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1.

Introduction

The Retail Engagement Program (REP) Windows 8.1 modern application, also known as REP client application

can be installed and used on any devices running Windows 8.1 operating systems (tablets, laptops or desktop

computers etc.). This application is designed for representative users for accessing training resources and

submitting various reports.

REP Windows 8.1 Client Application allows representative users to:

Access training resources to learn about new Microsoft products and services

Submit ‘Store Visit Call Reports’ for recording store visit related information or in-store activities
Submit ‘Event Reports’ to record details of 1:Many training events

Add RSPs (store employees) in to the system

Submit one-to-one RSP Training forms

Submit ‘Word on the Street’ (WOTS) Reports for capturing competitive information and feedback
Add Store Note

Users need a unique 10-digit identification number to log in to the application, usually assigned by
country REP Administrators.

This application requires a working Internet connection to be able to synchronize data with REP Server
application (web application — www.msftreps.com). Synchronization involves downloading files,
refreshing call reports, uploading report data to server etc.

Users can also use the use this application in offline mode and save or submit data. When the user
submits a report while Internet connection is off, it stays in the Outbox until connection resumes.

This application is different from REP Windows Phone application, which is meant to be for users with
mobile phones running Windows 8.1+ OS.
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2. Installation

Please follow the below instructions for installing and setting up the REP client application on a Windows 8.1+
device (Surface RT, Surface Pro, PCs / Laptops with Windows 8.1 (or upwards) OS etc.)

1. Open Windows Store app

(e \\/indoOws

Store

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

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

Retail Engagement Program 4

Retail Engagement Progr...

Note:
REP client application is optimized for Windows 8.1 version or upwards. It will not appear in the

Windows store search results for earlier versions. Stepwise instructions on upgrading windows can be
found at this page: http://windows.microsoft.com/en-au/windows-8/update-from-windows-8-tutorial

4. Select to install

© Retail Engagement Program
- R

You own this app and can install it on this PC.

5. The installation will happen automatically and Windows will notify when the installation is complete.
After the installation, the application icon will appear on the Start screen or amongst other application

icons. Look for this icon:

Y

Microsoft Retail
Engagement Program
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3. LogIn

While running the application for the first time, the user will be asked to enter in his/her assigned 10-digit ID
number. Users will be able to find this ID number on the ‘Welcome’ page of www.msftreps.com after logging in.
Respective Country Administrators of Retail Engagement Program has to be contacted for assistance. After
entering a valid user id please press OK to log in.

A ten digit ID number is needed to access the features of this app. Please enter your
user ID number now. Click on the "Get ID" button to find out more about getting a REP

ID. /
[Zzseresor™ |

OK Cancel GetID
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4. Home Screen

Retail Engagement Program

Call Reports Resources Breaking News

Store Visit My Training Surface 2 4G... National Trade
In-store activity reports S f 10-04-2014 10:23 PM 22-11-2013 11:33
urrace This applies to France and Comdex 2014 in
the UK ONLY! 7th in Las Vegas|
Event Report Plan-o-grams New Display at Best Buy Windows Phon
23-11-2013 12:47 AM 22-11-2013 11:31
New Windows Display in Managing Wind

Thousand Oaks, CA Questions

Inbox Last Refresh: 29-07-2014...

Xbox One Revig
22-11-2013 10:56§
A game consolef
much bigger as|

Word on the Street Kiosk Maintenance
Capture competitive
information and feedback

about Microsoft products.

Office 365 Requirements
22-11-2013 11:46 PM
Not a 364 Product

X
XBOX

Demo Installation

O %

Win a Trip to Redmond!!!
22-11-201311:43 PM

I've Got a Golden Ticket
Contest

End Cap Photo
22-11-201310:48)
End cap photo
requirements

The home screen has three sections: ‘Call Reports’, ‘Resources’ and ‘Breaking News’

* ‘Call Reports’ section contains the following menu items (tiles):

O

O

O

‘Store Visit’ — to record / submit various in-store activity call reports
‘Event Report’ —to record / submit 1:Many training events
‘Word on The Street’ — to record / submit competitor product information and feedback

* ‘Resources’ section contains the following menu items (tiles):

O

O

O

‘My Training’ - Monthly training assignments and resource files
‘Plan-o-grams’ - Store display information

‘Kiosk Maintenance’ - Interactive display maintenance instructions
‘Demo Installation’ — Demonstration instructions

* Breaking News

O
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New Product Information and announcements in general or news pertaining to different
retail products of Microsoft such as ‘Windows’, "XBox’, ‘Office’, ‘Surface’, ‘PC Accessories’
and ‘Windows Phone’.
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4.1 Inbox

‘Inbox’ at the top right corner of the home screen shows the status of various synchronization activities between
the REP client application (app) and the server. While the device is connected to the Internet, the app
periodically checks for new files / changes. A short description of the activity is shown in this Inbox field.
Otherwise, it shows the last refresh date and time. Hitting the ‘Check Now’ button under ‘Preferences’ page in
‘Settings’ will force synchronization, in case auto refreshing does not happen.

See topic “15. Preferences” for more details on this.

After app refresh —a Inbox Last Refresh: 29-07-2014...

Retail Engagement Program

Call Reports Resources Breaking News
Store Visit My Training Surface 2 4G... National Trade Show...
In-store activity reports S f 10-04-2014 10:23 PM 22-11-2013 11:33 PM
urface This applies to France and Comdex 2014 in January

the UK ONLY! 7thin Las Vegas

Event Report Plan-o-grams New Display at Best Buy Windows Phone
23-11-2013 12:47 AM 22-11-2013 11:31 PM
New Windows Display in Managing Windows Phone
Thousand Oaks, CA Questions

4.2 Closing the app or switch to another app

Users can close the app by dragging down from the top of the screen all the way to the bottom with either a
finger (on a touch screen) or the mouse cursor. To switch to another app, press on the Windows / Start button
or simply open another app.

Inbox Last Refresh: 29-07-2014...

Swipe down from top edge

Retail Engagement Progr ?@3\

Call Reports Resources ' Breaking News
Store Visit My Training \)/—\ Surface 2 4G... National Trade)
In-store activity reports _ ‘ f 10-04-2014 10:23 PM 22-11-2013 113
‘ ‘ Sur ace This applies to France and Comdex 2014 in

the UK ONLY! 7thin Las Vega

Retail Engagement Program

Retail Engagement Program

Call Reports Resources Breaking News
Store Visit My Training Surface 2 4G... National Trade

In-store activity reports S f 10-04-2014 10:23 PM 22-11-2013 11:33

urface This applies to France and Comdex 2014 in

the UK ONLY! 7thin Las Vega
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Note:

Closing the app or switching to another app will not fully stop / terminate the app. By doing so, it just goes into
inactive / background mode (a dormant state). That means, the state of the REP app is saved and the user can
almost always return to the app where he/she left it. This can be desirable if the user is multi-tasking (working
on multiple apps including REP app). But, there are times when the user may want to completely terminate the
REP app instance and open / start it afresh. A most common scenario is when the user wants to refresh the app
content or invoke the start-up health check / recovery routine. In these cases, a different set of steps has to be
followed, which is explained in the “20. Quick Tips” topic of this document.

4.3 Charms Bar

The Windows 8.1 Charms bar has options such as ‘Settings’, ‘Devices’, ‘Start’, ‘Share’, and ‘Search charms’ in it.
The Charms bar is context sensitive to the application that is active. If the user brings up the Charms bar and
clicks on ‘Settings’, he/she will see various options of REP application such as ‘Outbox’, ‘Preferences’,
‘Diagnostics’, ‘Privacy Statement’, ‘About’, ‘Permissions’ and ‘Rate and Review’.

Users can summon the charms bar using a mouse, keyboard or touchscreen by following these steps.

e Mouse: Point at the top- or bottom-right corners.
e Keyboard: Press the Windows key + C.
® Touchscreen: Slide your finger inward from the screen’s right edge.

Using mouse:

Inbox Last Refresh: 25/07/2014...

Retail Engagement Program

Call Reports Resources Breaking News
Store Visit My Training Surface 2 4G... National Trade §
In-store activity reports f 11/04/2014 2:53 AM 23/1/2013 503 A
Sur ace This applies to France and Comdex 2014 in

the UK ONLY! 7thin Las Vegas

New Display at Best Buy Windows Phone]

23/172013 6:17 AM 23/11/2013 5:01 A
New Windows Display in Managing Windg
Thousand Caks, CA Questions

Xbox One Reviey
23/1/2013 4:26 A
A game console
much bigger asp

Word on the Street Kiosk Maintenance

Capture competitive
information and feedback

about Microsoft products.

Office 365 Requirements
23/11/2013 5:16 AM
Not a 364 Product

Event Report E Plan-o-grams

Demo Installation Win a Trip to Redmond!!! End Cap Photo!!j
23/11/2013 5:13 AM 23/11/2012 418 A
I've Got a Golden Ticket End cap photo
Contest requirements
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Using Touchscreen:

Inbox Last Refresh: 29-07-2014...

Swipe from right edge

Call Reports

Store Visit
In-store activity reports

Event Report

Word on the Street
Capture competitive
information and feedback
about Microsoft products.

Retail Engagement Program

Breaking News

Resources

My Training

Surface

Plan-o-grams

»*

. Demo Installation

. Kiosk Maintenance

Office 365 Requirements
22-11-2013 11:46 PM
Not a 364 Product

Surface 2 4G...
10-04-2014 10:23 PM

This applies to France and
the UK ONLY!

New Display at Best Buy
23-11-2013 12:47 AM
New Windows Display in
Thousand Oaks, CA

Win a Trip to Redmond!!!
22-11-2013 11:43 PM

I've Got a Golden Ticket
Contest

A

National Trade Sh
22-11-2013 11:33 PM
Comdex 2014 in Janua: y
7th in Las Vegas

Windows Phone
22-11-2013 11:31 PM
Managing Windows Phone
Questions

Xbox One Review
22-11-2013 10:56 PM

A game console with
much bigger aspirations

End Cap Photo!!
22-11-2013 10:48 PM
End cap photo
requirements

Charms bar:

Call Reports

Store Visit

In-store activity reports

Event Report

Word on the Street

Capture competitive

about Micr

soft products

. 3:54

nformation and feedback

Friday
July 25

Retail Engagement Program

Resources

My Training

Plan-o-grams

Kiosk Maintenance

Demo Installation

Inbox Last Refresh: 25/07/2(

Breaking News
Surface 2 4G...

Surface [ISsSSEna

&s to France and
the UK ONLY!

New Display at Best Buy
23/11/2013 6:17 AM

New Windows Display in
Thousand Oaks, CA

Office 365 Requirements
23/11/2013 5:16 AM
Not a 364 Product

Win a Trip to Redmond!!!
1172013 5:13 AM

ve Got a Golden Ticket
Contest

23
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Tap or click ‘Settings’ icon to try out different options in REP app.

Settings

Outbex
Preferences
Diagnostics
Privacy Statement
About
Permissions

Rate and review

= O

Netwark 100 Unawilable

(= | d) ENG

Notifications Porwer Keybaard

Change PC settings
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5. Resource Files

Resource files are training documents or personal development materials. Files in general. In REP system,
Resource Files are classified in to four types — ‘Training’, ‘Plan-o-grams’, ‘Kiosk Maintenance’ and ‘Demo
Installation’. Clicking on one of the tiles will take the user to the page where he/she can find resources files of
the respective classification.

Resources

My Training

Plan-o-grams

Kiosk Maintenance

Demo Installation

The picture below shows ‘My Training’ page. Training resources may have different sub categories in different
countries. Files that are subcategorized will be displayed under respective headers. Other files are displayed
under the header ‘Resources’.

Subcategories
Resources Retail Soft Skills Training Presentations
Xbox One Battlecard # Product Online Resource... Business Continuity...
Xbox One Battlecard # Product Online Resource Business Continuity Management

Inventory part of the managed

Challenges to make events... Steps for Giving a Great Demo

Challenges clients face to make l.J Steps for Giving a Great Demo
their events successfu

Xbox One FAQ Handling Objections
Xbox One FAQ: Handling tough Handling Objections
questions from RSPs and

Customers: May 13 2014
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Users can open and read files of any of the popular type/format by tapping or clicking on the tiles. File will be
automatically opened in its respective default player/app installed on the device. For example, a .PDF file will be
opened in the default PDF reader installed in the device.

RSMP)

The challenges clients face to make
their events successful

© My Training

Resources Retail Soft SK

Xbox One Battlecard
Xbox One Battlecard

Tap or click resource file

Challenges to make events...

Challenges clients face to make L.J
their events successful o

Xbox One FAQ f N
Xobox One FAQ: Hanann; f
questions from RSPs and '\
Customers: May 13 2014\ /__\
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6. Breaking News

Breaking news items could be of one of the following 8 types, each denoted by a unique icon:

General

Windows

Surface

Office

Xbox

BIEH

HHH ‘

PC Accessories

Warning

Alert

Users will be able to see only those 'Breaking News' items created or published by their Country Administrator.
Tap or click on news tile to read the news.

Breaking News

rpasickbratingnavsion | | & OUMTACE 2 4G announced for France and the UK!

10-04-2014 10:23 PM This applies to France and the UK ONLY!

Surface announced today that the Surface 2
4G 64GB model will expand into two new

Surface 2 4G...
100420141023 PM P}
This applies to France
the UK ONLY! |

22-11-2013 1133 PM
Comdex 2014 in January
Tthin Las Vegas

Surface

New Display at Best Q\ Windows Phone countries: France and UK.

23-11-2013 1247 AM \\ 22-11-2013 1131 PM

New Windows Display in Managing Windows Phone

Thousand Oaks, CA Questions Access the fact sheet on RAD for more
information. Also visit the online Microsoft

Office 365 Requirements = Xbox One Review Store or your local retailer to learn about

22201 1146 PM "‘ 221211056 PN preorder details. Stay tuned for the in store

Not a 364 Product XBOX A game console with launch date.

much bigger aspirations
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7. Call Reports

7.1 Store Visit

Store Visit
In-store activity reports

Tapping or clicking on ‘Store Visit’ tile will show the stores assigned to the user. Upon selecting a store from the

list (on left side panel), the user will be able to see the list of available call reports for that store (on the right
side panel).

Select Store Available Call Reports

b Select Store P Available Call Reports

Oz Store Visit (Laks)
* Best Buy

4345 Main Street 91377

Alfa Systems Corporation

16B Cummings Park 01801

Aplus Distributions ?} AN

9203 Highway 6 S Ste 118 77083

Product assessment form

Big Bazaar

Power House Rd, Chalai Bazaar 680325 /F\ LAKS-FY15-MAIN-REPORT

Cellwave International Inc
1234 Broadway 10001

®

Search

If there are many stores assigned to the user, he/she can scroll down on the left panel (stores list). Alternatively,
the user can click the search button and type the store name. Clicking on search icon again will remove the
search editor. See the picture below:
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Select Store

P Select Store

One Stop Wireless and Electronics 2
6507 South Atlantic Ave 90201

One Way Wireless Inc
4848 W 183rd Street 60478

Filtered results

Search term
I One X

®

Search

If the user has some store visits scheduled for that day, initially that list of stores will be shown by default. The
user will be able to view the complete list of assigned stores by clicking on the “All Assigned Stores” button at

the bottom. Please refer to the picture below for more clarity.

Select Store
VS.

) Select Store

Stores
Today's Stores

HN - Clarence, TAS
10 Shoreline Dr 7018

/7 Mega Mart - Parramatta
159 Church St, Parramatta, NSW 2150 2150

r

All Assigned
Stores

Today’s Stores

All Assigned

Select Store

) Select Store

All Assigned Stores

1 Court Stationary
90 East 161st 10451

1 Stop Holdings Corp
5706 Manor Rd Suite A 78723

HN - Clarence, TAS
10 Shoreline Dr 7018

/7 Mega Mart - Parramatta
159 Church St, Parramatta, NSW 2150 2150

ZZ Mega Mart - Sydney City
Wge St, Sydney, NSW 2000 2000
N
®

Today's Stores

Retail Engagement Program — Windows 8.1 Client Application — User Guide
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Selecting (touching / clicking) a call report on the right panel will open that report. There may be multiple call
reports based on the activities for that store. So, the user has to contact his/her manager or country
administrator to make sure the appropriate call report is used for a particular store. An example of an opened
call report form is shown below:

@ OZ S’[OI’@ \/|S|t (l_a kS) One Stop Wireless and Electronics 2

Visit details
Please Note D Please ensure you have seen this list of top @ Attach a picture of the store

Try to fill in as much information as possible and Shopping Malls in Australia
accurately

fop Malls in
Store Visit status ...>>

Store Open v 14 Store Visit Date and Time (*) Explain your ¢
v

v v

N M Store Phone Number

Next Planned Visit Date (*) | ‘ Which of thes|

How many sales staff are there in the store?
v v v | ‘

» Name of Store Manager

| ‘ Are you visiting this store for first time ?

D Yes No

+ | Did the Store manager treat you well? NS D

Word on the RSP Training Store Note Review &
Sebomit

It must be noted that there can be multiple questions/fields in the call reports. Questions / fields in call report
forms are grouped into various sections such as “Visit Details’, ‘Windows’, ‘Surface’, ‘Office’, ‘Xbox’, ‘PC
Accessories’, ‘Windows Phone’ etc. Panning / scrolling right or left will let you see/access all sections and fields.
Some fields may be hidden or greyed out. These have conditional logic attached to it and become visible /
accessible only when one of the related preceding question is answered.

7.2 Jumping across sections

Instead of scrolling, the user can directly jump from one section to another using the navigation bar at the top. It
can be opened by swiping down from the top frame of the app or right clicking anywhere on the call report
screen. This feature is useful when handling long forms with many sections and fields.

LAKS-FY15-MAIN-REPORT

Visit details Surface Windows PC Accessories Windows Phone

Windows

Windows visit tasks Google/C
The following tasks should be completed with Has the Googld
each visit to this store. since the last v

competitive W

Windows software tray/shelf/fixture (check mark
. 2

O
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7.3 Required Fields

marked with a re

> Store Visit Date and Time (*)
v

v

While
below).

ing a call report, if a required field is missed (left u

ts may have ‘required’ fields — that must be answered before submitting. Such ‘required’ fields are
example is shown in the image below.

swered), an alert message is shown (see

Required Data is Missing

"Name of Store Manager" is a required field.

Retail Engagement Program — Windows 8.1 Client Application — User Guide
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7.4 Call Report Submission

When a store visit call report is completely answered, users can click on the ‘Review & Submit’ button at the

bottom right of the screen (shown below).

Review &
Submit

Clicking on this button takes the user first to a ‘Review’ page where the answers can be reviewed before

submitting. Subsequently, pressing the ‘Submit’ button at the lower right corner of the review page (shown

below) will post the call report to the Outbox. If Internet connection is active, the Outbox will begin transmitting

the form to the server. It must be noted that once a form is submitted to the Outbox, it cannot be edited. If

Internet connection is not there, the Outbox will hold the item until connection resumes.

©

Oz Store Visit (Laks)

Review

Store Visit status ..>>
Store Open

Name of Store Manager
Alex

Did the Store manager treat you well?

Yes

Please ensure you have seen this list of top
Shopping Malls in Australia

No

Store Visit Date and Time (*)
29 July 2014 05:24 PM
Next Planned Visit Date (*)

Attach a picture of the store
No photos

Store Phone Number
9803256558

How many sales staff are there in the store?

Are you visiting this store for first time ?
No

Explain your experience with this store visit

Which of these are true ?

All MS products are kept clean

Store staff know well about MS products
Declaration. Sign below

1 drawings
Is there a Microsoft Surface display installed in
the store?

Yes

Verify all items and press Submit button —p- @

Describe "Other" Surface display

Are there Surface RT devices on the sales floor?
No
How many Surface Pro devices are on the sales
floor?
3
Is there a Windows Software tray in the software
aisle?
No
How many total Windows 8 or 8.1 Touch PCs

(Notebooks/Desktops/Lpatops) are on display in
the store?

Are there Xbox One Kiosks at this location?
No

On Exit, how
functioning p

Take pictures
1 photo
Is there an Off
store?
No
Which Office
that apply)?
Is Office merc
display?
No
Is Microsoft H
(keyboards/m|
No

Submit

Retail Engagement Program — Windows 8.1 Client Application — User Guide
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7.5 Saving and retrieving a call report

While the user is in the middle of answering a call report, he/she may face the need to access some other
modules of the application or simply return to the previous page to access another call report. The user will be

clicking on the back button @ to go back. In such cases, the application will prompt the user to ‘Save’ the
report. If chosen to save the report, the next time the user returns to the same form (of the same store), he/she
will be able to restore the values saved in the previous usage/session. This saves a lot of time.

The prompt to restore previously saved values looks like below:

Oz Store Visit (Laks)

Values from a previous session are available for this form. Use the previous values?

Cancel

® Choosing ‘Yes’ - will restore the form with old values
® Choosing ‘No’ - will reset all saved values and present an empty form
e Choosing ‘Cancel’ - will let the user stay in the home screen (i.e. not open the call report)

7.6 Shortcut links for WOTS, RSP Training and Store Note:

At the bottom left corner of ‘Store Visit’ page and call report pages, there are shortcut links to open WOTS
report, RSP Training Report and Store Note. See the picture below.

@ Store \/|S|t $£99 Tablets

Select Store Available Call Reports
b Select Store P Available Call Reports

Oz Store Visit (Laks)

Today's Stores
$99 Tablets

3631 West Sahara Taumatawhakatangihangakoauauotamateaturipukakapikimaunga
horonukupokaiwhenuakitanatahu 89102

Lulu Mall

NH 47 Entrance Rd, Nethaji Nagar 5681232

Product assessment form

LAKS-FY15-MAIN-REPORT

® &

Search Al Assigned
Stores

@ < These two buttons are enabled only when a store is selected.
Wi the RSP Training Stori

Street \

Retail Engagement Program — Windows 8.1 Clignt Application — User Guide Page 19 of 37

/




8. Event Report

Event Report

I

Event reports capture the information from “one-to-many” training sessions. Below is an example of the layout.
In comparison, RSP Training reports are for “one-on-one” sessions.

© Event Report
Event Detail

Were you the Primary or Support Rep for this What city was this event held? .
event? ‘ | @] Please take photos of the setup =

Primary v

Did you have any special signage or setup for this
event?

D Yes No

Who was the primary audience for this event?

Store associates v Did you provide giveaways during this event? Did you use a

during your e
Where was this event held? I:I Yes No

I:]Yes[

In-Store v leta e eawa

Store # for in-store training

® ®

Word on the RSP Training o ot Review &
Street Submit
— —

The process for completing and submitting an Event call report is the same as a store visit. See the Store Visit
section earlier in this guide for reference.
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9. Word On The Street Report (WOTS)

Call Reports

Store Visit

n-store actmty reports

Event Report

Word on the Street
Capture competitive
nformation and feedback
about Microsoft products

Word on the Street (WOTS) report is used to capture competitive information, customer feedback and RSP
feedback. The process for completing and submitting a WOTS report is the same as for a Store Visit call report.
See the Store Visit section earlier in this guide for reference.

During a store visit, there may be multiple instances where a WOTS report would need to be completed. WOTS
reports can be accessed while working inside other call reports. A quick launch button is available at the lower
left hand corner of the screen. Similarly, users can access WOTS reports from Event Report screen also. See
“Shortcut link for WOTS” for more information.

Look for this button at the bottom left corner:

S,

Word on the
Street
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10. RSP Training Form

Training store employees (RSPs) is an essential part of a store visit. RSP Training form can be accessed from
inside of store visit call reports forms through the shortcut link at bottom left corner.
The button looks like this:

(9

RSP Training

The RSP Training icon will be disabled until a store is selected. Select a store, and then click on the RSP Training
button. When the form opens, select a store employee from the list on the left (or add a new one), then select
‘Next’.

@ RSP Tl’alﬂlﬂg * Best Buy Adam Butler

Select Store Employee

b Sel |
Select Store Employee Select one RSP

/(store employee)
|

| Adam Butler
Maria Lopez
Lakshman S

Or Add a new one

Then
Click “Next”

® ®

Search Add
Click Next
Word on the Store Note Next Review &
Street Submit
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Example of RSP Training Form:

© RSP Trai ning *Best Buy Adam Butler

Employee Information Genell

Contact Email Address : : General 1]
r l Surface Associate Accreditation 2014 Signature

Notes l Office Associate Accreditation 2014

l Xbox Associate Accreditation 2014

Yes, please subscribe me to receive e-mail
l news and updates from my Microsoft
. | have d the

pi l l RSP has signed in the box above.
Registered for ExpertZone Microsoft Privacy Statement provided below

good

ExpertZone ID Privacy Statement

l‘J . Privacy Statement

Windows Associate Accreditation 2014

{O)
| 4
S

® ® ©@ ™

Previous Review &
Suberit

Word on the Store Note
Strapt

The ‘Employee Information’ section on the left captures details of the store employee. If ExpertZone information
is available in the country, then enter it in the ExpertZone ID field. Currently, only manually entered information
for ExpertZone accreditations are available. New RSPs will be shown the Privacy Statement and Signature field.
Scrolling to the right, there are monthly training items for each category (Windows, Office, Surface, Xbox and PC
Accessories). User can quickly jump to different sections by using top navigation bar. Reference Top navigation

bar.

RSP Training

Employee... General General Resources ~ Windows Windows Resources  Surface Surface Resources
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On the right side of each group of training topics, users can find related resource files.

@ RSP Tralﬂlng * Best Buy  Adam Butler

Windows Training tasks
T —— or topics

Encourage RSPs to take the Windows Apps
Achievement on ExpertZone.

Show every RSP how to use the Windows Demo on the

machines in store to demonstrate the value of
Windows apps to customers, as outlined in the
Achievement.

D Walk through the customer scenarios with every RSP
focusing on using apps to sell Windows, as
demonstrated in the Achievements.

®) N

Search

o ©

Word on the Store Note
Street

Windows Resources

xWin 8 Pro Battle Card

LlJ l xWin 8 Pro Battle Card Desc

Training help files
or resources

Review and submi/t_?» r

Previous

\_/

Surface

Surface Tasks

D Encouradg

on Exper]

D Sync witH

complete]
(

[ ] show Rs|

through 1

D Ask for f¢

attended

®

Search

Review &
Coimis

Select the training topics that were covered during the session. Review and Submit. The history of training for
the RSP is maintained in the application database. On the next visit, they can be trained on any of the remaining
topics. It is expected that the user will submit one RSP Training form for every one-on-one training session
completed. In one session, multiple training topics can be covered.
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11. Adding an RSP (Store Employee)

If there are no employees listed on the left, the user will have to add a new store employee in to the system,
before an RSP form can be submitted for that store employee. For that, the user can click on the ‘Add’ (plus sign)
button. A popup dialog will be opened (as shown below). User can enter the first and last name of the store
employee and click ‘Add’ (tick sign) button again to complete addition. Users can add as many store employees
as they want. But, the app will not allow the user to duplicate employee names (first name + last name

combination).

Select Store Employee

P Select Store Employee

Abel
add
Mariya / ®
First Name
Lakshman S

Adam
ﬂ

< Last Name

" Butler

Tap or click add
butten ®

Add

® @

Search
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12. Store Notes

Store notes are reminders or helpful hints about a store. During a store visit, there may be instances where store
notes need to be added. Store notes can be submitted while working inside call reports, before or after. A
launch button (as shown below) will be seen in the lower left hand corner of the screen. Users have to select a
store before they can submit a store note.

(9

Store Note

Users can launch Store Notes page from Store Visit page, Call Reports and RSP Training form. Look for the above
icon at the left bottom corner.

© Store Visit gy,  ®© RSP Training

Select Store Select Store Employee

) Select Store P Select Store Employee

* Best Buy Abel
4345 Main Street 91377

Mariya
Alfa Systems Corporation
16B Cummings Park 01801

Aplus Distributions

® ® @

Search Search Add

® © §= © @

Word on the RSP Training Store Note Word on the Store Note
Street Street
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Once Store Note page is open, type in the notes, review and submit. Users will also be able to see all notes
entered by other reps about that particular store.

StO re NOte Type in the notes here
and click on ‘Review & Submit’

) Store Note / button \
o

17-07-2014 06:56 AM A
Dale Steyn

Shop Best Buy for electronics, computers,
appliances, cell phones, video games & more

Time 17-07-2014 09:55

17-07-2014 06:49 AM

Dale Steyn

Shop Best Buy for electronics, computers,
appliances, cell phones, video games & more

17-07-2014 05:53 AM

Kim Brown

Best Buy: Experience the Ultimate Showroom v
Previously submitted store notes on this store ra
by you or other representatives Submit
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13. Outbox

The Outbox of REP app can viewed through ‘Charms Bar’ >> ‘Settings’. REP outbox can be compared to the
outbox of an email application. This is an intermediate place where all submitted forms / records are stored
before they are processed further and uploaded to the server.

Submitting a report in REP app is carried out in two stages. First, every submitted form/record with its
attachments is sent to the Outbox. Then the record is uploaded to the server. This 2 stage submission allows REP
app to work even in offline mode. When Internet connection is available, the Outbox will automatically start
uploading (transmitting) records to the server (to www.msftreps.com). This happens as a background activity
and users can do other things with the app in parallel. While the uploading happens, the Outbox will show a
status / progress indicator at the top right corner of the home page as well as on the Outbox page. If the device
is not connected to the Internet or if Internet connection is very weak, submitted records will be stored in the
Outbox until Internet connection resumes. Depending on the number of photos attached to a form, uploading
can take between several seconds to minutes (also depending on Internet speed). Call reports or Store notes
submitted and successfully transmitted (uploaded) to the server can be viewed through the Web Application
(Server Application) www.msftreps.com.

Settings (© Outbox

The outbox contains data that is
scheduled to send to the server.

Outbox Empty

Delete All Outbox Items

Send All Outbox Items

Pending ltems __

Privacy Statement
Manual upload 5/09/2014 4:46:03 PM
(foreground) ~~ LAKS-FY15-MAIN-REPORT
About
Recent Successfully

. uploaded items S .
Permissions N History

The outbox history shows those things
that have already been sent to the
server.

Rate and review

5/09/2014 3:59:53 PM
“LAKS-FY15-MAIN-REPORT" submitted
successfully.
f3fac31e-ab61-4475-a025-2a35d067fa37
Upload time was 0:12

Field Id=1, Value=Store Open

Field Id=2, Value=2014/09/05 15:59:00.000
Field Id=7, Value=No

Field Id=8, Value=No

=

Network 101

Unavailable
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“Delete All Outbox Items” button:

Once a form or record is submitted to Outbox, users cannot modify them. However, they can delete all pending
items in Outbox before they are uploaded to the server. To do that, users have to click on the “Delete All Outbox
Items” button in the Outbox pane (see the picture above). This button will be inactive if there are no items in the
Outbox.

“Send All Outbox Items” button:

It is not a good practice to let items pile up in Outbox, as it can affect the performance of the app. At times, the
automatic processing of Outbox items and uploading to server fails due to various reasons. Users will see the
number of pending items in Outbox increasing. In such cases, “Send All Outbox Items” button must be clicked to
manually force uploads instead of waiting for the background uploading to automatically reattempt. This way of
manually forcing upload is also called as foreground upload. It is important to note that while foreground
uploading is in progress, users should not let the device go to sleep-mode or switch to another app, change the
screen etc. as that can interrupt the upload and permanently damage the records, rendering them corrupt and
irrecoverable. After all pending items are successfully uploaded to the server, the app will pop up a success
message.

Note:

Outbox feature of REP app depends on the operating system and resources of the devices to handle automatic /
background uploading to the server. Hence, there is a possibility that the automatic transmission process is
affected or interrupted by device settings, settings of other apps, resources consumed by other apps, records
getting corrupted due to the residues of an older version of REP app etc. In such cases, the auto recovery
function of Outbox may not work as expected and users will have to resort to foreground uploading by clicking
“Send All Outbox Items” button. If foreground uploading also fails to clear up the items in the Outbox, it is
possible that those items (records) are permanently damaged / corrupted and cannot be recovered. In such
situations, uninstalling and reinstalling the app would be necessary to continue using the app. But, be aware
that doing so will wipe off all outbox items. So, as a good practice, users should ensure that number of
submitted items in the Outbox pending upload is never more than a few at any given time. This avoids the risk of
losing large number of records in case the user has to re-install the app.

History:

The ‘History’ section in the Outbox page will show a short description of each recent successful submission to
the Outbox that have been transmitted to the server. Those items yet to be uploaded (i.e. pending items) are
shown in the space between ‘Send All Outbox Items’ button and ‘History’ section. Please refer to the picture
above.
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14. Diagnostics

The Diagnostic Report feature, viewed through ‘Charms Bar’ >> ‘Settings’, allows users to send technically
relevant details of the device, operating system, user ID, last inbox / outbox activities, errors and exceptions (if
any) etc. to the REP technical support team. This is a technical log file of the application and would help the
technical support team troubleshoot / diagnose a problem faster.

Here are some typical scenarios when diagnostic records are highly desirable to be sent:
* Record(s) appear to be stuck in Outbox / not being transmitted to REP server
e User submitted a report, it has gone out of Outbox, but cannot find it in Transaction Reports on REP web
application (www.msftreps.com)
* Call reports, Breaking News, etc. are not displaying properly on the client app.

To send a Diagnostic Report, go to 'Charms Bar' >> 'Settings' >> 'Diagnostics' and click on the 'Copy Diagnostic
Report' button, which will copy the report to the clipboard. Then users can paste it on the trouble ticket
description box. Trouble Ticket form can be found at this url: https://www.msftreps.com/docs/HelpDocs/REP-

HelpDocs.html?TechnicalSupport.html

Settings (© Diagnostics

Only copy or send this diagnostic
information to your support technician
Outbox upon request. Most of the diagnostic
information is expected, and occurs
during normal operation.

Copy Diagnostic Report

Preferences
)
=" AlRmobility.net(SM) Client
Copyright @ 2001,2014 A

Privacy St 2 WESTLAKE SOFTWARE INC.
All Rights Reserved

ID: 7625716937
About d8cfeb53-acbc-4649-a6c5-2f0a57363994
Version: 1.2.0.22

Store ID:
e420620d-f818-467b-b07c-47f004f34beb
Operating System: Windows
Windows Version: 6.3

B Manufacturer:
Rate and review Model:

Permissions

Architecture: x64

Country: Antarctica

User: Kim Brown

User Email: kim.brown@live.com

User Number: 1434

Last Refresh Tim 9-07-2014 08:15 PM

Last Upload Start Time: 30-07-2014 09:31:17
Last Upload Finish Time: 30-07-2014 09:31:17

- ©

Unavailable

E (!) Network: Yes
Notifications Keyboard Outbox Diagnostics:
(empty)
- - h
Change PC settings Diagnostic Log:
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15. Preferences

Found in ‘Charms Bar’ >> ‘Settings’, the ‘Preferences’ pane provides options to verify or update the user ID
(Change ID), refresh call reports forms, refresh resource files & breaking news (Check Now), show the Outbox
and change REP language preference (Select Preferred Language).

Settings ' (© Preferences

ID
Your current ID is:

Outbox Change ID

=m0

DiagnosticsN

Inbox

Updated data will be automatically
delivered from the server at regular
intervals while connected to the
internet.

Privacy Stateme Tap or click to|
CheckNow =~ ofresh REP

About Inbox Last Refresh: 29-07-2014 08:15 PM

Permissions

Location Services
) Location services can be enabled and
Rate and review disabled in the Permissions pane.
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15.1

Preferred Language

Users can set a preferred language for REP App. By doing so, the user will be able to see Resource Files, Breaking

News, call report fields etc. in the preferred language, provided corresponding translations are made and saved

on the REP server. Contact Country Administrators for more information.

(© Preferences

(© Preferred Language

ID
Your current ID is: 7625716937

Change ID

Inbox

Updated data will be automatically
delivered from the server at regular
intervals while connected to the
internet.

Check Now

Inbox Last Refresh: 30-07-2014 12:20 PM

Location Services
Location services can be enabled and
disabled in the Permissions pane.

Outbox
The outbox contains data that is
scheduled to be sent to the server.

The Outbox is Empty
Show Outbox
Language Preference

Some content can be shown in a fariety
of languages other than English.

Some content may be available in
multiple languages. Please select a

preferred language for call reports, news
items, and resources, from the available

choices.

Note that some content may not be
available in the preferred langauge.

magyar

ED"4

Choose language
from the list

i <
Select Preferred Langua, ¢ — Tap or click button

English
feel
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15.2

(© Preferences

D

Your current ID is:

Change User ID

ID.

A ten digit ID number is needed to access the features of this app. Please enter your
user ID number now. Click on the "Get ID" button to find out more about getting a REP

X

Change ID

Cancel

Get ID

15.3

Show Outbox

Show Outbox button allows user to jump to the Outbox settings from preferences section.

(© Preferences

ID
Your current 1D is: 7625716937

Change ID

Inbox

Updated data will be automatically
delivered from the server at regular
intervals while connected to the
internet.

Check Now

Inbox Last Refresh: 30-07-2014 12:30 PM

Location Services
Location services can be engbled and
disabled in the Permissiong'pane.

Outbox
The outbox contains dfta that is
scheduled to be senjfto the server.

The Outbox is Emp

Show Outbox@

Language Prefe\P\ '
Some content can\i\? |variety
of languages other t), /

Select Preferred LA\

y

(© Outbox

The outbox contains data that is
scheduled to send to the server.

Outbox Empty

Delete All Outbhox Items

Send All Outbox Items

History

The outbox history shows those things
that have already been sent to the
server.

The History is empty.
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15.4 Image Preview

Enabling ‘Image Preview’ option under Preference pane will allow the user to view Image Resource Files added

in call reports as thumbnails. Please refer to the pictures below:

(© Preferences

Check Now

Inbox Last Refresh: 15-08-2014 16:58

Location Services

Location services can be enabled and
disabled in the Permissions pane.

Image Preview
Image resource files can be displayed in
a form as a preview of the image.
Changes here take effect the next time

the form is loaded. /

+/ Show Image Previews

Is this the first visit this month to this store?

Yes |« | No

Is this the first visit to this store this quarter?

Yes |« | No

Store contact information

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.

Who is your primary contact at this store?

Store Manager v

In Line Image Resource File 1 (Prompt)

Inline Image Display (thumbnail)
for image resource file link
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16. Privacy Statement

Privacy statements for using REP app can be viewed by clicking on Charms bar >> Settings >> ‘Privacy Statement’

Settings (© Privacy Statement

Westlake Software, Inc. Privacy Statement
Last updated: March 2014

Westlake is committed to protecting your
Outbox privacy. This privacy statement applies to
the data collected by Westlake through the
www.msftreps.com site (the "Site"). It does
Preferences not apply to other online or offline
Westlake sites, products, services or apps.

Diagnostics COOOKIES AND SIMILAR
TECHNOLOGY
‘ Our Use of Cookies
et Most Westlake websites use "cookies,"

which are small text files placed on your
hard disk by a web server. Cookies contain
text that can be read by a web server in the
domain that issued the cookie to you. That
text often consists of a string of numbers
and letters that uniguely identifies your
computer, but may contain other
information as well. Here is an example of
the text stored in a cookie that Westlake
might place on your hard disk when you
visit one of our websites:

Unavailable "E3732CATE319442F97EA48A170C99801"

Permissions

Rate and review

=

Network

We may use cookies for storing your
preferences and settings, sign-in and

E ( l ) authentication or site analytics.

Notifications Power Keyboard How to Control Cookies

Browser Controls to Block Cookies. Most
Change PC settings web browsers automaticglly accept cookies,
but you can usually modify your browser
setting to block cookies. For example, in
Internet Fynlorer @ vou can block cookies
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17. About REP App

Go to ‘Charms bar’ >> ‘Settings’ >> ‘About’ page to view details about the REP application, its version number
etc.

Settings (© About REP

Retail Engagement Program

AIRmobility.net(SM) Client
Outbox Copyright @ 2001,2014
WESTLAKE SOFTWARE INC.
Preferences All Rights Reserved
Version: 1.2.0.22

ID: 7625716937
Diagnostics uuID:

d8cfeb53-acbc-4649-a6c5-3f0a57363994

Privacy Statement
Westlake Software

Westlake Software, Inc. is a global
provider of field force and sales force
automation software specializing in
mobile business solutions for Windows
Phone, Surface RT and Surface Pro.

We help companies of any size
automate their job dispatching and data
collection needs. We help migrate
e, paperwork forms (inspection forms, time
cards, training materials, call reports,
work orders, etc.) and move those forms
to Windows Phone and Surface to
automate. We support open ended
E d) ENG ﬁeldsf list poxes, bar code scanning, GPS
tracking, signature capture, photo
Notifications Power Keyboard capture, links to websites, documents,
videos, and much more. Data collected
can be exported to Microsoft Excel,
ported to other 3rd party back office
systems, displayed as graphical reports,
dashboards with pie charts and bar Vv

1= £S Ol FS 1 1 =3

v

I‘))

Unavailable

Change PC settings
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18.

Permissions

Through ‘Charms bar’ >> ‘Settings’ >> ‘Permissions’ page, users can allow or deny REP app access to device

location (GPS) and webcam.

Settings

Outbox
Preferences
Diagnostics
Privacy Statement
About

Permissions

Notifications Power

Unavailable

Keyboard

Change PC settings

(© Permissions

Privacy
Allow this app to access your:

Location

On [ |

Webcam

Off [ |

This app has permission to use:
Your pictures library

Your videos library

Your Internet connection
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19. Rate and Review

In the ‘Charms bar’ >> ‘Settings’ >> ‘Rate and review’ page, users can enter feedback about this app.

Settings

erlte a review

"} Retail Engagement Program

Rating
Diagnostics * * * *

Privacy Statement

Outbox

Preferences

About
Comments
Permissions
Rate and revie @:ﬁ) 0/1,000
| =
Microsoft account you use
Unavailable
bmi Cancel

Notifications Power Keyboard

Change PC settings

Retail Engagement Program — Windows 8.1 Client Application — User Guide Page 38 of 37




20. QuIcK TIPS

Please go to this web page to find tips on following items:

https://www.msftreps.com/docs/HelpDocs/REP-HelpDocs.htmlI?AppendixDQuickTips.html

* Sending Diagnostic Report

* Changing settings for sleep function on Windows 8.1+ device
e Upgrading the client application to a newer version

* Clean re-installation of client application

* Refreshing data on client application

* Check the version of client application

* Completely stopping the client application

* Changing the user on client application

* Viewing Outbox History on client application

If you have records stuck in Outbox, please refer to this page for help topics:

https://www.msftreps.com/docs/HelpDocs/REP-HelpDocs.html|?OutboxHelp.html
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