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Overview

Welcome to the Retail Engagement Program (REP).

This system is designed to provide the tools and resources needed to effectively manage the REP
system. REP system has two parts: the Windows application and an Administrative Portal. This
document focuses on the administrative website where country data is managed. Information on
installation and usage of the Windows application can be found in Appendix B.

Initial data in the REP system is pre-populated from the Roll Up file completed prior to training.
The information in the Roll Up file includes:

* Retail chains and stores

* Field Representatives (Reps) and management team

The web portal manages the above information as well as control:

* Resources used to train Retail Sales Professionals (RSPs)

* Resources for the Reps
o Plan-o-Grams
o Kiosk Maintenance
o Demo Installation
o Field Rep training resources

* Breaking News — Notification system for new products, calls to action, and other locally relevant

news that the Reps need.

The following reports are available:
* Scorecard — KPI statistics view
* Store Visit Compliance
* Training Activities
* Photos
Call report data can also be exported to Excel for further analysis.
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Getting Started

Before using the REP portal, the following steps should be completed:

REP — Engagement Survey
This survey requests the following information:
* Country Contact information
* Current reporting capabilities
* Field labor breakdown by rep type as defined in the Field Labor Playbook

Roll Up File for Retail Engagement Program
After completing the survey, a Roll Up file is need to pre-populate the REP system for your country. The
roll up file defines:

* Administrator username and temporary password
* Retail Chains
o Chain names should match Retail-Bl for KPI reporting.
o Chain Classification — used to assign different execution/support levels per stores in the
chains. Refer to the Field Labor Playbook for definitions of Good/Better/Best execution.
Retail Stores
o Address
o GPS coordinates
o Monthly Visit Frequency
* Territory structure
* Field Reps and their managers
Instructions for completing a Roll Up file are included in the spreadsheet.

Once both of these files are complete and entered into the REP system it takes approximately 2 business
days after the last completed submission of the Roll Up file before the files can be accessed and
maintenance can begin.

Please refer to Appendix A for a checklist of tasks to complete during initial setup.
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Website Login
Use the initial username and password designated in the Roll Up file. Send an email to
MSFTREP@ Microsoft.com, if this information is needed.

Click on the following link, or type the address into your browser: www.msftreps.com

The login page appears:

Retall —

Engagement Program Can't access your account?

Educate. Improve. Analyze. 4§

Latest Client Versions: Windows: 1.2.0.23 ; Windows Phone: 2.3.0.4 (as of August 2, 2014)

m Microsoft

Copyright @ 2001, 2014 Westlake Software, Inc. All Rights Reserved.
Portions ® 2014 Microsoft Corporation. All Rights Reserved
This site is hosted for Microsoft by Westlake Software, Inc. Privacy and Cookies
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During the first login to the system, a prompt to change the temporary password and security question
appears:

REGISTRATION

Welcome to the Retail Engagement Program Site.

Please complete the information below to create a secure login identity.Fields marked with (*) are reguired.

First Name™ | test
Last Name™® |acct
Email* tacct@live.com
Re-type Email* tacct@live.com
Time Zone* (UTC-08:00) Pacific Time (US & Canada) v

Click to view username & password requirements.

Username™ tacct

Password™® l sscee J (1)

Re-type Password* | @
Security Question
Security Answer

|  Reset |

Password Requirements:

* Must be from 8 to 14 characters long.
* Contain at least 1 uppercase character and at least 1 lowercase character.
e Contain at least 1 of the following special characters: -_"1@#5$%"&*+=(){}[]<>|\'~,.;:/?

Enter a new Password, Security Question and Security Answer. Click on Save at which point the REP
Home screen will appear.
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Home Screen

Retail

Engagement Program

Home + CallReports + Dashboard + Administration + Help

Retail Engagement Program

Welcome to the Retail Engagement Program portal. This portal is designed to manage the retail field labor
program by market and account across Windows, Xbox, Surface and Office.

Select a Task

Welcome and Setup
The country welcome message can be changed to include locally relevant items like procedures,
holidays, etc. Instructions on installing and setting up the REP application can also be found here.

Note: During the initial deployment of the program, the Windows 8.x application is in Beta status. You will need to load the
application following the instructions in Appendix A.

Call Reports

Call reports are forms created to guide the Rep in their activities while visiting their retail stores. A global
Store Visit template has been created that includes questions that will map directly back to the Retail-BlI
KPls. For a full list of KPIs that are tracked globally, see Appendix C.

The Global Store Visit template is divided into sections by category: Windows, Surface, Office, Xbox and
PC Accessories. When creating a call report, select the categories that map directly to the products that
are supported by each type of Rep available in country.

There are additional questions/tasks included in the global template that can be modified or deleted as
needed. Locally relevant questions and tasks can also be added. See the Call Reports section below for
more details.

Dashboard

To see the progress of your field teams and all information gathered in the field, use the standardized
reports located in the dashboard. Report details can be found in the Dashboard section below.
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Administration
The administrative section is dedicated to maintaining the following items:

* General Settings — Settings for the Welcome page on the website.
e Database Management — Maintenance tasks associated with stores, chains, and users of the REP
system.
o Store Management — Add/Remove/Modify store lists, chains and chain classifications.
o User Management — Add/Remove/Modify Administrators, Reps and Rep managers.
o Assignments
= Store Assignments — Assign Reps to stores
= Calendar — Assign store visits to Reps
* Resource File Management — Upload localized copies of files used by the Reps in the stores. This
caninclude:
o Plan-o-grams
o Kiosk maintenance and setup instructions

o Demo installation instructions
o Training resources for the Reps

* RSP Training Management — Maintenance of the Monthly Training Guidance that was previously
available as a PowerPoint Presentation.

o Global monthly templates are pre-populated based on the monthly training guidance
and grouped by category.
Modifications can be made based on the availability of product in market.
Resources from www.MicrosoftRAD.com (US-EN) are pre-populated. If localized
versions of the resources are required, they can be downloaded from RAD, localized and
uploaded to REP.

* Breaking News — Maintenance of the Breaking News section of the application home screen.
Global breaking news will be available to accept, reject or localize based on product availability
or relevance in region.

* Change Log — Track changes to the information in the REP system.
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Call Reports

-

Call Reports

Creating and editing call reports offers the Administrator an extreme amount of flexibility in managing
field labor activities across the retail chains in country.

The system offers a variety of response types (large text box, photo capture, drop down list, multiple
select list, etc.) to best format data collection needs. Appendix D contains a complete list of field types
and their definitions.

Call Reports support basic conditional form logic. For example, creating a drop down menu with 5 items
and having a new question appear if one of those items is selected.

The entire interface has over 100 functions and features and will take 15-30 minutes to learn how to use
this.

All forms have support for language localization. The client application detects the language setting of
the device and if a translation is available (in part or in whole), the translation will display.
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Create Call Reports

Create

After clicking Create, enter a Form Title and Description. These will display on the Windows application
home screen like the tile to the right.

Call Report Title

Call Report Description

Call Report Wizard - Basic Information

Choose a Title and Description for Your Form Select a Template (required)

Form Title: Template:  Global Store Visit Call Report 2
Description (optional):

Inlcude a Retail Store List at the Beginning of Your Form

Checking this box will automatically display a list of retail stores as the first item in
your form. If you select this option, you will be able to limit your list by Chain or
Classification later in this wizard.

Indude Store List:

‘ Cancel ‘

Select a Template from the drop-down list. If no call reports have been created, the only one available
will be the Global Store Visit Call Report. This template is divided into sections by category: Windows,
Surface, Office, Xbox and PC Accessories. During call report creation, select the categories that map
directly to the products that are supported by each type of Rep in country. If there are previously
created call reports, pick one to copy. All modifications made to the original call report will be copied
into the new one, including conditional logic and localization.

Note: It is reccommended to create a master call report specific for the country. This can be based on a
Global template or a brand new call report. The master call report for the country should ideally include
any question that may need to be asked to any retailer.Country administrators can add country specific
information and do some localizing if needed. This master call report can then be used as a template for
creating all other custom call reports for the country, without the need to localize each report.

Check the Include Store List option and click on Next.
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Call Report Assignments
Call reports can be assigned to any combination of Field Rep type, Retail Chain, or Chain Classification.

Assign Reps

By assigning Reps different titles based on job function or responsibilities, the call report can be
customized to fit the specific needs. For example: if field reps only support Xbox assign them a title of
Gaming Rep and create a call report that only has the relevant questions for the gaming department. For
more information on Rep Titles, see the User Management section of this guide.

Call Report Wizard - Select Titles

If this form applies only to spedific job titles, select those that apply in the list below.

Title
Al Titles
[] Trainer
[7] Account Manager
[7] Administrator

Select the Rep Titles that need to have access to this call report and click the Next button.

Assign Chains and Classifications

Classifications are used to define different support levels for stores in a chain. Following the Field Labor
Guidance, the classifications would be Good, Better, and Best. Additional classifications based on the
support provided to local retailers can be defined. See the Store Management section of this guide for
information and setup of store classifications.

Call Report Wizard - Select Chains/Classifications

If this form applies only to spedific chains or classifications, select those that apply in the list below.

Chain/Classification
All Stores

Best Buy A
--- Best Buy High

--- Best Buy Low

--- Best Buy Medium

EB Games

Future Shop

London Drugs

Shoppers Drug Mart

Staples

Target

The Source v

100 OO0OO0OoOoOoOoG

4

Back || . Next || Cancel

Select the Retail Chains for this form, and click the Next button to continue.
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Select Sections

The Global Call Report template has sections for each product category that includes a standard set of

tasks. Some of those tasks can be edited or removed, but others will map to global KPls and cannot be
removed.

Call Report Wizard - Hide Sections

You can hide sections of this form. Hidden sections will not show up on any user's device. Uncheck any sections below that don't apply for your form.

Section
Surface
Windows
Xbox
Office

EEO08E

PC Accessories

| Back ||  Next || cancel |

Un-select any section that should not appear in the call report. Sections without a checkmark will be

hidden in the form; however, these sections can be reactivated later if needed. See the Hiding/Un-
Hiding Sections in this guide for more information.

Task maintenance

A call report with the default global questions pre-populated has now been created. Changes and locally
relevant guidance can now be added into the call report.

Call Report Wizard - Edit Sections/Fields

|- ©nadd_ |
Build Your Call Report Cal Report Conton s I LS
To start, select the Add Button. Choose if you [] Other title? (has conditional logic) - Field: Alphanumeric A
want to Add a field or Add a Section. Fields are

N N > N [ Store contact first name? - Field: Alphanumeric
items which your users will respond to; Sections

T . " ~ o = ? - -
are like page titles which will format the mobile £ Store contact last name? Field: Alphanumeric
call report into organized groups of questions. 4| Section 2: Surface

Once you have added a field/item or a section, - Field: "Yes" or "No"
umS:h]y oll:er:j?thg n;zﬂsseazv:;ee;ec: item to dlsplay 4 [jwmch Surface displays are installed (check all that apply) (has conditional logic) - Field: Multiple-select List of Values
4 s . = Permananent Fixture Endcap

Section
[4 s there a Microsoft Surface display installed in the store?

- - List Item
-= Double Inline Fixture - - List ltem
= Inline Placemat - - List Item
= Dedicated Surface Table - - List ltem
:= Other - - List ltem

a Describe "Other” Surface display (has conditional logic)
4 ﬁ Surface Display (has conditional logic)

- Field: Alphanumeric
- Field: Multiple-select List of Values

.= Verify the display is clean and dust free - - List Item

Back || . Next ||  cancel
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Adding New Tasks/Questions

To add a new task or question (field) click on the Add button on the top of the Call Report Wizard and
select the section where a new field should be added. New fields show up at the bottom of the section,
but can be moved by dragging and dropping them into the correct location.

Call Report Wizard - Edit Sections/Fields

| Dadd |
Build Your Call Report £ AddanNewFieldto.. » Section 1: Visit details Type
To start, select the Add Button. Choose if you [ Other titie? (has con| Section 2: Surface - Field: Alphanumeric A
want to Add a field or Add a Section. Fields ?re ﬁstore contact first na Section 3: Windows - Field: Alphanumeric
items which your users will respond to; Sections ~ -
are like page titles which will format the mobile £ store contact lastng | | section 4: Xbox (hidden) - Field: Alphanumeric
call report into organized groups of questions. 4| Section 2: Surface Section 5: Office Section
Once you have added a field/item or a section, [d1s there a Microsoft ot 6 PO . - Field: "Yes" or "No"
3 F i ection 6: \ccessones

use your right mouse over each item to display 4[24 Which Surface displ has conditional logic) - Field: Multiple-select List of Values
multiple edit options as needed. —

.= Permananent Fixture Endcap - - List ltem

:= Double Inline Fixture - - List ltem

= Inline Placemat - - List ltem

.= Dedicated Surface Table - - List ltem

:= Other - - List ltem

[i Describe "Other” Surface display (has conditional logic) - Field: Alphanumeric
4 ﬁ Surface Display (has conditional logic) - Field: Multiple-select List of Values
— v
.= Verify the display is clean and dust free - - List Item

Back || . Next ||  Cancel

Once a section is selected, the Add a New Field dialog box opens.

Add a New Field alx
| *Prompt

Enter the words that the user will be prompted with for this field. (E.g., "How much did you bill the customer?", "Date:", "Notes:",
etc. - Use punctuation as desired.:

| *Response Type

Select the kind of response that the user can enter for this field. A detailed description appears below for the response type that

|
is selected.: |
(® Alphanumeric O Pre-defined List of Values |
O Numeric Only O Multiple-select List of Values O Photo |
(O "Yes" or "No" O Large Text (O Signature/Drawing

O Display Message O Website/File Link Button
O Email Address (O Phone Number

Alphanumeric: Allows any text that the device supports, up to 255
characters.

«| Advanced Options

Required: Require the user to respond to this field> []
Maxiumum Length: Enter the maximum number of characters (1-255) allowed
Default Value: |
@ No default value
O Always default to this value
O Aways default to the last value entered by the current user
O Always default to the last value entered by any user of this form

Enter a Prompt. A prompt is the action the user should take to complete a task. For example:

* Take a photo of the front of the store
¢ Select all that apply to the promotion
* Were there more than 100 people in the store when you were there?
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Select the Response Type. The call report builder offers multiple formats such as, Yes or No, drop down
menu, multiple select, photo capture, create a button to go to a link on the web or open a file that has
been uploaded (and automatically downloaded to the device) to run (graphic, video, Word, Excel, PDF,
PPT, etc.). Appendix D contains a complete list of field types and their definitions.

Select the Advanced Options for this field. The options will vary based on the response type.
Click on the Save button when finished.

Editing or Removing Questions
Edit or remove questions in the call report by right clicking on a field and choosing the appropriate
option in the pop-up menu.

|1 Edit This Field...
& Remove This Field

[7 Show/Hide This Field Conditionally...

Fields from the global template have the following restrictions:

| QAdd -

Call Report Contents

f—

-] Store co
4 Section 2: §

= gls there ;

4 [FgWhich S G Field cannot be removed or changed. These questions are required.

G' Field can be removed or changed. Fields added will always be marked green.

.= Perm ,]
= Doub ~® Field cannot be removed, contents can be changed. Usually used in drop down
select fields. The content of the drop down options can be changed, but not the

-= Inline
== Dedit field name.
:= Othei D‘
4 Describe " Field can be removed but not changed. These are optional fields that can be

47 g Surface €MOVE, but not edited.
.= Verify
.= Verify
= g Take an
-1 Are there
[_=1 Please d

= | Taka an
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Hiding/Un-hiding Sections
Sections can be hidden or made visible depending on the products supported in the retailer. For
example: A retail chain does not currently assort Surface so those questions can be hidden.

Call Report Wizard - Edit Sections/Fields

[~ ©add_ |
Build Your Call Report L D s
To start, select the Add Button. Choose if you ) Other title? (has conditional logic) - Field: Alphanumeric A
‘_Nant to Add a field or Adq a Section. Fields {are ESlore contact first name? - Field: Alphanumeric
items which your users will respond to; Sections s R Field: Al .
are like page titles which will format the mobile £ store contact last name? - Field: Alphanumeric
call report into organized groups of questions. Section 2: Surface Section
Once you have added a field/item or a section, 4 Section 3: Wi Section
ums'.?I gollér er:j?thg négl;sseagv:;e?:g item to display 315 there a Win (] Add a Field to this Section...  Field: "Yes" or "No"
P P . 4 [Zg Windows Softy ¢ Hide this Section - Field: Multiple-select List of Values
= Verify the display is clean and dust free - - List ltem
.= Verify the display is stocked - - List ltem
ﬁTake a picture of the Windows Software tray (has conditional logic) - Field: Photo
[i How many Windows 8 or 8.1/RT demo devices (Notebooks/Desktops/Tablets) are on the Sales Flo... - Field: Numeric Only
E On Entry, how demo devices have the Windows 8 or 8.1 demo installed? - Field: Numeric Only
ﬁ On Exit, how many demo devices have the Windows & or 8.1 demo installed? - Field: Numeric Only
v
ﬁ On Exit, how many demo devices had NO demo installed? - Field: Numeric Only
‘ Back. ‘ ‘ Next ‘ ‘ Cancel ‘
Right click on the section name and select Hide this Section. This section will not appear on the field
) .
rep’s device.
Call Report Wizard - Edit Sections/Fields
|- ©Oad_~|
Build Your Call Report el cuteey . I Tyee
To start, select the Add Button. Choose if you [ Other fitle? (has conditional logic) - Field: Alphanumeric A
Yvant to Add a field or Ad‘_j a Section. Fields _are @Slore contact first name? - Field: Alphanumeric
items which your users will respond to; Sections —s \ R Field. Al -
are like page titles which will format the mobile J store contact last name? - Field: Alphanumeric
call report into organized groups of questions. > | Section 2: Surface Section
Once you have added a field/item or a section, Section 3: Windowis Section
use your ight mouse over each item t0 display | | secho & xbox (idden Section
? P ’ Are there Xbox Ond ) Add a Field to this Section...  Field: "Yes" or "No®
How many Xbox Ol Unhide this Section itional logic) - Field: Numeric Only
Verify the Xbox One Kiosks are clean and dust free (has conditional logic) - Field: "Yes" or "No"
On Entry, how many Xbox One Kiosks are functioning properly? (has conditional logic) - Field: Numeric Only
On Exit, how many Xbox One Kiosks are functioning properly? (has conditional logic) - Field: Numeric Only
Take pictures of the Xbox One Kiosks in the store (has conditional logic) - Field: Photo
Are there Xbox 360 Kiosks at this location? - Field: "Yes" or "No"
How many Xbox 360 Kiosks are at this location? (has conditional logic) - Field: Numeric Only M
| Back ||  Next || cancel |

If the retailer eventually assorts Surface devices, the section can be made visible again by right clicking
on the section and selecting Unhide this Section.
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Conditional logic

Conditional logic allows questions to be hidden or appear based on answers to prior questions in the
same section. For example: a question asking if a display is set up properly (to plan-o-gram) is answered
as “No”, another can be displayed to ask why the display is not set up properly.

Conditional logic can be triggered by Yes/No, Single Select and Multiple-Select questions. See Appendix
D for definition of available field types.

Call Report Wizard - Edit Sections/Fields

|- ©ad_-|
Build Your Call Report o Type
To start, select the Add Button. Choose if you == Verly The display s shocked oo Ltitem
want to Add a field or Add a Section. Fields are ﬁTake a picture of the Office software tray (has conditional logic) - Field: Photo A
items which your users will respond to; Sections [ 1s there a Windows Pinball display in the store? - Field: "Yes" or "No"
are like page titles which will format the mobile [:d s Office merchandised on the Windows Pinball display? (has conditional logic) - Field: "Yes" or "No"
E;:L;?gg;’;s%‘;?::‘;Z:dﬁgﬁ)/‘i’&;ﬁ?:e:ggh!fﬁ 4[5 Is Office 365 displayed in the PC Department? - Field: Pre-defined List of Values
use your right mouse over each item to displa{/ i= Yes - Fact Tags Only (Default - - Listliem
multiple edit options as needed. := Yes - Product on display - - List ltem
= Yes - Fact Tags and Product on display - - List Item
:=No - - List Item
E Explain why Office 365 is not in the PC D (has iti logic) ==
[-JIs the Office "Save Now" offer visible in the PC Department? | E R
[-) Take a photo of the "Save Now" offer (has conditional logic) © Remove This Field

E Explain why the offer is not visible in the PC Department (has conditional logic)
4 Section 6: PC Accessories

U Show/Hide This Field Conditionally...

[-1s Microsoft Hardware on display in this store (kevboards/mice/cams)? - Field: "Yes" or "No"

Back ||  Next ||  Cancel

To use conditional logic, right click on the field and select Show/Hide This Field Conditionally
Conditional Logic X

(O Always show this field (no conditional logic).
(O Hide this field if ...
(® Show this field if ...

... the response to the following field (select one) ...

Is there an Office SKU Chooser on display in the store? “Yes" or "No"

Which Office SKUs are merchandised (select all that apply)? Multiple-select List of Values (A
Office Software Tray Multiple-select List of Values

Is there a Windows Pinball display in the store? “Yes" or "No"

Is Office i on the Pinball display? “Yes" or "No" N~

(@ ... indudes one of the items selected below:

O ... does NOT include one of the items selected below:

Office 365 Home Premium
Office 365 University

Office Professional 2013
Office Home & Student 2013
Office Home & Business 2013

i i i

Save || Cancel

Select the option to Always show the field, Hide or Show, then select the field that this is based on from
the list presented.

Select options based on the type of field selected, and click the Save button when complete.
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After all changes have been made, click on the Next button.

Call Report Wizard - Review

Call Report Contents Type
) L 4 (=) Test Call Report
Review and Finalize TR " N
) ) . 4 g Section 1: Visit details Section
Your call report is ready to submit. Review the - s
b . N 4[] Visit status - Field: List
items on the right. If you wish to make any
changes click on the "Back" button and make .= Visit Complete (Default) - - List ltem
%
your corrections. If you are ready to save your = Closed Temporarily - - List ltem
call report, click on the "Finish" button. := Closed Permanently __ List tem
= Management Refused - - List ltem
[iwnen will the store reopen? (has conditional logic) - Field: Text
[iWhy did the manager refuse? (has conditional logic) - Field: Text
Esmre contact information - Field: Display
4 2] Who did you speak with during your visit? - Field: List
.= Store Manager (Default) - - List Item
.= Assistant Store Manager - - List ltem
= Sales Supervisor - - List ltem
.= Sales Support Supervisor - - List ltem v
-—= Other - - List Item
Back || Finish || cCancel

Review the call report then click on the Finish button to save the report.
A prompt to localize the call report will be displayed.

Click the No button if localization is not needed.

To localize the call report, click the Yes button.

Note: If this call report was created from a copy of one that was previously localized, there is only a need
to localize any new questions added. If questions were only removed from this call report, there is no
need to localize.
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Localization
Call Reports can be localized into any language supported by Windows 8.x. Instructions on how to load a
language pack onto a Windows PC can be found here: http://support.microsoft.com/kb/2607607/en-us

Localization is currently limited to the fields in a call report. System-wide labels are currently in English
and we are looking to incorporate localization of the full application in the next version (H2FY14).
Examples of items that will currently display in English are the bottons used for navigation and dialog

boxes:
Previous Next Review &
Submit
Store Visit

Do you want to save the values in this form before leaving?

To localize a call report, select the language from the drop-down list.

Back to Form List Language Tools: Test (English)

Select a language

Dutch
Esperanto
Estonian
Faeroese
Fiji
Finnish
French
Frisian
Gaelic

Galician

Georgian

German

The list of languages is color coded based on translation of the form. If the language is orange, it is
partially translated. If the language is green it has been completely translated, otherwise the color is
black.
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Step 1 - Select your target language: French ~  Step 2 - Double click on an item to translate.

Edit Form Language

Form Fields Original: English Target Language: French

v % Form Title Staples
v % Page 1 Title Visit details Détails
v o Display field Visit Obiectives

Engage consumers to drive holiday sales Land the Surface 2 and

D e Surface Pro 2 pitch Land the Surface 2 and Surface Pro 2 demos

play 9e: Drive Office 365 attach through effective demos Show 3 Windows
8.1 apps Ensure all product areas are merchandised and clean

v 0 List field Visit status Statut
[ List ltem 1 Visit Complete Terminé
) List Item 2 Closed Temporarily Temporairement fermé
[ List ltem 3 Closed Permanently Fermé en permanence
! List Item 4 Management Refused Gestionnaire refusé
[5) Text field When will the store reopen?
[ Text field Why did the manager refuse?
v T Display field Store contact information Coordonnées du magasin

[ Display Message: It is important that you accurately record your store contact's first &
last name, as this information may be used to send a visit
satisfaction survey.

For each field in the call report, double click on it to translate. Type in the translation on the right side
and hit enter or click another question to save the changes.

If multiple translations are needed, just select the language from the drop down list and enter those
translations as well.

Note: Localization may only need to be done once for the first call report that is created from the global
template. Create a new call report as a copy of this one, it will retain the localization already completed.
Only new questions added need to be localized.

There is no save option here. All updates are available after exiting the translate field.
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Manage Call Reports

This module provides functions to report on activity for call reports; assign alerts (escalations and
scheduled reports); and the ability to modify and localize call reports that have already been created.

Transaction Report

Call Reports Options
Best Buy Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Event Call Report I Transaction Report I GPS Escalation Schedule Reports Configure Language Tools Delete
Future Shop Call Report Transaction Report GPS 7 Escalation 7 Schedule Reports Configure Language Tools Delete
Staples Call Report TransactionReport ~ GPS  Escalaion  Schedule Reports Configure  Language Tools Delete

Transaction Reports display all submissions for a call report for a specified date range.

A Rep can view all of their transaction reports, a manager can view all transaction reports from Reps
that report to them and an admin for the country can view and modify all transaction reports.

Transaction reports can viewed with all photos as a PDF and can also be exported to Excel. Excel export
will also include all photos taken at that store visit.

Welcome Call Reports Administration Help

Back to Form List Transaction Report: Global RSP Training Guidance - Oct (English)

From: 09/20/2013 |[8 To: 09/20/2013 [8 user Name: Al v | | GetResults |

Select a Date Range (defaults to the last report submission date). Managers can also select a single rep
or all reps assigned to them. Select the Get Results button.

Quick email function C"g',(t tc:[ view a![nd Export records to an
to submit send edit store notes Excel spreadsheet.

report to others.

: 01/01/2014 [ To: 0/15/2014 w v | Language: | E= Engl

I\ || Page 1of 1 || b f0d || |2 ([l [z |@‘ Results per page: 25 v

Click to view
transaCtion in a Device ID First Name  Last Name Received + La
formatted PDF
Report j = . (1 ‘,/) 4) 896 743 1596 Lindsay Anne Wed, Jan 15,2014 08:58:44 PM  Una
,9 = 896 743 1596 Lindsay Anne Wed, Jan 15, 2014 08:39:07 PM  Una

896 743 1596 Lindsay Anne Wed, Jan 15,2014 08:33:05PM  Una
896 743 1596 Lindsay Anne Wed, Jan 15,2014 06:23:05PM  Una

A=
BAEES @

T

View photos taken during this store
visit.

When Location Coordinates are
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Store Notes

Store notes are input from the reps while in the stores. These can consist of reminders or helpful hints
about the store. Clicking on the pencil icon in a transaction report ¢ @ will open the Store Note editor
for editing or deleting of content. These modifications will appear in the application the next time it is
synchronized.

Store Notes X
Staples

7155 KINGSWAY, UNIT 250
South Beach, FL V5E2V1

By: Lindsay Anne Submitted: 01/15/2014 18:22

| Edit || Delete |
Note: All hands meeting January 28th at 3pm. 20 minutes for department
By: Lindsay Anne  Submitted: 11/24/2013 19:14 [ Edt || Delete |
Note: Holiday party on 12/3 - bring refreshments.
By: Lindsay Anne Submitted: 11/24/2013 18:42 [ edt || Delete |

Note: No training allowed from 11/6 through January 3rd.

Export Transaction Reports
Basic reporting is contained in the Dashboards. The Download to Excel option allows further analysis of
call reports.

Click on the Download to Excel button 2 select whether to include photos and the size of the photos,
then click Export.

Excel Export Options
Photo Options
Incdude Photos: V]
Image Size: (® Small
() Medium

() Large

| Cancel || Export |

Note: Exporting photos does not download the full resolution photo, only thumbnails of the original
photo.
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Once the file is opened in Excel, all of the questions included in the call report will be listed as the
column headers. Each store visit will be a row in the spreadsheet.

Note: Currently, if photos are included and the data is sorted, the photos will not remain with the correct
record. To resolve this, enter titles in the columns that contain pictures before selecting the Filter and
Sort options in Excel. A solution to this problem is being investigated.

Before (notice that there are no filer options for the photo columns):

BRD D B [ um

‘F'n::pem&:-

From From From From Other Existing Refresh ]l Sort Filter
Access Web Text Sources~ Connections  All~ » Edit Links “
Get External Data Connections Sort & Filter
DU1 vl o Jfe

DG DH D D Dk Fie all]
1 | Start Tim v: End Tim(v: Duratior ¢

2 [18:41 18:44 0:03:14
3 19:06 19:06 0:00:04
4 119:23 19:23 0:00:06
5 120:09 20:10 0:00:14

[

Turn off filtering, add column headers and then turn filtering back on.

After (photos will now sort and stay with the original record):

@ [% [E E\_é_ D Fe @Connections al Y   [|5.31

. ' Properties I~ Reapply
From From From From Other Existing Refresh Z| Sort Filter
Access Web Text Sources~ Connections  All~ e Edit Links Yo Advance:
Get External Data Connections Sort & Filter
DO1 vl o Jfe

DG DH DI
1 | Start Tim~: End Tim«~: Duratior

= UK ] DL Bt -
Photo1 v: Photo2 ~: Photo3 v: Photod ~:

2 1841 18:44 0:03:14
3 119:06 19:06 0:00:04
4 119:23 19:23 0:00:06

5 120:09 20:10 0:00:14
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GPS
Best Buy Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
EB Games Call Report Transaction Report I GPS I Escalation Schedule Reports Configure Language Tools Delete
Event Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Future Shop Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Staples Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete

When this solution is used on a Windows Phone 8.x or Windows 8.x device with built in GPS chipsets,
submission to the server of call reports are often real-time and provide a higher accuracy of tracking
users.

When tracking users using a non GPS device, location based services are provided by the closest Wi-Fi
service in which the device is connected. GPS Tracking using non-GPS enabled devices is not expected to
be a highly accurate or timely way of tracking users with the Retail Engagement Program.

Select a Date Range (Managers can also select a single rep or all reps) and select the Get Results Button.

Welcome Call Reports Administration Help

Back to Form List GPS Report: Alan Test 1 (English)
From: 07/11/2013 |[3 User Name: |All v | Language: == English v | | Get Results |
u| 4 | Page 1|of1 || 2 \/4 |£;”‘| |‘ I | Results per page: 25 v Dis
(| Date evice ID Detail First Name Last Name Total Fixes
1 /3 07/11/2013 (61p) 075-5649 Show Detail MS User Calderon 10
<
1. Check this box to map 2. Select the map icon to display Selecting this link will
coordinates of this Rep. all coordinates available for that display the raw detail (LAT,
day on a map. LONG, Date and Time of

each GPS coordinate
captured).
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Escalation
Call Reports Options
Best Buy Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Event Call Report Transaction Report GPS I Escalation I Schedule Reports Configure Language Tools Delete
Future Shop Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Staples Call Report Transaction Report GPS 7 Escalation 7 Schedule Reports Configure Language Tools Delete

Escalations are used to monitor a particular response to a question and email any one person or
multiple people that an event/response was met. For example, if a question says “does this store
require immediate management assistance?” Yes or No. If the user selects “Yes”, when the record is
submitted, that record will send an alert to the denoted manager. This could be an inventory level to an
inventory manager, etc. This is highly open-ended where any item in a form can be set up to trigger an
escalation.

Create a New Escalation Alert

Your escalation alert list is empty. Click the link above to set up y

Click on Create a New Escalation Alert

Step 1 - Name / Email Info

Name This Task and Set Email Information

1. *Name: Select a name to identify this task. This name will show up in the task list so that you can review, edit or delete the task at a later time.
Task Name: Name your alert here

2. Email Subject (optional): When this alert or report is triggered, an email will be sent out to the addresses you choose (in Step 2).
Enter the subject line that you want to appear in these email messages.

Email Subject: | Create an email subject line for your alert here.

3. Email Message (optional): You can also include a message that will appear in the body of your emails for this task.

Email Message: |

Enter the Task Name, Email Subject, and the Email Message for this escalation. Click the Next button to
continue.

Step 2 - Recipients

Enter your Email Recipients

Enter the email address of each person you want to include as a recipient for this alert or report, and then click the "Add Email” button. The list of all added addresses is visible below
highlight an address in the list box and click the "Remove” button to remove it from the list.

[¥ Include the sender (This will send the email escalation message to the user who submits the message.)
[¥ Include the manager (This will send the email escalation message to the user's manager.)

Add an e-mail recipient: vaddaIlemailaddresseshere@microsoft.(om | © Add Email |

myemail@microsoft.com

Check the appropriate boxes to include a copy of the message to both the sender (field Rep that
submitted the report) and the manager of the Rep.
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=- http:/, msftreps.com/app /escalation @
Enter the email addresses of the people to be notified. Set Filter
3. Select List: "

equals one of the following

Step 3 - Filters

Set Filters for This Email

Save Filter I Cancel I

H100% - y

Enter the email address of each person you want to include as a recipient for this alert or report, and then dlick e "Add Email” button. The
highlight an address in the list box and click the "Remove” button to remove it from the list.

For Multiple Filters: (® ALL filters must be true (C ANY filter may\pe true  User Filter: | Any User v

Field Response Type Filter
1 Alpha Test: Alphanumeric Set Filter None
2 Numeirc Test: Numeric only Set Filter None
3 YesorNo Test Yes/No (list) Set Filter None
4 Date Field: Date Set Filter None
5 Email address: Email address Set Filter None
6 Select List: (Blue,Green,Yellow,Red) Pre-defined list of values et Filter None
7 Multiple Select: (Alpha Beta,Gama) Multi-select list Set Filter None
8 Test of Notes: Large text box Set Filter None
9 Disnlav Messane: Nisnlav messane None

| Back || Cancel ||

Select the Set Filter link next to the escalation item. A box will pop up to set the detail. Save this
information and select Finish to complete.
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Schedule Reports

Call Reports Options

Best Buy Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation I Schedule Reports I Configure Language Tools Delete
Event Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Future Shop Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Staples Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete

Schedule Reports is very similar to creating an Escalation. See Escalation in this guide for details.

Escalations send a single call report each time the criteria is met. Scheduled reports will group all of the
records that meet the criteria and send an Excel attachment containing those records.

In addition to the steps to create an escalation, there is an additional step in the set up wizard:

Step 2 - Frequency

Select Report Frequency

(¢ Daily: Send an email once a day with all the previous day's records.
(" Weekly: Send an email once a week with all the previous week's records.
(" Monthly: Send an email once a month with all the previous month's records.

Data actually sent in each case is subject to filtering as defined in the "Filters" section.

Time of Day to Send: Hour: |2 AM ¥ Minute: 0 Vv
Time Zone for Form: (GMT+09:00) Australia/Brisbane v

| Back || Next |

Reports can be scheduled daily, weekly or monthly, denote the time in which they want the reports to
come and in what time zone.
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Configure
Best Buy Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Event Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Future Shop Call Report Transaction Report GPS Escalation Schedule Reports I Configure I Language Tools Delete
Staples Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete

This option is to modify an existing call report. It allows the addition of items, moving items around and
modify some items but not all. For example, a pick list cannot be changed to a numeric or photo field
(database limitation).

WARNING: Currently, deleting an existing question will delete all data that was collected for that
question. A method for deleting questions and retaining historical data is being investigated.

If a question has to be removed and the data needs to be preserved, follow these steps:

1. Create a new call report selecting the current call report as a template. See Create Call Reports
section for details.

2. Modify the new report as needed

3. Make the old current call report inactive by unchecking the Active checkbox.

m Titles | Chains/Classifications | Edit Form Fields

Basic Settings

Form Title: Staples
Description (optional):

Retail Options
Include Store List: V]

User Assignment: (®) Assign by category
(O Assign by individual user
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Language Tools

Call Reports S

Best Buy Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Event Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Future Shop Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Staples Call Report Transaction Report GPS Escalation Schedule Reports Configure | Language Tools I Delete

Language tools allow localization of the call report. Refer to the Localization section of this guide for
instructions.
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Dashboard

Compliance Dashboard

RSP Training Dashboard

Photo Dashboard

Misc Dashboard

WOQOTS Dashboard (Word on the Street)
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Administration

General Settings

.Q.ﬁt

General Settings

This module is for managing the welcome message for the Reps, and default settings for transaction
reports in the REP system.

Edit Account Info Company Logo
Company Name*: Antarctica You can upload an image to the AIRmobility service to be displayed as your own custom logo on the PDF reports. If you do not upload your own
logo or if you decide to remove a previously uploaded logo, then the AIRmobility logo will be displayed as your default logo.
Map Preference: Bing Maps N7
Pdf Photo Size: medium N !
Photo Position: inline N

Remove Logo

Upload New Image: (Supported Formats: PG, JPEG, PNG, GIF, BMP): |Select a File|

Welcome Message
[ Avial |8zl u |Aa) | A2 Sl E1E (@) [E]E]

|Welcome Administrator!!

Delete this highlighted text when you are done.

Your user ID number is on this welcome paae and to the left: ten diait number shown. You will be asked for this number when installina the annlication

| Reset ‘ ‘ Save

Edit Account Info

Company name: Country

Map Preference: Bing

The following options affect photos in PDF reports:

Pdf Photo Size: Small, Medium, or Large. This is the size of the photos taken in a call report as
they appear in a PDF report.

Photo Position: Inline or end. Inline will keep the photos in the same order as the call report
questions. Selecting End will put all photos at the end of the report.

Company Logo
The REP system logo appears in the header of PDF reports.
Welcome Message

This is the message reps will see when they click on the Welcome and Setup icon on the home screen. It
can be used to customize a message to them. It accepts rich text, so localized content can be placed here.
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Database Management

Database
Management

This module is for managing retail stores and chains, users and their store assignments in the REP
system.

Store Management

Mm

Store
Management

This module allows the maintenance of the regional hierarchy and the retail environment. Each country
has a unique structure and all options detailed below may not apply. The initial setup of this data is
created from the data contained in the Roll Up file that was submitted.

(<]

Regional Hierarchy Chart Hierarchy List

Edit Hierarchy UELILDIM Area  District  Stores  Chains  Chain Classification
© Add
REGIONAL HIERACHY
LEVEL 3 (LARGEST) Name T Active
Region
[ ©  Mid West Yes
[l ©  North East Yes
REGIONAL HIERACHY .} @  Pacific North West Yes
LEVEL 2 (MIDDLE) >} @ S,
3 outh East Yes
Area “
[0l ©  South West Yes
REGIONAL HIERACHY
LEVEL 1 (SMALLEST)
District
Stores
‘ Chains ‘
Chain Classification

Regional Hierarchy Chart

This hierarchy is dependent on the structure of the field labor team and the requirements for reporting.
Currently, there must be at least one region and the maximum is three. Each level in the hierarchy
represents another filter in reporting. In the example above, there are 3 levels that represent a District
that a rep covers. Then there are Areas that include multiple reps, and final multiple areas are grouped
into Regions.
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To edit the hierarchy, click on the Edit Hierarchy button on the top left of the screen.

Edit Hierarchy €3

Level 3 (Largest)

Regional Hierachy

Level 3 (Largest): Region
Level 2 (Middle)

s et s
Level 1 (Smallest)

Regional Hierachy District

Level 1 (Smallest):

swe ] cmen

Click Save when finished.

Add/Modify/Delete Stores

Hierarchy List

Region  Area  District Chains  Chain Classification

© Add

Name 1 Chain Classification Region

= @ 1 Best Buy #902 Best Buy South West
Z @ 2 Best Buy #906 Best Buy Pacific Nortl
Z @ 3 Best Buy #907 Best Buy Pacific Nortl
= @ 4 Best Buy #912 Best Buy Pacific Nortl
= @ 5 Best Buy #925 Best Buy South West
= @ 6 Best Buy #926 Best Buy North East

Selecting the Stores tab displays a list of stores loaded into the system from the Roll Up file.
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Add a Store
To add a store to the list, click on the Add button.

Add Store (%)

Name:

Chain: v

District: -
Address:

City:

State/Province:

Postal Code:

GPS Latitude:

GPS Longitude:

Active: v

Csoe ] comn |

Enter a display name for the store in the Name field. This is how the store name will display both online
and as a pick list on each mobile device. This name should be unique and descriptive for the rep.
STORENAME #1, STORENAME #2, etc. An example would be to use the Chain and Store Number like:
Currys #152, or using the chain and store number with a city: Currys #152 London.

Note: The address of the store will also be listed for further identification in the user application.

< CURRYS & PC WORLD BROMLEY 2N 1 >

Select the Chain for the store from the drop down list.

Select Classification (if used) from the drop down list.
Select District (this will be customized to your hierarchy, but will always be the lowest level).
Enter in the address information in the appropriate fields. GPS information is not required.

Click on Save when finished.

@ StO re \/I S |t CURRYS & PC WORLD NEW MALDEN MEGA

Select Store Available C

b Select Store P Available Call Rep

)
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Modify a Store

To change information about a store or make it inactive, click on the edit button to the left of the store
=1

name “~ . Edit information as needed and click on the Save button when complete.

Delete a Store

WARNING: Currently, deleting a store removes any historic data associated with that store. A solution
to allow deleting while preserving the historical data is being investigated.

@ .

If a store is no longer needed in the system, click on the delete button

9 You are delete the following ltem:

Name:EB Games #1769

Are you sure you want to proceed?

Click Yes to delete the store, or click No to keep the store.

If a store is no longer visited, it is advised to mark them Inactive. Click on the check mark next to Active
to clear the box and make the store inactive. At a future date they can be made active again by clicking
the blank box.

Edit Store o0

Name: CURRYS DONCASTER
Chain: CURRYS v
Classification: v
Territory: Dixons 2 v
Address: UNIT 1 DANUM RETAIL
City: DONCASTER

State/Province: ENGLAND

Postal Code: DN58AS
GPS Latitude:

GP
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User Management

22e

User
Management

This module allows the maintenance of the management hierarchy and the users of the system. Each
country has a unique structure and all options detailed below may not apply. The initial setup of this
data is created from the data contained in the Roll Up file that was submitted.

User Types (¢<Re] User List
© Add Show Inactive © Add Show Inactive
Title + Active Eg’;‘;“a"ce Name + 10-Digit ID Email
+ Administrator (1 ltem) + Account Manager (1 User)
+ Global Read Only (1 Item) + Administrator (5 Users)
+ Manager (1 Item) + Master Trainer (2 Users)
— Representative (4 Items) — Promoter (3 Users)
[0l ©  Master Trainer Yes Yes » E CMT Demo 4605542744 cmtdemo@wwrcm.com
[l ©  Promoter Yes Yes =2 3 REP Demo 5292865399 repdemo@wwrcm.com
.1 ©  Representative Yes Yes = F SME Demo 8599415889 smedemo@outlook.com
2 e Specialist Yes Yes — Representative (2 Users)
=2 E Sienna Golden 3495755808 123@west.com
» E Danielle Gould 7172392373 U506@rdmstest.com
— Specialist (2 Users)
» E Allison Jones 8995052910 U504@rdmstest.com
=) Steve Kerr 5319981109 U508@rdmstest.com
< >

User Types
On the left portion of the screen is the different user types for the country.

® Administrator
o Full access to all information in the country
® Read Only
O Guest of the system that can view dashboards only
®* Managers
o Created from the Roll Up file
O Reps are assigned to managers
O Managers can view the data submitted by the reps assigned to them
® Representatives
o Field Reps that visit the stores and conduct training
o Call reports can be created for different Representative types. Creating multiple rep
titles based on their job functions allows call reports to be targeted specifically at the
duties of that rep.

Add New User Type
To add a new user type, click on the Add button below User Types.
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Create New User Type
User Type: Representative v
User Title:
Track v
Compliance:
Active: v

swe ] cmen

Select the User Type from the drop down list

Enter a name for the User Type.

Track Compliance — if this item is checked then this user type is included compliance tracking. If it is
unchecked, they will not see Store Visit Call Reports in the application. Admins, managers and Trainers
should not have tracking enabled.

Active — A User Type can be made inactive if they are no longer used. This is useful for temporary user
groups (promotion staff, holiday temporary workers, etc.

Add a New User
To add a user to the system, click on the Add button below User List.

Create New User d

Select the User Title from the drop down list. User Type
User Title: Select User Title -

7 H .
Enter the user’s First Name, Last Name and Email User Information

address. First Name: First Name

LastN : LastN
Select the Time Zone from the drop down list. aetTame: | 2= e

Email: Email
Default log in values are the first initial of their first Time Zone: Select Time Zone -
name, and their full last name. Example: John Doe Account Info
would be jdoe for both the username and password on Defau{}l_login v

alues:

the first login to the system. The user will be prompted
to change their password and set up a security question.

These can be updated by clicking on the check box next
to Default Login Values and changing the information. Active: v/

Click Save when complete. m

Modify a User/Change password
To change information about a user or make them inactive, click on the edit button to the left of the

=

user name ' . Edit information as needed and click on the Save button when complete.
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Edit User Type 6!
User Type
User Title: Promoter v

User Information
First Name: CMT

Last Name: Demo
Email: cmtdemo@wwrcm.com
Time Zone: (UTC-08:00) Pacific Time (US & Canada) v

Account Info

Update Login
Values:

Active: v/

oo comn |

To change their password, click on the check box next to Update Login Values and enter in the new
username and password values and click Save.

Delete a User

WARNING: Currently, deleting a user removes any historic data associated with that user. A solution to
allow deleting while preserving the historical data is being investigated.

@

If a user is no longer needed in the system, click on the delete button

Confirm Account Deletion: &3

WARNING:
You are about to perminently delete
the following user account:

Steve Kerr

Would you like to proceed?

o () ==

Click Yes to delete the user, or click No or Cancel to keep the store.

Make a user inactive

?I.
If a user is no longer working, it is advised to mark them Inactive. Click on the modify button s
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Edit User Type 6!
User Type
User Title: Promoter v

User Information
First Name: CMT

Last Name: Demo
Email: cmtdemo@wwrcm.com
Time Zone: (UTC-08:00) Pacific Time (US & Canada) v

Account Info

Update Login
Values:

oo comn |

Click on the check mark next to Active to clear the box and make the user inactive. At a future date they
can be made active again by clicking the blank box.
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Assignments

d K

Assignments

This module includes the functions to assign stores to reps and use a calendar to graphically assign those
store to a monthly calendar.

Store Assignments

Store Assign

Store assignments define the stores that the reps cover. In the Roll Up file, only one user per store was
allowed because the file builds the store and user hierarchy. Once a user is added to the system, they
can be assigned to a store that already has coverage.

User Store Asssignment

Select a user

Available Stores Assigned Stores

State/ Default Visits/Month: 1 <
Province

Store Name Address City

Visits/ .
Store Name MI::Ith Address City

< >

No Stores

Select a user from the drop down menu.
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A list of all stores in country will be listed in the left column. Similar to Excel, the fields can be sorted by
clicking the arrow to the right of each field name.

Allison Jones v

Store Name v Address City Fs’tr?;l%ce

Best Buy #902 1 SortAscending . LosAngeles CA ~

Best Buy #906 4 SortDescending . Bellevue WA

Best Buy #907 Columns » .. Quebec Qc

Best Buy #912 11 Washmill Lake D...  Halifax NS

Best Buy #925 20 Kingston Road... Ajax ON

Best Buy #926 6075 Mavis Road,... Mississauga ON

Best Buy #927 695 Wilson Avenue Toronto ON

Best Buy #928 1701 Merivale Road Nepean ON

Best Buy #929 Unit F3-20202-66...  Langley BC

Best Buy #930 2500 Winston Park... Oakville ON

Best Buy #931 147 Laird Drive East York ON v

Dans D.wn. 5027 FOLA \Alnmtan Nand VAT m bt AN -
Page 1 oot ) » C Stores 1- 100 to 1040

To assign stores to a rep. Select a store by clicking on that store’s line and drag it to the right side of the
screen. Multiple stores can be select by holding the Ctrl key while clicking

User Store Asssignment

Allison Jones

Available Stores Assigned Stores
Store Name Address City State/ Default Visits/Month:

Province

Misits] Address

Best Buy #902 350 Stewart Green... Los Angeles CA Store Name Month City

Best Buy #906 Unit 2290 - 2700 Bo...  Bellevue WA
Best Buy #907 5401 boulevard des...  Quebec Qc
Best Buy #925 20 Kingston Road... Ajax ON
Best Buy #928 1701 Merivale Road Nepean ON
Best Buy #929 Unit F3-20202-66...  Langley BC
Best Buy #930 2500 Winston Park... Oakville ON
Best Buy #931 147 Laird Drive East York ON
Best Buy #932 7850 Weston Road... Woodbridge ON
Best Buy #933 17539 Stony Plain... Edmonton

Best Buy #934 9931 19 Avenue NW Edmonton

Dnnt D.... #02E AdEE o Bood Laohoo oo An

Best Buy #912 1 11 Washmill Lake D...  Halifax
Best Buy #926 1 6075 Mavis Road,... Mississauga
Best Buy #927 1 695 Wilson Avenue Toronto

>

Page 1 oft1t ) )» C Stores 1- 100 to 1040

Ranges of stores can be selected by holding the Shift key and clicking on the first store then clicking on
the last store in the range needed. Then drag those selections to the right side of the screen.

To remove a store from a rep, click on the store in the Assigned Stores list and drag it back to the
Available Stores list. The same select options work with removing assigned stores as with assigning
them.
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Administ

Quick Tip: If stores are being assigned to another rep, after they are selected and slid back to the

User Store Asssignment

Available Stores list, they remain highlighted.

RD User U527 -

Available Stores
Store Name

Best Buy #947
Best Buy #950
Best Buy #951
Best Buy #952
Best Buy #953
Best Buy #954
Best Buy #929
Best Buy #931
Best Buy #932
Best Buy #933
Best Buy #934

-

of 11

Address

Unit 300 - 8180 11...
Bldg L - Unit 1-420...
13924 - 137 Avenu...
2220 Cambie Street
Unit 2 - 80 Concert...
Unit 451 - 25 Peel...
Unit F3 - 20202 - 66....
147 Laird Drive

7850 Weston Road...
17539 Stony Plain...
9931 19 Avenue NW

> » C

City
Calgary

St. Cathari...
Edmonton
Vancouver
Barrie
Brampton
Langley
East York
Woodbridge
Edmonton

Edmonton

State/
Province

AB
ON
AB
BC
ON
ON
BC

Stores 1 - 100 to 1040

Assigned Stores

Default Visits/Month:

Store Name

Best Buy #902
Best Buy #906
Best Buy #907
Best Buy #912
Best Buy #925
Best Buy #926
Best Buy #927

Best Buy #930
Best Buy #935
Best Buy #936
Best Buy #937

<

Visits/
Month
1

Address

35U Stewart Green...
Unit 2290 - 2700 Bo...
5401 boulevard des...
11 Washmill Lake D...
20 Kingston Road...
6075 Mavis Road, ..
695 Wilson Avenue
1701 Merivale Road
2500 Winston Park...
215 Fairway Road...
1080 Wellington Road
Unit 2070L - 5000 H....

Before clicking on anything else, select the new reps name from the drop down list.

City

Los Angeles
Bellevue
Quebec
Halifax

Ajax
Mississauga
Toronto
Nepean
Oakville
Kitchener
London
Markham

The stores remain highlighted. Click and hold one of the highlighted stores and drag them to the new
user’s Assigned Stores list

User Store Asssignment

Available Stores

Store Name

Best Buy #925
Best Buy #926
Best Buy #927
Best Buy #928
Best Buy #929
Best Buy #930
Best Buy #931
Best Buy #932
Best Buy #933
Best Buy #934
Best Buy #935
Best Buy #936
<

Page 1 of 11

Address v

20 Kingston Road...
6075 Mavis Road, ...
695 Wilson Avenue
1701 Merivale Road
Unit F3 - 20202 - 66...
2500 Winston Park...
147 Laird Drive

7850 Weston Road...
17539 Stony Plain...
9931 19 Avenue NW
215 Fairway Road...
1080 Wellington Road

> » C

City

Ajax
Mississauga
Toronto
Nepean
Langley
Oakville
East York
Woodbridge
Edmonton
Edmonton
Kitchener

London

Assigned Stores

lg:?):leiln - Default Visits/Month:
ON Store Name
ON
ON EB Games #982
ON Future Shop #1861
BC Future Shop #2204
ON Future Shop #2207
ON Future Shop #2221
ON
AB T m
AB
ON
ON
>
Stores 1 - 100 to 1035

1

Visits/
Month

2

- N ;N

Ashley Smith -

Address

Unit 1 - 14 Martinda...

3 WOODLAND RO...
7654 TECUMSEH. ..

777 GUELPH LINE, ...
1130 TAYLOR AVE...

5 Sta
ity Pro
Indianapolis IN

South Bend IN
South Bend IN
Indinapolis IN
Terahope IN
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Those stores will now be assigned to the new user.

User Store Asssignment

Ashley Smith -
Available Stores Assigned Stores
Store Name Address City g:?)tveiln e Default Visits/Month: 1 =
Best Buy #925 20 Kingston Road... Ajax ON Store Name Visits/ TS City Staf
Best Buy #926 6075 Mavis Road, .. Mississauga ~ ON 2 pont i
Best Buy #927 695 Wilson Avenue Toronto ON EB Games #982 2 Unit 1 - 14 Martinda...  Indianapolis IN
Best Buy #928 1701 Merivale Road Nepean ON Future Shop #1861 2 3 WOODLAND RO... South Bend IN
Best Buy #930 2500 Winston Park...  Oakville ON Future Shop #2204 5 7654 TECUMSEH. . South Bend IN
Best Buy #935 215 Fairway Road... Kitchener ON Future Shop #2207 2 777 GUELPHLINE,...  Indinapolis IN
Best Buy #936 1080 Wellington Road ~ London ON Future Shop #2221 1 1130 TAYLORAVE...  Terahope IN
Best Buy #937 Unit 2070L - 5000 H..  Markham ON Best Buy #929 1 Unit F3 - 20202 - 66...  Langley BC
Best Buy #938 167 North Queen St..  Etobicoke ON Best Buy #931 1 147 Laird Drive East York ON
Best Buy #940 380 Coventry Road Ottawa ON Best Buy #932 1 7850 Weston Road... ~ Woodbridge ON
Best Buy #941 Unit 700 - 5300 No....  Richmond BC .y Best Buy #933 1 17539 Stony Plain... Edmonton AB
Best Buy #942 Unit1-1200 Brant..  Burlington ON Best Buy #934 1 993119 Avenue NW  Edmonton  AB

< >

Page 1 o1t ) ) C Stores 1 - 100 to 1035 c >
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Calendar

Currently the Calendar function is limited to managing the store list that the rep sees on their device.
Additional functionality is being investigated and will be incorporated into future releases.

Select Store

b Select Store

CURRYS & PC WORLD MEDWAY
UNIT A-B HORSTEAD RETAIL PARK MES9SQ

Game ASHFORD

1 New Rents TN231LE

Game Basildon
Unit 3 Eastgate Centre SS141AE

Game Bexleyheath
Unit D Broadway Shopping Centre DA67AY

Game Bishops Stortford

Unit 5 Jacksons Square CM233QX

®

Search

Admins can schedule all reps, managers can scheduled reps assigned to them, and reps can manage
their own calendar

If no modifications are using the calendar, then the rep will always see all stores assigned to them in the
application.

To have the store list only display the stores to be visited that day, stores can be entered into the
monthly calendar.

All stores assigned are listed on the left. If a store is required to be visited more than once in a
month, that store will be repeated in the list. For example, if a user is to visit Retail Super Store
4 times in a month, this would list 4 times as:

Retail Super Store 1 of 4
Retail Super Store 2 of 4
Retail Super Store 3 of 4
Retail Super Store 4 of 4
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October 27 - November 30, 2013

Change Language: | English (US) N7
Regquired Visits - November 2013 4 b Jumpto: [3 Go Day Week 2 Weeks ‘ Month |
Store Name Visit Address v City Sun Mon Tue Wed Thu Fri Sat
Staples #0204 10f2 370 EAST BROADWAY  South 44
Staples #0204 20f2 370 EAST BROADWAY  South
Staples #0253 1of2 7155 KINGSWAY, UN... South
Staples #0253 20f2 7155 KINGSWAY, UN... South
Staples #0319 1of4 188 38 AVE & MILLW...  Orlan “
Staples #0319 20f4 188 38 AVE & MILLW...  Orlan
Staples #0319 3of4 188 38 AVE & MILLW...  Orlan
Staples #0319 4of4 188 38 AVE & MILLW... Orlan
Staples #0356 1of1 3625 SHAGANAPPI T... Miam
Staples #0359 10f2 252536THST.NE.... Miam
Staples #0359 20f2 252536THST.NE.. .. Miam
oday a
< >

This is a drag and drop interface. Drag all stores assigned onto the calendar days in which they
are to be visited. As stores are added to the calendar, they will be removed from the required
visits column. To remove a store from the calendar, right-click on the store and select delete.
The store will move back to the required visits column.

We default the first visit at 7AM and list all others added at a 30 minute increment. This can be
edited to more specific times; but the calendar in this implementation is a daily planner with
monthly compliance requirements.



Retail

AdmInIStratOI‘ GU|de https://www.msftreps.co

Engagement
Program

Resource File Management

Resource File
Management

In this module, localized copies of files used by the Reps in the stores can be managed. This can include:

* Plan-o-grams

* Kiosk maintenance and setup instructions
* Demo installation instructions

* Training resources for the Reps

Currently, for the best viewing experience in the REP application it is recommended to utilize PDF, JPG
and WMV files. These file types invoke the built-in Windows applications (Reader, Photos and Video
respectively) and resize the screen appropriately. This maintains the modern look and feel of the
application:

© My Training

1. An overview of the Surface display area (including endcap and pinball displays, with devices
showing the demo playing

Photo Guidance

Office photo guidance Xbox Photo Guid|

Example photo for Office displays L.J . Example photos f

PC Dept Photo Guidance PC Depart overvi

Example photos for the PC Example photo
Department

Surface photo guidance
Example photos for Surface
products

Windows Store Photo Guidance

Example photos for the Windows
Store-within-a-Store

The system can support any file type that the PC can load with an associated application, but it will jump
to the desktop application and the user will have to swipe back into the REP application after viewing.
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When entering the Resource Manager, a list of files that are locally available to use will be visible. To

add a new file, click on the upload button.

In the Upload New File dialog box, enter the Title
and Description.

Then select whether the file is Active or Inactive.
If a file is marked as Active, it will download to
the Windows Application the next time it
synchronizes.

© Upload
Active Title File Name Description
— Kiosk Maintenance (1 File)
1 @@ Yes Xbox 360 Kiosk Xbox360InteractiveMaintenance2013_Impac...  Troubleshooting an

Category

Kiosk Maintenance

Upload Date Size

10/29/201323:51:49 89 MB

Upload New File (%)

Title:

Description:

Active:
File Category:
Upload File:

Windows 8.1 Demo

Installation Instructions

Active = Inactive

|

-]

Demo Installation
Kiosk Maintenance
My Training

Plan-o-grams

Browse...

soe ] cawe |

Chose a File Category. These map to the Windows App home screen sections under Resources.

Resources

My Training

Plan-o-grams

Kiosk Maintenance

Demo Installation
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When selecting My Training an additional option to select

a File Sub Category is available.
Title: Title
My Training is divided into those sections, plus it contains Description: Description
links to all of the resources that are available for RSP
training. This allows the rep to review the RSP Training Active: Active (+ Inactive
material without having to be in a call report. File Category: My Training ~
Cat :
alegon Monthly Assignments
Upload File: . . Browse...
Retail Soft Skills
Training Presentations
=

Click on the Browse button and select your file.

Note: Files are limited to 50Mb or less, and your total file uploads cannot exceed 300Mb. For
comparison: November 2013’s Training guidance is a total of 135Mb of files.

Click Save when done.

To remove a resource when it is no longer needed, click
Resource File List

on the e button. © Upload
n Active Title v | File Name
To download a file for viewing, click on the button. Blocmolnstallaton(f1hile)
1 5@ Yes Windows 8.1 Demo Windows Demo installation inst

- Kiosk Maintenance (1 File)

?l.
To Edit a file or upload a new copy, click on the

1 8@ Yes Xbox 360 Kiosk Xbox360InteractiveMaintenanc:
button.
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RSP Training Management

[ K |
AA
RSP Training
Management

RSP Tasks and Files

v’

RSP Tasks and
Files

This module allows the maintenance of the Monthly Training Guidance and the resources that will be
used to train the RSPs in store. Add and remove training tasks and resource based on the availability
locally. Localized content can also be uploaded to replace the default English content. All content
included in the monthly guidance can be found on www.microsoftrad.com.

Each month, the training guidance is pre-loaded into the REP system.

Set Monthly Training Content [ReETEn T LN F G ITEL PR S
November, 2013 ) This content is currently live for all users.
Windows ace Office bo PC Accessories
do g Ta do

© Add © Add
(<] Describe and demo at least three Windows 8.1 Built-in apps o Active.| Title Description Upload Date Size
) Describe and demo at least three Windows 8 Third Party apps @ Yes  DellVenue11Pro Batlle card 1012212013 16:07:47  441.4 KB
@ Describe and demo features from each of the 4 pillars @ Yes Dell Venue 8 Pro Battle card 10/22/2013 16:07:17 4342 KB
) Ensure completion of Windows Associate Accreditation 2014 © Yes  ASUSTransfor.. Battle Card 10122/2013 14:31:41 4506 KB
@ Share the pitch and top features for both tablets and Windows 8 © Yes Dell XPS 18 Battle Card 10/22/2013 14:45:43  508.0 KB
@ Describe and demo Acer IconiaWW4 using battle card and device where available © Yes HP Omni 10 Battle Card 10/22/2013 14:46:46  476.3 KB
@ Describe and demo the ASUS T100TA using battle card and device where avail... @ Yes Lenovo Miix Battle Card 10/22/2013 14:47-15  477.9KB
@ Describe and demo the Dell Venue 8 Pro using battle card and device where av... @ Yes Samsung ATIV... Battle Card 10/22/2013 14:47-45 4425KB
@ Describe and demo the Dell Venue 11 Pro using battle card and device where a... © Yes Toshiba Encore Battle Card 10/22/2013 14:48-10  453.4 KB
@ Describe and demo the Dell XPS 18 using battle card and device where available @ Yes Acer Iconia W4... Battle Card 10/15/2013 19:19:01 472.5KB
@ Describe and demo the HP Omni 10 using battle card and device where available © Yes Windows 8.1D... Demo Guide 10/01/2013 15:5834 1.5 MB
@ Describe and demo the Lenovo Miix 2 using battle card and device where availa... v © Yes Windows 8.1 P... Pocket Guide 10/01/2013 155357 5.7 MB

In the left hand column are the training tasks that the field Reps will convey to the RSPs. On the right
hand side are resources that facilitate the training tasks. There may not be a 1 to 1 match of training
tasks to resources.

To remove items from the training tasks or the associated files, click on the © graphic to the left of each
item.
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Note: Currently, the ability to add new tasks is not available. RSP Training tasks are mapped to Global
KPI’s and we are investigating a method to allow additional local training tasks to be added and mapped
properly to those KPIs.

If a task was removed and is needs to be restored, click on the Add button on the top left.

Windows Training Tasks Windows Files

© Add © Add

When adding tasks, there is list of unused tasks from the monthly training guidance.

Add Windows Training Tasks

Available Tasks

@ Describe and demo features from each of the 4 pillars

Add Selected Tasks

Select the tasks needed by clicking on the box to the left of the available task. When finished click on
Add Selected Tasks.
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If there are additional resources to upload, or localized resources, add them by clicking on the Add
button on the top right.

Windows Training Tasks Windows Files

© Add © Add

Add Windows Files (%)

@ Upload a New File

Available Files

Active.| Title Description Upload Date Size

No files are available.

Add Selected Files

Previously added files will appear in the Available Files list. To add new files, click on Upload a New File
button.

Upload New File (%]

Title: Dell Venue 11 Pro S~
Description: Battle card ~

Dell Venue 11 Pro
Upload File: Select a file Browse... Battle Card

Csoe ] comer

Enter a Title and Description that will appear on the resource tile in the application. Click on the Browse
button to select your file. Click Save when finished.
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To localize the training tasks, click on the Language Tools tab.

Set Monthly Training Content ~ Categories MEULEGERELTE

Translate Training Content

Conten B Chinese A Target Language:
B FomTi Corsican
B Categor Croatian A
. L Czech
L‘:I Tra{n:ng Danish
bj Training = Dutch Zone
&2 Training Esperanto e App
@ Categor Estonian
[ Training Eaeroese ) at least three Windows 8 Third Party apps
[} Training Fiji ) at least three Windows 8.1 Built-in apps
[ Training = Finnish 1 top features for both tablets and Windows 8
[ Training g French W) features from each of the 4 pillars
[ Training 1opic * * Lusure comp of Windows A: iate Accreditation 2014
|} Training Topic Describe and demo Acer IconiaWW4 using battle card and device where available
| Training Topic Describe and demo the ASUS T100TA using battle card and device where avai...
|1 Training Topic Describe and demo the Dell Venue 11 Pro using battle card and device where. .. v

This process is identical to the localizing a call report. Select a language from the drop down list, and
double-click on each item and enter the translation. See the Localization section in this guide for more
information.
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RSP Database Manager

Coming FY14H2

The RSP Database Manager will allow the maintenance of RSP records including removal of RSP names
that are no longer working in the retail stores.
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Breaking News

Breaking news is used to inform the reps of new product and other locally relevant information. Each
country has the ability to create their own Breaking News. Global Breaking News will be available to
accept or reject based on product availability or relevance to your region. If needed, the information can
be localized before activating it to be displayed on the reps device.

Breaking News displays on the REP application home screen. It is a scrolling list of items sorted by
newest first. Iltems will expire after 90 days, and be removed from the list.

Outbox Empty Inbox Last Refresh: 16-08-2014 00:12

Retail Engagement Program

Call Reports Resources Breaking News
Store Visit My Training The Heartbleed Bug PC Accessories
In-store activity reports 07-08-2014 14:03 23-11-2013 06:19
The Heartbleed - ‘ Mouse Recall!
vulnerability

New REP Windows App...
03-08-2014 03:46

Now available in Store for
Windows

New Display at Best Buy
23-11-2013 06:17

New Windows Display in
Thousand Oaks, CA

Event Report

Word on the Street . Kiosk Maintenance
. Demo Installation

The Breaking News module will list all breaking news created locally and any news items that have been

Plan-o-grams

Xbox One...
02-08-2014 12:47

Office 365 Requirements
23-11-2013 05:16
Not a 364 Product

Surface 2 4G...
11-04-2014 02:53

This applies to France and
the UK ONLY!

Win a Trip to Redmond!!!
23-11-2013 05:13

I've Got a Golden Ticket
Contest

created by the corporate team. Items create by the corporate team will be marked as inactive to allow
verification of relevance by each country. This also allows the country administrator to have the item
localized and even replace the picture associated with the news item.

Breaking News

Categories  Language Tools

© Create New Item

Active | Date/Time Category Title Subtitle
[=N<) No 01/23/2014 05:32 PM General New REP Application update version 1.0.0.93
@ © Yes 12/10/2013 02:02 AM Surface New York Times: Microsoft Produces a Win...
Z @ Yes 12/10/2013 02:01 AM Office One more reason Microsoft Office will kill Go...  Dec 4, 2013
F @ Yes 12/10/2013 02:01 AM Office Shared Benefits feature is coming in January
Z @ Yes 12/10/2013 02:01 AM Xbox Tomb Raider Definitive Edition Announce Trailer
F @ Yes 12/10/2013 02:00 AM Xbox Peggle 2 now on Xbox One
Z @ Yes 12/10/2013 02:00 AM Xbox Halo: Spartan Assault Comes to Xbox One...
e Yes 12/10/2013 01:59 AM Xbox Xbox One hits one million sold - THANK YOU!  Xbox One is Biggest Launch in Xbox History: More Than One Million...
@ © Yes 12/10/2013 01:57 AM Windows Windows XP end-of-life coming in April Windows XP SP3 and Office 2003 Support Ends April 8, 2014
= @ No 12/10/2013 01:56 AM Windows NORAD Internet Explorer Partners with NORAD to Bring the Most Wonderful...
@ @ Yes 12/10/2013 01:54 AM Windows Windows Store gift cards are here
Z @ Yes 12/06/2013 12:28 PM Surface Review: Microsoft Builds a Winner with Surf._. Dec 06, 2013
@ @ Yes 12/02/2013 03:59 PM General New update to REP Windows App version 1.0.0.78 available

Add Breaking New Item
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Clc the Create New ftem

button above the news

Category: h¢

items. Active: v

Title:
Select the Category from Subtitle:
the drop down list. Body:

Fill in a Title, Subtitle, and

the body of the message.

To include a picture, click on
the Upload Image button
and browse for a file to
include

If this item should not be [ sae [ cancer |

active yet, uncheck the
Active field.

Click the Save button when complete.

Modify or Delete an News ltem

To modify an existing item click on Breaking News
the edit icon to the left of the news
item L ETNCHICE Categories  Language Tools

© Create New Item
To delete an item click on the Active | Date/Time Category 1
delete icon on the left of the @ No 01/23/2014 05:32 PM General !
button and answer the B © es 12/10/2013 02:02 AM Surface !
confirmation prompt. @ @<« Yes 12/10/2013 02:01 AM Office (
Change Log
Coming FY12H2

Track changes to the information in the REP system. Basic tracking of items include additions and
deletions of users, call reports, stores, etc. Login data will be tracked as well.
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Appendix

Appendix A — Administrator Setup Checklist
* Website Login & Password
¢ |nitial login and password change
* Changing your account information
* Welcome Page Review
* Modify the Welcome Page for your region
¢ User Management
* Add additional administrator accounts (if necessary). Admin accounts are the same charge as
reps.
* Limit admin accounts to 5 or less
* Read-only user accounts with view permission can be created
* Review Field Reps users and Manager users
* Store Management
* Review Stores and Chain hierarchy
* Modify Chain classifications if you need to assign different types of Reps to a store
* Review Store Assignments and Visit frequency
* Add/Remove/Reassign stores as needed
* Initial Roll Up file prepopulated the store assignments for the primary rep
* For dual coverage of a store, you can now assign additional reps to those stores
* Calendar
* Schedule store visits for each rep based on the stores assigned and the frequency of visits per
month
* Call Report Management

o Tips:
= Create your “largest” call report first (most Sections and questions)
= Add logic

= Localize

= Use this form when creating your subsequent forms, modifying as needed.

= Localization and logic will remain from this report and save you the steps of
duplicating that effort in each additional call report.

All Global templates provide corporate guidance and can be modified to fit your region and
retail specific needs. You can:

* Hide sections that do not apply to the retail chain
* Hide questions that do not apply
* Add Questions for locally relevant information

* Using the Global Store Visit Call Report

* Global template for field labor store visits

* Create call reports based on the needs of the chains in your region
* Adding tasks/questions
* Localization of call reports
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* Multiple languages per call report
¢ Defaults to English if no translation entered

* File Uploads
* Upload Resources used by the Reps
* My Training = Field Rep training
* Kiosk Maintenance = setup/ troubleshooting instructions for kiosks
* Plan-o-grams = store display plan-o-grams
* Demo Installation = Windows 8/8.1 installation/troubleshooting instructions
a.
* Monthly Training Guidance
* Modify monthly training guidance topics
* Assign resources to training categories
* RSP Training. Selecting the following categories will allow the resource to
automatically appear in the appropriate training section in the RSP Training form on
the Windows App

a. General
b. Hardware
c. Office

d. Surface
e. Windows
f.  Xbox

* Call Reports — Escalations
* Configure email escalations based on call report answers
¢ (Call Reports — Scheduled
* Configure automatic Excel reports for each type of call report
* Can be scheduled Daily, Weekly or Monthly
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Appendix B — REP Windows 8 Client Application Installation and Setup Instructions
Please follow the below instructions for installing and setting up the REP client application on the
following devices: Surface RT, Surface Pro, PCs / Laptops with Windows 8.1 (or upwards) operating

system.

1. Open Windows Store app

L \\/indOWs

Store

2. Search for Retail Engagement Program app.
Alternatively, you can directly go to the link : http://ow.ly/xCveU (case sensitive)

3. Select the application from the list (it will be the only one listed)

Retail Engagement Program &~

Retail Engagement Progr...

Note:

REP client application is optimized for Windows 8.1 version or upwards. If you are using version 8.0 of
Windows, REP will not appear in the Windows store search results. Step wise instructions on upgrading
windows can be found at this page: http://windows.microsoft.com/en-au/windows-8/update-from-
windows-8-tutorial

4. Select to install

(© Retail Engagement Program
- R

You own this 3pp and ¢an install it on this PC

5. The installation will happen automatically and Windows will notify when the installation is complete

Starting the Program after installation:
If you are using Windows 8, the application icon will appear on the far right of your Start screen:
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ol = Microsoft Ln
Microsoft Retail
Outlook Web App Microsoft Channel Engagement Program

Ask me

=laalaal=~ anything.

If you are using Windows 8.1, swipe up from the bottom of your Start screen, and you will see the
program listed as "Microsoft Retail Engagement Program" with "New" highlighted below it. Right-
click on the icon and select "Pin" to start at the bottom. The application will now appear on the far
right of your Start screen.

Upon running the application for the first time, you will be asked to enter in a 10-digit ID number.
You can find your ID number on the Welcome Page of http://www.msftreps.com. If you do not have
access to this site, please ask your administrator for assistance.

Note:

Sleep function time setting of the device could affect form data transfer to the server. Especially for
forms with large amount of data / photos, if the device goes to sleep mode while the form is being
uploaded, that could result in a form submission failure. So, it is desirable to increase the time of in-
activity before a device goes in to sleep mode. You can do that through the device power options. Please
click on this link to know the steps. It must also be noted that by doing this, more battery power is spent
than in power saver mode.
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If you are using Windows 8.1, swipe up from the bottom of your Start screen, and you will see the
program listed as "Microsoft Retail Engagement Program" with "New" highlighted below it. Right-
click on the icon and select "Pin" to start at the bottom. The application will now appear on the far

right of your Start screen.

(@

Pin to Start

Upon running the application for the first time, you will be asked to enter in a 10-digit ID number. You
can find your ID number on the Welcome Page of http://www.msftreps.com. If you do not have
access to this site, please ask your administrator for assistance.
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Appendix C — Global KPIs tracked in REP

Category  Workstream  Measure Measure Name Measure Definition
Type
Surface Labor KPI # of stores visited per month # of unique retail outlets visited by MS hired reps per month.
Surface Labor KPI # of store visits per month # of total actual store visits including multiple visits to the same
store
Surface Education KPI # of 1:many training impressions # of RSP impressions via 1:many training events (# of

"impressions" not # of unique RSPs trained) e.g. 1 RSP may
attend 3x 1:M training = 3 impresssions

Surface Education KPI # of 1:1 training impressions # of RSP impressions via 1:1 training events (# of "impressions"
not # of unique RSPs trained) e.g. 1 RSP may attend 3x 1:1
training = 3 impresssions

Windows  Labor KPI # of stores visited per month # of unique retail outlets visited by MS hired reps per month.

Windows  Labor KPI # of store visits per month # of total actual store visits including multiple visits to the same
store

Windows  Education KPI # of 1:many training impressions # of RSP impressions via 1:many training events (# of

"impressions" not # of unique RSPs trained) e.g. 1 RSP may
attend 3x 1:M training = 3 impresssions

Windows  Education KPI # of 1:1 training impressions # of RSP impressions via 1:1 training events (# of "impressions"
not # of unique RSPs trained) e.g. 1 RSP may attend 3x 1:1
training = 3 impresssions

Office Labor KPI # of stores visited per month # of unique retail outlets visited by MS hired reps per month.

Office Labor KPI # of store visits per month # of total actual store visits including multiple visits to the same
store

Office Education KPI # of 1:many training impressions # of RSP impressions via 1:many training events (# of

"impressions" not # of unique RSPs trained) e.g. 1 RSP may
attend 3x 1:M training = 3 impresssions

Office Education KPI # of 1:1 training impressions # of RSP impressions via 1:1 training events (# of "impressions"
not # of unique RSPs trained) e.g. 1 RSP may attend 3x 1:1
training = 3 impresssions

Xbox Labor KPI # of stores visited per month # of unique retail outlets visited by MS hired reps per month.

Xbox Labor KPI # of store visits per month # of total actual store visits including multiple visits to the same
store

Xbox Education KPI # of RSPs trained 1:1 MS Led How many RSP are being trained face-to-face by Microsoft staff

or Microsoft-hired field reps.
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Appendix D — Field Types

Alphanumeric — this field support letters and numbers. It is used to enter names, license number,
locations and other brief text entry items. Advanced options include making this a required field,
supporting a default value, and more.

Numeric Only — used largely with mobile phones (Surface offers a full keyboard where this is less
needed). This will default a smaller device keyboard in the numeric pad mode. Advanced features similar
to Alphanumeric.

Yes or No — Common option when created forms and call reports. Questions that require a yes or no
response also support a set of advanced features for formatting an defaults. Yes or No will translate
automatically on the device per the language the device is set to (you may notice this missing in the
language tools; it is handled automatically)

Date — phone option only. A date field can be created to default to today’s date and be changed to show
some future date like a follow up for example. Note, all records are date and time stamped on our
server when submitted. This option is NOT needed to note when a record has been created or
submitted.

Email Address — adding email addresses to this section will email a copy of the current call report to that
person. It is an easy way to share a report with a store manager or someone else who might want a copy
of the work you just performed.

Pre-defined List of Values — Technically a drop down box. When you create a pre-defined list of values,
you are setting the user up to only select 1 item from a pick list. Advanced option include items such as
selecting one of the items to be a default value, etc.

Multiple-select List of Values — were pre-defined is a single select, this is check off all that apply. Think
check boxes; pick more than one. This section also comes with a variety of advance options to choose
from.

Large Text Box — typically used for notes or any place in which you want the user to type longer
sentences into the form/call report.

Display Message — This feature allows you to put some basic instructional text within your form or call
report. Title it but then enter in your text. This is often instructions or reminders, etc. related to that
part of the form.

Phone Number — more of a phone option where we are bringing up the phone key pad to enterina 10
digit based phone number.

Bar Code — supported on the phone and potentially coming soon for the Surface, using the camera
function, bar codes and other scan formats are supported.

Photo — Select the photo icon to take a picture. You may take more than one photo. If you take 3 or
more, the photos you take will display left and right in a scroll box.

Signature/Drawing — Used largely for a Signature (sign using your finger on the screen), the solution
captures signatures and saves them as an image.
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Website/File Link Button — Within your call report/form. You can create buttons with words on them.
Buttons can either link the user to a website URL or link the user to any number of supported files on
the computer. This piece is highly interactive and works in the background with files you loaded in the
File Manager. Files that have been uploaded display themselves in a pick list in this section. Title your
button, select your file and the user will be able to click on that button on the device side in their form
(PDF, JPG, WMV, DOCX, XLSX, PPTX, etc.) Files are then available in Resources on the mobile device as
well accessible within each form that uses a button to link to it.



