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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.

The REP system has two parts: the Windows application and an Administrative Portal.
Information on installation and usage of the Windows application can be found in Appendix B.

This document focuses on the administrative website where country data is managed. The 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:

e Retail chains and stores
e Field Representatives (Reps) and management team

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

e Resources used to train Retail Sales Professionals (RSPs)
e Resources for the Reps
o Plan-o-Grams
o Kiosk Maintenance
o Demo Installation
o Field Rep training resources
e Breaking News — Notification system for new products, calls to action, and other locally relevant
news that the Reps need.

The following reports are available:

e Scorecard — KPI statistics view
e Store Visit Compliance

e Training Activities

e 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:

e Country Contact information
e Current reporting capabilities
e 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:

e 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
e 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.


https://microsoft.sharepoint.com/teams/channelmarketing/tools-resources/team-resources/Retail%20Engagement%20Program/REP%20-%20Engagement%20Survey.docx?Web=1
https://microsoft.sharepoint.com/teams/channelmarketing/guidance/playbook/Pages/Labor-Slides.aspx
https://microsoft.sharepoint.com/teams/channelmarketing/tools-resources/team-resources/Retail%20Engagement%20Program/Forms/AllItems.aspx

. REta || Administrator Guide

Engagement https://www.msftreps.com

Program

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:

o _ I
.Reta 1 stonin

Engagement Program .
Can't access your account?

Educate. Improve. Analyze. 4

Copyright © 2001, 2013 Westlake Software, Inc. All Rights Reserved.
Portions © 2013 Microsoft Corporation. All Rights Reserved
This site is hosted for Microsoft by Westlake Software, Inc. Privacy Statement


mailto:MSFTREP@Microsoft.com
http://www.msftreps.com/
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During the first login to the system, a prompt to change the temporary password and security question
appears:

REGISTRATION

Weloome to the Retail Engagement Program Site.
Flease complete the information below to create 3 secure fogin 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) »
Click to view username & password requirements.

Username™® | tacct

Password™ | [T I @

Re-type Password™ | I @
Security Question
Security Answer

| Reset |

Password Requirements:

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

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

Retall

Engagement Program

Home Call Reports *  Dashboard *  Administration *  Help

Retail Engagement Program

Welcome to the Retail Engagement Program paortal. 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-BI
KPIs. 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:

e 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

e Resource File Management — Upload localized copies of files used by the Reps in the stores. This
can include:

o Plan-o-grams

o Kiosk maintenance and setup instructions

o Demo installation instructions

o Training resources for the Reps

e 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.

o Modifications can be made based on the availability of product in market.

o 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.

e 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.

e 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 e
display on the Windows application home screen like the tile to the 16 Call Report Description
right.

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 =7
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.

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.

Note: It is reccommended to create a master call report specific for the country. This should include any
question that may need to be asked in any retailer. After adding in the country specific information and
localizing if needed, this master call report can then be used as a template for all call reports in country
without the need to localize each report.

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.

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
All Titles
[T Trainer
D Account Manager
D Administrator

| Back || mext ||  cancel

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

|| Al Stores

[C] BestBuy ~
[C] - Best Buy High

D - Best Buy Low

[T] -- Best Buy Medium

[] EB Games

|:| Future Shop

[C] London Drugs

D Shoppers Drug Mart

Staples

[C] Target

[ The Source W

[

Back ||  MNext || cancel
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Select the Retail Chains for this form, and click the Next button to continue.

Select Sections

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

tasks. Some of those tasks can be edited or removed, but others will map to global KPIs 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

EEO0EE

PC Accessories

| Back || mext || ocancel |

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

|- Dnda -
Build Your Call Report e T Tvee

To start, select the Add Button. Choose if you [ Other title? (has conditional logic) - Field: Alphanumeric A
‘I‘::I‘Iﬂtstzf'ﬁgﬁ YaD?J?IgSZrI’SAeﬂlar’eSS%C;Ir?dn HJFIE'_-ESc;Orﬁs \Q Store contact first name? - Field: Alphanumeric
are like page titles which will format th’e mobile BS‘OIE contact last name? - Figld: Alphanumeric
call report into organized groups of questions. 4| | Section 2: Surface Section
Once you have added a field/item or a section, [ Is there a Microsoft Surface display installed in the store? - Field: "Yes" or "Mo"
use your right mouse over each item to display 4[£g Which Surface displays are installed (check all that apply) (has conditional logic) - Field: Multiple-select List of Values
multlple e Clpl]OnS TE M EIL = Permananent Fixture Endcap - - List Item

.= Double Inline Fixture - - List Item

= Inline Placemat - - List Item

= Dedicated Surface Table - - List Item

.= Other - - List ltem

[3 Describe "Other” Surface display (has conditional logic)
4 \3 Surface Display (has conditional logic)

- Field: Alphanumeric

- Field: Mulfiple-select List of Values
— v
.= Verify the display is clean and dust free - - List Item

Back || . MNext ||  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

[ Qs -
Build Your Call Report ] AddaMew Field to... b Section 1: Visit details Type
To start, select the Add Button. Choose if you [ Other fitle? {has con| Section 2: Surface _ Field: Alphanumeric A
‘_Nant to Add a field or Add a Section. Fields _are [ﬂslme contact first ng Section 3: Windows - Field: Alphanumeric
items which your users will respond to; Sections
are like page titles which will format the mobile £ store conlactlastna || Section 4: Xbox (hidden) - Field. Alphanumeric
call report into organized groups of questions. 4| | Section2: Surface Section 5: Dffice Section
Once you have added a field/item or a section, (3 1s there a Micrasoft Section 6. FC Aot . — Field: "Yes" or "Na"
A, it i ecton ol BSS0Nes
use your right mouse over each ftem to display 4 [ Which Surface displ ha onal 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
.= Ofher - - List ltem
Q Describe "Other” Surface display (has conditional logic) - Field: Alphanumeric
4 Q Surface Display (has conditional logic) - Field: Mulfiple-select List of Values
== Verify the display is clean and dust free - - List ltem w7

Back ||  Next || cancel

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

| Add a Hew Field
= *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

Selact 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 () Pre-defined List of Values ]
() Numeric Only (O Multiple-select List of Values (O Photo |
() "Yes” or "No” () Large Text () Signature/Drawing

() Display Message () Website/File Link Button
(©) Email Address (0 Phone Number

Alphanumeric: Allows any text thaf the device supports, up fo 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 Always default to the last value entered by the current user

(O Always default to the fast value entered by any user of this form

Save || Cancel

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

e Take a photo of the front of the store
e Select all that apply to the promotion
e 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.

| Edit This Field...

&) Remove This Field

I? Show/Hide This Field Conditionally...

Fields from the global template have the following restrictions:

| Qadd -
Call Report Contents
B Sfore co

4 Section 2: =

le there

4 [ Which S |J Field cannot be removed or changed. These questions are required.

|—J Field can be removed or changed. Fields added will always be marked green.

= Perm [=

~ Doub L‘ 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
field name.

:— Inline
= Dedic
:= Other  [=7
C4Descibe "' Field can be removed but not changed. These are optional fields that can be
4 gSurface "emove, but not edited.

- = Verify
‘= Veriy
QTake an
|:__! Are there
| Please d

P Taka o n
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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

|- Data |
Build Your Call Report e L e
To start, select the Add Button, Choose if you [ Other title? (has conditional logic) - Field: Alphanumeric A
rt“:l'rl’:tst:iﬂ’?lcdﬁ ;Dfli’lflgsg_:evﬂlars:pc;:?; tgleégsc;(;ﬁs E Store contact first name? - Field Alphanumeric
"
are like page titles which will format the mobile ﬁslole 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: Win Section
use your right mouse over each item to display 315 there a Win [ Add a Field to this Section... b - Field: "ves" or "No"
multiple edit options as needed. s -
P P 4 g Windows Sof | Hide this Section - Field- Multiple-select List of Values
= Verify the display is clean and dust free - - List Item
.= Verify the display is stocked - - List Item
IﬁTake a picture of the Windows Software fray (has conditional logic) - Field: Photo
ﬁHmv many Windows & or 8.1/RT demo devices (Notebooks/Desktops/Tablets) are on the Sales Flo... - Field: Numenc Only
E On Entry, how demo devices have the Windows 8 or 8.1 demao installed? - Field: Numeric Only
EOH Exit, how many demo devices have the Windows 8 or 8.1 demo installed? - Field: Numeric Only
v
IaOn Exit, how many demo devices had NO demo installed? - Field: Numeric Only
| Back ||  mMet || 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
- Oau_)
Build Your Call Report R e e eom e o B
To start, select the Add Button. Choose if you [ Other title? (has conditional logic) - Figld: Alphanumeric ~
‘I‘::nﬂtst\zfﬁgg ?DE?ISSZI’SA:!:'V%?’:;(:;L?; HJFIES‘gi;gﬁs Ii Store contact first name? - Field: Alphanumeric
" _—_ N
are like page titles which will format the mobile Iﬁslole centact last name? - Figld: Alphanumeric
call report into organized groups of questions. > || Section 2: Surface Section
Once you have added a field/item or a section, > || Section 3: Windows Section
useltﬁure'llg:t n;;ouse over e;;; item to display 4| Section 4: Xbox (hidden) Section
mul e edit options as nee . = 3 .
: g Are there Xbox Ond - Add a Field to this Section... _ Field: "Yes" or "No”
How many Xbox O Unhide this Section ifional logic) - Field: Numeric Only
Verify the Xbox One Kiosks are clean and duslt free (has conditional logic) - Field: "Yes" or "Mo"
On Eniry, how many Xbox One Kiosks are functioning properiy? (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"
v
How many Xbox 360 Kiosks are at this locatien? (has conditional logic) - Field: Numeric Only
| Back || mext || 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

| Sam ~|
Build Your Call Report IS E LS Type
T e, et (s Al B o, &0 i you .= Verify the display is stocked - - List Item
want tO‘Add a field or Add a Se.CtIOI’l Fields are IQTake a picture of the Office software tray (has conditional logic) - Field: Phota ~

items which your users will respond to; Sections
are like page titles which will format the mobile
call report into organized groups of questions.
Once you have added a field/item or a section,

[ Is there a Windows Pinball display in the store?
Q Is Office merchandised on the Windows Pinball display? (has conditional logic)
rl Q Is Office 365 displayed in the PC Depariment?

- Field: "Yes" or "No"
- Field: "Yes" or "No"

- Field: Pre-defined List of Values

use your right mouse over each item to display .= Yes - Fact Tags Only {Default) - - List Item
multiple edit options as needed. = Yes - Product on display - - List Item
.= Yes - Fact Tags and Product on display - - List Item

= Mo - - List Item
Ia Explain why Office 365 is net in the PC D (has it logic) =
[E511s the Office "Save Now” offer visible in the PC Department?
BT& ke a photo of the "Save Mow™ offer (has conditional logic)

| Edit This Field
& Remove This Field
Q Explain why the offer is not visible in the PC Depariment (has cenditional logic)

4 Section §: PC Accessories

U Show/Hide This Field Conditionally.

[~ Is Microsoft Hardware on disolay in this store (kevboards/mice/cams)? - Field: "Yes" or "No"

| Back || mext || cancel |

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

Conditional Logic »

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

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

I there an Office SKU Chooser on display in the store? "Yes" or "Mo"

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

Iz there a Windows Pinball display in the store? “fes" or "Mo"

|z Office merchandized on the Windows Pinball display? “Yes" or "Mo" w7

(®) ... indudes one of the items selected below:

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

O
O
O
O
O

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
4 (= Test Call Report
Review and Finalize = - . X ~
Your call report is ready to submit. Review the 1 a Secton 1:Vist getals Secton
items on the right. If you wish to make any “ Ii"i“ status - Fleld: List
changes, click on the "Back” button and make .= Visit Gomplete (Defaulf) - - List ltem
your corrections. If you are ready to save your = Closed Temporarily - - List ltem
call report, click on the "Finish" button. i= Closed Permanently - - List tem
-= Management Refused - - List liem
Ewnen will the store reopen? (has conditional logic) - Field: Text
Ewny did the manager refuse? (has conditional legic) - Field: Text
Iﬁ Store contact information - Field: Display
4[] Wha did you speak with during your visit? - Field: List
.= Sfore Manager (Defaulf) - - List ltem
.= Assistant Store Manager - - List ltem
.= Sales Supervisor - - List liem
.= Sales Support Supervisor - - List Item v
-= Other - - List ltem
Back | | Finish | | Cancel

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:

Store Visit

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

Previous Review

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

Back to Form List Language Tools: Test (Enelish)

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.


http://support.microsoft.com/kb/2607607/en-us
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Step 1 - Select your target language: French = Step 2 - Double click on an item to translate
| B |
Edit Form Language

Form Fields Original: English Target Language: French

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

Engage consumers to drive holiday sales Land the Surface 2 and

Display M ) Surface Pro 2 pitch Land the Surface 2 and Surface Pro 2 demos

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

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 ltem 4 Management Refused Gestionnaire refusé

Text field When will the store reopen?

Text field Why did the manager refuse?

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

Manage

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 Reporis Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation Schedule Reporis Configure Language Tools Delete

Il Report I Transaction Report I GPS Escalation Schedule Reports Configure Language Tools Delete

op 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

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

P s

Back to Form List Transaction Report: Global R5P Training Guidance - Oct (English)

From: |09/20/2013 |3 Te: 09/20/2013 |[3 user Name: All 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|I3|.( to view and Export records to an
to submit send edit store notes Excel spreadsheet.

report to others.

m: 01012014 & To: 01/15/2014 [ user T all v | Language: | E= Engl

14 I\ || Page 1(of1 || Ll ‘Ee‘l || |@| || Resulis per page: 25 |~

Click to view
transaction in a

Device I First Name ~ Last Name Received + La
formatted PDF
Report 1 1) & 14 896 743 1596 Lindsay Anne Wed, Jan 15, 2014 08:58:44 PM  Una
2 896 743 1596 Lindsay Anne Wed, Jan 15, 2014 08:39:07 PM  Unar
3 896 743 1596 Lindsay Anne Wed, Jan 15, 2014 08:33:05 PM  Una»
4 [ HEES @ 3967431596  Lindsay Anne  Wed, Jan 15, 2014 06:23:05 PM  Una

View photos taken during this store
visit.
When Location Coordinates are
available with the transaction, map icon
will drop out to Bing maps.
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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 %

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 | Edit || Delete |
Note: Holiday party on 12/3 - bring refreshments.
By: Lindsay Anne Submitted: 11/24/2013 18:42 | Edit || 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 ) . Select whether to include photos and the size of the photos,
then click Export.

Excel Export Options
Photo Options
Include Photos:

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):

@ [&Eﬁ EEI D} D ||=3|1|cunnections 5] Y

Properties
Frorn  From  From From Other Existing Refresh ) I . zZl Sort Filter
Access Web  Text  Sources~  Connections  All- Edit Links "

Get External Data Sort & Filter

Connections

DUl - §

DG DH D
1| Start Tim~{ End Timi = Duratior v¢

2 1841 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

(a4

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

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

Il% [%3 I:Tj I:E)_ D “=3 [2] Connections 8| Y Clear

. Properties : Reapply
Fram From  From From Other Existing Refresh o Zl Sort Filter
Access Web Text Sources~  Connections  All~ Edit Links Vo Advancer
Get External Data Connections Sort & Filter
DO1 - 2
DG | DH | ol Cet O | UC Bt .
1 | Start Tim ~: End Tim«~| Duratior Photo1/~: Photo2 - Photod |~ |

Photo3| v :

2 1841 16:44 0:03:14
3 |19:06 19:06 0:00:04
4 1193:23 19:23 0:00:06

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

op 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 (Enelish)

From: 07/11/2013 |8 User Name:  All + | Language: == English v | | Get Results |

U4 | 4 || Page 1|of 1| [ b | bl |@| || |@|| | | Results per page: 25 |+ Dis

= Date evice 1D Detail First Name Last Name Total Fixes
1 f‘ 07112013 (61p) 075-5649 Show Detail MS User Calderon 10

4]
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 Reporis Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation Schedule Reporis Configure Language Tools Delete

nt 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 Escalation 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: | ;I

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: |addallemailaddresseshere@microsoft.com | € Add Email |

myemaili@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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lox
m htip:/ .msftreps.com/app/escalation @
Enter the email addresses of the people to be notified. Set Filter
"3. Select List: "
equals one of the following
Blue
» Green
Step 3 - Filters T vYellow
™ Red
Set Filters for This Email -
Save Filter Cancel |
Enter the email address of each person you want to include as a recipient for this alert or report, and then dick fhe "Add Email” button. The
highlight an address in the list box and click the "Remove” button to remove it from the list. 0% ~ 4
For Multiple Filters: (® ALL filters must be true ( ANY filter may\be true User Filter: |Any User hd
Field Response Type Filter
1 Alpha Test Alphanumeric Set Filter Mone
2 MNumeirc Test: Mumeric only Set Filier MNone
3 Yesor Mo Test Yes/Mo (list) Set Filter Mone
4 Date Field: Date Set Filter Mone
5 Email address: Email address Set Filter MNone
6 Select List: (Blue,Green, Yellow, Red) Pre-defined list of valuss et Filter MNone
7 Multiple Select (Alpha Beta Gama) Multi-select list Set Filter Mone
&  Test of Notes: Large text box Set Filter Mone
9 Disnlav Messane: MNisnlav messane Mone

| 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

Best Buy Call Report Transaction Report GPS Escalation Schedule Reporis Configure Language Tools Delete

EB Games Call Report Transaction Report GPS Escalation I Schedule Reporis I Configure Language Tools Delete
Event Call Report

Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete

ure 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 V¥
Time Zone for Form: (GMT+09:00) Australia/Brisbane v

| Back | | MNext |

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
Call Reports Options
Best Buy Call Report Transaction Report GPS Escalation Schedule Reporis Configure Language Tools Delete
EB Games Call Report Transaction Report GPS Escalation Schedule Reporis Configure Language Tools Delete

Event Call Report Transaction Report GPS Escalation Schedule Reports Configure Language Tools Delete
Future Shop Call Report

" Staples Call Report

Transaction Report GPS Escalation Schedule Reports I Configure I Language Tools Delete

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 | ChainsiClassifications | Edit Form Fields

Basic Settings

Form Title: | Staples
Description {optional):

Retail Options
Include Store List: ]
User Assignment: (@) Assign by category
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Language Tools

Call Reports Options

Best Buy Call Report Transaction Report GPS Escalation Schedule Reporis Configure Language Tools Delete

EB Games Call Report Transaction Report GPS Escalation Schedule Reporis Configure Language Tools Delete

all 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 I 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

.n.#

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™:  Microsoft Inc. 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 remave a previously uploaded logo, then the AIRmobility logo will be displayed as your default logo.
Map Preference: | Bing Maps

Pdf Photo Size: | medium

Photo Position: | inline : j Reta i I

Engagement Program

Remove Logo

Upload New Image: (Sunparted Farmets: 106G, JPEG, PNG GIE Bve): | Select a File |

Welcome Message
(B 2| A | A 22 | S = E @) 555
Retail Engagement Program

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

Reset | | sae

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

m

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 Region Stores  Chains  Chain Classification
© Add
REGIONAL HIERACHY
LEVEL 2 [LARGEST) Name 1 Active
Region
= F e Mid West Yes
@ @  North East Yes
REGIONAL HIERACHY [ @  Pacific North West Yes
LEVEL 2 (MIDDLE) =
South East Yes
Area e
& @  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 (%]
Level 3 (Largest)

Regional Hierachy Reqi
Level 3 (Largesty o0

Level 2 (Middle)

Regional Hierachy

Ar
Level 2 (Middle): ' 0

Level 1 (Smallest)

Regional Hierachy District
Level 1 (Smallesty

see ] G

Click Save when finished.

Add/Modify/Delete Stores

Hierarchy List

Region  Area  District Chains  Chain Classification

© Ada

Name 4+ Chain Classification

= @ 1 Best Buy #902 Best Buy
-] 2  Best Buy #3906 Best Buy
=@ 3  BestBuy #907 Best Buy
== 4  BestBuy #912 Best Buy
= @ 5 Best Buy #925 Best Buy
== 6 Best Buy #9256 Best Buy

Selecting the Stores tab displays a list of stores loaded into the system from the Roll Up file.

Region

South West
Pacific Mortl
Pacific Mortl
Pacific Mortl
South West
North East

~
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Add a Store
To add a store to the list, click on the Add button.

Add Store (%]

Name:

Chain: -

District: -
Address:

City:

State/Province:

Postal Code:

GPS Latitude:

GPS Lengitude:

Active: v

see | cawer

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.

@ Store VISIT CURRYS & PC WORLD NEW MALDEN MEGASTORE

Select Store Available Call Repo

Available Call Reports

Dixons

CURRYS & PC WORLD BROMLEY 2 IN 1
27 HOLMSDALE ROAD BR29LD "'

Dixons Project

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.
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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

=
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 Item:

Mame: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 (]

MName: CURRYS DONCASTER
Chain: CURRYS -
Classification: -
Territory: Dixons 2 -
Address: UNIT 1 DANUM RETAIL
City: DONCASTER

State/Province: ENGLAND

Postal Code: DM58AS

GP3 Latitude:

GP

s | comer
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User Management

@
o

(+

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 oL User List
@ Aad Show Inactive © Add Show Inactive
Title + Active E’;ﬂﬁ';“ance Name + 10-Digit ID Email
+ Administrator (1 Item) + Account Manager (1 User)
+ Global Read Only (1 Item) + Administrator (5 Users)
+ Manager (1 ltem) + Master Trainer (2 Users)
— Representative (4 [tems) — Promoter (3 Users)
o1 @  Master Trainer Yes Yes = 3 @ CMT Demo 4605542744 cmtdemo@wwrem.com
2 @  Promoter Yes Yes =3 e REP Demo 5292865359 repdemo@wwrcm com
[ @  Representative Yes Yes e - ] SME Demo 8599415889 smedemo@outlook com
=@ Specialist Yes Yes — Representative (2 Users)
= F @ Sienna Golden 3495755808 123@west.com
= 3 @ Danielle Gould 7172392373 U506@rdmstest.com
— Specialist (2 Users)
] Allison Jones 8995052910 Us04@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.

e Administrator
o Full access to all information in the country

e Read Only
o Guest of the system that can view dashboards only

e 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
e 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.
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Add New User Type
To add a new user type, click on the Add button below User Types.

Create New User Type

User Type: Representative -
User Title:

Track ol

Compliance:

Active: ol

swe ] comen

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 (%)

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

Enter the user’s First Name, Last Name and Email U i
ser Information

address. First Mame: = First Name

. , Last Name: Lasi N
Select the Time Zone from the drop down list. eame: | I TR

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 Demu{tF I_Iogin 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: /1

Click Save when complete. m
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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.

Edit User Type 6:9

User Type

User Title:  Promoter -

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

Account Info

Update Login
Values:

Active:

Do | comer_

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: a

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

Steve Kerr

Would you like to proceed?

= e Jlest]

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

N
If a user is no longer working, it is advised to mark them Inactive. Click on the modify button

Edit User Type (]

User Type

User Title: Promoter -
User Information
First Name: CMT
Last Name: Demo
Email: cmtdemo@wwrem.com
Time Zone: (UTC-08:00) Pacific Time (US & Canada) -

Account Info

Update Login
Values:

Do | comer_

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

- |«

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

=2

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 %

Store Name Address City Frrfioren

plisit= Address

Store Name Month City Prol

< >

Mo 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 -

Available Stores

Store Name » | Address City gtr?)::*iace
Best Buy #902 1 SortAscending = LosAngeles CA ~
Best Buy #906 1 SortDescending . Bellevue WA
Best Buy #9307 Columns b .. Quebec aQc
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 #3931 147 Laird Drive East York ON (V]
Dt Do #0370 FOLA Wbt M VAl At Ak =
Page 1 ot ) BN C Stores 1- 100 fo 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: 1 =
Province
Best Buy #9302 350 Stewart Green Los Angeles CA Store Name Mizils] Address City Sl
Y g ~ Month Pro

Best Buy #3906 Unit 2290 - 2700 Bo...  Bellevue WA ;

Best Buy #912 1 11 Washmill Lake D...  Halifax NS
Best Buy #907 5401 boulevard des...  Quebec Qc ) o

Best Buy #926 1 6075 Mavis Road,.. Mississauga ON
Best Buy #3525 20 Kingston Road._ Ajax ON

Best Buy #9327 1 695 Wilson Avenue Toronto ON
Best Buy #9258 1701 Merivale Road Nepean ON
Best Buy #3929 Unit F3 - 20202 -66...  Langley BC
Best Buy #3930 2500 Winston Park_.. Oakville ON
Best Buy #3931 147 Laird Drive East York ON
Best Buy #332 7850 Weston Road. .. Woodbridge ON
Best Buy #933 17539 Stony Plain... Edmonton AB
Best Buy #9334 9931 19 Avenue NW Edmonton AB W
Dt Duwe #09E 4L Catrrins Nand [reTaap—— An

>
Page 1 ot ) BN C Stores 1 - 100 to 1040 ( o

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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Quick Tip: If stores are being assigned to another rep, after they are selected and slid back to the
Available Stores list, they remain highlighted.

User Store Asssignment

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

> » I C

City
Calgary

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

Edmonton

State/
Province

AB
ON
AB
BC
ON
ON
BC
ON
ON
AB
AB

>

Stores 1 - 100 to 1040

Assigned Stores

Default Visits/Month:

Store Name

Best Buy #9U2
Best Buy #3906
Best Buy #9307
Best Buy #912
Best Buy #925
Best Buy #3926
Best Buy #3627

Best Buy #9330
Best Buy #3435
Best Buy #936

Best Buy #9337
<

Visits/
Month
1

Address

35U Stewart Lreen. ..
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 Wellingten 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
Toronte
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 #5925
Best Buy #926
Best Buy #9527
Best Buy #928
Best Buy #9529
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 -

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
Edmaonton
Edmonton
Kitchener

London

Statef
Province

ON
ON
ON
ON
BC
ON
ON
ON

AB _—

AB
ON

ON
>

Stores 1-100 to 1035

Assigned Stores

Default Visits/Month:

Store Name

EB Games #382

Future Shop #1861
Future Shop #2204
Future Shop #2207
Future Shop #2221

1

Visits/
Month

2

[ T R N

Address

Unit 1 - 14 Martinda. ..
3 WOODLAND RO...
7654 TECUMSEH. .

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

o g

Indianapolis IN

South Bend IN

South Bend IN

Indinapolis N

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 3:2::; - Default VisitsMonth: 1 =
Best Buy #925 20 Kingston Read... Ajax ON Store Name Visits/ Ft=s City Sta
Best Buy #926 6075 Mavis Road,. Mississauga ~ ON ~ ot [Re
Best Buy 2927 695 Wilson Avenue Toronto ON EB Games #9582 2 Unit 1-14 Martinda...  Indianapolis IN
Best Buy #928 1701 Merivale Road Mepean ON Future Shop #1861 2 3 WOODLAND RO South Bend IN
Best Buy 930 2500 Winston Park.. Oakuille aN Future Shop #2204 5 7654 TECUMSEH..  SouthBend  IN
Best Buy #935 215 Fairway Road... Kitchener ON Future Shop #2207 2 777 GUELPH LINE, 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 Eil 0 Uil 20 =Er (L B
Best Buy #938 167 North Queen St...  Etobicoke  ON Eesiinylasl U itaindirie EmiE: @
Best Buy #940 380 Coventry Road Ottawa ON Best Buy #932 1 7650 Weston Road... Woodbridge ON
Best Buy #941 Unit 700 - 5300 No....  Richmond ~ BC " (e [ R 0 R STy Pl BT AR
Best Buy #942 Unit 1-1200 Brant . Burlington ON (1 ! B D Ehny Ehrian AR

< >

Page 1 a1 ) B C Stores 1- 100 to 1035 % o
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Calendar

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.

Store Visit

Select Store

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

EB Games #1603
220 YONGE STREET, SUITE 110, BOX 511 M5B2H1

EB Games #1614
6444 YONGE STREET M2M3X4

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

Future Shop #1872
1000 GERRARD STREET EAST, SPACE D14 M4M3G6

Future Shop #2104
802 YORK MILLS ROAD, UNIT 15-17 M3B1X8

London Drugs #67
325 Yonge Street M5B1R7

| ondon Druas #71

®

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) v
Required Visits - November 2013 4 b Jumpto: [E ee Day Week 2Weeks |Month |
Store Name Visit Address = | City Sun Mon Tue Wed Thu Fri Sat
Staples #0204 10f2 370 EAST BROADWAY South 4¢
Staples #0204 2of2 370 EAST BROADWAY South
Staples #0253 10f2 7155 KINGSWAY, UN... South
Staples #0253 20f2 7155 KINGSWAY, UN_.. South
Staples #0319 1of4 18333 AVE&MILLW.. Oran =~
Staples #0319 2of4 18838 AVE&MILLW. .. Orlan
Staples #0319 Jof4 18838 AVE & MILLW... Orlan
Staples #0319 40f4 18838 AVE&MILLW... Orlan
Staples #0356 Tof1 3625 SHAGANAPPIT... Miam
Staples #0359 10f2  252536THST.NE.. Miam
Staples #0359 20f2 2525 36THST.NE,. Miam
Today &:50am
< >

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.
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Resource File Management

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

e Plan-o-grams

e Kiosk maintenance and setup instructions
e Demo installation instructions

e 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:

ment...
i MICROSOFT DEMO INSTALLATION GUIDE
Call Reports
Jpdated for Holiday, 2013
Store Visit

-

Before you get started

*  Uninstall the Windows 8 Demo if it is already installed on this PC. Learn how to do this on page 9.

+  OnaWindows 8 PC that is NOT a Windows RT device, you may have the option to upgrade the PCto

Event Call Report Windows 8.1 prior to installing the demo. To update a Windows 8 PC to Windows 8.1, please refer to the

mo Windows 8.1 Update Guide for Demo Devices document.

*  When you are ready to install the Windows Retail Demo, follow the instructions in this document. You can use
the Demo USB ta install the Windows Retail Demo on new Windows 8.1 PCs, new Windows 8 PCs, RT
Devices or on PCs that you upgraded to Windows 8.1. This includes Windows RT devices.

*  The Windows Dema is installed using a standard USB drive. Some new Small Screen and Tablet devices may
have a Micra USB or Mini USB port only. For these devices, you will need a US8 to Micro/Mini USB Adapter.

mportant Note
e The term PC is used throughout these instructions. Whenever you see the term PC, it can be applied to any
device (laptop, tablet, All-In-One, RT Device, etc...) that is running Windows 8 or Windows 8.1

Resources

®  The demo installation process is the same for Windows 8 and Windows 8.1 PCs. When you click on the

My Training humhbemelm\nll.;md (step 4.2), the installer will chucsellheappmpriale demo to install on your device

based on the Operating System on the device and Chip architecture (64 bit, 32 bit, or RT).

*  If a network is available, please connect the PC to the internet AFTER you have setup the local administrator
account. Once you have established and logged into the Local Admin Account, the internet connection will
not only activate the PC (if not yet activated), but also allow your customers to have an online experience with
the demo PC. However if you connect to the internet prior to setting up your Administrator account on a
‘Windows 8.1 device, you may be forced to setup a Microsoft Account as the Administrator account, which
would prevent you from being able to install the demo.

Plan-o-grams

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.

@ upload
Active Title File Name Description Category Upload Date Size

— Kiosk Maintenance (1 File)

| @ Yes Xbox 360 Kiosk Xbox360InteractiveMaintenance2013_Impac Troubleshooting an Kiosk Maintenance 10/29/2013 23:51:49 8.9MB

In the Upload New File dialog box, enter the Title

and Description.
Title: Windows 8.1 Demo
Then select whether the file is Active or Inactive. Description: Installation Instructions
If a file is marked as Active, it will download to
the Windows Application the next time it
. Active: Active = Inactive
synchronizes.
File Category: | | - |
Upload File: Demo Installation Browse...
Kiosk Maintenance
My Training m Cancel
——— Plan—c—grams

Resources

My Training

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

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. Aclive (= Inactive
material without having to be in a call report. File Category: | My Training -
File Sub . |
Category:
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
Jl Active Title v | File Name
To download a file for viewing, click on the button. | e e T (] (L
Il @@ Yes Windows 8.1 Demo Windows Demo installation inst

— Kiosk Maintenance (1 File)

N
To Edit a file or upload a new copy, click on the '

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

L N
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 [0y T D ITET R GG
November, 2013 This content is currently live for all users
Windows ace  Office ho PC Accessories
i g Ta i

@ Add @ Add
@ Describe and demo at least three Windows 8.1 Built-in apps S Active.| Title Description Upload Date Size
] Desaibeland demalatleastihreelWindows i Baryjapps @ Yes  DellVenue 11Pro  Battle card 10/22/2013 16:07:47  441.4KB
L Describe and demo features from each of the 4 pillars @ Yes  DellVenue8Pro  Batile card 10/22/2013 16:0717 4342 KB
@ Ensurelcompletion ofWindows Associateldcorediiation 2014 @ Yes  ASUSTransfor.. Balle Card 10/22/2013 14:31:41 4506 KB
@ Share the pitch and top features for both tablets and Windows & @  Yes Dell XPS 18 Battle Card 10/22/2013 14:45:43  508.0 KB
@ Describe and demo Acer IconiaW4 using battle card and device where available @ Yes HP Omni 10 Battle Card 10/22/2013 14-46:46 4763 KB
@ Describe and demo the ASUS T100TA using battle card and device where avail... @ Yes Lenovo Miix Battle Card 10/22/2013 14:4715  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 4534 KB
@ Describe and demo the Dell XPS 18 using battle card and device where available @  Yes Acer lconia WA... 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 8.1 D... Deme Guide 10/01/2013 15:58:34 1.5 MB
@ Describe and demo the Lenove Miix 2 using battle card and device where availa.. vl ® Yes Windows 81P Pocket Guide 10/01/2013 15°5357 57 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.


http://www.microsoftrad.com/
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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

© Ada © Ada

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

© Ada © Ada

Add Windows Files QD

@ Upload a New File

Available Files

Active.| Title Description Upload Date Size

Mo 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.
Title: Dell Venue 11 Pro S~
Description: Battle card ~
Dell Venue 11 Pro
Upload File: Select a file Browse... Battle card
=

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 [EGITEGENGT S

Translate Training Content

Language:
Conten EH Chinese ~ Target Language:
B FomT Corsican
B Categor Croatian a
N - Czech
"':‘ Trafnfng Danish
[z Training = Dutch Zone
[ Training Esperanto e App
@ Categor Estonian
[ Training Faeroese ) at least three Windows & Third Party apps
[&  Training Fili y at least three Windows 8.1 Built-in apps
&  Training = Finnish 1 top features for both tablets and Windows &
[&  Training 11 French w1 features from each of the 4 pillars
| Training rupc *  Cosure Loimp of Windows A iate Accreditation 2014
| Training Topic Describe and demo Acer lconia\W4 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. .. M

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. [tems will expire after 90 days, and be removed from the list.

Retail Engagement Program

Call Reports Resources Breaking News

Event Report My Training New York Times:...

training event S 12/9/2013 11.02 PM
T o urface

Store Visit Plan-o-grams One more reason...
. ' In-store activity reports u i

Word on the Street Kiosk Maintenance Shared Benefits feature...

2/9 11:.01 PM
[

Demo Installation

X
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The Breaking News module will list all breaking news created locally and any news items that
have been created by the corporate team. ltems 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
= @ No 01/23/2014 05:32 PM General MNew REP Application update version 1.0.0.93
F @ Yes 12/10/2013 02:02 AM Surface New York Times: Microseft Produces a Win_
.ﬂj [=] Yes 12/10/2013 02:01 AM Office QOne more reason Microsoft Office will kill Go...  Dec 4, 2013
=@ Yes 12/10/2013 02:01 AM Office Shared Benefits feature is coming in January
Lj @ Yes 12/10/2013 02:01 AM Xbox Tomb Raider Definitive Edition Announce Trailer
[ @ Yes 12/10/2013 02:00 AM Xbox Peggle 2 now on Xbox One
F @ Yes 12/10/2013 02:00 AM Kbox Halo: Spartan Assault Comes to Xbox One_..
= @ 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
.j @ 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 MNew update to REP Windows App wversion 1.0.0.78 available

Add Breaking New Item

Clc the Create New ftem

button above the news

Category: -
ItemS Active: )

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 [ save | concer |
active yet, uncheck the
Active field.

Click the Save button when complete.
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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 Categories  Language Tools

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 = es 12/10/2013 02:02 AM Surface !

confirmation prompt. = @ Yes 12/10/2013 02:01 AM Office (
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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
[l Website Login & Password
e |nitial login and password change
e Changing your account information
[J  Welcome Page Review
o Modify the Welcome Page for your region
[]  User Management
e Add additional administrator accounts (if necessary) Note: Admin accounts are the same
charge as reps (540 US/month). Later in November, we will be able to create read-only
accounts ($10 US/month). The Viewer accounts can view only (no editing).
e Limit admin accounts to 5 or less.
e Review Field Reps and Managers
[] Store Management
e Review Stores and Chain hierarchy
e Modify Chain classifications if you need to assign different types of Reps to a store
e Review Store Assignments and Visit frequency
e Add/Remove/Reassign stores as needed
] Initial Roll Up file prepopulated the store assignments for the primary rep
[1 For dual coverage of a store, you can now assign additional reps to those stores

[] Calendar
e Schedule store visits for each rep based on the stores assigned and the frequency of visits per
month
[J 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:

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

e Using the Global Store Visit Call Report

[J Global template for field labor store visits

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

[J File Uploads
e Upload Resources used by the Reps
[] My Training = Field Rep training
[1 Kiosk Maintenance = setup/ troubleshooting instructions for kiosks
[J Plan-o-grams = store display plan-o-grams
[1 Demo Installation = Windows 8/8.1 installation/troubleshooting instructions
a.
[J  Monthly Training Guidance
e Modify monthly training guidance topics
e Assign resources to training categories
[J 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
e Configure email escalations based on call report answers
[J Call Reports — Scheduled
e Configure automatic Excel reports for each type of call report
[1 Can be scheduled Daily, Weekly or Monthly
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Appendix B — REP Windows 8 Beta Installation and Setup Instructions

What do you need to get started:

A developer license is required to install and use this beta version of this program. Installation
instructions on how to install that license are included below. You will need to start this installation
process from the Windows tablet you are planning on using, and you must have a valid Microsoft
Account before getting started. You will also need your 10 digit ID number from the Welcome screen
of http://www.msftreps.com. If you do not have your ID number, please ask your local administrator
for assistance.

If you already have the application installed and are updating to a new version, you must uninstall
the existing version first. You can do this by:

1. Locate the Retail Engagement Program tile on your start menu
2. Swiping with your finger in a downward motion on the tile (or right-click with a mouse)
3. Select the Uninstall Icon from the tray

Step 1 — From your Windows browser on your corresponding Windows device, click on the
appropriate download button below to retrieve the zip file. (Note: the zip file name will change based
on the revision level. The format is w8test2_x.x.x.xx_AnyCPU_REPS_Test.zip)

Please review the installation instructions below prior to downloading

the application for your device.
For Windows 8.X For Windows RT

v‘ Download v‘ Download

Step 2 — You will be prompted to Open the file on your tablet. Select Open (or the language
denoted to open) on your tablet.

| |

Step 4 - Chck OK ¢ prompted for Windows Securtty

Windows Secunty -

wemobifityws 1.0.0.53 w36 REPS Testzip (201 M

Step 3 — Click OK if prompted for Windows Security.
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Windows Security
@ Opening these files might be harmful to
~  your computer

Your Internet security settings blocked one or more files

from being opened. Do you want to open these files
anyway?

@ Show details

ok | [ Ganer |

How do | decide whether to open these files?

Step 4 — Select the menu item that says extract:

Compressed Folder Tools -

Home Share View

Extract
> AppData » Local » Microsoft » Windows
.7 Favorites [] Name
Il Desktop | airmobilityws_1.0.0.55 x86_REPS_
n Nawnlnade

Step 5 — On the Ribbon, click "Extract all".
i. ] 4} N \ Compressed Folder Tools

Home Share View

Extract

B Desktop 3 Downloads 5L Docum

= : Extract
& Music & Pictures § VIGEOS
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Step 6 — Keep the default options and select the Extract button.

Select a Destination and Extract Files

Files will be extracted to this folder:

\Usershalang 000\Dacuments\airmobilityws 1.0.0.55 x86 REPS Test, Browse...

| Show extracted files when complete

Step 7 — This will display the zip file in the directory. Please click on the zip file to display enclosed
files.

Home  Share  View
t———i & cut x = | | ] \ \_J New item ~ ‘ g , 5§ Open~ I
— W o ‘('*‘3 ) T | Easy access ~ ‘ ? Edi (

5 + Copy path 3 . A Edit
Copy Paste Move Copy @ Delete Rename New Properties (
Fx L 3 e [§i: .
[#] Paste shortcut o o~ v folder - | History |
Clipboard Organize New Open

T | » MyDocuments » airmobilityws_1.0.0.55 x86_REPS Test (1) »

£

.7 Favorites [ ] Name Date modified 1
B Desktop ‘

la NAwmlaaAde

airmobilityws_1.0.0.55 x86_REPS _Test 10/21/2013 9:49 PM| F




. Retal l Administrator Guide https://www.msftreps.com

Engagement
Program

Step 8 — Hold down on the file called: Add-AppDevPackage. This will display the menu shown in
the next step.

@ ~ 1 | » MyDocuments » airmobilityws_1.0.0.55 x86_REPS Test (1) »
7 Favorites D Name De
Il Deskiop I Add-AppDevPackage.resources 10
) Downloads ___L_Dependencies 10
= Recent places |[¥] 24 Add-AppDevPackage 10
airmobilityws_1.0.0.55_x86_REPS.appx 10
i Libraries » airmobilityws_1.0.0.55_x86_REPS 10

Step 9 — Hover over the file "Add-AppdevPackage.psl”, use your right mouse and select "Run with

PowerShell".

B VESKLUp [ AQU-AppUEVK
. L R R e S N Uﬁi_,,,‘L,L,l.,Af,.Devp
O AN
L 10.0.:
| I Run with PowerShell I 0.0.
- Edit 0.0

kd Scan with System Center Endpoint Protection...

Open with...

Step 10 — If you are installing for the first time, you will need to register for a developer license. If
you have already installed, just press Enter at the first prompt and proceed to "Starting the Program
section below.

& Windows PowerShell =

package: C:\Users\brianpan\Downloads\w8test2 1.0.0.20_AnyCPU_REPS_Test\wstest2 1.0.0.20_AnyCPU_REPS_Test\witest2 198
.0.0.20_AnyCPU_REPS. appx

Before installing this package, you need to do the following:

- Acquire a developer license :
Administrator credentials are required to continue. Please accept the UAC prompt and provide your administrator passwor
d if asked.

Press Enter to continue...:

Step 11 — Click "Yes" on User Account Control screen.
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Step 12 — Click "I Agree" on the Developer License screen.

%] Administrator: Windows PowerShell

Developer License

Get a developer license for Windows 8.1 Preview

You need a developer license to develop this style of app for Windows
8.1 Preview. A developer license lets you install and test the app on this
computer before Microsoft tests and certifies it.

You may use the developer license only for the purpose of developing,
testing and evaluating apps. In all other respects, the Windows 8.1
Preview Software License Terms govern your use of Windows 8.1
Preview and the developer license.

When you get a developer license, some data is sent to Microsoft about
your use of the developer license, Read the privacy statement for more
information,

If you agree to these terms and want to install a developer license, click
‘| Agree'.

Cancel

Step 13 — Sign in with your Microsoft Account (not your domain account).

Developer License E

Sign in
Microsoft account What's this?

microsoftaccount@live.com

’ Password

Can't access your account?

Don't have a Microsoft account? Sign up now

Privacy & Cookies | Terms

©2013 Microsoft
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Step 14 — Click on "Close" after confirming you have a Developer License. Note that the license
expires and you will have to repeat this process in 30 days or if you install again.

&y Administrator: Windows PowerShell

Acquiring developer

Developer License

o Get a developer license for Windows 8.1 Preview

You now have a developer license and you can develop apps for

indows &, it expires. You'll need to renew your
license before it expires to continue developing apps. Learn
more.

Developer license expiration date:

Step 15 — If prompted like below, type "Y" then press "Enter".

ey Administrator: Windows PowerShell =

Acquiring deve

Installing certificate...

WARNING: You are about to install a digital certificate to your computer's Trusted People certificate store. Doing so
carries serious security risk and should only be done if you trust the originator of this digital certificate.

When you are done using this app, you should manually remove the associated digital certificate. Instructions for
doing so can be found here:
http go.microsoft. com/fwlink/?LinkId=243053

Are you sure you wish to continue?
[¥Y] Yes [N] No (default is "N"):
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Step 16 — Press "Enter" after verifying the package was installed successfully.

%] Windows PowerShell =

C:\Users\brianpan)\Downloads\w8test2_1.0.0.20_AnyCPU_REPS_Test\w8test2_1.0.0.20_AnyCPU_REPS_Test\w8test2_1%
.0.0.20_AnyCPU_REPS. appx

Before installing this package, you need to do the following:
_ - Acquire a developer license ) g !
Administrator credentials are required to continue. Please accept the UAC prompt and provide your administrator passwor)
d if asked.
Press Enter to continue...: ’
A developer license was successfully acquired.

Installing package...

Success: Your package was successfully installed.
Press Enter to continue...:

Step 17 — If after installing the developer license you are not taken back to installing the program,
simply start on Step 7 and continue.

Starting the Program

If you are using Windows 8, the application icon will appear on the far right of your Start screen:

E

Microsoft Retail
Outlook Web App Microsoft Channel Engagement Program

Ask me
anything.
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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

Type

Measure Name

Measure Definition

Surface Labor
Surface Labor
Surface Education
Surface Education

Windows  Labor

Windows  Labor

Windows  Education
Windows  Education
Office Labor
Office Labor
Office Education
Office Education
Xbox Labor
Xbox Labor
Xbox Education

KPI
KPI

KPI

KPI

KPI1
KPI

KPI

KPI

KPI1
KPI

KPI

KPI

KPI
KPI

KPI

# of stores visited per month

# of store visits per month

# of 1:many training
impressions

# of 1:1 training impressions

# of stores visited per month

# of store visits per month

# of 1:many training
impressions

# of 1:1 training impressions

# of stores visited per month

# of store visits per month

# of 1:many training
impressions

# of 1:1 training impressions

# of stores visited per month

# of store visits per month

# of RSPs trained 1:1 MS Led

# of unique retail outlets visited by MS hired reps per month.

# of total actual store visits including multiple visits to the same
store

# 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

# 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

# of unique retail outlets visited by MS hired reps per month.

# of total actual store visits including multiple visits to the same
store

# 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

# 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

# of unique retail outlets visited by MS hired reps per month.

# of total actual store visits including multiple visits to the same
store

# 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

# 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

# of unique retail outlets visited by MS hired reps per month.

# of total actual store visits including multiple visits to the same
store

How many RSP are being trained face-to-face by Microsoft staff
or Microsoft-hired field reps.

https://www.msftreps.com
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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.
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Signature/Drawing — Used largely for a Signature (sign using your finger on the screen), the solution
captures signatures and saves them as an image.

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.



