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RQ4 Setup Guide

The following document is intended as a reference guide. While much of the launch process will be
completed for you by the Launch Specialist at each stage, you will be responsible for providing all
requested data, and for completing the tasks described within. Any questions about the processes
described within should be directed to setup@igmetrix.com.

Introduction

Welcome to the RQ4 setup guide. This launch guide will guide you through the RQ4 setup/upgrade
process from beginning to end. The setup process is broken down into 5 major stages.

Stage 1 — Getting Started

Stage 2 — Information Gathering & Data Import
Stage 3 — Carrier Rebate Setup

Stage 4 — Customization and Administrative Setup
Stage 5 — Training/Going Live

Support and training information is available at http://support.RQ4.com/content/impchart. Access to
this site and login information will be provided during Stage 1 of the launch process.

Diagram - Implementation Flow
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NOTES:

e Average launch time is 3 — 6 weeks.

e Best Practice is to have a company employee ‘own’ this project (i.e. take responsibility for its
success).

e Due to time constraints, a junior employee may be a more effective ‘owner’ of this project
than a high-level employee.

e Delays will occur if crucial setup information is not made available to iQmetrix when
requested.

Stage 1 - Getting Started

Overview of Stage 1 Steps:

Getting Started Email Received

Launch Plan and Go Live Target Date Set
Download RQ4 Setup and Import Template
Install RQ4 Software

Review RQ4 Components and Partner Products
CSM Check Point

Getting Started Email

S A A

At this point, you should have received the RQ4 Getting Started email. This email contains important
information to help start the Launch Process for your Company. If you do not have this email contact
our Launch team at setup@iQmetrix.com.

Getting Started Email Includes:

e RQ4 setup and import template link for download

e Setup and user instructions link for download

e RQ4 installer link

e Your database name, user name,& password (temporary)
e Link to free live training webinars

Launch Plan and Go Live Target Date Set

The Launch Plan is a five stage process to configure RQ4 for your business and have it ready to GO
LIVE by the GO Live Launch date.

NOTE: Due to the fast pace and frequent changes inherent to the cellular or retail industries, adhering
to the GO LIVE TARGET DATE is very important to ensure that all information entered into RQ4 does
not become outdated prior to launch.

RQ
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RQ4 Setup and Import Template (Data Requirements)

The RQ4 Setup and Import Template is an MS Excel template designed to guide you Stage 2 of the
launch process. Download this template from the Getting Started email and save it to a convenient
place on your computer. Directions for filling out this template are in Stage 2 of this document.

Click here to download the RQ4 Setup and Import Template: RQ4 Data Import Template

A3l bl 5 | * Customer Support can be reached at 1-888-888-8170 option #1.
A B C D E F G H 1 J K L 1] N 0 P Q R S 1

Welcome to Phase 2 of the RQ4 Launch process!

Fill out this template and email a copy to
setup@igmetrix.com. Careful completion will reduce the
need for future manual entry. And don't forget to save a
copy for your records.

You will be contacted within 2-3 business days of our
receiving the completed template for a data review prior
to being moved to Stage 3.

1| iIQmetrix Template

1|§ Warning: All red column headers in each worksheet are required fields and must be completed.

18 Template Checklist - *Do these in order

19 1 Complete Taxes tab

20 2 Indicate Region Names, District Names and Location Details in their respective tabs, but don’t specify a Manager
21 3 Complete Employees tab

22 4 Return to Regions, Districts and Locations tabs and specify a Manager

23 5 Enter the Vendors tab information

24 6 Make sure all the Manufacturers that apply to you are listed on the Manufacturers tab; adc

25 7 Check the InventoryCategories tab and insert additional categories if necessary

26 8 Complete the Inventory tab (make sure that all Vendors, Manufacturers and Categories match those in previous tabs)
27 9 Check your work

28 10 |Email to setup@igmetrix.com

29
30 * Questions about this template can be emailed to setup@igmetrix.com.
31|* Custemer Support can be reached at 1-8688-888-8170 option #1.

32

33
34
35
36
37

W LocationTypes MW= Employees MVITIEDr Manufacturers  MBTVSIETVE XTI Inventory JMEEINTIE® AR Policy (Optional) [ 4

Program Installation

Installation of RQ4 Retail Management software on any computer involves a few easy steps. Before
the software installation can begin, however, the following requirements must first be met on each
workstation.

Minimum Workstation Specifications

e  Workstation CPU Speed: Recommended 1.0 GHz PC +

e Workstation Memory:

e Windows XP: Minimum 500 MB RAM / Recommended 1GB RAM +

e Windows Vista: Minimum 1GB RAM / Recommended 2GB RAM +

e Windows 7: Minimum 1GB RAM / Recommended 2GB RAM +

e Monitor Resolution: Minimum 1024 x 768 / Recommended 1280 X 1024 +
e  Monitor Size: Minimum 14" / Recommended 17"

RQ
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Video Card: Minimum 32MB + ATl or NVIDIA Graphics / Recommended 128MB +
(Graphics with dual head required for customer facing support.)

Hard Drive Space: Minimum 500 MB Available / Recommended 1GB Available

Media Device: Recommended CD-ROM (not required)

Workstation OS: Minimum Windows XP service pack 2, Microsoft .Net 4.0 (Client Profile &
Extended Packages)

Recommended Windows Vista, Microsoft .Net 4.0 (Client Profile & Extended Packages)
Office Productivity Software: Recommended MS Office 2003 +

Connection Speed: Minimum 56 kbps / Recommended 100 kbps + (Broadband, T1)
Network firewalls / web filters must be configured to allow all files that contain igmetrix.net,
akami.net and filekicker.com.

NOTES:

IQmetrix has multiple server facilities in Canada and the US using a Sun Guard Data System
which is a SAS70 compliant company. Their data integrity and back-up processes are sufficient
to meet the most stringent of publicly traded company’s requirements.

All data is backed-up daily from the primary to a secondary to offsite storage facilities.

Program Installation Steps

If you have met the requirements in the previous section, you are ready to begin installing RQ4. Use

the following steps to install RQ4 on your workstations:

1

RQ

To begin the installation process, you must ensure that you are logged onto Windows with an
administrative login.

Using the link provided in the Getting Started email, click on the RQ4/RetailiQ installer link.
Alternatively, go to http://support.RQ4.com/ and log in with the database name, user name
and password provided in the Getting Started Email. Go to Support | Downloads | RetailiQ /
RQ4 and click on RetailiQ / RQ4.exe.


http://support.retailiq.com/

3. The following message will appear:

File Download - Security Warning 8 S Iﬁ

Do you want to run or save this file?

Mame: iQmetrixUpdateManager-SprintTraining.exe
Type: Application, 15.9MEB

From: updatefiles2.igmetrio.net

[ Bun ] [ Save ] [ Cancel

i | While files from the Intemet can be useful, this file type can
\, ﬁ potentialy ham your computer.  you do not trust the source, do not
= run or save this software. What 's the risk?

4. Click Save, and download the installer to your computer desktop or to another location of
your choice.

5. Double click the downloaded installer file to begin the installation of RQ4. The installer will
now check for the existence of Microsoft .NET Framework 4.0. The following message will be
displayed.

SOFTWARE REQUIREMENTS

6. You must click Install to continue with the installation. The Licence Agreement will display.
7. Read the License Agreement, select | accept the licence agreement and click the Next button.

& iQmetrix Update Manager Setup D@@

3

Licence Agreement o

You must agree with the license agreement below to proceed

iQmetrix Software Licence Agreement A
(ASP Hosted Service)

WARNING: This software is protected by copyright law and international treaties.
Unauthorized reproduction or distribution of this software, or any portion of it, may resultin
severe civil and criminal penalties, and will be prosecuted to the maximum extent possible
under law.

General Terms and Conditions

The following General Terms and Conditions shall apply to and form part of all Software
License Agreements (ASP Hosted Service) entered into by iQmetrix USA Inc. and
iQmetrix Software Development Corp. or with Licensees from and after December 1, v

" |donotecceptthe license agreement

Beset ‘ < Back et > Cancel ‘

8. Leave the default settings for the program destination folder (below) and click the Install
button to continue.

RQ



i¥ iQmetrix Update Manager Setup

Destination Folder

Select a folder where the application will be instalied

By default. the iOmetrix Update h ger will be installed in the foll g folder.

To install into a different folder, click the Browse button

Destination Folder.

CAProgram Files\iOmetrid, Browse

<Back Install ;l Cancel

The following screen will be displayed when the installation is complete. Click Finish to close
the screen.

i# iQmetrix Update Manager Setup

Installation Complete
The iQmetrix Upd ate managet is now installed on your computer

iQmetrix Update Manager has been successfully
installed.

Click the Finigh button to exit this installation

< Back

Cancel

10. Restart your computer to complete the installation.

RQ
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Component & Partner Products

In addition to RQ4, iQmetrix is proud to offer you a variety of products to maximize your business
potential. If you haven't already ordered any of the following products but wish to do so, contact
setup@igmetrix.com to begin the ordering process.

Biometrics

Directly integrated with RQ4, Biometrics provides your company with an added level of business
security — using fingerprint scanning technology instead of passwords.

Customer Facing Screens

Fully integrated with RQ4, this service allows you to introduce a second monitor at the point of sale to
enhance the in-store experience for customer.

Epins

Sell prepaid directly through RQ4 and earn competitive margins. Epins are bought and sold in one
step, which saves you time and eliminates inventory errors and theft. You are only charged for what
you sell.

Handset Protection
(no charge)

Streamline the warranty process at the point of sale with handset protection programs integrated with
RQ4.

Protect Cell

Contact

Stephanie Allen Support Contact cgentry@esecuritel.com (248) 319-0450
eSecuritel
Director of Account ) (678)436-5834
Carter Gentry Stephanie. Allen@protectcell.com
Management
Clay Bodnarek Sales cbodnarek@esecuritel.com (678)389-6238

(678) 436-5845

April Hughes Sales ahughes@esecuritel.com

RQ4 RQ4 Setup Guide Professional Services Page 10
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Handset Trade-In
(no charge)

iQmetrix offers integrated handset trade-in programs that offer your customers in-store credit for
their used handsets — this increases sales and attachment ratios.

We are proud to offer this service through Flipswap and Sprint Buyback.

Flipswap
Chana Ming Program Manager cming@flipswap.com (424) 237-1507

Sprint Buyback

Contact

Michelle Breashears Program Manager  ichelle.breashears@erecyclingcorps.com (972) 573-0303

Integrated Bill Pay
(no charge)

Automate cash payment acceptance, making it faster, easier and more secure to sell wireless plans
and services to cash-paying customers.

We are proud to offer this service through Precash and Tio.
PreCash

Many carriers accept payments through PreCash. Check with your carrier to confirm.

Juan Correa Support Contact Juan.Correa@precash.com (713) 600-2245
TIO

Carriers who accepted payments via TIO integration are AT&GT Wireless Post Paid, Cricket Wireless Post
Paid, Cricket Flex Bucket, and Cricket Paygo payments.Dealer

(604) 298-4636 Ext.

Yasmin Ebrahimi Support Contact Yasmin Ebrahimi@tionetworks.com 574

Payment Integration

iQmetrix offers an integrated payment processing solution to streamline the point-of-sale process and
reduce the overall cost of credit card processing.

RQ4 RQ4 Setup Guide Professional Services Page 11
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We are proud to offer this service through the following 3 partners: Heartland, Elavon and Chase
Paymentech. After setting up an account with the provider that best suits your needs, contact us at
setup@igmetrix.com to integrate with RQ4.

Heartland Payment Systems

Currently offering Credit, Debit, Check and E3 functionality

Heartland Contact Position i Phone Number
(408) 293-7001

Bob Payne Sales/Technical/Support

Contact

Robert.Payne@e-hps.com

Elavon

Elavon offers credit, debit and check for U.S. clients.

hegount Menager e Denise Atkinson@elavon.com (281) 288-4917
& Support Contact

Denise Atkinson
Chase Paymentech
Chase Paymentech offers credit for U.S. and CDN clients.

Chase USA Contact

Contact

Thom Thome LggeTls Tom.Thome@ChasePaymentech.com (214) 849-3626
Executive
USA Account
Jason Alldredge Manager/Tech & Jason Alldredge@chasepaymentech.com (214) 849-3612

Support Contact

Chase Canada Contact

Chase USA Position Email el
Contact Number

CDN Account
Dwight Hildebrandt Manager/Tech & Dwight Hildebrandt@chasepaymentech.ca (204) 831-0239
Support Contact

PocketRQ

Ideal for many departments in your wireless retail business, PocketRQ allows you to access key RQ4
performance metrics, dashboard, and other reports from your smartphone or mobile browsing device,

RQ4 RQ4 Setup Guide Professional Services Page 12
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TracPoint Loyalty Program

Create unique gift cards, mailers and loyalty programs that will build top-of-mind recognition for your

business, with TracPoint Loyalty.

Contact

Brad MacArthur Account Manager bmacarthur@tracpoint.com (800) 40;'011450 B

Vendor Managed Inventory (VMI)

(no charge)

VMl is an automated inventory system that links processes and information from RQ4 directly to your
supplier, creating an efficient and intelligent inventory solution that allows you to:

We are proud to offer this service through the following partners. Choose a partner, then contact

setup@igmetrix.com to get started.

Q)
OFFEWIRE BTESSCO  IRess (CESSIRIES (ROUP Emc\ém MoBLLE LINE,
Company SEIn[eEIN Email Phone Number
Contact
Offwire Kevin Lubbers klubbers@offwire.com (402) 884-2911
Tessco Mollie McDonnell mcdonnellm@tessco.com (410) 229-1246
Technocel Byron Williams byron.williams@technocel.com (e10rE) 841362600 Ext.
Mobile Line Lucien Eldred lucien.eldred@mobileline.com (714) 247-2547
WireX Scott Johnson sjohnson@wirexgroup.com (866) 848-7602

CSM Checkpoint

Every iQmetrix client is assigned a Customer Success Manager (CSM) to provide you with a consistent
resource / contact person after the launch process is complete. At this point you will be contacted by
your CSM for an introductory call. Throughout the launch process, however, your main contact
person will continue to be the Launch Specialist in each stage. Use the setup@igmetrix.com email
address to contact any Launch Specialist or email them individually.

RQ4 RQ4 Setup Guide Professional Services Page 13
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Stage 2: Information Gathering and
Data Import

Overview of Stage 2 Steps:

1. Complete the RQ4 Setup and Import Template / submit to Launch Team
2. Database Review
3. Customer List Review and Import (optional)

Complete RQ4 Setup and Import Template

The RQ4 Setup and Import Template is used by the RQ4 Launch team to enter starting information
into your new RQ4 database. This template is an MS Excel workbook containing multiple worksheets
(tabs). Note the following:

Welcome Sheet

The Welcome sheet contains a Template Checklist describing the order required for completing the
sheets. Since many of the worksheets contain ‘linked’ information, you must follow these steps in the
exact order described, or you may not be able to fill out some of the sheets.

Inventory Sheet

It is critical that you complete all required (red) columns on the Inventory sheet. Failure to do so will
prevent the Stage 2 Launch Specialist from successfully completing the data import.

Some columns in the Inventory sheet will be based on previously completed sheets. For instance, only
categories already entered on the Inventory Category sheet will be available for selection in the
Inventory sheet.

You may not have all your accessory product information at this time. You should, however, have a list
of the phones you will be selling. If you can submit your list of phones now, you may send us your list

of accessories later in the launch process. Phones must be imported prior to advancement to Stage 3

since they are an integral part of the Stage 3 setup.

*Although it is more time consuming now, it is suggested that you complete at least one of the
optional product identifier columns in this sheet (i.e. Vendor SKU, Manufacturer SKU or HPC Barcode).
Best practices suggest that product identifier currently on your product labels be used to allow
scanning products for easy search, sales or purchase order addition.

Questions about the Template

Email any questions or requests for a phone call to setup@igmetrix.com.

RQ
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Completed Template

When you have completed the import template, send it to setup@igmetrix.com. The Stage 2 Launch
Specialist will import this data into your customized database.

Database Review

You will be contacted by the RQ4 Stage 2 Launch Specialist when your data has been successfully
entered into your database. You will complete a brief database review with the Launch Specialist who
will then move you to Stage 3.

At this point, you should log into your RQ4 database and familiarize yourself with your inventory
structure (Inventory icon). Use the following steps to log into RQ4:

RQ4 Login
1. Double click the RQ4 icon on your desktop. RQ4 will check for updates and download any

that are outstanding prior to displaying the the login screen.

2. From the login screen, choose the correct client name and environment. For normal business
purposes, choose (Live). Click OK. The Login window will appear.

| Select your Client and |
Environment from the
drop down menu

Choose a Client and Environment

| o< |
a

1Qmetrix

3. Enter the user name and password provided by iQmetrix in the Stage 1 Getting Started email.

RQ4 RQ4 Setup Guide | Professional Services Page 15
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4. The RQ4 main form will be displayed. All menu options are available by clicking on the menu
icons at the bottom of the screen, or the menu drop down lists at the top.

Customer List Import (Optional)

You may wish to copy your existing customer base from your previous POS into RQ4. Although there
is an Import Customer Wizard available in RQ4, we suggest that you let us do that import for you.

For your part, copy your customer data into this MS Excel template after reading the NOTES: below:
Customer Import Template

Send completed template to setup@igmetrix.com for import.
Required Fields

The only required fields are the First Name and Last Name columns OR the Company Name column. If
you fill in all 3 of these columns for a customer, 2 separate customer profiles will be created with the
same address information. They can be linked later in RQ4 in the Customer module.

Data Formatting

Be sure to ‘clean up’ your data, ensuring that it meets formatting standards. For instance, all phone
number fields must contain exactly 10 digits, and must be numeric. |.E. (555)555-5555 is acceptable.
Do not enter any alphabetic characters in the number fields.

Customer Profile Custom Fields

In addition to the columns listed in the template, you can request up to 6 custom fields: 2 numeric, 2
text, and 2 date fields. Data can be uploaded to these custom fields. Be sure to label the new columns
in the template according to the names you want to see in the custom fields.

Stage 3: Carrier Rebate Setup

Overview of Stage 3 Steps:

Stage 3 Introductory Email Received
Carrier Commission Schedule Provided to Launch Specialist
Price Sheet Template: Fill In Phone Prices and Rebate (Subsidy) Amounts

>N

Stage 3 Training Call / Employee Commissions Setup

Stage 3 Introductory Email Received

At this point you should have received the Stage 3 Introductory email from the Launch Specialist. If
you haven't received this, please contact setup@igmetrix.com.

RQ
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Stage 3 Introductory Email Includes:

e Overview of Stage 3 steps
e Request for carrier compensation schedule and features list
e Contact information for submitting this data

Carrier Compensation Provided to Launch Team

Fax or email a copy of your carrier commission schedule containing the list of your rate with the
rebate amount you will earn under each term. Usually, the commission schedule pages out of your
contract will be ideal.

You should also provide a list of your features (add-ons) at this time, and the rebate (spiff or subsidy)
amounts you will earn from the carrier for each feature.

If you do not know what to send, please reply to the Stage 3 Introductory email with questions or to
request a phone call from the Launch Specialist.

Send all information to the contact information provided in the Stage 3 Introductory Email, or to
setup@igmetrix.com.

The Launch Specialist will set up a Carrier Pricing Sheet in your database using the information
provided. Allow 2 — 5 days for this initial setup phase.

Price Sheet Template: Fill In Phone Prices

After your initial price sheet setup is complete, your Launch Specialist will use it to create a price sheet
template, which will be emailed to you as an Excel workbook. This template will contain a list of your
phones under your Carrier Terms.

You must enter the following information into this template:

1. Retail Phone Price: This is the suggested retail price (not including tax) for each phone under
each term. L.E. It is the retail price that the customer will pay at the point of sale.

2. Equipment Rebate Amount: This is the equipment spiff or subsidy that you expect to receive
from the carrier for each phone (equipment) on the template. If you do not receive a rebate
for a phone, enter 0.

After completing your price sheet template, send to the Stage 3 Launch Specialist, who will import the
data into your database.

At this point, you will be contacted by email to book the Stage 3 training call. You will also receive the
Employee Commission Setup document.

If you do not receive a meeting request within 2 business days, please contact setup@igmetrix.com.
NOTE: Before taking the Stage 3 Training call you should have:
e Installed RQ4 on the computer used for the call

® Read the Employee Commission Setup document: Employee Commission Setup
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Stage 3 Training Call / Employee Setup

The Stage 3 training call typically takes 1 to 1 ¥2 hours and will cover the following:

e How the price sheet works

e How to keep price sheet up to date
e Promotions

e Employee Commissions Setup

Anyone who will be doing inventory / carrier commission type updates should be included in the
training call.

You will receive the Update Price Sheet Guide to provide you with easy reference for all future price
sheet updates. Update Price Sheet Guide

Reconciling Your Vendor Rebates

RQ4 will track of all transactions regarding your Carrier rebates earned, however best practices require
that you do monthly reconciliations between the RQ4 data and the monthly reports you receive from
your Carrier, and update RQ4 using adjusting entries.

You will not be able to reconcile your vendor rebates until at least a month of transactions have been
made. You are responsible for ensuring that you understand this process, and we recommend that you
make use of the free training webinars that are held on this topic each month, or use the RQ4 training
videos or Help Files.

Monthly Training Webinar: Occurs at 2 pm Central time on the second Tuesday of each month.
Register at http://igmetrix.webex.com.

Training Video: Go to RQ4 | Videos | Finance | Reconcile Vendor Rebates.

Stage 4 — Customization and
Administrative Settings

Stage 4 Training Call Topics

Employee Roles and Settings
Security Roles and Settings
G/L Setup

Bill Pay Setup (Non-Integrated)

ok W=

Create Training Database
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Stage 4 Training Call

This stage consists of the Stage 4 training call which takes between 1 %2 and 2 hours. The following
topics will be covered during the training. Use the following sections for review:

Employee Roles and Settings

Employee roles are used in RQ4 for enabling, disabling or locking Widget access on the Home screen.
Force Punch-in and Idle Time (Screen Lock) settings are also found in this module.

Set up or modify employee roles in Employees | Employee Role Setup.
Security Roles

Security roles are assigned while creating new Employees. The 3 initial security roles are Administrator
(unrestricted), Store Manager, and Store Clerk. The Store Manager and Store Clerk roles by default
have very limited access in RQ4.

Adding / Removing Security Access

Go to Settings | Human Resources | Security Screen Setup to change access levels to any security
role on a screen by screen basis.

Creating New Security Roles

Any number of new security roles can be created in Settings | Human Resources | Security Screen
Setup | Security Role Setup.

G/L Account Setup / QuickBooks Export (Optional)

If you intend to export all financial data to QuickBooks or some other accounting software, you may
need to make changes to the default G/L settings in RQ4 prior to exports.

We recommend that you create a QuickBooks database backup to use as a ‘test’ environment to do
your first RQ4 import. This way any issues can be dealt with before exporting to your live QuickBooks
database.

Preparation Prior to QuickBooks Export
Use the following steps to set up RQ4 and QuickBooks prior to export.

1. Match G/L Accounts in RQ4 to QuickBooks: Go to RQ4 | Finance | G/L | G/L Account
Setup. Makes sure that all G/L accounts here match all G/L accounts in QuickBooks. Use the
G/L Account List report (found in the same place) for a list of current RQ4 accounts.

NOTES:

e The G/L and QUICKBOOKS account numbers must match. Best Practice says the names
should match too, but this is not required unless you are using the Bills option (mentioned
below).

e Any G/L names / numbers can be changed and will still be mapped to the same products.
However if you are changing any product G/L defaults and then deleting the old ones, be
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sure to change all default G/Ls using the RQ4 | Reports | Regular Product Master List,
Non-Stocked Product Master List or Vendor Rebate Master List report first.

Change Product G/L Defaults: (Optional) Go to RQ4 | Settings | Finance | G/L | G/L
Defaults. You can change the G/L Defaults for each product. If you do, you must change all
existing products to reflect the same G/L accounts. Use one of the 3 Product Master List
reports to make the changes. You may want to leave the default blank for new products if
provide g/l accounts with choices — such as COGS Phones and COGS Accessories - which
will force the user to choose the correct account when making new product.

Create RQ4 Customers in QuickBooks: Two customers must be created in QuickBooks prior
to the export.

e RetailiQ Customer AR — for all of the accounts receivables

e RetailiQ Vendor AR - for all of the vendor rebates

Create Tax Vendor: In RQ4 | Settings | Finance | Inventory | Vendor, click new to set up a
Vendor named “Receiver General” or “Tax Vendor” etc. Do the same in RQ4 | Settings |
Finance | Inventory | Vendor Account. Make sure this Vendor is mapped to the A/P Control
(or some other) liability account. Now go to RQ4 | Settings | Finance | G/L Account Setup |
2000: Tax Collected Account and set the QuickBooks tax accounts require a vendor
dropdown list to reflect the vendor account you just made. Do the same for 5300:Tax Paid
Account.

Use Location Abbreviation as Class: (Optional but recommended) Go to Settings | Location
Setup | Code and in the Code field, enter the abbreviations for the location (ideally, preface
with a colon). This will show up in the G/L Activity report as well as the QuickBooks export to
indicate location (called Class in export).

199 Recores Retumed

ISTYPE | pare | AcenT CLASS | AMOUNT |
AL JOURNAL 092910 1050 BEX6ES |
ALJOURNAL 0972910 1200 2054236 |
ALJOURNAL 09729710 1200 ” 1916756 1
ALJOURNAL  09/29/10 2000 -553.52 i
‘ALJOURNAL  09/29/10 2000 ZHO -10745 1
‘ALJOURNAL  09/29/10 2400 76159 l
ALJOURNAL  09/29/10 4000 530246 [
AUJOURNAL  09/20/10 4000 AHO 859 |
ALIOURNAL  00/29/10 4100 €7213 i

Read the documents in Help Files | Index | Finance | General Ledger Overview and
especially the following:

e Understanding the QuickBooks Export

e Integrating RQ4 with Accounting Systems
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e QuickBooks FAQs
e Posting to Accounting Software - Recommended Practices
e General Ledger Account Mapping

Quick Books Export

When you are ready to batch out, go to Finance | G/L | G/L Account Activity Report, choose the
correct date range, and click the Export to QuickBooks button.

Each item exported from RQ4 will be flagged as exported and cannot be exported again. To toggle an
export back so it can be re-imported, go to Finance | G/L | Update Exported Items to display the

exported files. Use the Toggle button to remove the Exported check boxes and click Save.

Pick Date(s) 525 Racoecs Rewred W Tosgle| = [
Month Te Cata -

S S | Exported | Date | Lecation | Accourt = Source | Source Type | Debt Credit
Status vl 914/2010 Whistler 2510 BONRREL Recewe PO (& Came. 000
S = vl 5/14/2010 Whistler 1200 BUNRELL Recene PO (8 Corre. 518000

P v 9/14/2010 Whistler 120 ABAHOTRL Transfer 0w
vi 9/14/2010 Ceigary Hesd Office  1200AHO ABAHOTAL Transfer 518000

7 9/16/2010 Calgary Head Office  2300AHO ABAHOREL Recewe PO (& Corre. 000

7 9/16/2010 Calgary Head Office  1200AHO ABAHONEL Receive PO (& Comre... 520000

v 9/16/2010 Calgary Head Office 1200440 ABAHOIA2 Iwentory Adjustment W

9 9/16/2010 Caigary Head Office  S030AH0 ABAHOWD Fwentory Adjustment $180.00

‘ 0ARIMA Falnars Head Mo 100480 ARLHOIAR tnucntan: Adivictanset @i

QuickBooks Optional Settings
Bills Option

Found in Settings | Company Settings | Finance, default setting is deselected so all transactions will
be exported as General Journal listings. If this setting is selected, the A/Ps will be exported as Bills.

No Purchase or Transfer Order Export

When this is selected in Settings | Company Settings | Finance, the PO and TO items will not copy
down during export.

Bill Pay / Deposit Setup (Non-Integrated)

The Bill Pay section is used to track any transaction where you collect money to give to a vendor. This
will remove those types of transactions from you gross profit calculations. The following components
can be used to set up Bill Pay in Settings | Point of Sale | Bill Pay Setup.

Vendor Deposit

This is a fee collected from the customer and given to the vendor. This is added to the payment on the
Bill Pay invoice. This is not taxable.

Vendor Rebate

Tracks any rebate amount received from the vendor. This will count towards your gross profit.

RQ
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A S0, serialized Vendor Rebate Product with tracking number and enforced length must be created in
inventory and mapped in Bill Pay Setup. It is taxable but is not normally taxed.

Store Charge

This tracks any fee that you charge the customer for the Bill Pay and will be added to the payment on
the Bill Pay invoice. This will count towards your gross profit.

A $0, Non-Stocked Product must be created in inventory. This can be serialized if you want to force a
tracking number to be added. It is taxable but is not normally taxed.

Payment

The payment is the payment amount received from the customer that is given to the vendor. This is
not taxable. (Tax should be included in payment amount where required.)

Bill Pay Transaction
After setup, collect a Bill Pay in Sales | Tools | New Bill Pay / Deposit.
Bill Pay Report

Track your bill pay transactions in Reports | Bill Pay History Report.

Create Training Database

Your Stage 4 Launch Specialist will create you a training database. It is an exact copy of your live
database as of 12 am last night. It is a separate database, however, so you may use this for testing and
training without affecting Live data.

The training database is free during launch and until 2 months after your ‘Go Live’ (commencement)
date. At that point you will be given the option to ‘Opt Out’ or to keep the training database for a
monthly charge.

Refresh Training DB

We can refresh’ your training database at any time by overwriting it with a new copy of your live
database (from 12 am on the previous evening). You may send any ‘refresh’ requests to
setup@igmetrix.com.

Logging in

Log in to the training database by opening the RQ4 shortcut, as usual, and choosing the training
database from the drop-down list that displays. Use the same username and passwords that you use in
the Live database.

Login Error

If you are getting a 'Please select a client’ error when trying to log into your RQ4 training database, and
you are sure you are using the correct password, use the following workaround:
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There is a 'hidden’ dropdown list at the top of the login screen. Hover over it with your mouse to see
the database names (i.e. live and training). You must select it from the database drop-down list before
you log into RQ4. See the steps below:

1. Choose your training database.

2. Now hover over the blank space at the top of the login screen and choose the training
database again.

Username n
Password

3. Enter your username and password and click Log In.

Username LR

Password |k

RQ
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Miscellaneous Administrative Settings
Setting the Company Name

The company name will appear on till tape receipts only if a logo is not uploaded. Enter your company
name in Settings | General Setup | Company text box.

Upload Company Logo

Your company logo will appear at the top of sales and returns invoices. The location address will
display under the company. Go to Settings | General Setup | Logo to upload your logo file.

Use an appropriately sized gif, bmp or jpg image file. Maximum logo size is 100kb, 2 inches wide x
0.667 inches high. If the uploaded logo is not displaying correctly, please forward the logo file to
setup@igmetrix.com.

SMTP Server Setup

Create the SMTP Server connection [Settings | SMTP Server Setup and set up each employee'’s
personal email settings in their Employee Profiles.

Stage 5 Training / Go Live

Stage 5 Training Call Topics:

Training Profile and Expectations

Inventory Management / Import Inventory Quantities
Procedures Review

Support and Post launch Expectations

CSM Check Point

ok W=

Stage 5 Training Call

This stage consists of the Stage 5 training call which takes between 1 and 1 Y2 hours. The following
topics will be covered during the training.

Training Profile and Expectations

A training plan will be discussed with the Launch Specialist regarding general training. Expectations for
actual ‘Go Live’ date will be set.

Inventory Management / Import Inventory Quantities

Overview

Congratulations for completing the RQ4 setup! You are now ready set up your inventory quantities
and begin selling product. This following section will provide you with instructions for setting up your
inventory quantities whether or not you are starting with existing or brand new inventory.
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You have 2 options for setting your inventory quantities.

e Starting Count Sheets: Recommended with existing inventory / legacy POS system
e Starting Purchase Orders: Recommended with new inventory / new store or when you are
only using 1 or 2 vendors.

Starting Count Sheets

If you are already selling inventory in your store, you can import the product counts (quantities) into
RQ4 using count sheets to do a manual count or to enter a count exported from your current POS
system. This process has been broken down into 2 steps as follows:

e Step 1 - Create the Starting Count Sheets
e Step 2 — Import Count Sheets into RQ4

Note: A starting Count Sheet can only be used once at a location. All subsequent inventory must be
added with purchase orders.

Step 1 — Create the Starting Count Sheets

All of your inventory products were added to RQ4 during Stage 2 of the Launch process. Using the
Regular Product Master List, you will create 2 Starting Count Sheets (one each for serialized and
non-serialized products) for each location. Use the following sections:

Warnings:

e Your inventory must be current. Add any new products before creating your count sheets (see
Support | Help Files or the RQ4 Setup Guide for details.)

e The Description column values should not be modified. They must be an exact match to the
description values in RQ4. Any description changes should be made before you create the
Starting Count Sheets.

e The Vendor SKU and Manufacturer SKU column values are optional. They can be included
only if they are not already existing in the product SKU properties in RQ4 for that item.

Create Starting Count Sheet for Phones (Serialized Items)
Use the following steps to create the Starting Count sheets for phones and other serialized items.

1. In RQ4, go to Reports and search for Regular Product Master List. Double click to open the
Regular Product Master List screen.

2. Inthe Search Options frame, choose to search By Category. Under Category, click the

Mapping button Lﬁ and choose Phones (or Equipment) from the Product tree to ensure that
all serialized products are included.

RQ



26

-~ Choose Category

= Inventory Tree -~
= Products
Bill Payments
Bundlz
Cellular Accessories
= Cellular Activations
= AT&T
Additional Spiff's
Features
Phone Rebates (Equip Subsidy)

Rate Plan Rebatze (commission)

3. Click Run Report. All of your serialized items will be displayed.

Regular Product Master List Category . Phones

Fi=Add To Custom Reports... * 1 ™ cveRClose ™ Save

|dick here to add this report to your list of Custom Reparts. Ecnrds Returned  Filker: |F'.ny - | Set |Desn:ri|:uticun - | To

Search .
¢ Product SKU | Description | Short Description
[Ey Cakeqory A | -
CAATAFOONNZZ LG CE110 LG CE110
n' CAATAFODODZS MOTOROLA W3T (MAROON) MOTOROLA V3T (MARCE
63 Pho
[ nes ] CAATAFOONNZS MOTORGOLA RIZR. (BLUE} MOTOROLA RIZR. (ELUR

CAATAFOOOOZS
CAATAFODODZE

=PAMNTECH C3b
*MOKIA EGZ PDA

PAMTECH C3b
MNOKIA E6Z PDA

[w] keep search bar open Run Report B |

4. Click on the Excel icon to open the report in MS Excel. Save it to your computer as Phone
Count Sheet LocationName or something similar. This will be your Starting Count Sheet for
phones (serialized items.)

166 Records Returned  Filter:  |[Any ~ | Set |Destription - To [ | l For Selected ” For All ] a Q, = &)
i Product SKU | Description | Shart Description Uit Cost | MRC | Manufacturer | e |
S GLARERARAC b6 A 2 NP e = ¥ S P . PP "

5. To finish the count sheet, open Phone Count Sheet LocationName in Excel.
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(Oa) Ho-™ s Phone Count Sheet Winnipeg Location.xls [Compatibility Mode] - Microsoft Excel - = x
B | —
| Home | Insert Page Layout Formulas Data Review View Add-Ins @ - -
V’ﬁ & et = §| = Gen.eral o Conditional Formatting = | 3= Insert = x - ? Eﬁ :
= EE] | $ -~ % » | {3% Format as Table ~ I Delete -~ || (8]~ )
e g || = |8 8 155 cell styles - (Bl Fomat < | 2+ Fiter selects | §
Clipboard ™ Font (F Alignment F] Number = Styles Cells Editing
Al > & I | Regular Product Master List R2
| A [ B [ c [ D E | F G [
1 wﬁular Product Master List
2 |[Date: 09-Aug-2010 03:46 PM]
3 Product SKU Description Short Description Unit Cost MRC Manufacturer Manufacturer SKU  (
4 |CAATAF000022 LG CE110 LG CE110 F138.28 HEREE Aftermarket 64736 P
5 |CAATAF000023 MOTOROLA V3l (MAROON) MOTOROLA V3l (MAROON) 50.00  S0.00 Aftermarket SAITAEAT P
6 |CAATAF000024 WMOTOROLA RIZR (BLUE) MOTOROLA RIZR (BELUE) 50.00  S0.00 Aftermarket S.02532E+12 P| 4
7 |CAATAF000025 xPANTECH C3b PANTECH C3b 50.00  S0.00 Aftermarket 64586 P
8 |CAATAF000026 =xNOKLA E62 PDA NOKIA EBZ PDA 50.00  S0.00 Aftermarket 64581 P
9 |CAATAF000027 NOKLA 2610 NOKLA 2610 50.00  S0.00 Aftermarket 64581 P
10 |CAATAF000028  xNOKLA 6085 NOKIA 6085 50.00  S0.00 Aftermarket 84887 P
11 |CAATAF000029 MOTOROLA RAZRZ VI MOTOROLA RAZRZ VS 50.00  S0.00 Aftermarket 84753 P
R e bt Al - T s S N A PP At

6. Remove all columns (right-click on column letter and choose Delete) except Description. Add

a new column header titled ESN or IMEL (See below). This is your Starting Count Sheet for
phones.

¥

@ H9-o
4 —
| Home | Insert

Page Layout

Formulas

Data

Review

Phone Count Sheet Winnipeg.xls!

Clip

’:ﬁ g Arial

Paste B 7 U~
= f|| u

board = Font

Al

bm-qoam-lhwm-

>

—

Description
LG CE110
MOTOROLA V3! (MAROCN)
MOTOROLA RIZR (BLUE)
XPANTECH C3b
XNOKIA EGZ PDA

BTk A A PR P ST

ESN

ik,

7. The Phone Starting Count Sheet is completed by entering the ESN numbers each phone.
Copy each row containing a phone description and paste it below the original, creating one
for each ESN number.
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4| A | 5 [ C
2
3 Description ESN
4 LG CE110 123456789
5 |LGCE110 123456790
6 LG CE110 123456791
7 |NOKIA 2610 234567891
8 NOKIA 2610 234567892
9 | NOKIA 2610 234567893
10 |MOTOROLA RAZR2 V9 345678912
11 MOTOROLA RAZRZ V9 345678913

8. Repeat the previous steps for each location.

Create Starting Count Sheet for Accessories (Non-Serialized Items)

Use the following steps to create the Starting Count sheets for accessories (non-serialized items.)

1. To create the Starting Count Sheet for Accessories, return to the Search Options frame. Under

Category, click the Mapping button and choose Cellular Accessories.

-~ Choose Category

(= Inventory Tree
= Products

Bill Payments
Bundle

Cellular Accessories

= Cellular Activaticns

2. Click Run Report to create the list of accessories.
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Regular Product Master List cCategory . Cellular Accessories

F=Add To Custom Reporis...
166 Records Returned  Filter:  |Any * | Set Descripkion -
ﬁil;:gow - { Product SKU | Description | Shart Descriptio
ACCAAFOOOOOL MNEX MOTOROLA iG80 BODY GLO ... MEX MOTOROLA
Category ACCAAFDOOOOZ BODY GLOVE Max CASE UNIVER... BODY GLOVE Mas
% Cellular Acressories ACCAAFODOONS By GLOWE CASE UNIYERSAL BODY GLOYE CAS
ACCAAFOOOOO4 560 BLACK BODY GLOVE FUSION iS60 BLACK BOD
[“]Keep search bar open Run Report = ACCAAFO0NNNS i710/i730 BODY GLOVE SCUBA C... i710/i730 BODY G

L PR P e T

Sl -l et e B s it .t M O R | A G -

e PRl B A

3. Click on the Excel icon to open the report in MS Excel. Save it to your computer as Accessory
Count Sheet LocationName or something similar. This will be your Starting Count Sheet for
accessories (non-serialized items.)

~
166 Records Returned Filker:  Any * | Set  Description * | To l For Selectad ] l For all ] =
i Product 5KU ‘ Description | Short Description Unit Cosk | MRC | Manufacturer ﬂ | Mz
CICR e 2 e ik AT s, o PSP -y " e

4. To finish the count sheet, open Accessory Count Sheet LocationName in Excel.

AR SR 2 HFORRARE. M B IEN G PR s B RE DR L

) o ) -~ | = Accessory Count Sheet Winnipeg.xls [Compatibility Mode] - Microsoft Excel
e —
| Home | Insert Page Layout Formulas Data Review View Add-Ins @
I—ﬁ & Arial i Pa— |A‘ A:| |§ = §| =i | General ~ [FjcConditional Formatting~ | S=lInset~ | X - ﬂ
- 53 i | f | $ % o | [5% Format as Table ~ 3% Delete - || [g] -
Paste ] e Sort &
- | |iE i 0 50 (= cell Styles ~ (EiFormat = || <2~ Filter~
Clipboard M Font IF] Alignment L] Number = Styles Cells Editing
Al - & I | Regular Product Master List
| 4 A B C D
1 Regular Product Master List
2 [Date: 11-Aug-2010 04:34 PM]
3 Product SKU Description Short Description Unit Cost
4 |ACCAAFO00001  NEX MOTOROLA i3580 BODY GLOVE SCUBA CASE NEX MOTOROLA i230 BODY GLOVE S
5 |ACCAAFODD002 BODY GLOWVE MAX CASE UNNERSAL BODY GLOWE MAX UNINMERSAL
6 |ACCAAFOOD003 BODY GLOWE CASE UNWERSAL BODY GLOWVE CASE UNNWERSAL
7 |ACCAAFO0D004 i560 BLACK BODY GLOWE FUSION i550 BLACK BODY GLOWE FUSION
8 |ACCAAFOODOOS i7104i730 BODY GLOWVE SCUBA CASE 7104730 BODY GLOWVE SCUBA CAS
9 |ACCAAFOODOOS i83§ BODY GLOWE CASE 236 BODY GLOWE CASE
10 | ACCAAFOOODOT i836 BODY GLOVE BLACK SCUBA CASE 236 BODY GLOWVE BLACK SCUBA CA
11 |ACCAAFOODO0S 860 BODYGLOVE ION CASE 880 BODY GLOVE IOM CASE

o GRS LR (DL O R B GeRE BT AL & —

5. Delete all columns except Description. Add a new column header titled Count. (See below).
This is your Starting Count Sheet for accessories. Fill out the Count column with the quantity

RQ4
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value of each product after doing a physical count of stock.

o7 -C_£]
A B |

| 1)
| 2
| 3 Description Count
| 4 |NEXMOTOROLA 880 BODY GLOVE SCUBA CASE 20
| & |BODY GLOVE MAX CASE UNWERSAL 12
| 6 |BODY GLOVE CASE UNWERSAL 30
| 7 |i550 BLACK BODY GLOWE FUSION 15
| 8 7104730 BODY GLOVE SCUBA CASE 5
| 9 |i836 BODY GLOVE CASE 10
| 10 |i336 BODY GLOVE BLACK SCUBA CASE 10

11 |i8s0 BODY GLOVE ION CASE 15
o et gl & gl

Figure 2: Starting Count Sheet for Accessories Example
6. Repeat the previous steps for each location.

Step 2 — Import Count Sheets to RQ4

Use the following steps to import your completed Starting Count sheets into RQ4 using the Starting
Inventory Count Import tool. The Phones and Accessories Starting Count sheets will be imported
separately, one location at a time, as follows:

Serialized Inventory Count Sheet Upload
Use the following steps to import the Starting Count sheets for phones and other serialized items.

1. InRQ4, go to Reports and search for the Starting Inventory Count Import tool. Double-click
to display the Starting Inventory Count Import screen.

2. From the Product Type drop-down list select Serialized Products.

Starting Inventory Count Import

F=Add To Custom Reports...

Product Type:
Serialized Products A
Mon-Seriglized Producks

- 0 Records Returned

Serialized Products
imports, any changes to the
= L .

i Description | Tracking #

A P e S

3. Click on the Import icon to navigate to the Phones Count Sheet created in the previous step.
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Wideos  Widgets  Support - ERniEan

RQ shelley Stewart W Fashion Square Mall »  Sign out [ SuccessfulCellularddjLive 4.1.13917 ull  Intranst

Starting Inventory Count Import
*

[ Add To Custom Reports...

Product Type: mport: J | ﬁ Type here to search
Setialized Products -
0 Records Returned .‘5 0 Records Returned ..‘5'..
Note: After saving your quantity 2 [ Description 0
imports, any changes to the Open ‘ L |
inventory levels must be . = ;
2dd wl ith Quanti Lok in: I&}Imports j & i '
Adjustments. —r _—
_J Accessury Count Sheet Winnipeg. xls
1 1 Phone Count Sheet Winnipeqg.<ls
Kaep search bar of =
[eer = Recent
Desktap

-
! 'g File name: IPhUI’]E Count Sheet ‘Winnipeg. x|z d Open I
tdy Metwork

;I Cancel |

Flaces Filez of type: IExceI Files [".uls; ".xlsx]
= |

.

4. The Get Excel Details screen will appear (see below). Fill in the text fields using the following
guidelines:

Sheet Name: Defaults to ‘Sheetl’ (as in the example below) but should be changed to whatever
the current sheet name is for the non-serialized items.
First Row: Enter row # of first item.

Last Row: Enter row # of last item.

Description Column: Enter letter of Description column.

Tracking # Column: Enter letter of tracking number (ESN or IMEI) column.

Quantity Column: Enter letter of Quantity column.

Vendor SKU Column: Enter letter of Vendor SKU column (Optional — don't use if already in
product properties).

Manufacturer SKU Column: Enter letter of Manufacturer SKU column (Optional — don't use if
already in product properties).

Warning: At this point you should double check your Count Sheet data. Any blanks or O values in
the ESN column will cause an error in the next step. Also, do not change any value in the
Description column. Changing the Description column values will prevent the import from
succeeding.
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E? Get Excel Details
Sheet Name: Sheetl
First Row:

Last Row:

Description Column:
Tracking # Column:

Vendor SKU Column (optional):

Manufacturer SKU Column (option):

F? Get Excel Details

Sheet Name:

Sheetl

First Row:
Last Row:
Description Column:
Tracking # Column:

[ Vendor SKU Column (optional):

Manufacturer SKU Column (option):

11
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= ]

Do)\l 9~ )+ Phone Count She e e
T .

- | Hame I Insert Page Layout Farmulas Data Review View

[ T 3| =% [
| E = é = | - |
[ Pafte |B I U v” ....... T||&v£1| f’nE _,H_E| {1
Clipboard ™ Font [Fi Alignment (F] Mumber M=

Al2 - (> I | *SAMSUNG ZX20 '
A | B . ¢ | D

1

! p.. A

3 ! Description ESN

4 CE110 123456789

5 LG CE110 123456790

6 LG CE110 123456791

T MNOKIA 2610 234567891

3 MNOKIA 2610 234567892

9 MOKIA 2610 234567893

10 OROLA RAZRZ v 345678912

OTOROLA RAZRZ WO
M 4k M| Sheetl
Ready | Seroll Lock |

346678913

Average: 4567891234 Count:

5. Click OK to begin the import.

6. The import items will be displayed in a data grid.
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Starting Inventory Count Import

[ Add To Custom Reports... s ' T osave [P Comments g Emal 3 Preview Sy Print ;i Import Count

Product T Ec:mnmmems and Settings\Shelley Shmart\Deﬂmop\lmpnrlsM Type here ta search -
Seriglized Products

v e —
8 Recaords Returned \@\ || y 0 Records Returned |®| || B
_NO'B: After saving your quantity i Description | Tracking # | Yendar SKU | IManufacturer SEL { Product SKU | Description | Quankity
imports, any changes to the < 2
inventory levels must be L& CE110 123456783
addressed with Quantity L& CEL10 123456790
Adjustments.
L& CE110 123456791
[w] Keep search bar apen MOKIA 2610 234567591
MOKIA 2610 234567592
MOKIA 2610 2345ETE93

MOTOROLA RAZ... 345675912
MOTOROLA RAZ... 345678913

L] L | ) ]S |

v

7. Select the location(s) to be imported to by clicking on the Location icon.

%" Choose From The Company

search: [l

Filter By:  |All Store Types v |

= F Training Databass: Shelley Stawart
= & Canada
$ Brandon
5 Corporate
5 Winnip=g

8. You are ready to import your count. Select the Import Count button on the top tool bar.

9. When the import is complete, the grid on the left side of the screen will be blank and the
products should now be in the grid on the right side of the screen.
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Starting Inventory Count Import

Search Options << ||| save | W Comments 2 Email 3 Preview D Prict |7 Import Count |
~_
lz:_dlzg :ﬁeds I/ EC:Mmmis and Settings\Shelley Stawart\Daskiop\Imports\Pho. (¥
2| [ -
Note: After saving your quantity 9 Records Returned ‘§| || 8 Recerds Raturned |§| =
!mm"s" any changes to the Descripticn Tracking # ‘endor SKU Manufact Product SKU Description Quantity
mlms;::ﬁb; ACCABBO0C049 LG CE110 1
Adjustments. ACCABBO00049 LG CE110 1
Favorite <~ ACCABBO00049 LG CE110 1
Lo ACCABBO000S0 NOKIA 2510 1
ACCABBO000S0 NOKIA 2610 1
ACCABBO000SO NOKIA 2510 1
ACCABBO0OOS1 MOTOROLA RAZRZ W8 1
ACCABBO000S1 MOTOROLA RAZRZ WS 1
LRI Pt A L - P PP I P P i

10. Click Save to complete the import.
11. Use the Starting Inventory Count History Report to refer back to this import.

Note: The Starting Inventory Import can only be used during initial setup. All future inventory
counts should be entered using purchase orders or by using the Quantity Adjustment module.

12. Repeat for each location.

Non-Serialized Inventory Count Sheet Upload

Use the following steps to import the Starting Count sheets for accessories (all non-serialized
products.)

1. InRQ4, go to Reports and search for the Starting Inventory Count Import tool. Double click to
display the Starting Inventory Count Import screen.

2. From the Product Type drop-down list choose Non-Serialized Products.

Starting Inventory Count Import

F=Add To Custom Reports... £ 2

Product Type:
|N|:|n Serialized Products A
Mon-Serialized Producks
Serialized Producks

0 Records Returned

Descripkion | Quantity

3. Click on the Import icon to navigate to the Accessory Count Sheet created in the previous
step.

RQ4 RQ4 Setup Guide | Professional Services Page 34



35

Starting Inventory Count Import
*

[ Add To Custom Reports...

i s | S S
Non-Serialized Products - = =
0 Records Returned =l 0 Records Returned =
,NDtE: After saving your quantity i Description \ Quantity \ endor SKU | Manufact i Product 5KU | Description | Quantity
imports, any changes to the
inventory levels must be
addressed with Quantity
Adjustments.
Keep search bar open asts I 23 Imparts j = £ B~
]
Fecent
Deskiop
g
by Documents
by Computer
{ & = | .
7 File name: IAccessnry Count Shest Winnipeg «ls j Open —
by Metwork,
e

4. The Get Excel Details screen will appear. Fill in the text fields using the following guidelines:

Sheet Name: Defaults to ‘Sheetl’ (as in the example below) but should be changed to whatever
the current sheet name is for the non-serialized items.
First Row: Enter row # of first item.

Last Row: Enter row # of last item.

Description Column: Enter letter of Description column.

Quantity Column: Enter letter of Quantity column.

Vendor SKU Column: Enter letter of Vendor SKU column (Optional — don't use if already in
product properties).

Manufacturer SKU Column: Enter letter of Manufacturer SKU column (Optional — don't use if
already in product properties).

Warning: At this point you should double-check your Count Sheet data. Any blanks or O values in
the ESN column will cause an error in the next step. Also, do not change any value in the
Description column. Changing the Description column values will prevent the import from
succeeding.
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1 Get Excel Details

Sheet Name: Sheetl
First Row:
Last Row:
Description Col g
'ption Column [ Get Excel Details
Quantity Column:
Sheet Name: Sheet1
Vendor SKU Column (optional):
First Row: 4
Manufacturer SKU Column (option):
Last Row: 11
[ Description Column: &
Quantity Column: Bl

Vendor SKU Column {optional):

Manufacturer SKU Column (option):

- = Accessory

) ;
ﬂ‘ ——
rone | _men rseiaou_ro [ = ]

)

E * Arial - |3 = A* A General -
: Past L_J[a :: e (| - |: $ - nl'rﬂ ’
e (et e W

Ahgnment [

Clipboard = Font [= Mumber T«
A15 - f« | 1530 BODYGLOVE FUSION CASE
A | B | ¢ | 1

1 A A
=]
ié Description Count
4 |NEX MOTOROLA i880 BODY GLOVE SCUBA CASE 20
5 |BODY GLOVE MAX CASE UNIVERSAL 12
6 |BODY GLOVE CASE UNVERSAL 30
7 |i560 BLACK BODY GLOVE FUSION 15
8 |i710/730 BODY GLOVE SCUBA CASE 5
9 |i836 BODY GLOVE CASE 10
10 g’aow GLOVE BLACK SCUBA CASE 1[]
11 |i860 BODY GLOVE ION CASE

=

“ron sheetl/—

Ready | Scroll Lock |

5. Click OK to begin the import.
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6. The uploaded items will be displayed in a data grid.

Starting Inventory Count Import
*

Product Ty
Non-Serialized Products h |

4 = Save W Comments e Email 031 Preview oy Print 7 Import Count

[P=Add To Custom Reparts...

ﬁc:\pnmmems and Settings\shelley Stmart\De;lmn\[rnpnﬂs\Accl Type here to search

& Records Returned |d§]\ || — 0 Records Returned |@| | —
Note: After saving your quantity 8 " . g - .
i Description Lkt vendor SKU Manufact i Product SKU Description U AnEL
Tpers, oy o o The ; p | Quantity | | i | Descrip | ouartity
inventory levels must be MEX MOTOROLA 1.
addressed with Quantity BOIDY GLOWE MAX
Adjustments.
BODY GLOVE CAS...
[v] Keep search bar open 560 BLACK BQDY..

i710/i730 BODY &..
1536 BODY GLOVE...
1536 BODY GLOVE...
iB60 BODYGLOVE ...

7. Select the location(s) to be imported to by clicking on the Location icon.

%" Choose From The Company

Search: [l

Filt=r By: |.AII Store Types * |

= ¥ Training Database: Shelley Stewart
= & Canada
$ Brandon
5 Corparate
5 Winnip=g

8. You are ready to import your count. Select the Import Count button on the top tool bar to
begin the import.

9. When the import is complete, the grid on the left side of the screen will be blank and the
products should now be in the grid on the right side of the screen.
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Starting Inventory Count Import

Search Options ¢¢ i save [P Comments yE Email 3 Preview Zv Print 4 Import Count

Product Type: ﬁc:\pﬂmmaﬂs and Settings\shelley ﬂjewarl\De;ldnp\.Irrmﬁ\Accl ‘Winnipeg
|Non-Serialized Products v i —
0 Records Returned & Records Returned

MNote: After saving your guantity " |§| || ™ |§| |
;mm?ﬁmm ?;ﬂle Description Quantity endor SKU Manufacturer Product SKU Description . Quantity
addressed with Quantity CACAMO000013 NEX MOTOROLA 880 20
Adjustments. CACAMO000012 BODY GLOWE MAX CA.. 12

A~ CACAMOO0001L BODY GLOWE CASE L. 30

Favorite 77 -
o ‘CACAMO000010 i560 BLACK BODY GL.. 15
CACAMO000003 i710/i730 BODY GLOV... 5

Sk ottt B ot At el -t ot e Bt s A g ot ot o A n sk A A2 RPN vy -

10. Click Save to complete the import.

11. Use the Starting Inventory Count History Report to refer back to this import.
12. Repeat for each location.

NOTES:

e The Starting Inventory Import can only be used during initial setup. All future inventory
counts should be managed using purchase orders or by using the Quantity Adjustment

module highlighted at the end of this document.
e If you get stuck on this section and cannot access Support, use the Purchase Orders section

that follows.
Starting Purchase Orders

If you are setting up a new store you may use Starting Purchase Orders to add your inventory
quantities. Purchase orders must be created, committed and then received into each location.

Create and Commit Purchase Orders

Use the following steps to create and commit your purchase orders:
1. Go to Inventory | Purchase Order | New Purchase Order. The New Purchase Order screen

will be displayed.

@ MInventory

Purchase Order New Transfer
- -

[ Product (atalng| Purchase Orders (} New Purchase Order

Auto Ordering Report

Catalog Search
[ |
[Enabled - |
Categories
Bill Payments
Bundle

Cellular Accessories
Cellular Activations
Integrated Services
Service Center

B e
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2. Select a vendor from the Vendor drop-down list. Select the Receive At and Bill To locations,
Shipping Method and ETA (Estimated Time of Arrival - by default the ETA will be today + 5
days) from the corresponding drop-down lists.

New Purchase Order

™ Pending " Committed ' AutoOrderReport [ Comments @ Email 13 Preview Sy Print
Vendor est vendor | PO #
(& Receive At | | Fashion square Mall A \ \ Reference # | |
¥ Bill To l |Corporate Office \\ Shipping Method [Regular -
Drop ship to customer [] ETA [ 08/17/2010 9]

Estimated Cost  |$0.00 |

& -s 00

i Product SKU | Descrintion | wendar skU | iy | Uit Cost (Expd | Tatal Unit Cost |

Note: You must create a new purchase order for each vendor. Only products from the selected
vendor will be available to add to the purchase order.

3. To select the products to be included, use one of the following options:

4. Click on the Search icon @ to open the Choose Product screen and search for your
products on the Inventory tree (see below).
5. Enter the Product SKU number in the product search field and click Add.

6. Use the barcode scanner to scan in the Manufacturer Part Number, Vendor Part Number, or
Barcode. If you are printing your own labels, you may use the RetailiQ Product SKU.
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®_ Choose Product For Purchase Order

[body ] 4 matches for body

Bill Payments | Product sku | Description
Cellutar i
Cellular Activations
# Integrated Services
@ Service Center @ ACCAAFODOO0Z BODY GLOYE MAX CASE UMIVERSAL (hlack)

@ ACCAMODDDO7S  BODYV GLOVYE MAX CASE UNIVERSAL (red)

@ ACCAMODOOO74  BODY GLOVYE CASE UNIVERSAL (red)

7. Enter the correct quantities to be received by clicking in the Quantity column beside each
product.

New Purchase Order

™| Pending ™ Committed 7 AutoOrderReport [ Comments ya Emall 13 Preview

Vvendor [Test vendor v | | #)Generate PO | PO #

I Receive At | (winnipsg J Reference # [Starting Inventory 2010-05-12
Caﬂil To ] [Curpumte Office ] Shipping Method |.Regular - ]
Drop ship to customer [] ETA | 08f17/2010 I~

Estimated Cost [$636.00 |

A A =)

{ Product 5K | Description | wendar sk | ity [ Uit Cost (Exp) | Tatal Unit Cask [ &S]
ACCAAFO00003 BODY GLOVE CASE UNIVERSAL (black) £ $10.00 $200.00
ACCAMOOO0074 BODY GLOVE CASE UNIVERSAL (red) 10 $10.00 $100.00

»  ACCAAFOODOOZ BODY GLOYE MAX CASE UNIVERSAL (bl . g $12.00 $108.00
ACCAMOO0007S BODY GLOVE MAY CASE UNIVERSAL (red) 13 $12.00 $228.00

8. After all products are entered to your satisfaction, click the Committed button. This will save
the purchase order, and provide you with a PO #.

Note: If you choose not to Commit the purchase order, you may use the Pending button to save
it for future updating. After the purchase order is committed, you can no longer make any changes
to it unless you un-commit it in the Receive Purchase Order screen.
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9. Repeat this process for each vendor at each location, or receive all products into one location
and use transfers to distribute it to multiple locations.

Receive Committed Purchase Orders

Use the following steps to ‘receive’ committed purchase orders into your inventory:

1. From the main form, click on the Inventory icon and select the Purchase Orders tab.

| Product Catalog | Purchase Orders (6) | Transfers (7) | RMAs (7)]
Purchase Order Search Search Results Showe: Al > | For Us M- RN
| | i Status | Purchase Crder # | |'-z'end0r |Cc-mmitted an | Receive ¢
- &l vendors - - [ Search ] P o Committed FATWGPOZS9 Wireless Replenishment 8/27/2010 11:19 AM Fashion 5
@ Dverdue  FATVGPOZS4 Receive | ATET Cingular FI29f2010 2:42 PM Fashion 5
Company Tree
o Overdue  FAIVGPO234 Offwire 4{15/2010 1:58 PM Fashion S
N § E-'C“ﬁf“' Cellular @ Overdus  FAIVGPOP33 (Receive ) Wireless Replenishment 4/15/2010 1:58 PM Fashion 5
Central Markst
Cwerdue  FAIWGPOZ32 ( Recei T-Mobile 4/12/2010 11:10 AM Fashion 5
& North East Market hd (fecme)
&y South East Market Pending  FAIVGPOZ39 ((paste ) Technocel Fashion 5
B & West Market
ammanzt B AiZORS L —_ e i . e A

2. [If necessary, select the correct search location from the Company Tree and select the correct
vendor from the Vendor drop-down list to search for all committed purchase orders for your
location. You must be logged into the location set as Receiving At location on the original

purchase order.

3. Click the Receive button on the purchase order you are receiving. The Receive Purchase
Order Screen will be displayed.

RQ4 RQ4 Setup Guide
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RQ4

Receive Purchase Order

™ Save | Uncommit g Email 13y Preview sSh Print D) Print Labels

Today | Recewving summary |

[Jcomplatzd
Ship To: |Fashion Square Mall | vendor Invoice #: | | PO #: FAIVGPO259 (i}
Vendor: |Wireless i | iving #: [ | Reference #: Starting Purchase Order |
o [t oo [ |
¢ Product SKU | Description | endor sku |ty | Uit Cost | Total cost |
ACBAKYODDOLF  Makerols battery 20 £0.00 £0.00
ACEAMOODO0OF  COEM STANDARD BATTERY 20 £25.00 $500.00

i Product kU | Description | vendor SkU | Tracking # | Gty | old cost | Unit Cost | Total Cost | Print | Unit Price
o] T "
Subtotal: | $0.00|
shipping: | $0.00)
Tax1: A v Amount: | $0.00
Tax2: s v | Amount: | $0.00
Inwoice Total: | $0.00|

Produs Recved oty 2 = 3

The top pane of the purchase order contains the products waiting to be received.

42

Move the products to be received to the bottom pane by highlighting each product in the top
pane and clicking the Receive button, or select Receive All to select them all. The products to

be received must be displayed in the Products Received Today grid (bottom pane.)

Receive Purchase Order

™ Sme | Uncommit ya« Emall 3 Preview i Print =y Print Labels

ing Today | Recsiving Summary |

Ship To: |Fashion Square Mall | Vendor Invoice #: | | PO #: FAIVGPO259
Vendor: |Wireless i | iving #: [ | Reference #: Starting Purchase Order |

Products Ordered 2 Records Retumed

£ Product SKI |Descr\ption |Vendor SkU Unit Cosk \Tota\ Cost.
p  ACBAKYODDO17  Motorols battery 20 $0.00 $0.00
ACBAMOODO00T OFM STANDARD BATTERY 20 $25.00 $500.00

=
i Product SKU | Description |vendor sk | Tracking # | gty | old cast | it cost | Total cost | Print |unit Price |
ACEAKYODDO17  Mokorola battery 20 $0.00 40.00 $0.00 20 28,93
»  ACBAMOODOOO7 OEM STANDARD BATTERY 20 $25.00 25,00 $500.00 20 $59.99

RQ4 Setup Guide | Professional Services

If you are receiving a phone or other serialized product, the following screen will be displayed.
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X

Receive Purchase Order

‘? W
\V " Davyouwantto use the tracking # range entry toal?

" Davyou want ta use the tracking # impart toal?

Yes [l Cancel

7. Click no to proceed to the Tracking Number entry screen. Scan in your serial number (ESN or
IMEI).

RIM BLACKBERRY CURVE 8330 DEVICE SILVER
Please Enter Serial # 1 of 1 for CABMBLODD355 :

ok || cancel |

8. Repeat the previous steps until all products are at the bottom of the grid.
9. If the purchase order was completed at this time, select the Completed check box.
10. Fill in the following fields:

Vendor Invoice Number: On most vendor invoices, you will see an invoice number in the top
corner. You will enter that number for future reference. If this is the first time you are receiving
products into your system, enter ‘Original Inventory’ or something similar in this field for reference
purposes.

Comments: optional

Tax 1: optional - If this is the first time you are receiving product into your system you will not
need to enter a tax amount, because you already own the product. Normally you would enter the
tax amount from the vendor invoice.

Tax 2: optional - If this is the first time you are receiving product into your system you will not
need to enter a tax amount, because you already own the product. Normally you would enter the
tax amount from the vendor invoice.

11. Press the Save button on the tool bar.

RQ
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12. The Print screen will be displayed. Choose to Print, Email, Print & Email, or Close your
receiving invoice.

Note: Received invoices in RQ4 can be viewed at any time in Reports | Receiving Invoice
History Report.

13. Repeat these steps until you have received your entire inventory.

Inventory Quantity Adjustments

To make last minute updates to your inventory counts, you can use the Quantity Adjustment tool. For
convenience sake, however, it is recommended that you use Purchase Orders for your regular
inventory management.

Non-Serialized Item Adjustments
Use the following steps to update quantities of non-serialized products such as accessories.
1. Go to Inventory | Tools | Quantity Adjustments.

2. Choose the location from the Adjusts At field.

3. Inthe Product field, enter the product SKU to be adjusted, or use the icon to search for the
correct product.

4. Click Add. entory Quantity Ad
[ v Adj & 1 Set [agust v To |
e i Location Product SKU |D5cliption
Corpaorate ] 4
Product

54 caBAMOoD000L \ {

Tracking #

| 1

5. Inthe Adjust column, enter the quantity to be added or removed (use a negative quantity to
decrease product quantity). The New Quantity field will adjust accordingly.

Inventory Quantity Adjustments

4 ™| Save .Commenis ﬂ Email ';‘ Preview = ‘= Print

Set [adjust ~| To | || For Selected Rows | | For All Rows | =4[]

just At

i Location - | Description |]n Stock | Adjust | Mew Quantity | Reason Code | Tracking # *

» Corporate Standard Battery X25 106 -10 96

Corporate ]

Product
Al |
Tracking £

o n ofine AT R e e s Ao st
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6. From the Reason Code column, select a reason for your adjustment (this is a required entry).

7. Click Save. Your product quantity is adjusted.

Serialized Item Adjustments

Use the following steps to update quantities of serialized products such as phones.

1.

2.

7.

8.

Inventory Quantity Adjustments

Go to Inventory | Tools | Quantity Adjustments.
Choose the location from the Adjusts At field.

In the Product field, enter the product SKU to be adjusted, or use the icon to search for the
correct product.

In the Tracking # field, enter or scan the ESN or IMEI number of the phone (serialized
product).

Click Add.

Inventory Quantity Adjustments

ﬂ Email '8 Preview ‘=t Print

| Save ' Comments

Inventory Adjustment #: v| To |

Set | Adjust

i Location B |Dscriplion |lnStock Adjust | New

ust At
Corporate ]

Product
24 AccasBoo0a03 |

Tracking #
112345 |

Add

In the Adjust column, the quantity will be automatically adjusted according to your entry (i.e.
if you entered a tracking number that is already in the system, RQ4 will assume this is a
quantity removal and display -1).

From the Reason Code column, select a reason for your adjustment (this is a required entry).

Click Save. Your product quantity is adjusted.

* 7 save P Comments ¥a¢ Emall 2 Preview = Print

Set  adjust ~| To | || For Selected Rows | | For All Rows |\§| | i

.l Location - ‘ Description |]n Stock | Adjust | Mew Quantity | Reason Code |Tlacking# -
ust At

Corporate ] # Corporate Standard Battery X25 106 -10 96 Lnventory Count R

Product

[

Tracki:

#

[

ey ey —y

RQ4 RQ4 Setup Guide | Professional Services Page 45



46

Procedures Review
During your Stage 5 training call you will also review the following procedures:

e Setting up workstations with printers, cash drawers, credit card swipers, etc.

o Complete setup of all Value Added Products that require client setup such as Merchant 1D
entries. This may include Payment Integration (credit card processing), Precash, Handset
Protection, Flipswap, etc.

e Add any new product using Inventory | New Product or Reports | Regular Product Import
Wizard. Any new phones must also be added with prices to the Price Sheet in Inventory |
Tools | Update Carrier Pricing Sheet.

e Remove any obsolete product using Inventory | Tools | Inventory Removal Tool (Any phones
that your remove must first be removed from the Carrier Pricing Sheet.)

e Ensure that you can cash in and out.

Support and Post launch Expectations

Success Team: Your CSM (Customer Success Manager) can be reached at 1.888.888.8170 — choose
from the directory listings of available managers.

Launch Team: Your Launch team can be reached at setup@iQmetrix.com or call 1-888-888-8170
and choose extension 1.

Software Support: Direct general support questions to 1.888.888.8170 (Regular hours are Mon. — Fri.
7:00am to 6:00pm CST / 8:00am to 7:00pm EST).

Online Support & Training: Help files, training videos, and webinar (live training) registration are
available at http://support.Retailig.com. While logged into RQ4, Help files, training videos and Chat
support are available from the Support menu.

Incident Manager: Report an issue by logging a report at http://incidents.igmetrix.com or from the
RQ4 Support Menu.

Extended Hours & Weekend Support: iQmetrix offers after-hours and weekend support in case of
emergency. An emergency constitutes any issue that prevents the end user from operating their day to
day business. Callers must leave a message with the help desk and will receive a response when a
resolution has been reached.

CSM Check Point

At this point you should be contacted by your CSM who can help you with any concerns and issues
going forward.

Going Live

Congratulations for completing the RQ4 setup! You are now ready to Go Live.

RQ
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