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| ntroducti on
Wel comait mBoss

Thank youfor licensingMainBoss We t hink youdl | find i
need for managing your organizationos
intended to be read from start to finish; instead, we recommend that you read:

[1 TheGetting Startedjuide

(1 People involved with saip should read th@uick Configuratiorguide or the full
Configurationmanual.

[0 People involved with dato-day operations should read tQeick Operationguide
or the fullDay-to-Day Operationsnanual.

[1 Thelnstallation and Administration Guidmvers details of interactions between
MainBoss, the Windows operating system, and Microsoft SQL Server.

t pr o\
nt

ma i

|l f youdre an experienced MainBoss wuser:

[0 The documenMigrating from MainBoss Basic to MainBoss Advanggdes an
overviewof the differences between older versions of MainBoss and the current
one.

[0 TheConfigurationguide explains how to set lylainBoss

|l f youdve never used MainBoss before:

[0 MainBoss Concepien pagel8is a short introduction that gives an overview of
terminology and how to use MainBoss.

[0 Table Viewers and Editoen pageb6 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 usethe following documentation conventions:

[1 Control panel items are shown in bold face:
SelectWork Orders from the control panel.
When one item is under another, the items are separated by bars. For example,
Requesty Reports | Requests History refers tathe Requests History item under
ReportsunderRequests
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gettingstarted.pdf
quickconfig.pdf
config.pdf
quickops.pdf
operations.pdf
install.pdf
migration.pdf
config.pdf

(1 Menusand menu items are shown in italics:
SelectZzoom in on Viewfrom theView menu.
References to menu entries typically use arrows. For exakiple,- Zoom in on
View refers to theZoom in on Viewentry in theView menu.

(1 Dataentry fieldsare shown in bold face, enclosed in double quotes:
Fil |l Dateo tfhiee Iid .

[0 Buttonsare shown in bold face and underlined:
Click theEdit button.

Keyboard keysare shown in bold face enclosed<iangle brackets>
Press thesTab> key.

|

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

This section explains a number of concepts that undddiaBoss It does not describe
the fine details of using the software, lndgks 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&€ontactstable lists contact information for people involved in your
operations. Each entry in tlintactstable contains contact information for a
single person.

Identifier code
Each entry in a table must be given an identifier codewaentries in the same
table should be given the same code.

Location
Locationsrefer to anywhere you perform maintenance. The simplest type of
location is goostal addressa building or a set of buildings thait have the same
postal address.

Locations may contaisublocationsFor 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. Yauight even divide large rooms into more
sublocations (e.g. Anortheast corner o, nAsc
quickly find work sites.

Almost everything you do with MainBoss has location information attached. For
example, work orders spégithe location(s) where work should be performed.

Unit
AUnito is a general term for anything that
this includes pieces of equipment and | oce
constitutes a separatait. For example, you might consider a complete assembly
line as a single unit, or you might choose to regard the linsystemmade up of
many separate units.

Units may contairsubunits For example, you might think 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 looatiIn fact, units are considered locati®ns
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cations of | arge
il t

ocations. (Sometir
Press #4, 0 t o

su
to D say, nGo to tFr
fl oo
Request

A request @r 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, ana 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 tha 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 outrdmn-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 traasferredto the work order.

Corrective and planned work orders
A correctivework order specifies work to be done in order to solve a problem.

Aplannedwor Kk or der i s prepared automatically
scheduling planned preventive maintenance. Planned work orders usually specify
checklists or stepby-steptasksthat need to be done in planned mainteea

operations.

Report
A report provides information extracted fr
create many different types of reports, including work histories, cost summaries,
equipment lists, and so on. Reports can be run offgymeer 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 chavith either vertical or horizontal barSome
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.

ltems
Items are mateaids 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 <
change on a datp-day basis. Foexample, 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 adddessepgr atoadtf
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 theaadgy deails. 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 youorganization. The administrative features of MainBoss can
control who is and isnodot all owed to use st

Security Rols
Security roles deter mi nieMamBoasttfouy ou can and
MainBoss adminigator assigns security roles to you. These determine what
MainBossoperations you can perform.

Important: Your security roles determine what yoc
For example, if you arené6t pernitted to seE€
information wonodét be displayed in Mai nBoss
your screen may differ from the pictures displayed in this guide.

What you see on your screen is also affected by form customizations and settingp. (For
more information, se€ustomized Table Settinga pager8.) This is another reason

why the pictures in this manual may differ from what you abtissle when using
MainBoss.

The MainBoss Control Panel

When you first start Mai nBossagsscontoob 6l | see a
panelon its lefthand 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, thieequestsentry provides access to operations related to work
requests. Clickindrequestsitself lets you see a list of current work requests. Thisdist i
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
Requestsentry has several subentries, includitgports. Clicking the + on this
Reportswill provide a list of reports related to work requests.

The MainBoss control panel is yosarting point for almost all MainBoss data and
operations. Looking at entries in the control panel is one way to learn what Maingoss
can do.

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

(e.g. theUnits table, where units may have subits).

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.

[0 Create a request (sBequesten paged321). 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
mainterance department to deal with.

Requests may also be submittedelyailif your site has th&lainBoss Service
module or through a web page if your site hasftted Requestanodule

[0 Create a work order based on the request\(ge& Orderson page363). 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:

00 priority of the job
[1 date/time the job should be done

[0 personnel assiged to do the job (possibly including labor costs based
on the workersod wages)

(1 length of time the job is expected to take
[0 materials expected to be needed for the job
[ detailed description of the work to be performed

(1 You may useaassignment#o bring the joldo the attention of personnel who may

have an interest in it. Mai nBoss aut omat.
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be working on the job, but you may want to create additional assignments for
supervisors, clients, and others. For more informasieae/Assignmenten page36.

(1 Print off the work order and give it to the workers assigned to the joly’(se&1g
Work Orderson page388).

(1 If your site has th&/eb Accesanodule workers can also obtain their work orders
by accessing a web page thgh any wekenabled mobile devi¢e.g. an iPhone or
Android device Workersmayalsouse work ordenotesto record comments about
a job and to communicate with other MainBoss users. (Notes are more useful than
other forms of communication becse MainBoss keeps them directly associated
with the work order itselfif you use normagémailt o communi cat e, ther e
connection between tl@mailmessages and the work ordehe messages will
probably get lost. However, if you use MainBoss notest glatabase keeps a
permanent record of the communicatiogsinformation is never lost.)

(1 During the course adjob, problems may arise thatit the job on hold; for
example, you may have to wait to get a building permit or customer appfesal.
you @an indicate the nature of the hold usstgtus coded-or more information, see
Work Order Status Coden page317.

[1 Close the work order and the request when the work is actually completed. This
may be donéy 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 crema 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 cotteeach work ater. 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 providg towkassify 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
estimatethe 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 ehes/for scheduling planned (preventive)
maintenance.

[1 Specify the task (seeaskson page214). This means drawing up stby-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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replacenent parts), the personnel normally assigned to the job, the time the job
usually takes, and so on.

[1 Create one or moiming descriptiongseeMaintenance Timigson pagelo5h). For
example, if a particular job should be done every three months, you create a timing
description that specifies fAevery three mo

[0 Assign tasks and timing to specific uni&r 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)is¢e
Maintenance Planen pagel85

(1 Tell MainBoss to create work orders for all tasks that should be scheduled in the
near future (se€iewing Planned Maintenance Generation Recanlpagebl4).
For example, every Friday you might have MainBoss generate work orders for all
planned maintenance that should take place in the upcoming week. Thikse wo
orders can then be given to your personnel
every day and what each job entails.

(1 When you ask MainBoss to print open work orders, it will print work orders for
each scheduled PM task (as well as for corrective jétysited work orders can
then be given to the workers assigned to each job.

[1 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, mterials 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 adattion.)

[0 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 (seenventory lterRecord on pageb65). This entry
specifies information about the item, including:

[0 Where the itentan be foundThere may be more than one storage
location if you stock of the item is divided amongst several different
storerooms.

[0 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,
Mai nBoss can notify you that itdés ti

(1 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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[0 Where the item is used. For example, if a particular spare parecan b
used in many different pieces of equipment, you can record all the
equipment that uses the spare part. This kind of gefesence can
be useful in projecting future materials use. The ereference is
also helpful if you need to take spare parts faoma piece of
equipment in order to repair more important units.

[1 The quantity of the item currently on hand in each storeroom, and the
cost of that quantity.

[0 As materials are used, MainBoss automatically adjusts inventory counts according
to the informatn 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, andr&cking shipments received.

Many organizations that haveotieu r chasi ng/ receiving goftware

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 pur cdedasthe basisdoy actead gushasingrje t hen

orders made with your normal purchasing software.

This descriptions below outlirtee usual sequence of events for purchasing and
receiving. For more information, s€erchase Orderen pages84.

[1 You begin bycreating a restocking reparhich listsitems that are currently below
their minimum stock levelf you want, youcanrestrict the report tbst items you
have previously purchased fronspecificsupplier.

[0 You prepare a purchase order for a specific supplier. During the prgoasstiate
the items and quantity you want to buy, and where the items will be stored once
theydre received. You can also specify

[0 Once you have created an appropriate purchase ordagsymuit angrint off the
order. The gnted purchase order may be submitted to management for approval or
may be sent directly to the suppli€¥ou can use purchase order assignees to
specify the people who should be involved in the purchasing process.)

[0 As goods are received, receipts carctmpared 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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[1 Whenall the goods associated with a purchase order have been received, you close
the purchase order.

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

of a purchase order and submit it to your management for approvahdfigems 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 deliverypu 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 el se), you can make ap|
records.

Accounting Facilities

MainBosslets 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
mai ntenance departmentds wor k.

Note: MainBoss is not a fulfledged accounting p&age. However, it does keep track
of the transactions needed by such a package. This information can be exported|for use
with an accounting package.

Mai nBossds accounting f ac-io-Hayoperatiens,asatleat i nt en d
workersusingMan Boss donét have to know which 1| edg
expenses. I n order to make this possible, s
accounting practices must set up a number of definitions that workers can then use.

Foradviceorhowto®t wup Mai nBossods acCoofigurdtiagnng f aci | i
guide. The description here is only an overview of the basic concepts.

Mai nBossds accounting facilities generate a
based oryour 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 a&counting package.

The Accounting Module: If you have licensed the MainBoégcounting module, you
will have access to various special facilities for tracking accoumntfogmation:

[0 Cost CentersThe MainBossAccounting modulelets youdefine cost centers. Most
organizations will set up a single cost center for each general ledger account used by
the maintenance department. However, it is possible to satliiple cost centers
all corresponding to a single general ledger accdums.makes it possible to have
detailed cost breakdowns for your depart me
breakdowns arendét required by your organi z
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For example, suppose you only use a single ledger account for material expenses.

You can ceate a single cost center nanmaterials  for that ledger account.

However, you might decide to create multiple cost center€ldarical

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

corresponding to the same single ledger accdums lets MainBoss give you a

more detailed breakdown of your materials expenses, even though your actual
accounting system doesnd6t subdivide expens

If you have not licensed the MainBo&scounting module, MainBoss hides all
referencesacostcenterse her ef ore, you wonoét define any
wonodét see them used anywhere in the softwa

[0 Expense ModelsAn expense modes$ a type of MainBoss record that describes
how youdre goi ng atwork@rded-ertexarapleton jobsthggar t i c ul
you do for Client X, you might be required to categorize expenses in on@way
jobs for Client Y, you may have to usedifferent system of classificatioAs
another example, organizations that receive governgrants 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 differensexpen
reporting formats that you may have to use.

[0 Expense Categorie€ach 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,  typeofu | ook at
expense s tYiou chddse the expense category from the list of available
categories associated with tvepense model.

Each expense category within an expense model has an associated cosktuenter.
indicates the general ledger account that should be used for that expense category
within that expense moddlinking an expese category to a cost center is called an
expense mapping

As an examplesuppose tha property management company creates two separate
general ledger accounts for each tenant: one for labor expenses and one for material
expensesThis 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 mode#ntA Model , TenantB Model
TenantC Model . TheTenantA Model would contain the following expense
categories:

Category Associated Cost Center
Labor Tena ntA Labor
Materials TenantB Materials

TenantB Model andTenantC Model would be similar.

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

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

model to the work order.

Next you have to assign an expense category to each expense on the work order. When
you look at the list of categories associatedhwinantA Model , you see there are

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

each expense, and therefore a general ledger acétntet however, that when you fill

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

0 Which model do we use (what general approa

[0 For each expense on the work order, which available expense categsty do
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 egp@ggaies that you

can use, with or without modification.

|l f you dondét need accounting at all, just u:¢
orders. Choose the default expense categories for every item on the work order.

Whenever you create a work erdyoumusts peci fy an expensdg model
set up your own expense models, use the default model.

Similarly, whenever you add an item to a work order, yuustspecify an expense
category. I f you havendét sadtonestp your| own c at

Displaying Accounting Records:To display the accounting records that MainBoss
creates, you usedministration | Accounting. For more information, se®ccounting
Recordson pages77.
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Corrections

Some editors have@orrect button.Correct is used to make corrections to

information that has already generated accounting transactions (e.g. réaotsb

costs on work orders). To maintain an accur :
change or delete existing accounting records. Instead, you have to creatgneetion

records which add or subtract from previous monetary values.

On a simila principle,physicalcount ecor ds resul ting from takin
have their numbers altered once the record is saved. Instead, you hawH¢ancel) a

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

being uidged you always leave an audit trail.

Drop-Down Lists (Pickers)

Editor windows often specify information usidgop-down lists also known apickers
For e x anReduestoo t thiee Ifi drequest editorus@ drégown list:

Requestor | ]| -]~

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

71 The leftmost arrow displays a list of available values for the field. In the case of
fiRequesto® t hi s wi | | be a | ist of sdibmte people w
work requests.
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Requestor [ il PR
Mame Business Phone
Alex Miraculacci hh5-835-0285 -
Alhson Matrix hh5-098-9872 =
Andrew Alberts hh5-972-9873
Coach Charlie hh5-783-9872
Floyd Pump 555-893-9230
Gary Neller hhB-T83-9723
George Jasper hh5-039-3087 E
Henry Tallboat hhE-987-9723
Holly Happy hhE-202-8723
Jackie James 505-098-2780
Jackie Newlywed bh5-892-9728
Jane Leighbold bb5-733-0872 5
Janice Freidelburg hhE-380-9873
Jean Martin
John Livingston hhb-238-9872
Jonny Spot bb5-893-9272
Karen Krystal hhE-972-9287
Marylee Chef
Mike Mitchell hh5-890-9728
Nal;lc*,r-dean Beltres hbb-807-2987 i
0 The fA...0 opens a window showing the compl
. . . Requestoo , i y o uReguestorstable eClick an entry in the table, then
click Selectto fill in the original field.
= Select Requestor = =
Ale_x Miracu!aoci 555—839—02%5 BBE-235-5411 A
Anceaw e 555 975.0873
Coach Charlie BB5-783-9872
Gy Neller 555 720.9723
Georgs Jasper 555-039-3087
[ || 1oty Fiter
NewRequestr | [3f || % |G| B/~ |Cear| &~ & | select Cancel
| | - 1] -] Acive @]

(1 Theright-most arrow of the dredown list opens a menu that gives you a number
of options. For exampl eRequesfoo ybiuelcd | ckoadlls
the following:
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Mames Business Phon

Requestor | Ra [ R4

Unit - Browse...

Mew R to
Work Start Date {January-09-2015 E/(E.?: L
i i

\Work End Date [lanuary-09-2015 @.,.'
1=

Duration (1 EEHDUF’E
Work Category | £ Import
[T Use access code from ur Save XML Schema

Access Code | Clear

Browselets you look at the existingequestorst ab | e, | u duattonl i ke t
New Requestorlets you create a new requestor record; if you do this, the requestor

wi || be fil |l eRdquestold of it led oomge npdbu fisave
new

record. This makes it easy to cr eete
an appropriate recorédit lets you edit theselected requestoecord, whileView

lets you look at the record (but not changeBRport, Import, andSave XML
Schemaare related to importing and exporting data; for more information,
Importing and Exporhg Data in Tableson pageB9. Clear deletes the current
contents of the field (if any).

Multi-SelectFeatures

A multi-select dropdown listlets you select more than one entry from the list. Such
l i sts are desigmagedowhbuttdn: a Adoubl e

[

When you click the button, MainBoss opens a window where you can select elements
from the list. To select more than one list elemgot, use the standard Windows
methods of selection:

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

(1 You can hold down theCirl> key and click individual elements; this selects each
of the elemats you click

0 You can hold down theShift> 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
exampl e, ‘\Assigreesectian of a tvdrkeorder and you select multiple
assignees, all the people you sel enhet wi
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Security Rolessection of a user record, the user will be given all the security roles that

you select.

Right-Clicking: When looking at a mukselection list, you can righdlick on the list tg
get a menu of useful actions that can be performed.Xéon@e, the menu gives you
the option of checkmarking all the entries in the list or blanking them out. With long

|l i sts, we recommend that you click ¢t|he

click on the list in the window to select the ergn@u want.

Number Formats

MainBoss lets you specify the format of identification numbers for requests, work
orders, and purchase orddfsr example, you might want to give work orders
identification numbers lik§v© 000001 , W@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 thefaults for Work Order s section of
theWork Orders table viewer.

The default format of work ordédentification numbers is given by
WO {0:D8}
This means the lettev@Qfollowed by a blank character, followed by a number. The

number is 8 digits long (specified by th8) and is padded witleadingzeros if
necessary. To get the format discussed apgau would specify

Wo{0:D6}

This means the characten®, followed by a sixdigit number, padded with leading
zeroes if necessary.

If you have programming experience, you can specify very sophisticated number|
formats. These formats are representgtbbmat stringswhich will be passed to the
Microsoft .NET String::Format library function. For more information, see

Mi crosoftdos . NET documentati on.

MainBoss Modules

MainBoss consists of a number of modules. You can pick and chooseminiches
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
contol panel or in MainBoss windows. For example, if you do not license the
MainBossServicemodule, you will not se@dministration | MainBoss Servicean the
control panel.
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Bel ow we | ist MainBosso6s modul es and gi
are asociated with the module.

TheNamed Usermodule
Your Named Usermodule license specifies how many users can appear in the
Userstable @dministration | MainBoss Userg.
Allows creation of units for asseracking and valuation, including service
contracts.
All other modules require thdamed Usermodule.

TheWork Order Labor module
Supportscreation ofwork ordergor units It also lets you track labor by your own
employees and by outside contractors.

The Planned Maintenancemodule
Supports creation of work orders for unigsdds facilities for automatically
creating planned maintenance work orders (e.g. inspections and preventive
maintenance jobs). Planned maintenance can be scheduled by date terby me
reading.

Thelnventory module
Supports creation of work orddis units Adds the ability talefine items anthe
location ofitemsin storerooms. This includes the ability to specify maximum and
minimum quantities desired for each item in each sbora, 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.

ThePurchasingmodule
Adds facilities for creating purchase orders andkirgg the receipt of ordered
items. Purchase orders can include the cost of materials, outside contractors, and
miscellaneous expenses.

TheMainBoss Requestsnodule
Supports work requests. As noteddiasic Terminologpn pagel8, a request is a
simple problem report that might be written up by a {uspk.
Allows manual processing of work requests submitted by email.

The MainBoss Servicemodule
[Requires theMainBoss Requestsnodule]Provides a facility that automatically
processes work requests submitteegmail This module alsemaik out
notificationsto 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 masgdbel in
connection with accounting software. At present, howeMainBoss 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
availableroles are listed ildministration | Security Roles The comments provided
in each role record indicate what permissions that role provides.

Security roles affect what a ussea sees: i f
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 ordano(kOrderView ) but not to closé¢hem, the

Close Work Order button will be disabled for that user.

Important: When information iblankb ecause you dondt hajve appr ¢
permissions, move the cursorthe blank MainBoss will tell you what security roles
will give you permission to gethat information. Similarly, if a button is disabled, m¢ve

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

that buttonNote, however, that in some cases, information will disappear entirely|(e.g.
sectionsofreor ds j ust wondét be displayed);l in thi
something is missing.

To assign security roles to a user, you usestiaurity Rolessection of a user record
(Administration | MainBoss User9. In order to decide what roles an widual 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{aggk and receiving problem reports from
clients outside the maintenance department. What does that persda de@ed

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

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

[1 TheUnitSummary role might also be useful. It gives halpsk personnel enough
information about units to make sure they understand which unit the client is talking
about.

Other roles may also t@ppropriate, depending on what helgsk personnel are
expected to do, and on your organizationds |

Related Security RolesSecurity roles tend to come in related groupings; for example,
WorkOrder , WorkOrderView , WorkOrderFulfillment , WorkOrderClo se,
WorkOrderSelfAssign andWorkOrderSummary are all roles related to work

orders.
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In such a grouping, some roles automatically include others. For example:
(1 WorkOrder automatically includes all the other roles in the grouping.
[1 WorkOrderView automaticallyincludesworkOrderSummary .

For this reason, ther eoOWork@Qraer gndi nt i n giving
WorkOrderView (for example), becaus®orkOrder automatically includes all the
permissions o¥WorkOrderView .

In general, &iew role automatically include$ié relatedsummary role and a role with

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

CostRelated 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 matékatsnot
labor)on a work order.

Someone with th&/orkOrder security role but noAccountingWorkOrder — will be
able to create work orders but will not be able to see or speaitgrialcosts on the

wor k order. For exampl ywuyuseda paétitular sppaee paatb | e t o 1
onajobb ut vy oknowhownduttthe partcost Youd6l |l only be abl e
material costd you have theAccountingWorkOrder  role (or some other accounting

related role)FurthermoreAccountingWorkOrder i snot sufficient to se

for that, you needccounting  or AccountingView

| f you droappopriatecaourdgingsecurityr ol e, you canét direct
monetary values. However, MainBoss can enter monetary values for you. Loosely

speaking, if you record that Joe Smith worked five hours, MainBoss canatalthe

cost of that work based on Joeds salary, eve
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 optabed telthe 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 andndigies 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. Taithen

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 employdee Smith worked five hours, MainBoss

checks its hourly inside records to det et
uses that hourly wage to determine the ai

Demanded: This is similar taCurrent 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
wor kerds hourly wage changes betawveen t he
actual hours are recorded.

Current value calculation andDemanded 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. Thistinggppen when work
orders are created by a dispatcher who has thewalggrder and
AccountingWorkOrder , but then the work orders are closed off by workers who pnly
have theNorkOrderFulfillment role.

Manual entry: When this option is specified, the person who records actual costs
must haveAccountingWorkOrder ~ or some other accounting role that allows
costs to be entered directly. I n this ca:
same calculations @urrent value calculationor Demanded, or may
manually enter some different cost.

Note that these options specifgfaultsto be used in situations where the person who

records actual | abor and materi al usage doe:
person reording actual usage has cost permissions, that person can override the

defaults if and when desired.

Costs on Reportsin every report window, th@dvancedsection has &uppress

Costsoption. This tells MainBoss not to print any costs that would noyragibear in
the report. This option is always i-n effect
related security role.

Testing Security Roles

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

user has several different roles combined.
do, you can use thevaluate Security Asbutton inAdministration | MainBoss Users

(You must fave theAdministration security role to usevaluate Security As)

If you select a user in tHéserstable, then clickEvaluate Security As your MainBoss

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

dataarenvi si bl e to that user, theyoll become 1in
di sabl ed, theyoll be disabled for you too.
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In this way,Evaluate Security Asl et s you see all the conseque
roles. Once youbve eaamanddcwhat ttbhe wewm cal
own security roles by going to tlsessiormenu and clickingreset to user

YOURNAME security .

Note: If you useEvaluate Security Asto evaluate the security roles of someone wto
d 0 e s n Atiminist@tiore  or AdministrationView , the first thing that will
happen is that you lose permission to Adeinistration | MainBoss Usersand you
may receive an error messagbis may lookasify oudér e being tolld that
permission to usBvaluate Security As however, it really means that the person
youodre evaluating doesnodét have that |per mi ssi

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

orders and purchaseorddrst al so doesnét give you SQL Ser
dondét already have them. This can rfamad to ut

operations. Since youbdbre partly one user an
avoid doing significant work while usirtgvaluate Security As it can lead to

confusion.

If you useEvaluate Security Ast o Aibecomeodo anotherocauser, unus

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

window open for editing work orders and then you lEgeluate Security Asto

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

editthe work order, you may receive odd error messagesl 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 pt
difficulties, werecommend that you close all other windows before you start using

Evaluate Security As

Assignments
Requestswork orders and purchase ordetan be assigned to people. Someone
assigned to a record is calledassignee

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:

[0 The requestor
[0 The person who received the request from the requestor (e.gldsdpersonnel)

[1 Whoever is responsible for seeing that the request is handled satisfactorily (e.g. a
maintenance supésor)

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 werttone (e.g. a maintenance
supervisor)

[0 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)
automatically an assignee for the associated work order (prawidethe worker is on
the list of recognized Work Order As
explicitly i WorkOrder Assgmmentssactbe r 6 s

S

signees)

You assign someone to a purchase order if that person has some interest in tlse purcha

People who might be assigned to a purchase order include:

(1 The vendor

[0 Whoever created the purchase order

(1 Whoever will receive materials specified on the purchase order

[0 A bookkeeper or accountant who has to keep track of purchase expenses
Differentorgm i zati ons wi | | have different

to woik orders associated with those requests.

policies
record. For example, an organization might choose to assign requestors to requests but
not to work orders. Similarly, helgesk personnel might be assigned to requests but not

Assignee TablesIn order for someone to be assigned to a record, that person must first

be in theContactstable. That person must also be authorizdaetan assignee by
being in one of the thre&ssigneetables:

0 Coding Definitions | Requests Request Assignees
00 Coding Definitions | Work Orders | Work Order A ssignees
[0 Coding Definitions | Purchase Orders| Purchase Order Assignees

MainBoss UsersWhen you run MainBoss, you
entry labeledvly Assignment Overview I f you expand t

O In Progress Requests
0 OpenWork Orders
O IssuedPurchase Orders

These tables lisictiver e quest s, wor k orders, and
assigned. In other words, youy AssignmentOverview section lists the requests,
work orders and purchase orders that
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The Assignmer@verviewDisplay

My AssignmentOverview in the MainBoss control panel displays information on
requestswork ordersand purchase ordeassigned to you.

(1 For requeststhe window displays the number of new requests and the number of in
progress requests assigned to Y@raphs break down these numbers by date,
priority, and status.

(1 For work orders, the window displays the number of draft work orders and open
work ordes assignedtoyor aphs br eak dowwWorkkEmeese number
Dateo, priority, and status.

[0 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 thembersand graphso reflect any recent
changes made by other people.
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Mai nBoss Sessions

A MainBosssessiorbegins when you start the MainBoss program. It ends when you

quit the program and close all associated wivelo

Your Maintenance Organization List

MainBoss lets you create individual databases for sepa@tegenance organizations

For example, consider a property ragament 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 mu

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

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

5t have

representative.

If you have access to multiple MainBoss databases, one ohthgrbedesignated as
your default maintenance organizatiowhenever you start MainBoss, you begin
looking at information for your default organizationoty can easily switch to a
different organization:

To specify which maintenance organization you want to work with:

1. IntheSessiormenu, clickChange Maintenance Organization This opens a
window listing all databases that are available to you.

In the lig, click on the database you want.
3. Click Start.
MainBoss will change to using the specified database.

Note: You will not be able to open a database in any mode unless you have beer
granted permissions to access that database. For more informatioalmsdat

permissions, segserson page52

The window for specifying databases contairesftillowing buttons:

Start:Opens the database thatodos currently

following additional options on its dregown 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 tHdy Assignment Overviewentry,

under which you can seequests, work orders and purchase orders that have
been assigned to you. For more on assignmentg,ssegnmenten page36.

MainBoss RequestsOpens the selected organization in Requests mode. The
control panel will only display entries relevant to dealing witjuests. You

can always open MainBoss in this mode, provided you hiwaisBoss

Requestdicense key and you have been granted permissions to access the

database.

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

use functions in thédministration 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 organizatiormyststart
Mai nBoss in this mode in order
done so, you can quit and start MainBoss again in its normal mode.

to enter

SomeAdministration functions can only be used if you have been granted
Administrator privileges. For more ohdse privileges, seediting MainBossUser
Recordson pages54

View SessionsOpens the selected organization in a mode that shows who else

isusing MainBossT hi s may be wusef ul i f

youor e

database but candt beEoamosegee\scwimpe one el

MainBoss Sessioon pageb9.

Add Existing Organization: Adds a new database to your list of available
databases. For more information, &eestingMaintenance Organizatioran

page44. This button has the flowing additional options on its dregown list:

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

available databas€or more information, seeéew Maintenance
Organizationson paget3.

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 dil@ageb0.

Create New Organization usingMain BossBasic2.9 export file: Imports data

obtained from a MainBoss Basic database. For more informagen,
ImportedMaintenance Organizatioran pagels.

Create DemonstrationOrganization: Creates a new database with

demonstration modicense keys. This database will let you test MainBoss
operations, but puts limitations on the database contents (e.g. alimite
number of work orders, locations, requests, ef@).more information, see

DemonstratiorMaintenance Organizatioran paged?’.
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[1: Lets you change information about the organization (e.g. if you want to change
t h ©rgaiizaton Named whi ch is displayed when

For more on this operation, seéanging Organization Informatioon pageb3.

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

delete the database; it simply says that you no longer want thestataba
appear on your personal list.

Upgrade: Upgrades a database made under an older versMainBoss This
action requires the MainBogsiministration security role.

Note that if you want to import old data from MainBoss Basic, youQusate
New Organization usingMainBossBasic2.9 export file (described earlier).
For more on upgrading, sémgrading Maintenance Organizatioon pageb9.
This buton has the following additional options on its chagpwn list:

Restore Organization Restores the selected database from a backup Hiig.
action requires the MainBogsiministration security role.

Note that you must firgelect a database from the Maintenance
Organization listThis database will be overwritten with the data from the
backup file. For more information on this operation, Sgerwriting a
Maintenance Organizatiowith Data from a Backup Filen paget8.

Delete database and organizatiarRemoves the organizan 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 MainBo&g@ministration security role and
if you have SQ 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 followindditional options on its dredown 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 Mdoss. This lets you select which database
you want to use.

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

information, seé&earching for a Particular Recomh pager3. Thelﬁ button
has an accompanying dralown list containing the following:

Find Next: Uses the same search condition(s) as your most recent search and
finds the next record ithe 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 a&ind Next except that it goes backward in the talife.
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 examplefahe use of staitip modes, your heldesk personnel
might set their starting mode so that they always access the database in-@yyests
mode unless they manually open it in some other modhis way, they only see
control panel entries relevanttteeir usual work.

If you sometimes want to open a database in full mode and sometimes in reqiests
mode, you can give the same database multiple organization names. For example,
suppose Yyour [DatabaseNansodyMaieBsss .tYdueould use\dd
Existing Organization to create two different lines in the organization list:

0 One | ine miQ@danizatioraNarmed MyRMainBoBs - Full , with a start
mode ofMainBoss To set the start mode, select it from the ddopvn list labeled
fiPreferred Modeo (in the window for specifying organization details).

0 A second | i n elrganizgtibntNanmeaMyMainBods eRedliests |,
with a start mode dflainBoss Requests

If you click Start on MyMainBoss - Full , MainBoss opens in fuMainBossmode. If
you click Start on MyMainBoss - Requests , MainBoss opens in requesisly 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 organigan or open the same organization in different modes. For
more information, seEommand Line Optioran pagess.

The first time you run MainBoss: The first time you run MainBoss on a database, the
database will not contain any license keysu must open MainBoss in

Administration mode by clicking the dredown arrow orStart and clicking
Administration . This mode will let you enter your license keys, as described in
Entering Multiple License Keyan pagel06. Once you have entered the license keys,
you can return to the window for selecting the database amtbp database normally.

Specifying Maintenance Organizations

This window can be used for the following purposes:

[0 To add a new database to your list of available databases. For more information, see
ExistingMaintenance Organizatioren paget4.

[J To createa new database. For more information, [see/ Maintenance
Organizationson page43.

-42-



[1 To create a new database using data obtained from a backup file. For more
information on this operation, séeeating a New Maintenance Organization from
a Backup Fileon paged0.

[l Tocreate a new database using diaported from a MainBoss Basic database. For
more informationseelmportedMaintenance Organizatioren page4s.

(1 To createa new database witemonstration modécense 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,
seeDemonstratiorMaintenance Organizatioren paged’.

0 [4: Lets you changmformation about the organization (e.g. if you want to change
t h ©rgaiizaton Named whi ch i s displayed when you ar
more on this operation, sé&anging Organization Informatioon pages3.

New Maintenance Organizations

You can create a new maintenance organization database by clickinig New
Organization in the Maintenance Organization window (&eeir Maintenance
Organization Lision page39). This action requires SQL Server Administration
privileges.

When you clickCreate New Organizationy MainBoss opens a window where you can
specify informatiorabout the new oanization

Database Server The network location of the SQL Server through which you will
access the database. For more information, sdagtatlation and
Administration Guide

If you clicktheaccopanyi ng fi. .. 0 button, MainBoss
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, se€ he Database Server Lieh pagebs.

Database NameThe 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 canét name every database Al
Mai nBoss databases already exist, click
fiDatabase Name | (Fam mare, seéhe Database Name Lieh pageb4.)

fiDatabase Namé must obey SQL Serverdés rules fo
particulart he name candét contain spaces oOor spe

Organization Name A name that you will use for this databaske value of
fiOrganizatonNamed may contain spaces and other g

Make browsers snaller by not showing details for selected record by defaultf
you checkmark this box, MainBoss will automatically hide the details panel
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when displaying tables in this database. For more;iggeg the Detalls for a
Selected Recoran pager3. Note that you can still ask MainBg 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, s€®ur Maintenance Organization Lieh page39.

OK: MainBoss attempts to create a newintenance organization database with the
name you specified. You must have appropriate permissions to create this
database.

Cancel Closes the window withoutreating adatabase.

When you create a new databaséhis way  tCmganizétion Named t hat you
specify becomes that databaseb6s deAdaAaul t or g:

Existing Organizatont o add t hat database to their 1|ist
this default name. However, users can therfseOrganization to assign a diffemnt
fOrganizatonNamed t o t he database. I f a user does t

that userdés persodalnamenef drort hdte gian gqalba ses €
When a user c¢ hQGagargzatsnNamep er sbnhas Ainwersef fect or
it doesndét change the name/ address printed ¢
orders, nor do e sOrgarizatorhNameg ewh e deéasl|l adéd t he
database to their list of known organizations.

In order to use a new database, it mustHaense keysYou must record your license
keys before you can proceed to use MainBAfter creating a new databaddainBoss
automaticallyopersin Administration modeto let you enter the key&ollow the steps
in LicenseKeyson pages65to enter your license keys. Then quit MainBoss and start
again for the keyt® become active.

When someone creates a new database, MainBoss always gives that person theg
Administration security role for the database.

ExistingMaintenance Organizations

You canadd an existing organization to your ki§tmaintenance organizatioby
clicking Add Existing Organization in the Maintenance Organization window (see
Your Maintenance Organization Lieh page39). MainBoss opens a window where
you can specify database information:

The person who originally created the database should tell you what values to erjter in
fiDatabase Served a DatbbaBe Nameé below.

Database Server The network locatin of the SQL Server through which you will
access the database. For more information, sdagtadlation and
Administration Guide
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I f you click the accompanying A...O0
servers that are known to your Windows system. There may be additional
servers that you can use but that Wi
more, se€ he Database Server Lieh pageb4.

Database NameThe name of the database, as known to the SQL Sdivename
must be the name given to the database when it was criéateal click the
accompanyingi . buttoty MainBoss displays the namesadf MainBoss
databases managed by the spi fDatabdse 8erved (For more, seéhe
Database Name Lign pageb4.)

Organization Name A name that you personally wilise for this databasBy
default, this will be th@rganization name that was specified by whoever created

butt

ndow:

the database Yo u may, h @©wanzation Naneoth atnog eaniy ot her
value for your own conveniencEhangi ng y our Organipatomer si on o0

Nameo will not affect anyone else who uses the database.

Make browsers smaller by not showing details for selected record by defaulf
you checkmark this box, MainBoss will automatically hide the details panel
when displaying table vieweis this databasd-or more, seé&liding the Details
for a Selected Recoah pager3. 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 #thdwe opened. If you
do not specify a mode explicitly, the database will be opened in the given mode.
For more on modes, s&@ur Maintenance Organization Lieh page39.

OK: Adds the specified database to your hdainBoss attempts to access the
specified database and add it to your list of known databases.

Cancel Closes the window without adding any database.

ImportedMaintenance Organizations

To move from MainBoss Basic 2.9 MainBoss you should follow the instructions
given inthe guide titledVligrating from MainBoss Basic to MainBoss Advanced

database.

This operatiorrequires SQL Server Administrator privileges, since it creates a ne\‘r

The essential stefisr importingare:

1.
2.

Export data from your MainBoss Basic 2.9 database.

In MainBoss click Create New Organization usingVlainBossBasic2.9 export

file in the Maintenance Organization window (s&eur Maintenance Organization
List on paged9). This action creates a new maintenance organization and imports
your old data into the new database.
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When you clickCreate New Organization usingMainBossBasic2.9 export file,
MainBossopens a windowontaining the following

Database Server The network location of the SQL Server through which you will
access the database. For more information, sdegtatlationand
Administration Guide

I f you click the accompanying A...0 butt
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, se€ he Database Server Lieh pageb4.

Database NameThe nameg/ou wantSQL Servetto give to the new database. This
name must be different from the names of any other databases on the server. For
example, you candét name every database Al
MainBoss databaseta eady exi st, click the A...0 bl
fiDatabase Name | (Fam mare, seéhe Database Name Lieh pageb4.)

Organization Name A name that you will use for this database. The value of
fOrganizaton Named may contain spaces and ot her

Make browsers smaller by not showing details for selected record by defaulf
you checkmark this box, MainBoss will automatically hide the details panel
when displaying tables in this database. For more;igeeg the Detalls for a
Selected Recoron pager3. Note that you castill 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, s&@ur Maintenance Organization Lieh page39.

2.9 Export Data: Should givehe name o&n XML file containing data exported
from MainBossBasic2.9. For more information on importing information, see
thelnstallation and Administration Guide

OK: MainBoss attempts to create a new maintenance organization datathatbe
name you specified nd t o f i | | it wi9BiportdDataba t aken f
file. You must have appropriate permissions to create this datdftthse.
database can be created, it will be added to your list of organizations.

Cancel Closes the window withodé&king any action

When you create a ne\Wrgahadtia blarsde tihnatt hyiosu way,
specify becomes that databasebs deAddaaul t or g:

Existing Organization to add that databasetoe i r | i st, theydél | autom
this default name. However, users can thenEueOrganization to assign a different
fiOrganizatonNamed t o t he database. | f a user does t

t hat user6s persodalnamenef drort ht date gian @lba ses €
When a user c¢ hGagargzatsnNamep er sbnhasinno effect or
it doesndt change the name/ address printed ¢
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orders, nor do e sOrgarizatorhNameg ewh e deéasl|l add t he
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
autamatically opens iidministration mode to let you enter the keys. Follow the steps

in LicenseKeyson pages65to enter your license keys. Then quit MainBoss and start
again for the keys to become active.

DemonstratiorMaintenance Organizations

You can create demonstratiororganization database by clickigeate
Demonstration Organizationin the Maintenance Organization window ($&®ir
Maintenance Organization Lisn page39). MainBoss opens a milow 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, sdagtatlation and
Administration Guide

|l f you click the accompanying fA...0 butt
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, se€ he Database Server Lieh pageb4.

Database NameThe 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
exampl e, you candét name every database Anl
Mai nBoss databases already exist, click t
fiDatabase Namé | (Fam mare, seéhe Database Name Lieh pageb4.)

Organization Name A name that you will use for this database. The value of
fiOrganization Named may cont ai npuscpaianetaracdersd ot her

Make browsers smaller by not showing details for selected record by defaulf
you checkmark this box, MainBoss will automatically hide the details panel
when displaying tables in this database. For more;isgeg the Detalls for a
Selected Recormon pager3. 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 explicithhe database will be opened in the given mode.
For more on modes, s&€@ur Maintenance Organization Lieh page39.

OK: MainBoss attempts to create a né@monstratiommaintenance organization
database with the name you specified. You must have appropriate permissions to
create this database

Cancel Closes the window withoutreating adatabase.
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When you create a neWrgahadtia basoe tihnatt hyiosu way,
specify becomes that databaseb6s deAdaAaul t or g:

Existing Organizationto add thatdatb ase t o their I ist, theyodll
this default name. However, users can therEgBeOrganization to assign a different
fOrganizatonNamed t o t he database. I f a user does t

that wuser 6s pdatabasédal namenef drort hdte si ngl e useEe
When a user ¢ hGagargzatsnNamep er sbnhasnino effect

it doesndét change the name/ address printed ¢
orders, nor does it change the deffa@rijanization Named when users add t
database to their list of known organizations.

Whenyou create a demonstration database (by clicKiregate Demonstration

Organization), the database is created using license keys that only allow operation in
demonstration mode. Thisodeplaces restrictions on various tables (e.g. you can only

create a limited number of work orders and requests). However, the database is ready to
goassoon as itodés created. You can turn a demo
database by replacing the demonstration license keys withdagje license keys

supplied by Thinkage Ltd. or your MainBoss dealer

Overwritinga Maintenance Organizationith Data from a Backup File

You should backup your maintenance organization database on a regular basis. For an
explanation of how to do this, sBeckupson page72 Thelnstallation and

Administration Guideprovides additional information about backups and restores,
including how to use SQL Server facilities directly.

To restore adéckedup database, you can usestore Organizationin the
Maintenance Organization window (séeur Maintenance Organization Lieh page
39). This restore operation uses SQL Servelitas to overwrite an existing database
with the data contained in a backup file.

Important Notes about Restoring DatabasesThere are two operations for restoring
databases from backup:

[1 Restore Organizationoverwrites an existing database. First ydeddahe database
to be overwritten (by clicking on the entry for that database in your Maintenance
Organization list), thegou click onRestore Organizationto specify the backup
file you want to use.

Typically, you would usé&estore Organizationif youmade some sort of large

scale error that you wanted to undo (e.g. mistakenly generating and committing a
large number of planned maintenance work ordé&siore Organizationis not

intended for situations where your database is no longer usable (becaudes b e e n
deleted or corrupted).

[1 Create New Organization from a Backupcreates a new database using data from
a backup file.
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Typically, you would us€reate New Organization from a Backupif your

original database has been deleted or corrupted. You could also use this operation if
youwanted to create a test database using data obtained from your production
database.

In both casedylainBossperforms the operation by submitting requestS@L Sever.
You mustthereforehave SQLServer Administrator privileges to perform either
operation.

When you us&estore Organization all MainBoss users will have the same MainBoss

security roles that they did at the time the backup was created. In particellperson

who does the restore oper atadjosnthedbregeteah 6t get
he or she already had at the time of the backup. On the otheiGraats New

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

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

use the new database for any purpose.

Restoreoperations are run by SQL Server itself on the computer where SQL Server is

running. Because SQL Server doeswloek, the backup filethat will be used must be

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

the backup fileshould beelative tothe computer where SQL Server is runnidgless

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

name wi | | be assumed to be relative to SQL
if the file name begins with\a)

For example, suppose SQL Server is running on Computer X arslipout a restore
requeswhile working on Computer Y. MainBoss will ask you to spetiifgnameof
the backup fileeontaining the database you want to restSrgpose yogive the name

C:\ MyBackups \ Monday.bak

You may think this r e€tdrve. Hiweveratheédsioree on Co mp
operationis performedby SQL Server on Computer X; therefore, SQL Server will try

tofind the file onC o mp u t €:rdriv ot Computer Y. If the directory

C:\MyBackups doesnb6t exi st on Computaeme Xddesndtf S
have permissionsteadt hat f ol der ), youdl lrestgret an error
operatiowon 6t wor k.

For this reason, we recommend that you @uollgmit restore requesigile logged in to

the computer where SQL Server is running. You ghaido be aware of what
per mi ssions SQL Server has and what files wi
login name.

Backup Format: There are several different ways to create a backup with Microsoft
SQL Server. MainBoss assumes that you did the Ipagking 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 theipacikh 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 ServeManagement sdio directly, rather than using MainBoss.

Command Format: When you clickRestore Organizationy MainBoss displays a
window thatlists all known backups of this database. To restore your database from a
particular backup, click the backup in the list, tleBok the Restorebutton.

Note: Instead of usingrestore Organizatiorny you may prefer to use the standard
restoration facilities within SQL Server Management Studio or Management Studio
Express. For more information, see thstallation 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, sBeckupson pages72or thelnstallation and
Administration Guide

To create a new database using data fadrackup file you can us€reate New
Organization from a Backup in the Maintenance Organization window (sé&eir
Maintenance Organization Lisn page39).

Important Notes about Restoring DatabasesThere are two operations for restoring
databases from bagiu

[1 Restore Organizationoverwrites 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 drRestore Organizationto specify the backup
file you want to use.

Typically, you would us&estore Organizationif 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).

[1 Create New Organization from aBackup creates a new database using data from
a backup file.

Typically, you would us€reate New Organization from a Backupif 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 requé&spd._tServer.
You must therefore have SQL Server Administrator privileges to perform either
operation.
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When you us&estore Organization all MainBoss users will have the same MainBoss

security roles that they did at the time the backup was created. ibulaartthe person

who does the restore oper atadjosnthedbregteah 6t get
he or she already had at the time of the backup. On the otheiGraats New

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

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 ddles 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 beginsitta \ \ computer or a drive name (e.@:\ ), the file

name wi | | be assumed to be relative to SQL
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 r e€tdrve Haweveragthetestdre on Co mp |
operation is performed by SQL Server on Computer X; therefore, SQL Server will try

to find the f iClddave matCothputepYu f tieerdireetdrys

C:\MyBackups doesnbd6t exi st on Computer eXsn(ootr i f S
have permissions to read that folder), youbol
operation wonot wor k.

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

the computer where SQL Server is running. You shouldisdsmowvare of what

permi ssions SQL Server has and what files wi
login name.

Backup Format: There are several different ways to create a backup with Microsoft
SQL Server. MainBoss assumes that you did the backug tierbackup 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 backu@@lt 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 directlyather than using MainBoss.

Command Format: When you clickCreate New Organization from a Backup
MainBoss displays a window that contains the following:
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Database ServerThe network location of the SQL Server through which you will
access the database. For more information, seegstadlation and
Administration Guide

I f you click the accompanying A...0 butt
servers that are known to your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, se€ he Database Server Lieh pageb4.

Database NameThe 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 candét name every database Afl
MainBoss databaseta eady exi st, click the A...0 bl
fiDatabase Name | i ne . ( Fe bataimaeerName Lishegpageds.)

Organization Name A name that you personally will use for this database.nbis
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
arenodt allowed in actual database names.

Make browsers smaller by not showing detail$or selected record by default If
you checkmark this box, MainBoss will automatically hide the details panel
when displaying tables in this database. For more;igeeg the Detalls for a
Selected Recoron pager3. Note that you can still ask MainBoss to display the
details pankfor 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, s&@ur Maintenance Organization Lieh page39.

Backup file: Fill in the field with the namef a SQL Server backup file containing
a backup of a MainBoss database.

This field has an associated n .0 buttor
computer where SQL Server is running, c¢li
openodo di al oghebackudfieyouwamtu f i nd t

I f you are | ogged in to any other comput
must type in the backup filebdbs name by h
\'\ computer or a drive name (e.g: \ ), or else it should be relative to t8EL
Serverbd6s default folder on the computer
above for more details on specifying the file name.)

[
r

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 Backuplf you click this buttonMainBosssubmits a
request to SQL Server askingdeate the database you specified by restoring
data from the backup file. You must have appropi&de Servepermissions
to create this database.
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Close Closes the window withoutreating a new database

Note: Instead of usingcreate 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, seastedlation and
Administration Guide

The Backup File List: When you ceate a new organization from a backup file, the

new organization will have the same list of backup fileg\@ministration | Backups)

as the original database. This can | ead to
original database.

For example, suppose you intend to Gseate New Organization from a Backupto

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 yourastwdtabase will

have the same list of backup files as your existing production datdbgse try to use
Administration |Backupsto backup the test database, you may well overwrite one of
your production backup&or this reason, when you create & tkedabase, we strongly
recommend that you edit the nameg\iministration |Backupsto refer to new

backup files that wilhotbe the same as your production backups.

Changing Organization Information

You canchange information about an existiogyanization database by clickifglit
Organization in the Maintenance Organization window (&eeir Maintenance
Organization Lision page39). For example, if your organization changes tocation

of your MainBoss database, you must change the corresponding information in your
Maintenance Organization list.

When you clickedit 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 databaddis must be the server that now manages the database.

I f you click the accompanying A...0 butt
servers that are knovto your Windows system. There may be additional

servers that you can use but that Wi ndow:
more, se€ he Database Server Lieh pagebs.

Database NameThe name of the database, as known to the SQL Servemibis
be the name that SQ&erver 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
c h a ngyganizdtonNamed any tkeme you | i
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Make browsers smaller by not showing details for selected record by defaulf
you checkmark this box, MainBoss will automatically hide the details panel
when displaying tables in this database. For more;iggeg the Detalls for a
Selected Recormon pager3. Notethat 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, s€@ur Maintenance Organization Lieh page39.

OK: Makes the changes you have entered.
Cancel Closes the window withoumaking changes.

The Database Server List

| f you cl i ck t h ®atahaseSencero a $ 8 o sforapgafying wi t h 0
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, ités possible for atdthssgSQLem t o s«
Server available for use but other computer :
I n this situation, your Windows system won?ot

use the server if you explicitly specify its name.

For more @ SQL Server, including a number of configuration tips, seétallation
and Administration Guide

The Database Name List

Ifyouclickthe fi. . . 0 a BaabaseNameke di nw i sifohspdoifymg

databases, MainBoss displays a liskmdéwnMainBoss databasel you have

speci Databate Servedl , t he | i st shows databases on |
fiDatabase Served i s b | Bass ksts allMdreownndatabases on all known servers.

Each line in the list provides information about a single databasewindow has
severakolumns:

Server Name The instance of SQL Server that manages the database.
DataBaseName The actual namef thedatabasgas 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 otatethid 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 hame for the database. You can change
this at any time, as describedGmanging Organization Informatioon pageb3.

User Record Exists Whetheor n ot t hUserstablé hasaa engydcs
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 choosersamme that isotshown 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
permissionsYou can have SQL Server permissions on a database but still not appear in
t he d aUsarbtabke;endhss case, you will not be able to access the databasg with

MainBoss even though SQL Server wouldrmally 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
doesndt nec e scesatothat gatalpgsgoiestilljhave to lzeon the

dat abasebs | i s Administrateon |tMaimBoss @serd. user s (

Command Line Options

Command line options lgu 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 createdesktop shortcut whose command line contains
appropriate options, so that you dondét have
program.

If your site uses ClickOnce deployment, you cannot specify command line option
when you invoke MainBoss. For furth@formation on ClickOnce, see thestallation
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 valle tormat is
/option:value

asin
/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 thmtstbe included are shown in upper case; any
or all other letters may be omitted. For example, the following are all valid
abbreviations for the djon /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 exanpi} is exactly the same @tbn or
/Dbn on the MainBoss commd line.

Options: The following options are recognized:

| Message Culturelnfo: The WindowdUser Messagésc ul t ur e0 setting t
used.(A cultureis a collection of information about language and other lecale
based information, e.g. what monetary symbols are used in a particular place.)
By default, MainBoss normally takes itsessageulture informatiorfrom the
ALanguaged f i e IRdgion & Langhagesectionof your Windows
Settings It then attemptsta s e t he AWi ndows Display Lang
by those settings (e.g. MainBoss attempt :
settings dictate). However, if you specify iessage Culturelnfo argument
on the command line, the argument overrided #HreguageSetting.This is
particularly useful i f youobre thatreating a
you want to workin a specificlanguage no mat t er Displayat t he usert
LanguageSettings migt be.

The argument of Message Culturelnfo is the official Windows

ACul turelnfod string name for the desire:q
genericSpanishmessagesyouwould specify/ Message Culturelnfo:es -

ESS for U. S. E/mMgskage£uityrelnfp:enu 6 -dUS Bee gour

Wi ndows documentation for recognized ACul

Options on the command line are not affected Mgssage Culturelnfo . For
example, the optiofMode:Requests  doesnot changef you switch to a
languagewher fir equestso i s translated to a dif

Note: If you change thenessageulture information with Message Cultureinfo

MainBoss makes the changgterthe command line arguments have been pafded.
means that if your command line has syntax errngou may see error messages in tie
user6s original preferred | anguage, not i n t
/ Message Culturelnfo
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/FormatCulturelnfo: The Wi ndows f oingtabeused (Al t uredo se

cultureis a collection of information about language and other lelcated

information, e.g. what monetary symbols are used in a particular place.) By

default, MainBoss normally takes ftematculture information from the

fFormatd f i e IFdrmait sectiontofeyour Windows Regional Settings. It

then attempts to format dates, currency indhéuregiven by those settings

However, if you specify &ormatCulturelnfo argument on the command
line, the argument overrides the RegioBettings. This is particularly useful if

youbdbre creating a batch command file or
formatted with a specific culture, no mat
might be.

The argument ofFormatCultureinfo isthed fi ci al Wi ndows ACult

string name for the desired culture.

[Culturelnfo : 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 mae, 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 MainBzgabase is hosted.

/DataBaseName : The name of the database containing the MainBoss data on the

database server.

If you specify/OrganizatonName , you dondt have to gpecify

/DataBaseServer  or/DataBaseName . | f you /OrganizationNanp e ¢
you must specify botfDataBaseServer  and/DataBaseName .

i fy

/Mode : Mode for starting the software. Possible start modes are descrildedrin
Maintenance Organization Lisn page39.

/Mode:MainBoss

/Mode: "MainBoss Requests "
/Mode:Administration

/Mode: "View Sessions"

/Mode: "Pick Organization " ; with this mode, MainBoss starts by
displaying your organizatiolist so you can pick which one you want to
open

/HelpManualPath The URL |l ocation for Mai
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+CompactBrowsers : Invokes MainBoss in a mode that initially hides the details
panel for records selected in table viewers. For more;iskeg the Detalls for
a Selected Recomwh pager3.

i CompactBrowsers : Tells MainBoss not to hide details panels.

The MBULtility command is another way of performiogrtainMainBoss operations
using a command line iatface. For more on MBUstility, see tiMainBosslInstallation
and Administration Guide

International Language Support

When you start MainBoss, it checks the Regional Sgttimt 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 Freh, MainBoss will operate in French for you (although it

may operate in English for some other user).

|l tds i mportant to understand that MainBoss ¢
not user data. For example, the priority codes assigned to wawksaare created by

you, not by MainBoss. Therefore, those codes will never be translated. For example, if

you create a code callédgent , this word will never be translated into other

languaged i tyousdata, not part of MainBoss itself. The sameug wf work

categories, item names, work order instructions, and much more.

For this reason, trying to operate in more than one language is usually impdaitical
you use multiple languages, everyone working with MainBoss may have to understand
all the larguages you use.

Note: MainBoss depends on various Microsoft software including SQL Server angl the
Microsoft Reportiewer. This Microsoft software is independent of MainBoss
including language suppoih particular, reporiiewing facilities will be in the
language of your repoviewer, which may or may not be the same language used py
MainBoss. Similarly, diagnostic messages generated by SQL Server may or may not be
in the same language as MainBoss.

Note that changing RegionaltBegs may also change the curresgynbol (e.g. from

n$0o for dol | ar KHoweéver, MaiABbss taonot handlenmultipe) .

currencies; it assumes that all money values are in the same currency. For example, if
youented3i n UamitCéasto f i el d, Mai nBoss $88@&y ordi spl ay th
£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.
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Upgrading Maintenance Organizations

If you have created a maintenance organization with an earlier verdutairddoss
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, seelttsallation and
Administration Guide

Before you upgrade your database, create a backumpy 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, dligkjrade (as described iivour
Maintenance Organization Lisn page39). 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 Closesthewindwe ( whet her or not youbve wupgrade

Viewing MainBoss Sessions

If you open your maintenance organizatiorsgssionsnode, MainBoss displays a list
of users whdhave recentlgonnectedoy our or gani zati onbés databas
updated every ten minutes; it shows anyone who is connected at the time of the update.

For information on connecting to MainBoss3assiongnode, se& our Maintenance
Organization Lision page39.

Quitting MainBoss

To quit MainBoss, simply close all open MainBoss windows (by clicking the X in the
upper right hand corner). Alternatively, you can sefextsion Exit from the menu.

Exiting the controfpanel window doesot close any other MainBoss windows you
have open. They must each be closed individually.

The MainBoss News Display

Whenyou start MainBoss (after youdbve chosen a
necessar y)  MagBwoss BléwHisplaye Ehis didplays a web pafyjem
www.mainboss.corwith information on the operating version of MBwss you are

using.
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A MainBoss administrator may configure the web URL to a company web site to
provide specificompanyinformation rather than the default MainBoss program
information.

The MainBossOverview Display

You can viewthe MainBossOverviewdisplayto geta quick snapshot of the most

important aspects of your current work: work requests that are new or in progress, work
orders that are overdue, asalon. 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 suciiials-C> for copy and
<Ctrl+V> for paste.

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

In any table viewer, the shortcut sequencCeérl+F> opens the search window. The
search will be applied to whatever list of records you clicked most recently. For
example, if you most recentlyicked 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 t he <«fCul4Ft auld $earcht of ser vi

through service contracts:trl+F> will not work if your most recent click was on the
MainBoss control panél it only works if your most recent click was in some sort of
table viewer.)

If the search window is not open, the3> function key has the effect &ind Next,
searching for whater you searched for most recently. This means that pressiitg
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 wile underlined, as iBave Pressing
<Alt> plus the underlined letter is equivalent to clicking the button, sethiatS> is
equivalent to clicking th&ave button.

View Menu

TheView menu provides options that control how information is displayed:
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(1 Zoomin on View: If you click this menu item, MainBoss will hide the control
panel in this window. To bring back the control panel, cickm in on View
again.

1 Open in New Window: If you select this option, BinBoss opens a hew 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.

[1 Change ActiveFilter Thi s i tem | ets you change the def
work orders and purchase orders. For example, you can specify that work orders
should only be displayed i n ontlswlde vi ewer s
Changes that you make through this menu item affect you but not other users.

00 Show compact browserslf this is checkmarked, table viewers will not show
details from the currently selected record. This makgsssible 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.

Showcompact browsersis particularly useful if you have a small monitor screen.
Normally, MainBoss requires a scresime of at least 1280 x 1050.

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

[1 Enable: If this is checkmarked, you can customize table viewers,
editors and report windows, as descr
later in this document. If you remove the checkmark, you will not be
able to makesuch customization3.o change youEnable setting,
you must have the MainBogsiministrator security role.

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

(1 Publish: This saves all your current form customizations as aesingl
set of fApreferredod customizations. Y
customizations after publishing, but they will be forgotten when you
quit MainBoss. Only published customizations are remembered from
one session to the next.

[0 Restore from published Gets rid of any gstomizations you have
made since you last clickétlblish. You will return to the preferred
customizations you have already saved.

[0 Clear all customization Removes any and all form customizations
you have created, restorifargs. ever yt hi
This doesotdelete your published customizations; therefore, you
can useRkestore from publishedto return to your published
customizations.
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[0 Export: This saves your current customizations in a file. (MainBoss
will open a window so you can specdyfile 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.

[1 Replace from file Replaes all your current customizations with
customizations from a file. The specified file should contain
customizations previously saved witport.

[0 Add from file : Adds customizations from a file to your current set of
customizations. The customizations vai# 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.

[0 Select View Containssubmenus 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

Theactive filterdetermines what counts Astive in the request, work order and
purchase order tablels. other words, it determines what a table will display when the
word Active appears in the bal déditem righthand corner.

Requests, work orders, and purchase orders are always considered active until they are
closed or voided. For exampl e, a&itwilldbeljwor k or ¢
active until you closé.

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

Show only records less than this manydaysald You can set this fie
a numberlf you do, requests, work orders and purchase orders will only be
consideredictive if their most recent history record is less than the given
number of days old. For example, if you set the value to 400, the only active
requests, work orders and purchasgers will be ones whose histories have
changed in the past 400 days. Typically,
work orders and purchase orders that were closed more than 400 days ago.

Show only recordssince You can set tateilbyoufdo,el dbés val ue
requests, work orders and purchase orders will only be consitletiesl  if
their most recent history record was created after the specified-date.
example, if you set the value danuary 1, 2009  , the only active requests,
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work orders ad purchase orders will be ones which have had some activity
since that date.

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

For example, if you only want Showonfyee very r ¢
records lesghan this many daysold t o 3 0. Mai nBoss would only
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

operat@ it takes less time to obtain records from the database and to format that

information. Furthermore, your windows will contain less old information and therefore

|l ess A@Md uttheraot.her hand, you dondét want to e
out on inportant requests/work orders/purchase orders that are older than you expect.

Your MainBoss administrator can usdministration | Company Information to set
active filter defaults for everyone who uses the Mas8Bdatabase. For more, see
Company Informatioon pages49.

The Actions Menu

The contents of théctonsmenu depend on what youdve curre
contr ol panel . For e x anjmis @ the doritrol pamal, the e cur r e
Actions menu will have entries for creating a new unit, editing an existing one, deleting

a unit, and so omctions entries usually correspond to buttons in the same window

(e.g.New Unit corresponds to thidew Unit button and has the same effect).
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Obtmiing Online Help

There are several ways to obtain online help while using MainBoss:

[0 Clicking the Help button at the bottom of the winddisplays information about
the window currently on the screen.

[0 Pressing the:F1>function key provideshe same information as the Help button.

[0 The MainBossdlelpmenupr ovi des access to MainBosso6s h

[1 Help- Help gives you information about the screen you are
currently lookingat. For example, if you are looking at a table
viewer,Help will provide information about the table and about what
various buttons mean.

[0 Help- Table of Contentsgives you the table of contents for the
help files.

[0 Help- Help Index gives you an index of important terms.

[0 Help- Get Technical Supportis useful if you currently have an
Internet connection. It takes you to a web page that makes it easy to
gethelp from MainBoss Support personnel.

[1 Help- Start Support Connectioncan 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.

[0 Help- About tells you which versionof MaeiBoss youdr e

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 Expjdé@ogle Chome,
or Mozilla Firefox).

|l f you donét have a browser con-tlickpgur ed,
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 doesawvat & browser, you can

obtain one free from MicrosofGoogle,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
theoptionofist al l ing copies of the help files
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 wiang Internet

connection.
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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:

1 What version of MainBoss youdre using

[0 Whatdatabasg oudr e using and the SQL Server

database
Copyright information
An Ok button; click this to close the window

Tooltips

A tooltip is a small rassage 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.

t hat

For example, if you dondét have appropriate
allowed to clickcertain 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 youo
Simlar |y, 1 f youodve filled in a field w

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 fieldaio eont

d

date rather than what youdve typed in.

you e
S

e

n O

| f re ever confused about Mai n Bols
The hould help you figure out whalt

MainBossDiagnosticMessages

MainBoss displays messages in a variety of situations. For example, if you attempt to

save a record before youdve filled in
window to explain the situatioMessages may also be deyed in the status line at the
bottom of MainBoss windows.
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Tabl es

Table Viewers and Editors

Much of your work with MainBoss is done using table viewers and editors:

[1 Atable viewer is a window that shows you a ¢isthings. For example, the Work
Order table viewer shows your work ordéeFable viewers may also be called

[0 A table viewer window has buttons that let you add new entries to

the list, and modify or delete existing entries. BEaraple, 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 us&oisearch 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 itemgha list. For
example, if you want to print out one or more work orders, you open

the Work Order viewer, then click t}j button.

Table viewers may let you perform additional actions which are
specific to the type of information displayed by the viewer. Fo
example, the Requests viewer lets you create a work order from a
selected request.

00 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.

(1 MainBoss openan 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 defaultvalues. 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 sini;le
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Active and All in Table Viewers

I n the bottom right hand
eitherActive or All
(]

recor ds. Thi s means
records that ar e

Airecent o.
old;your Mai nBoss

corner

admi ni strator

of mo st

If the word isActive , lists of records displayed in the window only inclaaive

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

def aul
may

ndow

B

Session View Actions Help
| MainBoss Overview

My MainBoss - MainBoss Maintenance Manager

-

My Assignment Overview

Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 098 TRL 209
Payment Term

Comments alternative contact is Jane Darling

NewVendor | |[X|lv| | X| & B/~ 44~
[{User jagardner (SQL Admin Organization My Mai

= View Vendors [ ~] |~ |
Reguests
‘Work Orders View | Defaults for Vendors
Unit Maintenance Plans 5
ILtJenrlntZ Code Description
Purchase Orders Jea{ AIC STELLA Stellar Air Conditioning ~

Coding Definitions = BATTERIES Sullen Battery Supply

[pocess Codes & BEARING Silvester Bearing

E*Cosl Centers = CHEMICAL R&R Resources v

H-ltems Apply Fi
B-Locations 2| || [1Awply Fitter
Ei;i;gzgﬁ:h?;gers Details | tem Pricing | Hourly Outside | Per Job Outside | Service Contracts | Purchase Orders | Purchase Order Templates | Units
B-Regquests Code A/C STELLA
Eiﬂ:;tsMa'me“a“‘:e Plans Description Stellar Air Conditioning

(—Units of Measure Vendor Category A/C
E Name Business Phone Email

e Orers Sales Contact A/C STELLA 555-502.9872 freezer@stellar.com
Service Contact
Payables Contact

Boss (MB35Test: Database 'MB35Test' on server ‘SCRINIUM\SQLEXPRESS)

Al
L]
a—
Active m

If the word isAll , the viewer is showingll records, no matter how old, including

those that have been deleted. Deleted records are marked with a red X on the left.
(Note that if you havenany old records, MainBoss may take a considerable time to

obtain them all from the database.)
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- My MainBoss - MainBaoss Maintenance Manager - O R
Session View Actions Help

MainBess Overview =\ - -
B-My Assignment Overview = View Vendors | | E |
[B+Reguests
E-lniork Orders View | Defaults for Vendors
B-Unit Maintenance Plans "
- Units Code Desciption Deleted on
E-ltems _ I
[#-Purchase Orders j==] A/C STELLA Stellar Air Conditioning o
EF- Codling Definitions EANGULAR Angular Metal Products 12110/2014 3:15:10.4.
(—Access Codes 5 BATTERIES Sullen Battery Supply
| Contacts BEARING Silvester Beari
—Caost Centers E Ilvester beanng w
[#H-ltems R
[+~ Locations 2 | |7 | [ Apply Filter
B-Purchase Ord
—R:Et\:ﬁ:higsem Details | kem Pricing | Hourly Outside | Per Job Outside | Service Contracts | Purchase Orders | Purchase Order Templates | Units
b Requests Code A/C STELLA
E]:;H:::sMamtenanoe Plans Description Stellar Air Condtioning
(—Units of Measure Vendor Category A/C
[ s - .
B-wiork Orders MHame Business Fhone Email
[#-Administration Sales Contact A/C STELLA 555-508-9872 freezer@stellar. com

Service Contact
Payables Contact
Accounts Payable Cost Center Default Accounts Payable Costs
Account Number 098 TRL 209
Payment Term

Comments alternative contact is Jane Darling

NewVendor | |[Hf||+ | % |&| B~ 84|~ ]

=

Ml @hHel]

|Userjagardner (SQL Administrator) Organization My MainBoss (MB35Test: Database '"MB35Test' on server "SCRINIUM\SGLEXPRESS)

In most tables, MainBoss never completely erases deleted records. This makes it
possible to maintain a complete audit trail of everything you do.

To switchfrom Active to All or vice versagoubleclickt he wor d. Youdl |l see
deleted records appear or disappear.

TheRestorebutton lets you bring back a record that was previously deleted. MainBoss
opens a window where you can examinertwrd to be restored and make changes if

necessary. When you save the record and close the window (typically bysasing:
Close), the record will be restored to the active list.

Records That Refer to Deleted InformationWh en you del spbssiblea r ecor d,
that other records still refer to it. For example, suppose a worker leaves your

organization so you delete that person from youwployeesl i st . That wor ker és
will still appear in old records (e.g. work orders that the person worked on).

MainBoss indicates that data comes from a deleted recelikipg-outthe data. For

example, if you delete Joe Smithoés empl oyee
person will show the name dse-Swmith This shows that the associated employee

reocrd has been deleted (and wil/l reduce your
Smit hés nameActiven enyployees). | i st of

Using Table Viewers

The picture below shows a typical MainBoss table viewer:
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S My MainBoss - MainBoss Maintenance Manager - =
Session  View Actions  Help

View Contacis [ -] & |~

e

Code Business Phone Mobile Phone
Alex Miraculacci hhB-8359-0289 hhE-835-5411 ~
Allison Matrix hhb-088-5872
Andrew Alberts hBB-972-9873
Arthur Miraculacci hh5-835-0285
Barry Field hBR-393-8293
BATTERIES RBR-G03-4002 W

4 | |7 | []Apply Filter

Details | Contact Functions | Contact Relations
Code Alex Miraculacci
Business Phone 555-835-0285
Email amiraculacci@fanman.properties plus.com
Alternate Email
Home Phone 555-835-5445
Pager Phone
Mobile Phone 555-835-5411
Fax Phone
wieb LURL
Location Path
Location Descnption
Uzer Name
Preferred Language e |
AD Reference
Comments

New Contact | | [(|«| | K| || |E||=| | Create from Active Directory | | §&|(|~| |

|Userjagardner (SQL Adminigtrator) Organization My MainBoss (MB35Test: Database "MEB: Active ﬂHeIp|

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

Therecordlist: This list has several headings; in the above example, the headings
areCode, Business PhongandMobile 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 onCode, the list is sorted in alphabetical order according to the values
in theCode column. If a list is already sorted according to teading, clicking

on the heading reverses the order from ascending to descending or vice versa.
For example, if the list is already sorted in ascending ord€odlolg, clicking

Code again sorts the list idescendingrder byCode. The heading that is

currently being usedor sorting has a small arrow at the top pointing upward if
the list is sorted in ascending order, and downward for descending order.

Note: Doubleclicking any entry in a table list opens a window that lets you edit that
entry. For more about editor windows, $é&eng Editorson page33.

Data displays: In addition to the list of records, a table viewer shows information on

the record thatds currently selected.

the main listHowever, 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 Detalls for a Selected Recan pager3.

Defaults:The Defaults section lets you set default values to be usecwheating 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 nvistvers.

New: Lets you create a new record. Clidkw, and MainBoss will open an
editor window where you can enter information for the new entry.

[1: This dropdown button offers several possible actions. Some of these may
not be allowed by your security qpeissions; if so, the action will be grayed
out and disabled=or example, your security permissions may let Yaw
the contents of the record but riatit them. For more on security
permissions, seBecurity Rolesn page560.

The actionsavailable through this dregown buttorare:

Edit: Lets you change the informati@aman existing record. In the table list,
click the record you want to change, then chakt. MainBoss opens an
editor window where you can change the existing information.

View: Lets you examine the contents of an existing record. Iratiie list,
click the record you want to examine, then chGkw. MainBoss opens
an editor window where you can examine the record. You will not be
allowedto make changes in the record.
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Restore Restores a deleted record. This button Iy antive if the viewer is
iNAll mode and i f youdbve selected a del et
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 stored to the\ctive list.

For more on deleting and restoring records,/sege/e and All in Table Vieweon page
67.

x: Deletes a record from the list. Click the record you want to delete, then

click x 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 nigjag what you
want to print.

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

information, seé&earching for a Particular Recoimh pager3. Thelﬁ
button has an accompanying drdgwn 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 tabkbeuit finding a matching record, it
goes to the start of the table and continues the search.

Find Previous. Same a&ind Next except that it goes backward in the table.
If the search reaches the start of the table without finding a matching
record, it goeso 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 theRequestsviewer open most of the time. When you start work
in the morning, you can clics. 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 t& the viewer display if the windo has been inactive for a
while.

Drop-down buttonsSome windows (both table viewers and editor windows) have
drop-down buttons. This is a button followed by a drdspvn arrow:
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Details |Assignment5 I Email Request I Work Orders I State Historyl
Number [WR 00000006 |

Subject |Dripping tap in women's washroom |

Effective Date State Status Estimated Completion Date
Current December-10-14 3:30:08.53 New

Name Business Phone Email

Requestor | Allison Matrix ] >l 5550989872 allison@pelicycentre.com
Uit ||j WIR LDY 2B @ BOA LI ol [
[ Use access code from unit
Access Code | ;l R
Request Priority [ B3 R
Description |Tap has been dripping all day ;I
Comments =

[V Select for Printing

ﬂl Print | Save | vl Print & Close | In Progress I vl Close | vl Link work Orders New \work Order MNew Reguestor Comment |

| In Progress
Close Request

~1 ‘Hl v| Active 9Help|

In Progress (With Comment)
Close Request (ith Comment)
Reopen

Void

The label on the buttonill be the first enabled option in the drdpown menu.
This may change in different contexts. (MainBoss documentation always lists
the dropdown options in the order they appear in the menu, which may or may

not match the or deculaycontext) | see t hem

Buttonsanddropl own butt ons may be grayed ol
button may be disabled because it is inappropriate in the current context; for exa

the button for closing a work order is disabled if the work orslefready closed. A

button may also be disabled if you do not have appropriate security permissions

it. To find out why a button is disabled, move the mouse cursor over thedutton
MainBoss will display a tooltip explaining what the problem is

t
mple,

0 use

Specal Selection Actions

If you right-click on the records listed in a table viewer, MainBoss opens a menu of
actions that can help you select entries in the table. For example, in most tables, the

menu will include &elect @ action; clicking this action in the menu selects all the

entries in the table.

As another example, some rigtlick menus have an action nanteelect all editable

This selects all the entries that can be edited from this particular table viewer. For
example, théJnits table displays both units and the locations that contain the units.

Records for the units can be edited from this table; locations cannot be ofberef

Select all editablewill 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 endvefwing Unitson pages40.

Hiding the Details for a Selected Record

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

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

r

When you click this button, the details panel disappears. The list of records can then use
the space that was previly 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 whpse
resolution is less than 1280 by 1024.

Searching for a Particular Record

When you click théﬁ 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-doopn list
to see what fields can be searched.

Search conditionOnce you specify a field, MainBobkxs you choose conditions for
the searchThe available conditiondepend on the type of value that the field
contains. For example, if you select a field that dosta date, MainBoss
displays condions related to akes; if you select a field that contains text
information, MainBoss displays cotidns related to text strings. Pdssi
condtions are:

Equals: If you select this option, MainBoss will only find fieldose entire
value is equal tthe givenvalue Forexample, ifyou set the initial field to
fiCoded and t he, MamBosssearches 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 thegiven valueFor example, if you set the inita | f Codeb d ath d
the value tabc, MainBoss searches for records whose code begins with
abc.

Contains: If you select this option, MainBoss finds fields thahtainthe given

valueanywhereFor exampl e, i f y &wodeds eatndt Hehei nit
value toabc , MainBoss searches for records whose code cordghins
anywhere in the codeds text.

Matches pattern: If you select this option, MainBoss treats the conttrgs
given valueas aregular expressioas defind 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;
i f you set tClosingiCad®t iaanldy lisipke MdinBbss A

will only find work orders that donét h
Is not null: Mai nBoss will find the next record
blank.

Is on or after: Used when searchiryy dates(You can specify a date but not a
time.) MainBoss will find the next record where the fi@ld visaoh ar e
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 re
after thegiven date.

Is in the range Used when searching by dates. (You can specify a date but not

a time.) MainBoss will find the next re
between the given dates. The starting and ending dates are considered in the

range. Forexampl, i f vy dsinthe mmgedi fwy tih June 1 and .
Mai nBoss will find the next record wher

June 3, or June 4.

Is less than Used when searching for numeric valudainBoss will find the
next record wherethlei el dé6s value is | ess than the

Is less than or equal toUsed when searching for numeric values. MainBoss
will find the next record where the fie
given number.

Is greater than: Used when searching for meric values. MainBoss will find
the next record where the fieldbs value
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Is greater or equal ta Used when searching for numeric values. MainBoss will
find the next record where tothe fi el
given number.

Is not equal ta Used when searching for numeric values. MainBoss will find

dos

the next record where the fieldébés value

Is between Used when searching for numeric values. MainBoss will find the

nextrecordvher e t he fieldbs value is between

Multiple search conditionsf you specifymultiple conditionsthe search finds

records that satisfgll the specifiecconditiors. For example, suppose

searching théems table.You specify oe conditionto searchitem

Category for Electrical Supplies . You specify a second condition to
searchon Order for quantities greater thaero. Then MainBoss will find
items whose category Bectrical Supplies andwhose ororder number
is greater than zertn other words, thisearch findelectrical supplies which
areon order.

Find Next: Searches the list. The search starts immediately at the selected record
and finds thanatchingnext record. If the search rdees the bottom of the list, it
will wrap around to the top of the list and continue searching.

Find Previous: Is similar toFind 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;ithieNext andFind

Previousbuttonsare disabled Mai nBoss canot find the next o

record if thereare no matching records at all.

x: Remo\es the search condition beside the button. For example, if you have

three search conditions, clicking any of x buttons removes the associated
search condition, leaving only two conditions in the search.

Close Closes the window. The table viewer wi# positioned at the record found
by the most recent successful search.

Note:l f the search window happens to bp cover.i

you can use the mouse to drag the search window to a different place on the scrgen.

Notes:In any table viewer, the shortcut sequencCerl+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 recordsirl+F> will let you
searchhrough units; however, if you were looking at a unit record and your most recent
click was on the wunit éd&rl+H>iwsuld searfch tleoeighv i c e
service contracts<(Ctrl+F> will not work if your most recent click was on the
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MainBosscontrol pane it only works if your most recent click was in some sort of
table viewer.)

If the search window is not open, the3> function key has the effect &ind Next,

searching for whatever you searched for most recently. This means that pr€ssing
repeatedly willperform the same search over and over. Note that your most recent

search may not be valid for the current table; for example, if you seartthrtisetable

for an item category, then switch to theits table, searching for item categor d o e s n ot
make sense. In this casg;3> just opens the search window.

Table Filters

A table filtertells MainBoss to display a subset of all the records that are inieupeart
tabl e. I n other words, it Afilters outodo rec:

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

could set up a filter on thé/ork Orders table saying that you only want to see work

ordes whWarleStatDatedo i s today. Mai nBoss would the
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 uyitgritlVAC
system. You could set up a filter on theits table saying that you only want to see
wor k or deystenw HWAG MainBoss would then filter out nddVAC unit
records, so that the table viewer only displays HVAC units.

You can specify &lter in any table viewer. To do so, click the filter-sgt button
beneath the tableds | ist of records:

T

This opens a window similar to the one used to search for individual records. Use this
window to specify which records you wantto see. Forexaemp suppose youodre
Items window and you specify

[Description || [Starts with | |B

b
Ix

[MNe additional condition B |

Lpply FiIterI Disable Filter | Close |

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

[ |x

fiDescriptiono f i el d starts with the | etter B. Once
Apply Filter but t on . Ytdahe @blelvieveeecbkangedisa that it only shows

records that mat ch wCdioadthe fiiter widdove thestgbec i f i ed . | f
remains filtered. To r et uf“buttbnoassoctatedwitra bl ed s 1
the filter.
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When you specify amcondition, 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 satistfye

specified conditions. For Reguestatgble.®ne suppose
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 partprigaty

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

The filter setup window contains the following:

Fields, filter conditions, values: Select the records to be displayed. You specify your
selections in theasne 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 t&blgou see
all the records you normally would.

Close Closes the window where you specify filters. If you have not cliekgoy
Filter, MainBoss willnotfilter the table. Fuhermore, MainBoss will not record
any filter «c¢ond?®& the nexttene yoa apénihe filterpeci f i ed
window, youb6ll start from scratch again.

On every table viewer, there is a checkbox labéledly Filter . If this box is blank,

the table isunfited you see everything youbéd usually s
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 fiters let you specify pattermather than specific character strings. For example,
Description Matches Pattern .*furnace.*

corresponds to aryescripton whi ch contains the string Afu
X pattern is a particularly useful one which stands for any string of zero or more

characters.) Patterns are often catkeglular expressionsaand MainBoss supporéy

regular expression as dedithin the Microsoft .NET environemt. For more

information, seéttps://www.codeproject.com/Articles/9099/The -
Minute - Regex- Tutorial

Request, work order and purchase order tables are also affectecabtivadilter. For
more, se€ he Active Filtelon pages2.
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Customized Table Settings

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

| ~1d|~|

A customized setting is name that stands for a particular set of table display options,
especially filters (seéable Filterson pager6). 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 fotthiés table, named, B,
andA&B If you choose tha setting, theJnits table will only show you the units in
Building A; similarly for theB andA&Bsettings. 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
e X a mpAppey Filtefiois shown inblue in table viewers, indicating that filter settings
can be saved as a customized setting for the associatedltablelor of thdabels

lettering always tells whether the associated setting can bewheadcustomizing 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 Bigjldi you could set a
filter like

31 Edit Units Filter = B
[Containing Location ¥ | [Starts with v]  [Buiding A | b4
[Mo additional condition =]
e
You then clickApply Filter and therClose You o6l |l see that the

units whose containing locati@tarts with the stringuilding A

To give this table setting a name, click the ddapvn arrow asswated with the drop
down button in the customized setting area. In the resulting menuselickAs A

window will appear | etting you specify
=1k
SettingsName| |‘I
¥ Perscnal
SeoPe ~ Global

Save & Close | Close | vl
Active g Help|
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| nSetingsNam® , ent er a n ameAtofstand fotBliidisgAs et t i ng ( e.

The scope of your settings mayBersonalor Global. (To useGlobal, you must have

the MainBossAdministration security role.)f you chooseGlobal, then all people

using your MainBoss database will see the name of this custtiam in the drojglown

list of possible customizations. If you choddersonal this name will appear in your

own | ist of possible customizations, but nof

Note: You may wish to create a number of standard global customizations thz cgn
used by anyone in your organization. This is particularly helpful if some of your ugers
arendét knowledgeabl e enough about Mali nBoss

Click Save & Closet 0 save your setting and c$o0ose the

youdll see the name of the cusdawvmlistzati on apj]
Anytime you come to this table, you can quickly apply the setting by selecting the name
from the | ist. Once youbdbve chosenwua cust omi:

come back to this window until either you quit MainBoss or you choose a different
customization or filter.

The dropdown button for customizations contains the following choices:

Save Saves the current filter settings under an existing name. Tindsvigou
change the definition of an existing customization.

Save asSaves the current filter settings under a new name.

Delete Del etes the name thatdés cudowentl|ly sel
list.

Set as Default Specifies that the selected tammization should be treated as the
default for this table. I n thisd case, yol
whenever you start MainBoss, the customization is automatically applied. For
example, if the default customization for yaumits table ony 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 letaisers with thé\dministration security rolecontrol what information

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

means oform customizationUsing form customization, you can redulse amount of
information being displayed; this may be us:
usual information, or i f yo(Nofethatsomer ki ng on
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 t&/the menu and click
Form Customization. In the resulting menu, remove the checkmarkopable.

If you are attempting to customizendowa nd it doesndét worlk, make

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

To customize a particular tableewer, editor window or reponvindow, 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 windowsAfter clicking the dropdown arrow, click
Customize Formin the resulting menu.

MainBoss will display a window where yoart use checkboxes to determine which

information will appear in the associated form. Each table viewer, editor window and

report window has its own customizatbror m. For exampl e, hereos
customizing théVork Orders table viewer:

ME]

Tr Customize Work Order View -10| x|

—Columns

Mumber I Work Order Prierty I Subject I Cument State History User Contact I
v v v ¥

—Panel

Custormize Work Orders  Panel | Editurl

Customize Work Order Report Form |

Apply | Lpply & Close | Close | vl
| Active {g)Help|

There isa 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.

ThePanelbutton in the customization form lets you customize the panelppabas at

the bottom of the table viewer (under the list of work orders).Editr 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 whiahnatifmm will

and wonot appear in the corresponding |l ocati

The customization form also has a button lab€&ledtomize Work Order Report
Form. This lets you customize the standard report for printing work oraénsk(
Orders | Print). It is included herso 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 Agljgk to save
those changes. Cliokpply & Close to save thehanges and close the customization
window, or clickClosejust to close the customization window.

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

doesndét match what they see on the s¢reen.

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 hayeutdish them.

To publish your customizations, go to thiew menu, clickForm Customization, and
then clickPublish. This savesll your current customizations. From this point onward,
thosecustomizations will be used every time MainBoss starts. If you make a new
customization, then want to go back to your old customizations, you carRelitkre
from published in the same menu.

You can us&lear all customizationfrom the same menu tgetrid of all the

customizations you have made. However, youbol

customizations the next time you start MainBoss, unlesyear all customization
and therPublish( so t hat the fAclearedo customi zat.

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 bcustomizations.

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

At a later date, you can uBeplace from filein the 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. Wittid from file, if a saved customization
conflicts with one of your current customizations, the saved customization replaces your
current one.

Selecting Multiple Table Entries

Manytable viewes let you select multiple records from ttable. To do this, you use
the standard Windows conventions:

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

In many cases, these techniques dao be used to select multiple entries in ddapvn
lists.

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

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

Ef Opens the fst 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 &lext button; if you clickNext, MainBoss closes the current
window and opens one where yancedit the next record that you selected
from the table viewer. By repeatedly clickihgxt, 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 recortletktdutton
disappears until you clickave(to save your changes) Gancel(to cancel the
changes). You will not be able to go to the next record until you save or cancel
your changes.

Nextis a dropdown button with the following entries:

Previous Closes the auent window and opens an editor window to edit the
previous record from the list of selected records. By usikg and
Previous, you can gdorwardandbackwardhrough the list of selected
records.

Close Closes the current window and goes back todhketviewer. This says
that you are finished usirigext andPreviousto edit the selected records.

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

View: Works exactly likel4f except that yoean only look at the contents of the
selected records, not make changes. You cahlaeseandPreviousbuttons to
go forward and backward through the list of selected records.

Restore Is only enabled if the records you have selected are all currenttedldie
so, MainBoss opens an editor window that works exactlyﬁkef you Save
the current record, it will be restored. You can Mset andPreviousto move
forward and backward through the list of selected records.

-82-



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):

Lowewunt 1ol
Details | Service | Related I Parts I Specifications I Value I Meters I Atachmerts I Requests I Maintenance Plans I Work Orders I Temporary Storage and tems
Code | | @
Description | |
Externzl Tag | |
GIS Location | |
Containing Location [£ BOA | L]
Make | |
Model | |
Serial | |
Unit Usage | B2 R |
Uit Category [ R R
System Code [ R s R
Drawing | |
Comments ;I
i
Save&ﬂewl §ave|'| Save & Close | Cluselvl Show on map |
| | =1 || acive 0Help|

The window consists of a numbe Contaiiingi nf or mat i
Locatono field | ets you specify where the unit

In the editor window, you can often move the cursor from one field to the next by

pressing theTab>k e y . For exampl e, i fMake® uf ihealvde, j ust
pressingcTab>mo v e s t h eModeldor. sd m ttdi f&Tabdrgmongs ou c an
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 notica 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. Thesgndatoy fieldsare indicated with a red arrow. In the preceding
pi ct@Cded,i 8 a mandatory field, marked with tt

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 trgawee 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 '
you wish. In fact, leaving a field blank is often the bestclibicee 6 s bet t efr t o
field blank than to fill it with inappropriate or unnecessary data. As an example, ejery

| ec

workr e q u e s Priorhyads fa eid t hat | ets you infpicate h

f
t

However, we suggest that you | eave t]h
the request some speci al priority. Do

o wm

i
n

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.

Textfields Text fields are si mpl esMakdoype of
fiModelo a @edaloi ar e al | text fields. To fil
then type appropriate values (in this case, the make, model, and serial number of
a piece of equipment).

Text fields let you use the usuWindows editing features. For example, you

can make corrections usirgackspace>or the<Delete>key. You can copy

the current selection withCtrl+C>, cut the current selection withCtrl+X> |

and paste in the contents of the clipboard usiagl+V> . You can also use

other standard editing features; for more information, see the documentation on
your Windows system.

Comments Mo st recor dsComaent® dnel drs . mallrha si i s

field where you can enter any type of infation not covered by other fields.
Readonly fields A readonly field shows information but the information cannot be

i el
f e

fie
t

a

changed. For example, suppose youbre cr e:

specify the requestor (the person whobrsitted the request), MainBoss
automatically obtains tdmaladdresstraangsheor 0 s
Contactst abl e ( Mai nBossb6s table of contact
andemailaddress are displayed in case you want to contact the requmest
theydre for ditrhfeomrmatuieesn e@nmliy or wonodt |

Readonly 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
readonly, it has no borders. In the example bel®gguestorcan be changed,
while Phoneis readonly.

Requestor | ] vl
Phate

Date/time fields A date/time field lets you record a calendar date and/or time of
day. For example, when you writp 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 keywordslikg and
tomorrow .
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Many date/time fields end in a dragown 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 MainBosslisplays datend timevalues,it uses the format specified ggur
Wi ndows danRlarguagesettingsYou set these using the Windows control
panel.

Drop-down fields Drop-down fields end in three buttons:

3 ---ITI

The leftmost button (the first arrow) dropewn a list of values. This means

that MainBoss displays all existing values that can be entered into the field. For
exampl e, usi ndgocdtitndo sf aerodowdif eospl ayd your c
locations. You fill in the field by selecting a locatisom the display.

Al ternatively, you can click the middl e I
table viewer showing all existing values that can be entered into the field. For

exampl e locationd hf iae lid, Ldcationoo toapbd n€dickka efwe r .

the appropriate entry in the table list, then click$leéectbutton. MainBoss will

use the chosen record as the value of the originatdivom field. For more

about table viewers, séé&sing Table Vieweren pages8.

Alternatively, the righimost button (the second arrow) displays a list of possible
actions that you can use to fill in the value of the elton 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 nght see:

- Browse...

Mew Postal Address
Mew Unit
Mew Storeroom
Mew Sub Location

[AfEdit

ﬁ'ﬂew
Show on map
Clear

The first alkotatioosd bpbhe vhewBr. The ot her
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
recoodOnce you save and close this window,
will be used as the value of the original diagpwn field.
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Duration fields A duration field specifies a length of time. For example, you can
us e Downemed f i @&work ordento 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
formatdd.hh:mm for a given number of days, hours, and minutes. For ex@ampl
2.10:30 stands for 2 days, 10 hours, and 30 minutes. If a duration is less than a
day, you aoano. ohfmbdbt 38®& stangslfod hours, 10 minutes.

Multi-select dropdown fields: A multiselect dropdown 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. Asualdtt drop
down field lookdlike this:

2Dl

Thethree buttons work in the same way as in a regulardoo field.
However,when MainBoss offers you a window to choose field values, you can
choose mulple 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 theCtrl> key and then clicking each value separately.

Right-clicking in the list of values &drsa menu of actionthat can help you
choose the selections you want.

Option buttonsThere are two types of option buttons. The following shows round
options, also known as radio options:

™ Manual entry
Actual Cost Default ©* Current value calculation
{~ Demand estimate

Roundoption buttons are always anged in groups. They are used for options
that are mutually exclusi@eif you select one of the options in the group, it
automatically turns off all the other options in the group.

The next picture showsguareoption buttons, also known as checkboxes:

W Comments

¥ Description

W Downtime

W Duration

W End Date

[ Estimated Duration
W Opened Date

¥ Project
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Squareoption 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 manfyedlent 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 andssep 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 withoutsagh any changes youdve maodc
record since the last time you saved. When §avethe record, th€ancel
button changes tGlosg indicating that you can safely close the window
without losing any changes.

Close Closes the window. Thisbut on only appears after yol
withSaveor bef ore youdve entered any data a
labeledCancel

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 buttonfor

adding a neventryto the list or>'< for deleting arentryt hat 6 s already there
these lists are like smadcale table viewers: they show records taken from a table and
have buttons that let you create, delete, or modify entries in the list.

Whenan editor window contains this kind of list, the window will have the word
Active orAll in the lower right hand corndfor more on the meaning Attive and
All , seeActive and All in Table Vieweon pages7.

Fields that cSomefieldsbam onty beaeditgdeaticertain times. For

example, some fields on a purchase order cat
issued issuing the purchase order implies that the purchase order is ready to be sent to

the supplier, at which poins,o me i nf or mati on i s considered
some of this informationanbe changed, but you have to withdraw the purchase order

before youdre allowed to make the change.)

MainBoss also prevents you from changing information that has wlgeswrated

accountingrecordsf or t he sake of security, accountin
deleted. For example, when you record the use of materials in connection with a work

order, MainBoss generates accounting records indicating the cost of thtesals.

You canét directly edit this information on:¢
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if necessary, you must createarection which will generate aewaccounting 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 aconcurrency error

For example, suppose you start editiigrats table recordand e f or e youdér e 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:

E Update Error = | B i

Database update failed with a concurrency error

Browse Conflicts | Previous Cmﬂictl Next Conflict ‘

Column Original Value Cument Database Value Proposed Change
0c7311cd-0023-49a0-a2e3-9e5 . Dceadds1-0029-4aa1-8a28-6b42e . 9dfbed08-0023-42e4-b3b7-2abe

Make STELLAR STELLAR STELLAR

Model OLYMPIA OLYMPIA OLYMPIA |

Serial Mumber 12 12 12 3

Usage a0c135eh-ched-45e6-3acT-2d1 . alc135eb-cbed-459e6-9acT-2d154 . alc135e6-cbed-45eb-FacT-2d15

Category 19¢53119-0029-4da6-aleb-ddB.. 14b9d028-0029-44f0-987a-d285%e.. 19c53f19-0029-4dab-aleb-ddB5i ..

System 453calbe-0025-436c-a517-4bb . 433calfe-0025-436c-a517-4bbda . f6aed485-0025-426d-bf03-5400 .

Drawing

Access Code Tb0b558e-0025-4c02-51a7-eee . ThOb55Re-0025-4c02-5157-eeea5 . ThOb558e-0025-4c02-51a7-ecea .

‘Work Order Expense Model &
An Update errer has occurred:

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

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

0 The first column shows the fieldés value a
[1 Thesecond shows what the value is now (saved by the other person)
0 The third shows the new value youbve speci

Where the values are different, you can see fields where your values differed from the
other persons. Theext Conflict andPrevious Confict 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 actuall y Chtéegoryos fi @ |l @t herd etr
to an entry in thé&nit Categoriesl i st . The fi el dbés value is a 1
serves as a pointer. You can see i f two poi.
anything about the record they point to.

In case of a conflict, you haveo choices:

Yes Meansyou 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 thatos
by the other person).

You must choos&esor No for every field where values conflict.

When conflicts oc &Nobutiononteuery cotflietsthis basmallyc | i1 ¢ k t h ¢
says, Ailgnore what | just did.o ) Then just
This time youodll see the values ewhieht t he ot

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 MainBaisase 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 so0.As a simple example, MainBoss always records inventory values theiqepf

unit price and the number of units, with the-pait price given to four decimal places.

Other software may expect you to specify the total price, or may expect a different

numberof deci mal pl aces. In this situation, it
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.

MBUItility : You can import/export data inside MainBoss itself. You can also do it
outside MainBoss, using a command nammédtility  ; this is usually executed in al
command prompt window he MainBosdnstallation and Administration Guide
explains how tausembutility  ; see that guide for more information.

If you import/export data inside MainBoss, what actually happens is that MainBogs
callsmbutility  to do the work. Therefore, the two approadhageexactly the same
effects

XML

For importing and exporting data, MainBoss uses a format called. Xk is a
widely-usedformat that can be adaptém use with any kind of data.

XML data has two components: the actual data itself, aoctenathat tellshow to

interpret the data=or 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 itemsovered by the quote), some fields are dates (e.g. the date that the
guote was given), and some fields are numbers with decimal points (e.g. the unit price).
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The schema is used for encineckinggi f a fi el d is supposed to b
somethinghas 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 schemasthema is said tocelembeddeavith 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 s
data. Someoftware packages expect an embedded schethexrpackages expect two

separate filesandsome 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 Mlosoft Excel and most other
spreadsheet programs. This is usually the easiest way to see what XML data actually
containsFor more information, seéiewing Exported Data in Microsoft Exaah page

92,

Note: MainBoss can export data from a report as well as from a table. When you fexport
data from a report, you get whatever data appeared in the; figorhay include
calculated values as well as data that is actsadigedin the MainBoss database. For
exanple, if you export data from the Unit Replacement Forecast, you will get any
projected replacement costs that MainBoss calculates for the units. Furthermore Jthe
exported data will be sorted and selected according to any criteria and filters you
specify wken preparing the report.

On the other hand, when you export data from a table, you get the complete confents of
the table in the order that records appear in the table.

Obtaining an XML Schenfeom MainBoss

If MainBosscan export data from a tabtbgtable will have arcxport drop-down
buttonwhichincludesSave XML SchemaClick on Save XML Schemato save the
tabl eds XMfile.gForhmerman XMInschemas, s&@/1L on page39.)

When youask tosave an XML schem&éai nBoss opens a standard W
aso windsawasTyppbe f i el d ¢hoiceeosawng in a forimas

especially tailored for use with Microsoft Excel, or in a more generic format. For more

on exporting data for use in Excel, $éewing Exported Data in Microsoft Excat

page92.

Exporting Datafrom a MainBoss Table

If MainBoss can export data from a table, the table will havexaort button. If you
click this button, MainBose pens a standard Wi hhd&av8 nHSave a
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asTyped field gives you t Isae toeldadhe ollowiig how you
options are available:

Export for Excel (includes schema in other file) (*.xml) If you choose this
format, MainBoss creates two output files: one containing_Xfdgta and
another containing an XML schema describing that ddth files are in a
format especially tailored f oSaveas e wit h
window to specify a file name likeutput , the data is written into a file named
output. xml and the schema is written indatput.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 daplyfiles to
the same directory.

For more information on examirg exported data using Excel, séewing
Exported Data in Microsoft Excen paged2.

For more about XMLdata and schema fileseeXML on page39.

Export with embedded schema (*.xml) If you choose this format, MainBoss
creates a single output file containing both XML data and an XML schéoua.
can use this file with any software package that@soembedded 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 (*.xmt)If you choose this format, MainBoss
creates a single output file containing XML data. Before thia dah be used,
you will also need a file containing an XML schema; this can be created as
described irDbtaining an XML Schenfeom MainBoson page0.

| f vy obxpod with nofembedded schema (*xmB , y o u tthewseacond lee i
of the data file so that it refers to your schema file. For example, suppose you output
unit data to a file nameghit.xml . You will find that the second line of this file
contains:

<dsUnit xmIns="http://thinkage.ca/MainBoss/dsUnit.xsd">

If your schema file is namedbunit.xsd  in the same directory amit.xml , you
must change the second linevaft.xml  into

<dsUnit xsi:schemalocation= " http://thinkage.ca/MainBoss/dsUnit.xsd mbunit.xsd
xmins= " http://thinkage.ca/MainBoss/dsUnit. xsd "
xmlins:xsi="http://www.w3.0rg/2001/XMLSchema - instance">

Note thathe name of your schema file must be added as ptréeof
xsi:schemalocation construct.
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Viewing Exported Data in Microsoft Excel

In order to view exported data in Microsoft Excel, you must expartsiti Bxgort for

Excel (includes schema in other file) (*.xmb . For furtdeerporingf or mati o

Datafrom a MainBoss Tablen paged0.

Once you have exported the data to a file, you can import the data into Exdel.so,
you use théevelopers ect i on of Excel 6s c o bdavalopdr
as one of the sect i ohisseaibn anditlieloptidnd Bnden
Customize Ribbon | ook at the | i st un@egetoperbdka i
then clickOK.)

In theDevelopersection of the ribbon, clicknport . Excel will open a standard

roi

n

Windows file dialog; use this to specify the XML file that contains the exported data.

Click Openand 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 faymaicbrds in a table:

00 If you have a good understanding of XML, you can determine the proper format

from thet a b XML&&hemaSeeObtaining an XML Schenfeom MainBoson
page90 for how to obtain an XML schema for a table.

[0 Export the current contents of the table into Microsoft Excel in order to see the

required format. (If the table is currently empty, creates a mpl e r ecor d
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,\&ewing Exported Data in
Microsoft Excebn paged2.

Once youhave 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-dimpn arrow on
= and clickimport . MainBoss will open a standard Windows file dialog where you
can specify the e that contains the data to be imported.

Important Note: The records in a MainBoss table must all have unique identifiers
example, every itemintheemst abl e must QCodeddeo tevo itenmsican y

For
e

bbon.
go to

Tabsc

i

SO t

have the same code. If you try to importigemsr e cor d wi Cddedt laes |saaame
item thatodéds already in the table, thlat

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 \wilbiattecreate a

-92-

recol



record anyway; then if vy
wor k because the existin
trying to import.

Ou correct the dat a
g record wil/ have t

For this reason, we recommend trying imports aitlest databagather 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 explainédraating a New Maintenance Organization from

a Backup Fileon pageb0). Try the import