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Introduction

Retail Engagement Program (REP) is a software application that enables all Microsoft retail field labor teams to
effectively engage with their retail partners or stores worldwide. The REP application is a single tool that provides
directional guidance that is locally relevant to all subsidiaries and the ability to gather and store executional and
informational data. Field Labor team directors have the ability to manage and monitor the execution of their programs
at retail.

This documentation serves as a guide while you explore various features of REP application web portal. In addition to
the navigational guidance, specific call outs have been placed in each section to assist in optimizing the use of the
tool for various job profiles.

Web Portal Access

Navigate on your web browser to www.msftreps.com. Once on the landing page (image below) you will enter in your
user name and password. | you do not have a user name or password click on “Can’t access your account?”

.
Retail

Engagement Program Can't access your account?

Educate. Improve. Analyze. ‘

Latest Client Versions: Windows: 1.2.0.16 ; Windows Phone: 2.3.0.4 (as of July 28, 2014)

Copyright ® 2001, 2014 Westlzke Software, Inc. All Rights Reserved.
Portions & 2014 Microsoft Corporstion. All Rights Reserved
This site is hosted for Microsoft by Westiake Software, Inc. Privacy and Cookies
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During your first login to the system, you will be asked to change your password and enter a security question and
response.

Username Requirements:

e Must be from 4 to 20 characters long.
* Contain only alpha-numeric characters.
e Cannot be presently in use by another user.

Password Requirements:

e Must be from 8 to 14 characters long.
* Contain at least 1 uppercase character and at least 1 lowercase character.

* Contain at least 1 of the following special characters: -
_"tT@#ES % N& A= () {1 N~

Enter a new Password, Security Question and Security Answer. Click on Save. You will be directed to the REP Home
Screen.

Once registered, users can only change their passwords. Their user names and 10 digit user ID will remain the same.
Already registered users who forgot their password can click on the ‘Can't access your account?' link on login page.
They will have to provide their registered email address. The system will then email them a temporary password, their
10 digit ID and the option to reset their password.
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The Read Only Dashboard

This dashboard provides easy access to all of the global data. It is broken into 6 major categories.

The following sections will provide detailed instructions on viewing and exporting data.

Custom Report Center

The Custom Report Center is a powerful reporting feature that enables users to extract reports across multiple
call reports. As the name implies, this feature gives users the option to customize the report structure, i.e. to pick
and choose the columns to be displayed in the report. Once the report structure is chosen, filters such as date
range, Store Location, User Roles etc. can be applied to further refine the result set. Users will also be able to
save their favorite custom reports for future use.

Creating Custom Reports

When you enter the new Custom Report Center the first time, the screen you land on to is largely blank. As you
start to create and save reports, they will list here as shown later in this document. Those saved reports will start
to list here on the main page. The first step in creating a report is to select a country from the drop down list (as
shown in the picture below). A country has to be selected before the various create buttons will be visible.

Custom Reporting Center FOR GLOBAL READ ONLY USERS My Reports
I Australia v I v/ Show Reports Shared by Others © Create Call Report ) Create Event Report ) Create RSP Training Report () Create Word on the Street Report
Name Report Descrl;::m K / / Shared Report
A country has to be selected to see

- Call Report (11 Reports) select a country these create-new-report’ buttons
B3 IE Analysis Data Yes
FY Monthly MRA Report - PCA - June ) ) . Yes

Checking this box will show
[FY Monthly MRA Report - Surface - June all shared reports for the Yes
{FY Monthly MRA Report - Windows - June. selected country Yes
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Currently there are four types of custom reports that can be generated. Click on the link to go to respective

pages.
1. Custom Call Report
2. Custom Event Report
3. Custom RSP Training Report
4. Custom WOTS Report

Creating a Custom Call Report

Step 1: Click on 'Country’ select menu on the main page to get started.

Custom Reporting Center

Country v Show Reports Shared by Others
Name Report Descript|

You have not yet created a report. Click the 'Create Report’ button to configure a new custom re

Once the country has been selected the various report buttons will appear

Custom Reporting Center

Show Reports Shared by Others @ Create Call Report ) Create EventReport ) Create RSP Training Report ) Create Word on the Street Report
Name Report Description Shared Report

You have not yet created a report. Click the "Create Report’ buttgn to configure a new custom report

Choose the ‘Create Call Report’ button
Step 2: Choose preferred language and the call report(s) you are looking to generate the report on.

As you can see in the picture below, unless you want to switch to other report types such as Event Report,
WOTS report, RSP Training report etc. leave the report type as 'Call Report'. You may also expand the list to
also include inactive Call Reports. Tick the check box if you want to consider inactive call reports for the report.
For example, if you are interested in generating a report of Manager's names your reps met with across all call
reports, you would use the Select All button shown to quickly select everything. If you were interested in
generating a report about Surface Inventory and Surface demos running but do that with only four specific call
reports, this is the section in where you would individually pick those call reports (you do this by placing a check
box next to the call report or call reports in which you want to create the extract). Last transaction date is
displayed to help you better determine a date range (shown on the next page) to pull your reports. This is most
useful when also pulling and/or including inactive reports. Click on 'Next' button at the bottom right corner to
proceed to the next step.
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Custom Reporting Center Call Report - Edit Report Details

INSTRUCTIONS: Select a Report Type and Language.
Then select target call reports (when using with Report Type: Call Report).
Click Next to continue.

Report Options
== Report Type: Call Report -
*Preferred Language: English -

Select your Call Reports

Select All Unselect All Show Inactive Call Reports
Call Report Active Last Transaction Date
Darty: Rayon Surface/PC Yes
/ Fnac: Rayon Surface/PC Yes
\ Rayon Gaming Yes 2014-05-26 15:09:24.0
Rayon Surface/PC Yes 2014-05-22 10:42:23.0
Rayon SW/HW Yes 2014-06-03 12:26:45.0

Step 3: Choose the questions / fields from selected call reports

On this page, you will see two horizontally arranged panels. The top panel shows the list of selected fields /
questions (in the order of appearance) and the bottom panel shows the list of all available questions / fields for
selection (from the call reports you selected in previous step). You will be able to see all the fields / questions
available in the call reports you selected in the previous page. All fields are grouped based on products /
sections. The collapse / hide button will help you expand / minimize the list. 'Type' refers to the response type
of the field / question. 'Applies To' gives the count of how many reports from your selection in previous page
contains that particular field.

To add / select a question / field in to the upper panel, Click on the plus button 9 corresponding to the
question in the lower panel. You can also drag and drop the questions. As you add / select a question / field, it
disappears from the bottom pane.

If you want to remove a selection, just click on the corresponding minus button S on the top panel. It will
appear back on the bottom pane. You can also drag and drop the questions to the lower panel.
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Call Report - Select Report Fields

To unselect a field

Remove All  Sel Report Questions: Expand the + options in the lower section, click the green plus icon @ to add an item to your repont, click the red minus icon @ to remove.

Name Type Applies To Call Report

@ Visit details Store Visit status ... List 1 Report Oz Store Visit Call Report
@ Visit details Visit status List 3 Reports Alan Test Form,Antartica Call Report,Laks Test # 2
@ Surface Is there a Microsoft Surface display instal... ~ Yes/No 3 Reports Antartica Call Report,Laks Test # 2,0z Store Visit Call Report
@ Windows Is there a Windows Software tray inthe s...  Yes/No 3 Reports Antartica Call Report,Laks Test # 2,0z Store Visit Call Report
@ Xbox Are there Xbox One Kiosks at this location?  Yes/No 3 Reports Antartica Call Report,Laks Test # 2,0z Store Visit Call Report

[Available Report Questions |

Click to Expand Type Applies To Call Report

+ Visit detall o

urface (31 Items)

Name

— Windows (9 Items)

© Windows Software Tray Multi-List 1 Report Antartica Call Report
© Take a picture of the Windows Software tray Photo 3 Reports Antartica Call Report,Laks Test # 2,0z Store Visit Call Report
@ How many Windows 8 or 8.1/RT demo devices (Notebooks/D... Numeric 1 Report Antartica Call Report

145elect a field m m

What if the order of the questions matters in your extract? For example, you may be running the data you are
extracting in a mathematical formula in Microsoft Excel. And, if the questions are not in a particular order, this
could cause disruption to your work flow. The items in the upper section are drag and drop ready. You can grab
any question and drag it down or up to allow you to select the desired order of your questions.

Selected Report Questions

Remove All  Selected Report Questions: Expand the + options in the lower section, click the green plus icon © to add an item to your report, click the red minus icon @ to remove.
Page Name Type Applies To Call Report
@ Visit details Who did you speak with during your visit? List 1 Report Dixons Call Report Cycle 10
@ Visit details Visit status List 2 Reports CP 20 Stores. Office.,Dixons Call Report Cycle 10
@ Visit details Other title? o Text 1 Report Dixons Call Report Cycle 10
@ Visit details Store contact last name? e Text 1 Report Dixons Call Report Cycle 10
© Visit details Store contact first name? T 1selectedrow = Text 1 Report Dixons Call Report Cycle 10

Once your field selection is complete, please proceed to the next page by clicking 'Next' button. You also have
the choice of going back to the previous page (form selection) or canceling this activity altogether.

Step 4: Choose Filter Criteria

On this page, you will see two vertical panels. The panel on left side is for filter options and the one on right side
is where the report will be displayed.

As shown below, on the left panel, you can select date range specific and/or Store location specific and/or User
Role specific filter criteria (just like how you would do in dashboard reports). By default, current week is pre-
selected in the date range box. You may click on the date picker to change the date range. Location based filter
options allow sub filters based on regions and sub regions as designed in store management page. Role based
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filters allow sub filters based on various user roles defined in the user management page. For a selected user
role, you can further filter down on individual user names and the stores assigned to the user.

Date Range el
From: 04/04/2014

To: 04/11/2014

Filter Options‘//

~ v

[ ——

Location (=) Role / User

v

v
v

v
v

v

Step 5: Run the Report

Once you have chosen the filters, click on the 'Go’ button to view the report on right side panel. Refer to the
picture below.

My Saved Reports

)

In addition to all the responses to the desired questions in the extraction rules created on the previous two
pages and by your filter rules, there will also be the following fields:

. Device ID Number
. First Name of Rep
. Last Name of Rep
. Call Report Name

. Date and Time Received

. Country of Origin

. Chain

. Chain Category

. Store ID Number (when available)
. Store Name
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. Store Address

. Store City

. Store State/Province
. Store Postal Code

These fields will help you distinguish the records uniquely.

At a time 100 records are displayed in a page (scroll down). If there are more records satisfying your query and
filter conditions, they will be paginated. You can click on the ">' button to move forward to the next page. You
have the option to download the entire report as a spreadsheet. Clicking on 'Back to Report List' button at the
bottom right will take you to the home page of Custom Report Center. Clicking on the 'Back’ button will take you
to the previous page (step) where you chose the fields.

I
:r « -P;g-e- -1- =T -of-z- ] -)- ) -)-)- -: C E‘l_)ownload as spread sheet Displaying records 1 - 100 of 194
[ Y T Y T T Click on the column header to sort by that column
*ransactlon ID | Device ID | First Name Call Report Store Name Recelved Store Address Lag
E 217623 263101... Alichool 14.05 V2M...  JB HI FI SYDNEY... 2014-05-21 13:54 412-414 George Str...
| 218965 831924... 14.05 V2 M... JB HI FI BONDI 2014-05-22 19:12 500 Oxford Street
E 219972 378760... Pt 14.05 V2 M... JB HI FI OSBOR... 2014-05-23 16:32 501 Scarborough B...
| 220711 509446... Coudn 14.05 V2M...  JB HI FI CANBER... 2014-05-24 11:16 Bunda Street
E 220773 283949... ot 14.05 V2 M... JB HI FI CHATS... 2014-05-24 12:42 Anderson Street
| 220854 995487... Dan 14.05 V2M...  JB HI FI LOGANH... 2014-05-24 16:03 Pacific Highway I
E 220860 483317... Desctiz 14.05 V2 M... JB HI FI MARION 2014-05-24 16:06 297 Diagonal Road
I | 220855 350956... Yaonooth 14.05 V2M...  JB HI FI SYDNEY... 2014-05-24 16:08 644 George St
E 220856 528294... - 14.05 V2 M... JB HI FI KNOX 2014-05-24 16:09 509 Burwood Highway
| 220858 645938... 14.05V2M...  JB HI FI WARRIN... 2014-05-24 16:29 Condamine & Pittw...
i 220866 255558... Adisnboll 14.05 V2 M... JB HI FI MACQU... 2014-05-24 16:43 109 Waterloo Rd
| 220875 283949... 14.05 V2 M... JB HI FI CHATS... 2014-05-24 17:03 Anderson Street
E 220929 378760... 14.05 V2 M... JB HI FI OSBOR... 2014-05-24 17:21 501 Scarborough B...
| 220893 521633... B—— 14.05V2M...  JBHIFI CASTLE... 2014-05-24 17:49 Castle Towers Sho...
i 220894 663774... 14.05V2M...  JB HI FI CARIND... 2014-05-24 17:55 Old Cleveland Rd &...
E 220919 674950... = 14.05 V2 M... JB HI FI ADELAI... 2014-05-24 18:34 50 Rundle Mall
]
: Pagination options . Back Back to Report List
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Creating Custom Event Report

Step 1: Click on 'Country’ select menu on the main page to get started.

Custom Reporting Center

Country v Show Reports Shared by Others

Name Report Descript|

You have not yet created a report. Click the 'Create Report’ button to configure a new custom re

Once the country has been selected the various report buttons will appear

Custom Reporting Center

Show Reports Shared by Others @ Create Call Report @ Create Event Report @ Create RSP Training Report @ Create Word on the Street Report

Name Report@escription Shared Report

You have not yet created a report. Click the "Create Report’ button to configure gffew custom report

Choose the ‘Create Event Report’ button
Step 2: Choose the questions / fields from Event Report

On this page, you will see two horizontally arranged panels. The top panel shows the list of selected fields /
questions (in the order of appearance) and the bottom panel shows the list of all available questions / fields for
selection. You will be able to see all the fields / questions available in the Event Report. All fields are grouped
based on sections (e.g. Event Detail, Store Employee Training etc.). The collapse / hide button will help you
expand / minimize the list. 'Type' refers to the response type of the field / question.

To add / select a question / field in to the upper panel, Click on the plus button Q corresponding to the
question in the lower panel. You can also drag and drop the questions. As you add / select a question / field, it
disappears from the bottom panel.

If you want to remove a selection, just click on the corresponding minus button Q@ on the top panel. It will
appear back on the bottom pane. You can also drag and drop the questions to the lower panel.

You can grab any question and drag it down or up to allow you to select the desired order of your questions.

10
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Custom Reporting Center Event Report - Select Report Fields

To unselect a field

Selected Report Questions

Remove All Cted Report Questions: Expand the + options in the lower section,
click the green plus icon @ to add an item to your report, click the red minus icon @ to remove.
Name Type
@ Customer Event What type of event is this? List
@ Store Employee Trai... What type of event was this? List
@ Event Detalil Were you the Primary or Support Rep for this event? List
& Event Objectives What were your goals/objectives for this event? Large text

. . Scroll down
Available Report Questions to see all

o Click to expand Type Topic Type fields

+ ‘E{M‘Ilwms) \

+ Store Employee Training (8 Items)

— Customer Event (3 Items)

@ Please provide a detailed description of your event: Large text Click next to

- go to next step
&) How many customers attended your event? Numeric
@__How many customers did you interact with at this event? Numeric

To add / select a field m m|

Once your field selection is complete, please proceed to the next page by clicking 'Next' button. You also have
the choice of going back to the previous page (form selection) or canceling this activity altogether.

Step 3: Choose Filter Criteria

On this page, you will see two vertical panels. The panel on left side is for filter options and the one on right side
is where the report will be displayed.

On the left panel (shown in the picture below), you can select filter conditions based on date range, Store
location, User Roles, user names etc. (just like how you would do in dashboard reports). By default, current
week is pre-selected in the date range box. You may click on the date picker to change the date range. Market,
User Role and User Name filters are in fact sub-filters. That means you have to select a value in the higher filter

for the lower filter options to populate.

/

Date Options
Date Range v

From: 05/29/2014
To: 06/05/2014

Filter Options 4=

Reaic v

11
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Step 4: Run the Report

Creating Custom RSP Training Report

Step 1: Click on 'Country’ select menu on the main page to get started.

Custom Reporting Center

Country v Show Reports Shared by Others

Name Report Descript|

You have not yet created a report. Click the '‘Create Report’ button to configure a new custom rej

Once the country has been selected the various report buttons will appear

Custom Reporting Center

Show Reports Shared by Others () Create Call Report () Create Event Report

Name

) Create RSP Training Report @ Create Word on the Street Report

Report Description Shared Report

You have not yet created a report. Click the "Create Report’ button to configure a new custom report

Choose the ‘Create RSP Training Report’ button

Step 2: Leave Report Type as 'RSP Training' and choose preferred language.

As you can see in the picture below, unless you want to switch to other report types such as Event Report,
WOTS report or Call report, leave the report type as 'RSP Training'. Then select the date range and proceed.

Instead of choosing a specific date range, you can also choose RSP month or Calendar month. Click on 'Next'
button at the bottom right corner to proceed to next step.

12
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Custom Reporting Center RSP Training - Edit Report Details

INSTRUCTIONS: Select a Report Type and Language.
Then select target call reports (when using with Report Type: Call Report).
Click Next to continue.

If you want to switch to another report, choose

Report Options from this drop down menu
Report Type: RSP Training v
Preferred Language: Chinese v

RSP Training Topic Range

P —————— s Choosing ‘RSP Month’ or
:Date Range : ‘Calendar Month’ from the
RSP Topic Range: Date Range v ‘_-':HSP Month : option will show date option
like this
f— 1 1
From: 05/29/2014 HEE 1Calendar Month

\Calendar Month |4y

. == AL LTI LY E L ) 1

To: 06/05/2014 s : Calendar Month ':

i 1

1dd/mm/yyyy > !

Step 3: Choose the questions / fields from RSP Training Report

On this page, you will see two horizontally arranged panels. The top panel shows the list of selected fields /
questions (in the order of appearance) and the bottom panel shows the list of all available questions / fields for
selection. You will be able to see all the fields / questions available in the Event Report. All fields are grouped
based on sections (e.g. Event Detail, Store Employee Training etc.). The collapse / hide button will help you
expand / minimize the list. 'Type' refers to the response type of the field / question.

To add / select a question / field in to the upper panel, Click on the plus button L+ corresponding to the
question in the lower panel. You can also drag and drop the questions. As you add / select a question / field, it
disappears from the bottom panel.

If you want to remove a selection, just click on the corresponding minus button S on the top panel. It will
appear back on the bottom pane. You can also drag and drop the questions to the lower panel.

You can grab any question and drag it down or up to allow you to select the desired order of your questions.

13
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Custom Reporting Center RSP Training - Select Report Fields

To remove all selected fields at once
Selected Ws

Remove All  Selected Report Questions: Expand the + options in the lower section, click the green plus icon
@ to add an item to your report, click the red minus icon @ to remove.

Page Name Type Topic Type
@ General Task 1) Note the stock level at the store Yes/No Local
Email every RSP the Windows Resources Sheet. Yes/No Global
Promote the new Surface 2 for students videos. Gi...  Yes/No Global
Ask the RSP to explain the difference between Off...  Yes/No Global

To unselect a field

@ Surface
@ Office

Click to expand Scroll down
to see all fields

Available Report Questi

Type Topic Type

+ General (2 Items)

+ Windows (2 Items)

— Surface (9 Items)
& Show RSPs how students can use the rear-facing camera by...  Yes/No Global

_ . Click next to go
& Ask RSPs to name at least 3 reasons why Surface is perfect...  Yes/No Global to next step
© Pick 2-3 accessories for Surface Pro 2 and demo them to R... Yes/No Global /

1

Once your field selection is complete, please proceed to the next page by clicking 'Next' button. You also have
the choice of going back to the previous page (form selection) or canceling this activity altogether.

Step 4: Choose Filter Criteria

On this page, you will see two vertical panels. The panel on left side is for filter options and the one on right side
is where the report will be displayed.

As shown below, on the left panel, you can select date range specific and/or Store location specific and/or User
Role specific filter criteria (just like how you would do in dashboard reports). By default, current week is pre-
selected in the date range box. You may click on the date picker to change the date range. Location based filter
options allow sub filters based on regions and sub regions as designed in store management page. Role based
filters allow sub filters based on various user roles defined in the user management page. For a selected user
role, you can further filter down on individual user names and the stores assigned to the user.

14
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Date Range 4
From: 04/04/2014

To: 04/11/2014

Filter Options

Global / Local v

Role / User

RegT - Location (=) Role / User
Area - User Role v
District v Reps M
Reps - Store v
Store v

Retail Chain / v

Step 5: Run the Report

Creating Custom WOTS Report

Step 1: Click on 'Country’ select menu on the main page to get started.

Custom Reporting Center

Country v Show Reports Shared by Others
Name Report Descript|

You have not yet created a report. Click the 'Create Report’ button to configure a new custom re

15
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Once the country has been selected the various report buttons will appear

Custom Reporting Center

Show Reports Shared by Others @ Create Call Report @ Create Event Report @ Create RSP Training Report o) Create Word on the Street Report
Name Report Description Shared Report

You have not yet created a report. Click the "Create Report’ button to configure a new custom report

Choose the ‘Create Word on the Street Report’ button
Step 2: Choose Filter Criteria

On this page, you will see two horizontal panels. The panel on left side is for filter options and the one on right
side is where the report will be displayed.

As shown below, on the left panel, you can select date range and the type of WOTS report. By default, current
week is pre-selected in the date range box. You may click on the date picker to change the date range.

Date Options ‘/

Date Range v
From: 05/29/2014

To: 06/05/2014

Filter Options
WOTS Type v

Competitive Information
Customer Feedback
RSP Feedback

Step 3: Run the Report

Saving a Custom Report as favorite

You can save as favorite, the criteria / filters of your custom report by clicking on the "Save Current Report"
button at the bottom on left pane (refer to the 1st picture below). It opens a pop up windows (2nd picture below)
where you can enter your preferred title for the query and a description. The "Edit" button beside 'Save Current
Report' button lets you choose and edit one of the previously saved report queries (3rd picture below).

16
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My Saved Reports
Show Shared Reports:

Custom Reporis v

Cliok on this button

Report Title:

Description:
Enter title and details
and Save

Share Report:

=1

My Saved Reports
Show Shared Reports:

Custom Reports

\You will be able to see all

Laks CCR 1
Custom Event Report 1

(May)

Custom RSP Training Report 1
WOTS - Customer Feedback

saved reports in this
drop down list

Saved reports will be listed down on the main page of Custom Report Center (like shown below).

_ | Show Reports Shared by Others &) Create Call Report

© Create Event Report @ Create RSP Training Report @ Create Word on the Stre{

Name Report Description Shared Report

List of Saved Reports grouped by their report types

— Call Report (1 Report)
35 Lj @ Laks CCR1 / Lok oot Gl Feport 1 Vs

— Events (1 Report)

I 3 @ Custom Event Report 1 Custom Event Report 1 (desc) Yes
~ RSP (1 Report)
12 [ © Custom RSP Training Report 1 Custom RSP Training Report 1 (desc) Yes

~ WOTS (1 Report)

12 [ ©® WOTS - Customer Feedback (May) WOTS - Custom Report - Customer Feedback (May) Yes

17
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There are three options available to you with a saved custom report:

EY View Report
= Edit Report
e Delete Report

'View Report' will directly take you to the page where you can set filters and execute the report. 'Edit Report’ will
allow you to reselect the call reports and questions (fields). 'Delete Report' allows you to remove that saved
report from the list. A confirmation box will be shown before you delete.

Sharing a saved Custom Report

You can share your saved reports with other users in your country. To do this, please check the option 'Share
Report' while saving a report as your favorite (as shown below).

Report Title:
Description:
Share Report:
——

You can also edit an already saved report and share it at a later point in time. For that, go to the main page of
custom reporting center, click on the 'Edit' button of the relevant saved report. This will open a small pop up
window like shown below, where you can check the 'Share Report' check box and Save. To un-share a report,
un-check this box and save.

— Word on the Street Report (1 Report)

I8 [0 © Laks-CWOTSR1 Lakshman - Custom WOTS Report 1
\ Edit Custom Report x)
Report Title: Laks - CWOTSR 1
Description: Lakshman - Custom
WOTS Report 1

Share Report: \
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To view reports saved and shared by others in your country, tick the check box 'Show Shared Reports' (refer to
the picture below). You will not be able to remove or edit reports shared by others.

Custom Reporting Center

1 Show Reports Shared by Others (&) Create Call Report ) Cre|

Name Check this box

~ Call Report (6 Reports)

35 - RenCh 1 Edit and Remove
EY Custom Report 2 controls

3 0 © Laks2nd

3 0 © \LaksRSP1
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The Photo Dashboard

Photo dashboard report shows the photos uploaded to REP system through various report submissions.

Once you are on photo dashboard page (as shown below), select a date range and other filters as applicable
from the left panel and hit on the 'Go' button to view the list of photos on the right panel. By default, current day is
selected as date range. There is no limit on the date range selection but the larger the range, the more photos will
be downloaded which could affect download times. There are 2 views (2 tabs) of photo report. Photo View and
Transaction view.

Photos Transaction Info

Photo View

Photo view or 'Photos' tab is the default view. As shown below, this view displays all photos from different reports
that satisfy the filter condition. Click on the photo to enlarge. This view also offers photo size adjustment control
and pagination control.
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Filters ys %s

Photos R L L ol l Pagination Controls

| Size Slider
\l

Vel € | Pace (1 lofer| 3 O | ¥ bHore er e |05 =] Displaying
1-25 of 2424

Date Range
06/09/2014

From:

Photo Size: '*

To: 06/14/2014

Filter Options

*  Location Role / User

Region

Area

District

Reps

06112114 17:31 06/12/1417:31
GOOD GUYS CLAPP MUIR'S PTY LTD GOOD GUYS CLAPP MUIR'S PTY LTD GOOD GUYS CLAF

Store

Retail Chain

Product

My Saved Reports

Custom Reports v
; v ; - : 3 alls
o oy ’ - ; i & lg & 3 1 T

e VT e

i r ' Eins. @)
06/12/114 17:24 06/12M1417:24 06/12/14 17:24
OFFICEWORKS NORTH RYDE OFFICEWORKS NORTH RYDE OFFICEWORKS NORT!

4".

a N

Photo Size
The photo size slider / adjuster offers three levels of thumbnail photo sizes; small, medium and large. By
sliding the indicator to the desired size, the photos below with adjust accordingly.

Transaction Info small )
medium
Photo Size: '® Iarge
« ( Page 3 l
| - ¢ : R Photo Size: *
> slide

Paging Feature

Paging feature (Pagination) controls the number of photos that will display on the screen at the same time.
We have set the default of the number of photos shown per page to 25. This will help create a faster
experience when re-sizing and re-loading photos over the Internet. You can increase the number of photos
per page. However, the more you display on a single page, the longer the load time will be per photos set by
your filters. The best quality and largest display of photos remains to be by clicking directly on the photo for a
fuller screen display.
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Photos BRICTECTEGTENG

Photo Size: *

« ( Page 3 of24 ) ) (' ltemsperpage: |25 v Displaqu51-7501592’

R o ] 25 et Al
& 20 | R !!' 50 ek iﬁ’l o
: = il A5 iRy

-

# | 200

»
5 - ‘..:,._/‘,\
% BT

The number of pages is determined by how many photos are driven from the filter options on the left and by
the number of items per page in which you set. The total number of photos available per your filter set
options is displayed on the far right.

Data view

As shown below, data view displays the details of various transactions (call report submissions) that contained a
photo. As you can see in the picture below, it shows the date/time, user name, form name, store name, device
used to capture the picture etc.

Transaction Info

Visit Date/Time User | Form Store Name Store Address Chain Product
(8 04/11/1404... Ti... Wordonthe S... Notes / Photo
B! 04/11/1404... St.. 2014.04-MR... HARVEY N... 133 Garling St...  Harvey Norman Surface
A 04/11/1403... St... Word onthe S... Notes / Photo
(8 04/11/1403... Al.. 2014.04-MR... JBHIFIA... 50Rundle Mal... JBHiFi Surface
! 04/11/1403... Ja.. WordontheS... Notes / Photo
(A 04/11/1403... Ja... 2014.04-MR... JB HI FI M... 1 Mcfarlane S...  JB HiFi Surface

Clicking on the pdf file icon (for each record) will generate a full printable report of that transaction with the photo
embedded in it. This can be handy to communicate / share with others through emails or hand over as print outs.
An example is shown below:
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Filter Options and Save option are very similar to those in RSP training dashboard. Please refer to Filtering
Options in RSP Training Dashboard page for details.
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Word on the Street

The WOTS dashboard report shows the statistics (pie charts) based on the data from Word on the Street reports

Read Only User Guide

submitted. Click "Word on the Street" from menu to produce the WOTS report view.

Home

Filter Options

Filter Options

August, 2014 -
Country Group v
Country v

My Saved Reports

Custom Reports -

save Current Report | Edit |

Custom Report Center

Photos

Word on the Street

08/01/2014 - 08/31/2014

Australia
Austria -
Belgium ]
canada ]
China

Czech Republic -]

Denmark -

Word on the Street

Training Engagements Store Visits Visit & Training Stats

Home

Filter Options

Filter Options
August, 2014 v
Country Group v
Country v

My Saved Reports

Custom Reports v

Save Current Report P

Custom Report Center

Photos

Word on the Street

08/01/2014 - 08/31/2014

Austria |
Belgium
Canada -{]

China

Czech Republic

Denmark -

Word on the Street

Training Engagements Store Visits Visit & Training Stats

Various filter options and the option to save any report views are located on the left side of the page.
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Filter Options:

Basically there are 4 top level filter options. They are 'Month, Year', ‘Country Group’, ‘Country’ and 'WOTS Type'.
Once selected ‘WOTS Type’ has 3 options: 'Competitive Information’, 'Customer Feedback', 'RSP Feedback'.
Choosing one of these three options will expose associated sub-filters as shown in the pictures below. Data
selection / filtration of these filters are based on the semantics of various questions and response types in WOTS

form.
Ce v G Ve APAC
Canada
Cc e Central and Eastern Europe
France
T Germany
E.g. If you choose Greater China
i India
'Central and Eastern Europe -~
) ; Japan
from the '‘Country Group' menu. Latam
You will see the following options MEA
in the 'Country' sub-menu: UK
. United States
- Czech Republic
- G16acs Western Europe
- Poland
- Romania
Filter Options Filter Options
March, 2014 v March, 2014 -
WOTS Type - | Customer Feedback
Competitive Information \
Customer Feedback —— Feedback Options
RSP Feadback . ompetitors Status -t-—____"__- Feedback Options
cer v "-—-—._______* R -
| Office ~ Negative
' —==— Feedback Options Neutral
Negative v Positive
Office
Other
PC Accessories
Surface
Windows
Xbox
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My Saved Reports:

You can also save the current queryf/filters by clicking on the "Save Current Report" button at the bottom on left
pane. It opens a pop up windows where you can enter your preferred title for the query. Checking the 'Set as
default view' box will ensure this query is run by default the next time you come to this report. "Edit" button beside
'Save Current Report' button lets you choose and edit one of the previously saved report queries.

Save Current Report Q
Report Title: | w, I
Set as default \
view:

‘\
[ Ema=s

On the bar graph, you can drill into more details double clicking on the bars (E.g. To view the individual visits to a
store). Corresponding filter condition is automatically set on the left pane. You can also hover your mouse cursor
over the bars to get more details.

Saving / Downloading the Chart:

The "Save Chart" button in the upper right hand corner of the chart area allows you to save / download the chart
as a PNG file image. You can use this image in email correspondence, reports and presentations.
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Training Engagements

When you click on "RSP Training" from Dashboard sub menus, you will be able to view monthly RSP training
progress.

Home Custom Report Center Photos Word on the Street Training Engagements Store Visits Visit & Training Stats

Filter Options - HILG Topics  Training Data

08/01/2014 to 08/31/2014

900
800

There are three views (tabs) in this report as shown. The Training view (default) and Topics give graphical
views, whereas Training data gives tabular data. You can generate histograms (default) or pie charts in
graphical Topics view. Data view shows the result on the page as well as give the option to download the report
as excel spreadsheet.

Report Dates
August, 2014

Filter Options
Global / Local v

= Location Role / User

LG Topics  Training Data

Graphical View:

By default, graphical chart is shown based on filters selected. Legends are shown at the bottom.

UL Topics  Training Data

08/01/2014 to 08/31/2014 Save Chart

900
800
700 -
600
500 -
400
300 -
200 -

100 o

0-l

Windows Office Xbox PC Accessories General

I RSPs Trained il Impressions
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Filter Options:

Basically there are 4 top level filter options. They are 'Month, Year', ‘Country Group’, ‘Country’, followed by the
organizational breakdown for that country.

. - APAC
Canada
Cc it Central and Eastern Europe
P France
r.f" : Germany
Greater Chi
E.g. If you choose rga erhina
P India
'Central and Eastern Europe -
| : Japan
from the '‘Country Group' menu. Latam
You will see the following options
. MEA
in the 'Country' sub-menu: UK
- Czech Republic United States
Western Europe
LT Greece
. - Poland
\ .
%, - Romania

Default report view considers all global and local data. Various report-months can be chosen, current month
being the default. Under Location category, you can apply sub-filters based on regions and sub regions as
designed in store management page. Role based filters allow sub filters based on various user roles defined in
user management page. For a selected user role, you can further filter on individual user names and the stores
the user is assigned to. Results can also be filtered based on Retain chain names.

Data View:

A typical date view appears like shown below:

next page last page Excel download ~ Column position can

03/25/2014 to 04/11/2014 1 ofs| ) » C / Displaying records 1 - 50 of 219

Device ID First N Last Nan Received Latitude Longitude Chain Chain Categor Store Name
(A h& Jay ~ Fri, Apr 11, 2014 0...  -33.816289 150.971119 Officeworks All OFFICEW...
(8 m1 St.. EWWe  Fri, Apr11,20140... -32.057772 115.794287 Harvey Nor...  Harvey Nor... HARVEY ...
5 N0 st. e Fi Apri1,20140.. 32057513 115794203 Harvey Nor.. Harvey Nor.. HARVEY ...
5 DN roy @M i Apr11,20140.. Unavalable  Unavailable  JB HiFi Al JB HI FI W..

Each record can be downloaded as a .pdf file. The entire report can be downloaded in excel format. Various
columns displayed include user details, device details, form fields, location details, form submission start time,
end time, duration, trainer signature etc. If there are more data than one page can display, records are
paginated. You can navigate across the pages using the controls shown in the picture above. Clicking on the
columns will sort the report based on that column values.

For Data view, the following are the various filter options:

28



REta || Read Only User Guide

Engagement
Program

Date Range 4
From: 04/04/2014

To: 04/11/2014

Filter Options.‘/

v

Reqion - Location (*) Role / User

~

v
v

. Ranc -

v

The "Save Chart" button in the upper right hand corner of the chart area allows you to save / download the
chart as a PNG file image. You can use this image in email correspondence, reports and presentations.

You can save the current query/filters by clicking on the "Save Current Report" button at the bottom on left
pane. It opens a pop up windows where you can enter your preferred title for the query. Checking the 'Set as
default view' box will ensure this query is run by default the next time you come to this report. "Edit" button
beside 'Save Current Report' button lets you choose and edit one of the previously saved report queries. On the
graph, you can drill into more details double clicking on the bars or pies. Corresponding filter condition is
automatically set on the left pane.

Save Current Report 0
Report Title: | = |
Set as default \
view: -—
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Store Visits

The Store Visits data is extremely useful for managing and monitoring the field teams. It can also provide
valuable insights on the visit frequency of individual retail locations. The default view will show global monthly
performance to date. The filter options described below will allow the viewer to view specific data groups.

Completed Visits  Not Completed

Filter Options

Report Month

August v 2014 2
Current Month Christian Tiebeke

Stephan Goetze - 0%

Filter Options
* Location Role / User

Country Group v
Peymann Etessami - 0%
Germany -
- oo
Nord . Janet Berkoh - 0%
01_Berlin - Sascha Berger - 0%
Reps M Kunde 9
Store -
Kunde 8
Retail Chain - Kunde 7

My Saved Reporis
DE TPP v

Save Current Report m

Kunde 6

Kunde 5

Kunde 4

Kunde 3

Kunde 2

On the left panel, you can use Filter Options based on location or user roles or month. You can just press
"Current Month" to return to the present month. Location based filter options allow sub filters based on Country
Group, regions and sub regions as designed by subsidiary. Role based filters allow sub filters based on various
user roles defined in user management page. For a selected user role, you can further filter down on individual
user names and the stores assigned to the user. Once you have chosen the filters, click on the 'Go' button to
view the report (horizontal bar graph) on right panel.
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The bar graph is color coded based on compliance level effective on the day when the report is generated. If a
representative has done more store visits than required to meet his/her compliance level, the percentage figure
will be shown as 100+%. For incomplete current months, all figures are prorated (calculated for the portion of the
month completed). That is, if the frequency of store visit is set to 8 for a user and if we're only halfway through the
month, the number of visits expected up to that point in the month would be taken as 4. If the rep is ahead of
schedule and has already completed 5 visits to that store, then the report would show 5/4 100+%. However, the
system does not allow the number of visits completed figure to ever be higher than the full frequency number for
the month, which in this example would be 8.

You can also save the current queryf/filters by clicking on the "Save Current Report" button at the bottom on left
pane. It opens a pop up windows where you can enter your preferred title for the query. Checking the 'Set as
default view' box will ensure this query is run by default the next time you come to this report. "Edit" button beside

'‘Save Current Report' button lets you choose and edit one of the previously saved report g ueries.

Save Current Report (x]
Report Title: | w |
Set as default \
view:

‘\
[ Em=s

On the bar graph, you can drill into more details double clicking on the bars (E.g. To view the individual visits to a
store). Corresponding filter condition is automatically set on the left pane. You can also hover your mouse cursor
over the bars to get more details.

The "Save Chart" button in the upper right hand corner of the chart area allows you to save / download the chart
as a PNG file image. You can use this image in email correspondence, reports and presentations.

Save Chart

Click here to save
and then Yes to
confirm download

Click Yes in the confirmation pop up to save the file.
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Confirm Download

O Would you like to download the chart as an image?

On the right panel, to the right of 'Compliance’ chart tab, there are two more tabs: Completed Visits & Non
Completed (visits)

Completed Visits

Page 1 of 1 C

Visit# Visit Date First Name Last Name v | Country

'Completed Visits' will display every store visit that your reps have completed in the month denoted on the filter
options on the left. 'Not Completed' will display every store visit that your reps have not completed in the month
denoted on the filter options on the left.

The number of store visits is determined by how you set the frequency in how often a rep needs to visit a store.
For example, if you have set a rep visit the same store 5 times in a month, and that rep has only completed 2 of
those visits, you should expect to see it twice in Completed Visits and that same store listed 3 times in Not
Completed. At the beginning of each month, you should expect to see most of the stores in the Not Completed
tab and few in the Completed Visits tab. At the end of the month, you would expect to see the reverse: most
stores in the Completed Visits tab and less in the Not Completed tab. The benefit here is as you get to the end of
the month, a Manager or Administrator could view and export what is left as it relates to store visit compliance.

You can use any of the existing filter options (as mentioned above) to maximize or limit your view as desired
(controls on the left). Select the Go button to update your list.

Lists for both Completed Visits and Not Completed tabs include:

. Visit # (if a store needs to be visited 4 times, this will list as the 1 of 4, 2 of 4, etc.)
. Visit Date

. First Name (of rep)

. Last Name (of rep)

. Country

. Chain

. Chain Category

. Store Name

. Store Address
. Store State/Province/Country
. Store Postal Code

Once you have displayed the data in which you want using the filters in the right, you can easily export this
information using the MS Excel icon export button.
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Visit and Training Stats

Unlike other dashboard reports, these are data reports (without graphs) specific to Store Visits and RSP Training.
These reports can be used to view numerical / tabular data and download in to excel spreadsheet.

There are two tabs. One for Store Visit Stats and other for RSP Training Stats.

Store Visit Stats [l -GN RS

Both Store Visit Stats and other for RSP Training Stats can be filtered based on report-month, the Country Group,
the Country and the name of the user. If no user is selected, the total for the country is shown. After choosing the
filters, click on 'Go' button to generate reports.

Filter Options:

Filter Options

August, 2014 v | Country Group ~ Country

Store Visit Stats:

This report shows data collected through store visit call reports. Each record gives store wise split. Grand total for
the month is the bottom most record.

Typical View:
Store Visit Stats [ &R ST TR E TS
08/01/2014 to 08/31/2014

. 0 5 - Unique Total Total .

Region Country Retail-BI Chain Chain Reps Visits Stores Windows Surfa
APAC Australia Dick Smith Dick Smith 12 34 34 34 0
APAC Australia Harvey Norman Harvey Norman 3N 105 66 105 105
APAC Australia JB Hi-Fi JB Hi-Fi 41 208 89 201 201
APAC Australia N/A OEM 4 5 5 5 0
APAC Australia Officeworks Officeworks 10 30 30 30 0
APAC Australia The Good Guys The Good Guys 1" 22 22 22 0
Grand Total 1 Country - 6 Chains 57 404 246 397 306
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RSP Training Stats:

This report shows data collected through RSP Training forms. Each record gives store wise split. Grand total for
the month is the bottom most record.

Typical View:
Note: #RSPs = Unique individuals, # Impressions = Face to face meetings

All of this information is transferred directly to the Retail Bl tool (with sub approval)

Store Visit Stats RSP Training Stats

08/01/2014 to 08/31/2014

- Windows Surfg
Region Country Retail-BI Chain Chain g;‘“‘s“e

P #RSPs | #Impressions | # Topics #RSPs | #Impres]
APAC Australia Dick Smith Dick Smith 7 13 13 10 1 1
APAC Australia Harvey Norman Harvey Norman 13 35 35 8 37 37
APAC Australia JB Hi-Fi JB Hi-Fi 13 37 37 9 34 34
APAC Australia Officeworks Officeworks 5 11 " 8 1 1
APAC Australia The Good Guys The Good Guys 6 13 13 4 4 4
Grand Total 1 Country - 5 Chains 18 109 109 39 77 77

Conclusion

As you can see the Retail Engagement Program (REP tool) has a vast amount of information that can be readily
viewed online or easily downloaded for custom analysis. While this guide will assist in navigating the program it is
best to peruse its features and drill into data points to best familiarize yourself with its capabilities.
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