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Dealer Certification Exam

MainBoss Dealer Certification Exam

	Dealer Name:
	

	Company:
	

	Address:
	

	
	

	Phone Number:
	

	E-mail:
	

	Date:
	


This exam is not only intended to test your knowledge of MainBoss, but to also make you familiar with MainBoss resources and where to obtain product information. The questions in this exam are comprised of two types: most questions are based on the printed MainBoss User’s manual and follow it in a chronological order. The answers to these can be taken straight out of the manual. The second type of questions are more intuitive and require you to either test the actual software in order to find the answer or to simply think about the situation. We invite you to take advantage of all resources for finding out information about MainBoss: the Online Manual, the User’s Manual, the website (www.mainboss.com), and the Technical Support department (1-800-563-0894 or +1-519-896-8081). You must obtain a grade of 85% to pass. Please see your contract for more information.

Enter your answers in the spaces below each question. Use additional paper if necessary (label each question and answer clearly and attach to this exam booklet). A hard copy of the completed exam can be faxed to +1-519-896-0100 or mailed to:

Thinkage Ltd. (MainBoss)
Attn: Daniela Schumann

85 McIntyre Drive

Kitchener, ON N2R 1H6

Canada

You can also fill out the exam electronically using Microsoft Word. In this case, the exam can be e-mailed to dealers@mainboss.com or printed out and sent as a hard copy.

Sample Question:

Q: I previously selected an entry from a drop-down list. Now I want to clear the field so that nothing is selected. How do I do that? 
A: Use the cursor to click on the field, then press <Ctrl+Del>. This clears the field. You can also clear a drop-down list by right-clicking on the list's arrow and clicking Clear Selection in the resulting menu. (Reference: Online Manual, Appendix C: FAQ)

When your answers require navigating through MainBoss please use the following protocol and terminology. Please use complete menu, button and field names.

Terminology: menu, button, field, drop-down list, tab, click, un/select, un/check, specify, enter, etc.

Example: 

Q: How would you define the season start and end for a snow blower PM?

A: Work Orders – Browse Tasks. Click Edit. Go to Assigned Units tab. Click Add Unit. Select Equipment or Space. Specify Building and Unit. Click Add Schedule. Go to Exceptions tab. Specify Season Start and Season End dates. Save and Cancel. 

1. What is the purpose of a Work Request and who in a company would create or submit one? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. What are the required fields for filling out a work order?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. How do you assign material to a work order? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. What is the difference between estimate and actual when referring to labor or material?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. How do you add labor cost for an outside contractor? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. How do you edit a closed work order? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. What is the process for voiding a work order? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8. How do you print a batch of new work orders (i.e. they have not been printed before)? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

9. How do you print work orders that have previously been printed? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. What is the purpose of the Quick Actuals Facility? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

11. What is a Chargeback and how do you record one on a work order? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

12. In relation to the Units menu, what is the definition of a system and what is a benefit of using systems? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

13. Why is it important to create a building in the Buildings table before creating equipment or spaces in MainBoss?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

14. How do you create a new equipment record and what are the required fields for creating an equipment record? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

15. What is the purpose of the Access code with respect to equipment or a space?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

16. How do you specify a spare part for a piece of equipment? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

17. You go to add a spare part to your equipment record, but find that the Inv. Item drop-down list is empty. What is the problem?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

18. How do you declare a piece of equipment as obsolete? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

19. How do you attach a meter to a piece of equipment? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

20. How do you record a new Meter Reading? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

21. What is a meter offset and how do you specify a meter offset for a meter? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

22. Give one example of a situation where it would be necessary to create a meter offset.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

23. Why would you use a template specification for an equipment record?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

24. What is the difference between a corrective and a preventive work order?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

25. What are the three basic steps for setting up a preventive maintenance task? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

26. What are the 4 basic steps for using preventive maintenance? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

27. How do you assign a unit to a preventive maintenance task? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

28. Assume you are creating a task. You have assigned a piece of equipment to the task and are now setting up the schedule for that piece of equipment. You want the task to be generated on a monthly basis with the first Work Order being due on March 1st, 2005 (03/01/2005). What should you set the schedule basis to?

____________________________________________________________________

29. You would like a task to be generated only on weekdays. How is this accomplished?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

30. How do you generate PM Work Orders? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

31. What does the Manpower Schedule Report show you and how do you obtain it? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

32. What is the difference between an Inventory and a Non-Inventory Item? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

33. How do you enter an Inventory Item into MainBoss? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

34. Where do you specify whether an item is an Inventory or a Non-inventory item? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

35. How do you record where an item is stored? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

36. What is the purpose of the Maintenance section of the Inventory Item Editor? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

37. To aid you in taking a physical count of your Inventory Items, MainBoss can produce a Physical Count sheet. How do you obtain this Sheet? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

38. What does the “Stock Available” quantity of an Inventory Item refer to? 

__________________________________________________________________________________________________________________________________________

39. What is the difference between an Issued Purchase Order and a Closed Purchase Order? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

40. How do you add an item to a new purchase order? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

41. If you are not quite sure which items you would like to order but know who the last supplier was, which function within the purchase order will help you pick the item(s)? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

42. Where can you record costs such as shipping charges, surcharges, or taxes? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

43. How do you record the receipt of items that you ordered? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

44. What is a Prototype Purchase Order and when would you use one? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

45. Give 3 functions of a MainBoss Browser.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

46. Give a brief explanation on what the following reports will show you: Labor History, Maintenance Status, and Stock Activity.  

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

47. How do you attach a file to an equipment or space record? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

48. How do you save the settings for a MainBoss window? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

49. Where would you go to in order to define your date format, currency format, and the PM generation frequency? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

50. How do you create a backup file through MainBoss? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

51. What are four reasons for using the MainBoss Audit facility to examine your database for errors or unusual conditions? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

52. If you have security enabled, how do you give a new user permission to use MainBoss?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

53. How is archiving different from creating a backup copy of your database? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

54. How do you restore an archive set? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

55. How do you register your MainBoss database? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

56. When you try to open MainBoss using a desktop shortcut, an error message appears: Directory is not a MainBoss database Directory. What are three possible solutions to this problem? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

57. What are some ways in which you can ensure that your client is following your presentation and learning from the training session you are holding?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

58. Who should attend a training session?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

59. Which industries would find MainBoss @Requests most useful and why?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

60. Before installing MainBoss @Requests, what are the 3 things you must do?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
61. How can you automatically have requestors entered into your MainBoss Contacts Table?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

62. Which file should you examine if experiencing difficulties with MainBoss @Requests?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

63. What is the difference between the POP3 account name and the email address for that account?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

64. What is the purpose of the return email address? Who should this address belong to? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

65. Do you have to click on “Retrieve Email”, “Update Logs”, “Send Acknowledgements” or “Do All” every time you want MainBoss @Requests to process requests?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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