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Introduction

To provide a better customer experience, the Kitchen Designer Appointment Tool (KDAT) is being
replaced with a new appointment tool known as Appointment Maker (AM). Appointment Maker will be
rolled out to our Specialty departments including Flooring (D23), Millwork (D30) and Décor (D59) and
allows any associate to schedule a customer with a Specialist, Designer, Department Supervisor or
COS. In addition, customers will also be able to set up their initial appointments online themselves
(available after October 30™). This is great for both customers and associates because they can better

plan their day knowing they have a confirmed appointment.

NOTE: KDAT will continue to be used for Kitchens - D29 until October 30", at which time it will be
replaced with Appointment Maker.

Benefits:

Supports the “call, click or visit” strategy to help customers shop how they want when they want
Allows customers to schedule appointments with knowledgeable associates in Flooring, Millwork, and
Decor

Enables all associates to make, change, or cancel customer appointments

Automatically blocks out time at the beginning and end of associates’ work shifts, and before and
after associates’ scheduled lunch, as well as allowing appointment scheduling in 15 minute intervals
that aligns with the scheduled shifts coming from FaST.

Shows associate availability for appointments based on their scheduled departments and their job
titles to ensure that associates that are cross scheduled into secondary departments will not show up
as available for appointments.

Scheduled shifts available for appointments will be updated daily within Appointment Maker to ensure
the most up to date schedules are presented to customers for appointments.

Sends customers e-mail confirmations of scheduled appointment (if customer provides e-mail
address)

For Initial Appointments only, a lead quote is automatically created with the Appointment ID in the job
description; will display in My Quotes for the designer/specialist the appointment is scheduled with.
For all appointments, a note with the appointment details is automatically created and assigned to the
designer/specialist responsible for the appointment, making it easy for associates to quickly see they
have an upcoming appointment.

Action Required:

Complete the Appointment Maker training (WBT-00047700) found in Knowledge Depot (myApron >
my Tool Box > Knowledge Depot). Class completion time will take approximately 15 minutes.
Ensure that all Specialists, Designers, COS and Department Supervisors in D59/D23/D30 are
properly assigned by job code. If incorrect, please contact the HR Service Center to modify.
Review My Quotes and My Notes in ESVS daily at the beginning of work shift to determine if any
appointments have been made or need to be changed.

Review Appointment Maker daily against the store schedule. ASM/MOD will be expected to verify
that all appointments are covered for the day. If not, the ASM/MOD must ensure the customer is
contacted to determine if they'd like to reschedule or have the appointment covered by another
specialist.
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Creating an Appointment
With the Appointment Maker you will be able to better to assist the customer by assigning them specific
appointment times. Follow the steps below to properly set up an appointment.

Step Action
1 Access Appointment Maker (My Success>Additional Quick Links>Appointment Maker):

A myNumbers Q1 Ral
A myhumbers 02 Ral

Customer Service In-Slock Store Appearance

» A Exgculon

- - % I. fanc MWD ® MaP
= » FIRST & Power Hours » Croenng » Plansgram
* Slore Meetng * SEnage
+ Training.! P * Sloe Appearance

= Slote Sardards

Whno fo Contact
o Can't Find Whal You Heed?
= Claims Process Quick Help Guide
 Coptach Lists
« Emargency Procasyn

Anditional Quick Links.

* Aoncinko sk

= Niew Product Incient ng Sy
‘ « Pant Fquipment and Colorant infy a Py - ¥sing Sences Te
« Promies = Store Events
» Rgnial & Repar » Store Supgort Legal Request
» BEsourtes » Ihe Warenouse Community
* Special Qrgar » YO 2 the S2C
» VO Weekly Stare MaPS Quary
e ] L homedepol com | Sugeod | Egedback | Leal | vesior Retatons Rl

Note: Appointment Maker can also be accessed from
myApron>Workbench>Applications>Appointment Maker
2 Select New Customer Appointment from the Appointments drop-down menu:

a \: i - ASSISTANTM. | Exi
iop Appointment Maker
ansll Insfore Specialty Appoiniments o
| Sselect i Depirirment §3
;
-Qahome 0 al ul -
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3 Select the appropriate department from the Department drop-down menu:

—— i — —— - —— — et
P~ @ O X | chipper RecollaMivid | (2 Braves Being Carefulwia ¥5 Appointment Maker

_E 'n Imps-

F|I1 F(|I| wa Favorites Tmu Hedy |1

508, non'eueoﬂtcom

§ ;y Appointment Maker

¥ In-shore Spectaity Appoiniments

Select a department below to view appointments or click 8 button above to create an apgointment, search, or view reports

Selacta Uegwmm >

D23 - I'Immg Select which department to view the calendar for |
D28 - Kilchens
D30 - Mitwork
D58 - Decoe

ASSISTANT M. | Exit

Storm; BEG0

4 Click on the desired date on the calendar:

D29 - Kachens 1=} < Friday, August 24, 2012 - Piint

7
ol win w o u

Assoclate Calendars P Shami Kasinathan

Frances O Cabloets.
dames 0
Jessica S —
9
Susan E

Customer 7 Cabloats
Conticting
fer |

I Lunch -

TR
[T

Unavadabic]

Shamib Kasinathan
Capioess.
2

Week Day

Appointment Maker Reference Guide, Propriety to The Home Depot, 8-2012_v6

Page 5




j %’? Appointment Maker

Appointment Maker Reference Guide

5 Click on the desired appointment time from the schedule:

D29 - Kitchens = < Friday, August 24, 2012 - Prink Dy

Note: To make the appointed longer, click and drag on the blue bar.

6 Right click on the blue bar to select the appointment type:

029 - Kachens Friday, August 24, 2012 .

Associate Calendars
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7 Select the product for the appointment from the Product Type drop-down menu:

Appointment Maker ASSISTANT M. | Ext

o ‘ Irv-stare Spectally Appointmants Store, #6560

Select the appointment details, click on the calendar to select a time and then click next.

Department Product Type Appointment Type Assaciate
D39 - Kitchens [#] Select Product [¥] -

il st Produc | i
0 oz © [ - Friday, August 24, 2012 .
- |Kachans - Other

#ssoclate Calendars
Frances O

James O

Jussxa s
SusanE

Legend|
. :J Custemer
T e

| | ——

8 Select the type of appointment from the Appointment Type drop-down menu, and then click
NEXT:

\,-.9 Appolntments ASSISTANTM. | Exit

“.+1 Appointment Maker
\"\‘(,‘ In-store Specially Appointrents s

Select the appointment details, click on the calendar to select a time and then click next.

Department Product Type Appaintment Type Assocute Dane Tune

D29 - Kilchens [z] Countertops  [] Select Appomtment =] ] E N

T Fesharisroed < Friday, August 24, 2012 -
- et Closing Appoiniment

JESSICA 5.

ED D

n ol al il wn

#ssociate Calendars
Frances D

James O | i m
Jesska 5 |

Susan E

Legend!

-l'Jna-aaulo‘_\'c
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Search for a customer to attach to the appointment in any of the following ways:

e Click Phone Search, enter the customer’s phone number, and click Search
e Click Name Search, enter the customer’'s name, and click Search.
e Click Order Search, enter the order number, and click Search.

"
) Appointment Maker
3 3 In-stare Specially Appoinfimeants

Appointmants

Enter customer information to search for a customer or creale a new one.

Product Type Appaintment Type Associate

& Phone Search |
' Hame Search
Order Search

First Name

ASSISTANTM. | Exit

Store. #EE0

10 | Locate the appropriate customer from the list and click Select.

Appairtments

Appointment Maker
Iir&love Specially Appoilments

L'ﬂ

Enter customer information to search for a customer or create a new one.

Mame
ROBERT BAARS EdtView TT4338211 J5B8 TUCKERS FARM SE TESTEGMAL COM

MARIETTA, GA 3006T-5181 Select

MARNA BAKER Editiiew 7704338311 F4E5 PACES FERRY RD MW

JASON DAGLER EditView 7704338211 10 ATLANTA AVE

ATLANTA, GA 30339

JASON_DAIGLER@HOMEDEPOT | ATLANTA, GA 30312

NORENE ELDRIDGE Edit/View 7704338211 4987 ALDER LN NOREJOY@GMAIL COM POWDER SPRINGS, GA 30127-3312 Select

Home > Create Appaintmert
D | Choge |
Depanment Product Type Appontment Type  Associate Date Time
2 ]
@ Phone Search | Phone Nurber®
Mame Search  Last Nama® First N i Code
Order Search  Cirglar Nurmber
Search
Phone Numbar | Address Email City, State, Zip

wevowoo  gve s ww

ASSISTANT M. | Exg

Store: 8660
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11 | Enter any related notes in the Notes area and click Create; then print, view, or close the
appointment
Appointment Maker e ASSISTANT M. | Ex
In-store Specialty Appaintments Steen: #660
Select & quote to attach the appointment to or click Use New Quote to create 8 new one.
Home > Create Appointment
f]epnﬂmerl Praduet Twe Appaintment Type Awmla. : Date J Timea
—
: me.Numbu Em.'ul
Order Number Job Svc Desc  Status  Action/Note  Follow-up Date
12 Message appears “Appointment Successful”; from here, the appointment you can print, view,

or close the appointment:

Appointment |D: 4673595

The Customer has been sent a conhrmation ermisl o &
TEST@GMAIL COM

An associate note has been added o Order8608242 assigned to
JESSICA SANCHEZ to alert him'her of the appointment.

ﬁ
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13 Once the appointment is created, a quote is created in ESVS (initial appointments only) and is
assigned to the associate that the appointment is scheduled with. A note, containing all the
appointment details, is added to the order (all appointment types) with a follow-up date one day
prior to the appointment as a reminder that the associate has an appointment the following day:

B special Services

The job description contains the
Appointment ID and displays in the
My Quotes section for the The note on the appointment
associate responsible for the guote contains all details
appointment. about the appointment.
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Creating Self Appointments

Designers and Specialists can create Self Appointments to block out time for store work, design time, or

other tasks. Use the steps below to create self appointments.

Step Action

After selecting the desired department and date, click on the desired appointment time on the

1 schedule and then right click to select Create Self Appointment:
029 - Kachens  [=] < Monday, August 27, 2012 . U
(0 v o]
O E O

Associate Calendars
Frances 0

James O

Jessica S
SysanE

Create Seif Appointment

Note: To make the appointment longer, click and drag on the blue bar.

down menu, and click Create:

Tiene 1000 AM - 10:15 AM
Associate: ESSICA C SANCHET

"Appointment Type: Design Tima [

Click here to choase a related customeriorder, )

(=D

2 Select the type of self-appointment that you would like to schedule from the Self Type drop-
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3 A message appears stating the appointment was created successfully; click OK:

D29 - Kitchans =] < Monday, August 27, 2012 - Print Wsk Dy

Appointment Maker Reference Guide, Propriety to The Home Depot, 8-2012_v6 Page 12




Appointment Maker Reference Guide

Appointment Maker

Searching for Appointments

You can search for appointments in a variety of ways to quickly locate any appointment. Use the
following steps to search for an appointment.

1 Click Search Appointments from the Appointments drop-down menu:
S p—
> Select any search criteria from the drop-down menus to search for appointments by your

desired method. Click Search after selecting search criteria:

!‘QN Appointment Maker

wol il In-stors Specialty Appoiniments

To perform a search, select a method to search by, enter the required information, and press Enter or click the Ssarch button.

D23 - Floorng ]| Garpet [= [initil Gonsultation __[+] (AR Associates [ From: G52/2072

et Name
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3 Click on any appointment to view, edit, or print:
Home = Search Appointments

) App ID Search A o2 ion 7
® Appointment Search  All Stalses[¥| D23 - Floorng [x] | Carpet [=] | niial Consution (x| All Associstes  [w] From 081012012 To 090302012
O Phane Search Phone Nurmber®
) Name Search Last Name* First Name Zp Cods
2 Order Search Cirglar Number™

D23-Flooring
Carpat

Appomntment
View in Calendar

1874323 gorpry| DBOUVEDIZODASAM: | g pnia LOURDHU Prnt Appoinment yre ey MF'W"'“ oo QATA00 081012012
1015 AM Cansultation

DR/01/2012 02:30 PM KERNETH D!G Flnonng
1WT4326 BOTTS 0315 PM BALRAJA LOURDHU LAWRENSON Wﬂma‘ﬂﬂ

080172012 07 30 PM- DZQ—FIwmq
17T GOTBO4 {500 PM ASHOK SHAIK MERRY GARWOOD L,unsulﬂm

1974342 2012 00 Al TIM SIMONS KHIRA VAN VRANKEN f F.mn"g Batch (80172012

QATITS DRM2MZ

QATI11 DBOI2012
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Cancelling Appointments

Sometimes the need may arise to cancel an appointment. Complete the following steps to cancel an

appointment.

From the main appointment schedule (or after searching for an appointment), click on the

L appointment that you want to cancel.
! < Monday, August 27, 2012 -
2 Click View/Edit when the appointment ID box appears:

Appointmnt 1D: 4876564
Date: Monday, August 27, 2012
Time: 1000 AM - 10015 AM

Associate: Jessica Sanchez

Appointment Maker Reference Guide, Propriety to The Home Depot, 8-2012_v6
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3 Click Delete:

A BB - v Puer Seye Teke @

Appan Ty L) MAT | fad
*2 Appointment Maker
@ In-atore Specsalty Asponimants Sinre: #0121 | Cuamge Sy

Appointment detaits, CHd change to edit the sppointment information.

Hams > View Acpoimment

Depanmast ProcuctType  Appointmest Type  Associate Dae Teme
023 - Flooning (=24 R COnEURI0n DENNIS GIBSON 10080012 OO0 AM - 0TS AM

Hame Home hunber Ermnadd
CHAYA THIYA AT DHVYA_THIVAGARAMNBHOUEDEPOT COM

Order Nomber  Jobs Svo Desc States
20014 APPONTUENTRBLITIE0  Ouchs

Crivabed Wy !
auTaTs 10RT1T oaTaTs 1A0AF017 815 AU
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5 Enter any notes related to the cancellation and then click Accept:

|1 Appeintment aker | HE= 0 e ey Tl

Dietn fippeamienent x

TR Wil G458 T8 3DPORITARE DY CNANGING T SIATuS 10
Tielete PIBESE Vi UM I SPROUNITUAS £30 Not e
10 celebng. A

requinedis calete an appaintmant The note wil ba added b
Th

e of e Cancedativn

6 A message will display stating the appointment was cancelled successfully; click Home:

Appaintment D 4676584
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Viewing Schedules

To view your appointment schedules in Appointment Maker, complete the following steps.

Step | Action
1 From the Appointment Maker main menu, select the desired department from the drop down
list:
Appointment Maker
2 All associates calendars in the selected department will display on the screen. Click on the

calendar to select a specific date; narrow search results by de-selecting the box beside
associates’ names.

- Friday, August 24, 2012 .
se. |« D. | JULEW.  KENNETHL
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Creating Utilization Reports

Utilization reports can be created for viewing associates’ utilization for given time periods and locations.
Use the steps below to create a utilization report.

Step | Action
1 Click Appointment Report from the Appointments menu:
E}y\: Appnir.llmenl Maker :
2 Choose the department (or all departments), associate (or all associates) and timeframe, and

then click on Generate Report:

!W'v ASSISTANTM | Bt

) N Appointment Maker

Wzl in.siors Speciaity Appoiniments Steee. B5GD
Select the repart criteria and then click the Generate Report button,

Hame > Associate Ublization Report

Departrment Aszociale
M Departments = Al Associates
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3 The report for the selected criteria will display on the screen; click on Print to print the report:

7, Appointment maKer
s j In-sfare Speciaity Appoiniments

Hame > Assaciate Ublization Report £

Cepartment
Kichens =

Assoclate Department

JESSICA
SANCHEZ

Total
Heurs

Select the report criteria and then click the Generate Report button.

Customer
Appointments

Temetrame”
Day
(oazya2)
Week
Manth

Quarter

Salf Salf Appointmants f:;:::-m

Appointments (Hours) Unlbization %

Self Appointmant

Utilization %

Store; 1560
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Frequently Asked Questions

General Questions:

Q: What is Appointment Maker?
A: Appointment Maker is a scheduling tool to make in-store meetings for our customers and our
specialists/ designers in D23, D29, D30 and D59.

Q: Does Appointment Maker make appointments for in-home Programs like RSW installed
windows or cabinet refacing?

A: No, Appointment Maker is only for in-store appointments where a customer wants to meet with a
specialist or designer about a new or ongoing project.

Q: Doesn’t D29 already have KDAT for appointment scheduling?
Y: KDAT will be retired once Appointment Maker is fully rolled out to the other specialty departments.

Q: Who can make an appointment in the system?

A: Any associate in the store can access Appointment Maker via ESVS or via myApron and enter,
modify or cancel any type of appointment for a customer. When Appointment Maker fully deploys to all
of the stores, the homedepot.com link will be activated so that a customer can make an initial
appointment online.

Q: Who can change an appointment in the system?
A: Any store associate can make, modify or cancel an appointment.

Q: Can appointments be made for the same day that an associate is working?
A: Only appointments made in-store by an associate can be for the same day. The associate should be
certain that the Specialist/Designer is available for that time slot.

Q: How often should | check for an appointment?
A: One of the first things you should do, when starting your shift, is to check ESVS for new quotes and
notes, or check Appointment Maker. You should check ESVS several times throughout the day.

Q: What happens when an initial appointment is made?

A: If the customer has provided their email address, they will receive a confirmation email. The
associate, that the appointment is for, will have a quote opened and note made in ESVS for them.
Kitchen Designers will no longer receive an email confirmation; they should consult ESVS.

Q: What happens when follow-up/review, closing appointments, changes or cancellations is
made?

A: If the customer has provided their email address, they will receive a confirmation email. The
associate, that the appointment is for, will have a note made in ESVS for them. Kitchen Designers will
no longer receive an email confirmation; they should consult ESVS notes.

Appointment Maker Reference Guide, Propriety to The Home Depot, 8-2012_v6 Page 21




Appointment Maker

~
rw
e
i

Appointment Maker Reference Guide

Q: What is a “Self-Appointment?”

A: These are appointments where you can block out your time. Examples of when you might block out
your time include; a lunch re-schedule, being the “Door Greeter”, Power Hours station, an unscheduled
doctor appointment, time you must have to do a design and other times you prefer not to have a
customer appointment. Customer Service should always be considered when making a self-appointment
and they should only be made when necessary.

Q: How does Appointment Maker know my schedule?
A: FaST will update Appointment Maker every night with the current associate schedule.

Q: What happens if my schedule changes?

A: If the change to the FaST schedule occurs at least the day before, the system will update to reflect
the changes. If the change in schedule results in you not being available for an existing appointment, a
“Conflict” alert will occur.

Q: What if | am asked to cross-clock to work in another department?

A: Check your calendar for appointments and let your manager know so you ensure that any scheduled
customer appointments are done. Make self-appointments to block out your time that you will be in the
other department.

Q: lam coded as a Sales Associate but work in specialty? What happens as aresult of my not
being in Appointment Maker?
A: There will just be fewer appointment time slots in Appointment Maker.

Q: Can | share other associate’s schedule?
A: Yes, you can share and view calendars with other associates in your department.

Q: Can | see the schedule of other associates?
A: Yes, you can see other associates, in your store, schedule by selecting that department.

Q: How do | know what product group a customer is interested in?
A: When an appointment is made, there is a drop down menu to select the department and the type of
product the customer is interested in.

Q: What happens when | have an appointment coming up and | am with a walk-in customer?

A: This can be a difficult situation whenever you have two customers at once as everyone’s customer
service is paramount. Keeping to reserved times are important so you should honor the scheduled
appointment. If you are in a conversation with a customer and you know you have an appointment
coming up, tactfully let the walk-in customer know. If your time runs up against the appointment let the
customer know that you will find either another associate or a manager to help finish helping them but
that you will ensure they are helped. Each situation will be different and you will want to find your own
personalized way of saying this. There are many examples, including:

¢ If a customer has [say] 10 blinds to have cut and you are a specialist that is 15 minutes from a
scheduled appointment, find another associate or manager to help you. If there is not an
associate or manager that can assist, explain to the customer that you will cut the blinds and offer
to have them stop back in [pick some time] and you will have them done, or will call them to let
them know they are done (get phone number in either case).

Appointment Maker Reference Guide, Propriety to The Home Depot, 8-2012_v6 Page 22
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e If a customer wants to talk about flooring and you are one hour from an appointment, you are
likely to finish helping the customer before your appointment. Be aware of the time.

o A walk-in customer wishes to start a kitchen project and the designer just sat down with another
customer and you are not familiar with the showroom. Explain that this often can take an hour
and a half to initially discuss a project such as this and tell them that we have an offsite designer
that you would like to connect them with in the Collaboration Center at 1-877-355-9817 (M-F:
8:00am -10:00pm, Sat.: 10:00am — 10:00pm and Sunday 9:00am to 9:00pm EST.) If the
customer does not wish to speak to an expert on the phone, offer to a make an in-store
appointment for them with a designer so that they can have the full attention of the designer. If
an appointment is acceptable, give the customer a “Kitchen Planning Guide” and let them know
that it will provide them excellent information to get started and use Appointment Maker to
reserve a time for the customer to speak to a designer.

Q: What kind of appointments can a customer make online?

A: Customers can only make an initial appointment and not for the same day. Other appointment types,
or same day appointments, must be done by contacting a store associate. Future releases of
Appointment Maker will consider additional appointment types online.

Q: Does the online Appointment Maker show my name or information to the customer?
A: No. The online tool randomly selects from all associates open timeslots and selects one. Only when
the customer receives a confirmation email will it provide your first name.

Q: What if an online customer wants to make an initial appointment with a specific associate?
A: They must call the store to make the appointment as we protect your information.

Q: Can you move an appointment to another associate, if needed?

A: Yes. By using the “drag” feature, you can move an appointment to another associate. A note will be
created in ESVS for the new associate. The customer should be contacted to tell the name of the new
associate they are now meeting with. The original quote will remain in ESVS.

System and Process Related Questions:

Q: How far in advance can an appointment be made?
A: Up to two weeks. If FaST has loaded your schedule, then those days are available. Days that do not
have your schedule loaded will be “grayed out”.

Q: Why are there different appointment lengths for the various product types?

A: The general length of time to sell some products/services is longer than others; a kitchen appointment
generally takes longer than flooring, for example. When surveying Specialists and Designers, we found
the most usual time for meetings by product/service. If more or less time is actually needed, you can
easily drag the time shorter or longer, as needed.

Q: What is a “Conflict” in Appointment Maker?
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A: A “Conflict” occurs anytime there is an appointment scheduled and an associate becomes unavailable
in the system. A “Conflict” is visible as a red task bar. Conflicts must be corrected either by making the
associate available for the appointment, calling the customer to reschedule the appointment, or having
another associate available for the appointment and the customer notified to the change, if not an initial
appointment.

Q: When an initial appointment is made and the quote is made in ESVS, what SKU is used?
A: A “*dummy” SKU is created in the quote and are as follows:

D23: SKU 122883
D29: SKU 742531
D30: SKU 121834
D59: SKU 123595

Use this quote to add materials and services and then delete the “dummy” SKU after entering any line
item.

Q: If  have an appointment with a customer and am saving a design in 20/20 or M20, what quote
do luse?

A: Select the quote in ESVS that was built for the “initial appointment”. There is no need to create a new
quote.

Q: If  have saved a design in 20/20 or M20 and need to make another appointment with the same
customer order, what quote do | use?
A: Use the quote in ESVS that was created during the “initial appointment”.

Q: If  am meeting with an “initial appointment” customer and they want to purchase a measure,
what do | do?
A: Go to the order in ESVS and create the measure from there.

Q: Where do | find help for Appointment Maker?

A: There is a “HELP” icon on the tool that will take you to a help document. Also, there are several
mouse rollovers that will pop up information. If you have technical issues, contact the HELP Desk at 1-
800-791-2750.

Q: Will the 1-800-homedepot Call Center make appointments for associates?
A: Only for D23 and D59. The Call Center will warm transfer D30 and D59 customers to your store to
set up an appointment.

Department Specific Questions:

Q: Why are there follow-up and closing appointments for D23 when we have HDMS for closing
jobs in the home?

A: HDMS closes many of the sales so there are instances where the initial appointment is the only
appointment. However, the customer may want to work directly with the store associates so we have
follow-up appointments where the customer can come in for whatever reason (perhaps to review flooring
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choices) and closing appointments where they come in to review the order (perhaps look at carpet seam
placements, etc.) and then make the purchase.

Q: What will become of KDAT's Project Tracker?
A: Project Tracker will be retired and associates should use ESVS for project tracking.

Q: How are the schedules handled for flooring and décor?
A: For stores less than $40 million, the schedules for flooring and décor are combined into one. For
stores with sales at $40 million or more, the schedules for flooring and décor are separate.

Q: For D30, is there anything in the system that tells them they should use the RSW appointment
scheduler for scheduling an installed window appointment?

A: Appointment Maker is ONLY for an in-store meeting with an associate. If a customer is interested in
Installed Windows, for RSW stores — use the RSW Online Scheduler appointment tool in Store Lead
Entry to schedule a free in-home consultation with the Day and Time before the customer leaves to
store.. For “SFI” stores, call 1-800-homedepot and for “I” stores, set up an install in the store. Future
releases of Appointment Maker will address a link to Installed Windows appointment tools.

Management Related Questions:

Q: What happens when an associate calls out or is otherwise unavailable?

A: It is critical that the schedule be reviewed and scheduled customers called to either reschedule the
appointment for another time or with another associate. If there is a callout for the opening associate,
the Manager-on-Duty (MOD) — or their designate — must review the calendar and contact the customer.
If the callout is for an associate other than the opener, the MOD must ensure that either they or the on-
the-clock department associate review the calendar and contact any customers scheduled for an
appointment to either reschedule that appointment for another time or with another associate.

Q: Who are the associates that are listed in Appointment Maker?

A: Specialists, Designers, Department Supervisors are scheduled each week in Appointment Maker.
COS’s are scheduled in Appointment Maker if they are scheduled to work in that department as a back-
up Specialist/Designer; if they are scheduled in D41, they will not appear in Appointment Maker.

Q: Why are COS’s listed as being in Appointment Maker?

A: A COS will only be on the Appointment Maker schedule if they are scheduled out of D41 and in a
Specialty Department? They would only be scheduled in a Specialty Department if the ASDS knew the
COS was a back-up for that department.
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Q: What reporting do | have available for Appointment Maker at the Store level?
A: There are four reports that the store level manager can view in Appointment Maker by store,
department and associate:

1. Appointments made (number)

2. Appointments cancelled (number)

3. Associate Utilization (percent); the hours of appointments booked / hours worked
4. Sold Orders (Status 700 number from ESVS)

Q: What should a DS do when they need to be away from the sales floor?

A: DSs should make a self-appointment as soon as they know of times they cannot take a customer
appointment. Examples of the need for self-appointments would include the weekly staff meeting, MOD
duties, etc.

Q: Are there any other reporting levels?
A: Yes. Numbers roll up to the district, region, division and company level with filters for time. Associate
reporting only shows up as a number.
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