
 

INTERNATIONAL COMPLIANCE WORKSHOP |  RH  
QUICK START USER GUIDE_V3 

 
 

QUICK START USER GUIDE - Laboratory 

  

Product Compliance and Testing Management Platform 



 

1 
 

1 Table of Contents 

2 Login ........................................................................................................................................................................................................................... 2 

3 Make a quote .............................................................................................................................................................................................................. 3 

4 Update Task Status: Samples Received ........................................................................................................................................................................ 4 

5 Update Task Status: Pending ....................................................................................................................................................................................... 5 

6 Update Task Status: In Progress ................................................................................................................................................................................... 6 

7 Update Task Status: In Progress – Update Result & Reports ......................................................................................................................................... 7 

8 Update Task Status: Completed ................................................................................................................................................................................... 8 

9 Retest ......................................................................................................................................................................................................................... 9 

10 Exceptional Handling ................................................................................................................................................................................................. 10 

11 Lab Admin: Re-Assign Lab Location ........................................................................................................................................................................... 12 

12 Task Status Overview ................................................................................................................................................................................................ 13 

13 Test Matrix ................................................................................................................................................................................................................ 14 

14 Appendix................................................................................................................................................................................................................... 15 

 

  



 

2 
 

2 Login 

 

 

 
 
 
Log in to the platform: rh.icw.io 
 
You can now start managing product testing 
process and view test matrix, with the 
collaboration of RH, agents, vendors, and 
authorized laboratories. 
 

1. Enter the E-mail Address. 
2. Enter the Password. 

3. Select LOGIN button.  
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3 Make a Quote 

     (Task List page) 

Select Important Status>Waiting for Lab Quote. 
Select specific task to continue. 
 

 
 

Review task details, Select Actions>Make a Quote. 

Note: You can export Test Matrix for each task. 
 

 

Fill in the Quote. 
Note: You can indicate Discount(%), Surcharge(%) and VAT(%). 

 

  

Fill in the Package Price if applicable, that will overwrite the calculated Sub-total. 
Select CONTINUE. 
 

 
 

Commented [A1]: 20230208 Updated image for Tested Test 

Matrix 

Commented [A2]: 20221205 Added export Test Matrix 

feature at task 

Commented [A3]: 20221205 Added currency INR and VND 

Commented [A4]: 20230208 Added Discount(%) and 

Surcharge(%) in Quotation process with updated note 
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4 Update Task Status: Samples Received  

     (Task List page) 

Select Important Status>Sample sent. 
Select specific task to continue. 

 

 
 

You can view the TRF in Task page.  
You can view the Tracking/AWB# and Sample submission details in Sample page. 
You can view Lab Details in Lab page after Quote Confirmed. 
Note: TRF can be viewed after Quote Confirmed.  

    
 

Select Actions>Update Status. 
Select Sample Received and CONTINUE. 
 
 
 
 
 
 
 
 
 
 
                          
 

Fill in receiver details and select CONFIRM. 

 
 
 
 
 

Commented [A5]: 20230208 Updated image for Tested Test 

Matrix 

Commented [A6]: 20221205 Added "Lab" page 
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5 Update Task Status: Pending 

     (Task List page) 

Test Status can be updated to Pending before task completion, if required. 
 
Select Actions>Update Status. 
Select Pending and CONTINUE. 

 
 
 
 
                           

 
 

Provide Pending Reason and add Supplementary document if required. 

Select CONTINUE. 

 

 
 

  

Commented [A7]: 20221205 Replaced "What is pending 

reason" with "Supplementary document upload (Optional)" 
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6 Update Task Status: In Progress 

     (Task List page) 

Select More Status>Sample received /Pending. 
Select specific task to continue. 

 

 
 
                                                                                   

                                                                                  
 
 
 

Select Actions>Update Status. 
Select Test In Progress and CONTINUE. 

 
                           

 
 
Provide ECD and Lab Number (optional). 
Select CONTINUE. 
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7 Update Task Status: In Progress – Update Result & Reports 

      (Task List page)  

Select More Status>Test In Progress. 
Select specific task to continue. 

 

 
 

Select Actions>Update Status. 
Select Test In Progress – Update Result & Report and CONTINUE. 

 
 
 
                 

Select ADD REPORT. 
Fill in Issue Date, Result by Testing Level and CONTINUE. 

 

 
 

Note: You can revise report/result before completing test task. 

You can view the report and result in Task. 

 

 

 

Commented [A8]: 20230208 Updated image for Tested Test 

Matrix and REVISE UPLOADED REPORT 
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8 Update Task Status: Completed 

      (Task List page)  

Select More Status>In Progress – Update result & reports.  
Select specific task to continue. 

 

 
 

Select Actions>Update Status. 
Select Completed.  

 

Update and Confirm invoice details, select CONTINUE. 
 

   

 

Select CONTINUE. 

 
 
Once the task is completed, RH can make approval.  

 

 

 

Commented [A9]: 20230208 Update Discount(%) and 

Surcharge(%) in Invoices when applicable. 
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9 Retest 

      (Task List page)  

Retest is shown below Task No. when it is a retest task.  
 

 
 

 
Note: Follow the steps illustrated above depends on the Progress of Test 
Task. 
 
When quote is required by vendor for retest task: 
Progress: Waiting for Lab Quote 
Lab can provide the quote to vendor for confirmation. 
 
When quote is skipped by vendor for retest task: 
Progress: Sample sent 
Lab can update the sample receiving status and arrange the retest 
accordingly. 
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10 Exceptional Handling 

      (Task List page)  

Update Rejected Report 
 
Select Important Status>Rejected – Update Report. 

Select specific task to continue. 
 

  

 
Select Rejected-Update Report to view Approval Details. 
Select RE-UPLOAD REPORT. 
 

 
Select ADD REPORT.  
Fill in required details and CONTINUE. 
 

 

 
Note: 
New uploaded report will replace the previous rejected report. 
You cannot revise report after submission unless RH rejects it. 

(Continued on next page) 
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Revise Report  
   

 
 
 

 
 
When the task status is In Progress - Update Result & 
Reports, you can revise uploaded report/result before 
you complete the test task. 
 
Select specific task, select REVISE UPLOADED REPORT. 
Then upload the revise report / result. 
 
 

Update Cost when Task Progress is Quote Available: 
 
 
Select specific task, select ACTIONS>Make a Quote in 
Task. 
You can review and update previous submitted Quote. 

 
 
 
 

 

Update Cost when Quote is CONFIRMED but Task is not 
COMPLETED: 
 
Select specific task, select ACTIONS>Update Cost in Task. 
Submitted Quote cannot be updated. 
However, you can review and update Invoice directly, you 
can further review and update the cost before you 
complete the task. 

 

 

Update Cost when Task is COMPLETED: 
 
 
Select specific task, select ACTIONS>New Invoice in Task. 
Submitted Quote and Invoice cannot be updated. 
However, you can create additional invoice to debit / 
credit the invoice amount. 

 
 
 

 

Commented [A10]: 20230208 Updated image for Tested Test 

Matrix 
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11 Lab Admin: Re-Assign Lab Location 

      (Task List page)  

Select specific task to re-assign lab location.   
Select ACTIONS>Re-Assign Lab Location. 

 

 
 
 
 

Select another Lab Location and CONFIRM. 
 

 
 
Note: Lab Admin can re-assign lab location only after quotation 
is confirmed by vendor. 

 
 

  

 

 

 

Commented [A11]: 20230208 Updated image for Tested Test 

Matrix 
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12 Task Status Overview 

(Task list)   

 

   

 
 
 

 
Test Task is created after vendors acknowledge 
and quote for Prime SKU. 
 
Each Test Task for one Testing Country for 
single SKU. 
 
You can view individual Test Level Result for 
each test task for Prime SKU. 
  

          Non-Fail result 

• Fail result 

• Pending result 

• Not requested 
 
You can view the Progress for each test task. 
 
You can filter Vendor Name which is sorted in 

alphabetical order.  
 

    

 

Commented [A12]: 20221205 Update from "Pass" to "Non-

Fail" result. 

Non-Fail covers Pass, Information Only and Not Applicable. 

Commented [A13]: 20221205 Updated from "Not applicable" 

to "Not requested" 

Commented [A14]: 20230208 Added Vendor Name and Sort 

Vendor Name in alphabetical order for Vendor Num / DESC 

table filter. 
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13 Test Matrix 

      (Test Matrix page) 

Overview of Test Matrix, where you can view/export the test item details and view the change log. 

   

 
 

       change log 

    export 

 

 

 

 

Commented [A15]: 20230208 Added Fabric Program-US Test 

Matrix 

Commented [A16]: 20221205 Added "Export" test matrix 

feature 
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13 Appendix 

 

TRF Template 
 RH_EXPORT_TRF_TE

MPLATE.docx  
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       TEST REQUEST FORM




		*IMPORTANT NOTE: 
ALL BABY & CHILD AND TEEN ITEMS MUST HAVE A PASSING REPORT BEFORE THE PO(s) CAN SHIP*  




		A. APPLICANT (VENDOR/SUBMITTER) INFORMATION



		COMPANY NAME:

		



		ADDRESS:

		



		CONTACT PERSON:

		

		E-MAIL:	

		



		PHONE:

		



		



		B. BILLING INFORMATION



		COMPANY NAME:

		



		ADDRESS:

		



		CONTACT PERSON:

		

		E-MAIL:	

		



		PHONE:

		



		



		C. SAMPLE SUBMITTER INFORMATION



		CONTACT PERSON:

		



















		E-MAIL:	

		





















		PHONE:

		





















		



		D. PRODUCT INFORMATION



		BUYER NAME: 

		RESTORATION HARDWARE



		ITEM DESCRIPTION:

		



		ITEM/STYLE NO:

		



		VENDOR STYLE NUMBER:

		

		VENDOR ITEM DESCRIPTION:

		



		DEPT NUMBER :

		

		COLLECTION:

		



		MANUFACTURER :

		



		DATE SAMPLE MANUFACTURE (YYYY-MM-DD):

		



		COUNTRY OF ORIGIN: 

		

		PROCUREMENT ENTITY :

		



		IS IT A KID’S PRODUCT? :     Yes/No

IS IT A TOY?:               Yes/No

IS IT A CHILD CARE ARTICLE?  Yes/No



		



		E. TEST REQUEST 



		ICW TASK NUMBER: 

		



		TEST PROGRAM:

		



		TEST TYPE 

		REGULATORY TEST/QUALITY TEST



		TEST SAMPLE TYPE: 

		Finished good/Component



		SELECTED LAB: 

		



		LAB LOCATION: 

		



		SERVICE REQUEST: 

		



		DO YOU HAVE ANY IN-HOUSE TEST REPORTS OR RECENT REPORTS FORM A 3RD PARTY ACCREDITED LAB FOR THIS PRODUCT? 




		RE-TEST, PREVIOUS REPORT#



		REMARK : 

· SAMPLES WILL NOT BE RETURNED WITHOUT FURTHER NOTICE UNLESS SPECIAL REQUEST.。

· ALL TEST REPORT ARE WRITTEN IN ENGLISH UNLESS SPECIAL REQUEST. 



		DATE日期:

     





		AUTHORIZED SIGNATURE & COMPANY CHOP公司盖章及代表签名:

     











DECLARATION: This document is direct exported from system. International Compliance Workshop Limited (ICW) has no responsibility for the accuracy, completeness and correctness of all information provided by applicant.
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