The columns in a report are made wider or narrower, depending on how many pieces of 

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

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

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

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

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

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

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

used, and additional information. 
 

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

typically gives totals and sub-totals of monetary amounts for the groups and sub-

groups of the report. In some cases, the summary may also give you averages 

(e.g. the average lifespan of a particular kind of equipment). If you do not 

specify Grouping section options, summaries may not give you much 

information. 

Report width in pages: By default, reports are one page wide (where the page 

width is dictated by your current printer settings). If a report contains many 

fields, you can set the value of this field to a number higher than 1; for 

example, if you set the field to 2, each line in the report will be two pages 

wide. This allows more space for the information you want to see. 
 

When a report is more than one page wide, the effects vary depending on 

whether you look at the report on your monitor screen or whether you 

actually print it out. In a screen preview, you can simply use the usual scroll 

bars to look at lines that are too wide to fit on the screen. In a printed report, 

each line of the report will be the given number of pages wide. For example, 

if the report width is 2 pages, each line will be two printed pages wide. You 

could then tape pages together to get a more readable report. 
 

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

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

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

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

orders for workers or purchase orders for vendorsðthe results will probably 

be harder to read than the default format. 

Preview: Displays a preview of the reportða version of what youôd see if you 

actually printed the report on paper. Preparing such a preview may take some 

time, since MainBoss may have to process a lot of data; therefore, you might 

have to wait while MainBoss creates the preview. 
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The Preview section has buttons that let you specify which printer you want to 

use, the size of page margins, and other printing details. Another button lets you 

export data from the report (e.g. to Microsoft Excel). Finally, the Preview 

section has a button that will actually print the report. 

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

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

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

find combinations that are particularly helpful to your work. 
 

For more details on any of the standard buttons in a print window, see Report Buttons 

on page 97. 

 

Report Buttons 

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

: Immediately prints the report, using whatever sorting and filtering options you 

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

can cancel printing with the Cancel button. 

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

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

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

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

ñunprocessedò contexts. 

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

checkmark from all Select for Printing boxes on whatever youôre printing (e.g. 

work orders). Typically, you do this after printing records where Select for 

Printing  has been checkmarked. For more, see Select Print Flags on page 101. 

Cancel: Cancels the preparation and printing of a report. This button is enabled only 

when MainBoss is preparing a report, i.e. gathering the data and formatting it. 

Once the report is ready to print, MainBoss hands off the result to the Microsoft 

Windows printing facilities; after the report has been handed off to Windows, 

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

work. (If you want to cancel the print-out after that, you must use the standard 

Windows printer control facilities.) 
 

Depending on the configuration of Windows and the Microsoft Report Viewer, 

canceling a report may result in a diagnostic message. Typically, you can just 

ignore this message. 

Close: Closes the window. (This button is only present if you opened a separate 

window to print the report.) 
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: Goes to the Preview section of the window and creates a preview of the report 

based on current option selections. Preparing such a preview may take some 

time. 

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

 
 

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

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

you that entry. 
 

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

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

 Gives the page number that is currently being displayed and the 

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

appropriate page number into the box. (The number of the last page is not 

finalized until the entire report has been generated. This means that the number 

may not appear when a preview begins, and the number may also change as 

report generation continues.) 

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

Last Page button: Goes to the last page of the document. 

Parent Report button: Only applies when a report contains sub-reports, and this 

feature is not currently used. 

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

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

report after all. 

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

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

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

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

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

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

of pages. 
 

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

as it will actually print. The mouse wheel will move from one page to the next. 
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 Page Setup button: Opens a window where you can specify paper size, margin 

size, and other printing information. 
 

Page Setup information specified within MainBoss always overrides any default 

options associated with your printer, even if you specify printer options at the 

time you print the report. For example, suppose you specify a page setup of 

Landscape orientation, but when you go to print the report, you specify Portrait. 

The Landscape overrides Portrait because the ñpage setupò in MainBoss 

overrides anything you specify directly with the printer. 
 

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

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

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

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

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

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

formats. The formats currently supported include Microsoft Excel, Microsoft 

Word, and Acrobat PDF. 
 

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

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

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

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

read into Excel (or embedded in a Microsoft Word document) to produce 

something that looks very much like the original report. If, on the other hand, 

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

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

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

size as specified in the reportôs current Page Setup settings. 

 Scale: Controls the scale of information displayed in the 

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

information at twice its normal size. If you set the scale to 50%, youôll see it at 

half its normal size. 

 Searching: To search for information in the report, 

type the text you want to find in the box, then click ñFindò. For example, if 

youôre looking at a full Units report and want information on a particular unit, 

type the unit name in the box and click ñFindò. Clicking the associated ñNextò 

button goes to the next occurrence of the same text. 
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Report Filters 

The Filters section of a report window lets you restrict the report to a subset of the 

items it might contain. For example, the window for printing work orders lets you 

specify filters which restrict the print-out to a subset of the existing work orders. You 

might ask to see only the work orders for a particular location, or work orders that were 

created in the past month. 
 

The Filters section may begin with one or more checkboxes. For example, one common 

checkbox has the label Include Inactive records. Most reports are designed to ignore 

inactive records (e.g. very old closed work orders); however, by checkmarking the box, 

you can tell MainBoss to include such records in the reports. (For more on active and 

inactive records, see The Active Filter on page 62.) 
 

After any such checkboxes is a drop-down list that lets you choose what type of 

information should be used as a filter. For example, if you are printing work orders and 

you only want to look at ones with a particular priority, you might choose Work Order 

Priority  from the drop-down list. 
 

Some entries in the drop-down list can be expanded. For example, suppose you are 

printing work orders. In the drop-down list, youôll see that the entry for Unit  can be 

expanded. If you expand this entry, youôll be able to choose from properties of the unit. 

For example, if you choose a unit category, you could ask to see work orders on all 

units that belong to the chosen category. 
 

Once you choose the information field on which you want to filter, MainBoss offers 

you options specific to the field you chose. For example, if you want to filter on a field 

that contains a date, MainBoss will offer you options pertaining to dates; if you want to 

filter on a field that contains a money value, MainBoss will offer you options pertaining 

to costs and prices. The general format is similar to the format for specifying table 

filters. For more information, see Table Filters on page 76. 
 

Whenever you specify a filter, MainBoss creates a new drop-down box so you can 

specify additional filters. This lets you set up several filters at a time. For example, you 

might ask for all high-priority work orders on units in Building X that are scheduled to 

start in the next week.  
 

When you create a filter, MainBoss adds an associated Drop button. This lets you 

delete the filter if and when you donôt need it anymore. 
 

If you specify one or more filters, you can create a customized report setting just like a 

customized table setting. This lets you set up reports with a standard set of filters, so 

that you donôt have to specify the filters each time you want the reports. For more 

information on customization, see Customized Table Settings on page 78. 
 

You can also use customization in other sections of report windows (e.g. Grouping) to 

select standard options for customized reports. 




































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































