MWD Residential Device Processing Steps
1. Upload Documents:  Check your boxes
a. Checking the boxes verifies that the document has been viewed.
b. Unchecked boxes will skew the number of rebates in the new docs queue. 
2. Open Uploads
a. Make sure that you open all uploads.
b. You may need to scroll down for additional pages. 
c. Missed documentation could result in an upset customer. 
3. Edit Device/Review Sales Receipt
a. 
b. If there is no receipt, you will need to add the NR code under “Edit Status”. 
c. Model:  Verify Brand/Model is on the sales receipt and it matches what is in the database. 
i. You may need to go on the store website to convert the SKU/item number into a model number.
ii. If unable to convert the SKU/Item number or there is no model number on the receipt, then leave Brand and Model in the system that customer entered.
iii. (You will have to add a request info code "MN" to Edit Status if you are unable to verify the Model Number on the sales receipt)
d. Quantity:  Verify customer entered the correct quantity.
e. Cost:  Verify customer entered the correct cost.  
i. It must be the total cost of the device(s) BEFORE tax.	
ii. Make sure to enter the correct cost based on the quantity (i.e. customer bought 2 toilets $88.00 each,  quantity would be 2 and Cost would be $176.00) 	
f. Purchase Date:  Verify sales date on the receipt matches what the customer entered.
i. If no year on Home Depot receipts, ok to process and assume current year
ii. The customer has one year from their purchase to submit their application. 
1. The TM code will automatically be applied if the timeframe from the purchase date to the date they submitted the application is over one year. 
g. Select “Update Product” to save the changes. 

4. Store Information:  
a.  Enter in Store Information
i. Enter store name, number and mailing address
1. Smaller stores with no store number = enter the city
ii. Store city and state will auto populate once the zip code is entered
iii. If the store city populates incorrectly, send an email to leads. 
iv. Online purchases:  Name = Website (i.e. homedepot.com), Number = online, everything else will be blank. 
5. Review Water bill
a. Agency:  Verify that the customer selected the correct water agency and division (if applicable)
b. HOA:
i. The only time we can accept an ELECTRIC bill is for Water and Power customers who are Multi Family or HOA.  (LADWP, Burbank Water & Power, Glendale Water and Power, Azusa Light & Water, Pasadena Water and Power (same as City of Pasadena) )
ii. If there is a unit number, reference to HOA or property Management Company, then process as an HOA Multi-Family customer.
1. If no additional information is needed you will need to add the HV code and add to HOA spreadsheet
2. If additional info is needed (PF for example) request those items first and put in your notes once items received, needs to be added to HOA list.

c. Name:  Verify customer has entered in their First and Last name correctly 
i. We can only allow one first name on the application
ii. If name on application is different than the name on the water bill, then you must give it a DN code and add a comment stating the name on the water bill.
iii. Exceptions:  If last names are same and first names are different, okay to process. OR if we have written permission from account holder stating it is ok to pay the home owner, ok to process.
1. For LADWP only, first and last name must match. 
2. Derivatives of a name are acceptable for LADWP customers.  Matthew/Matt
iv. If the name on the water bill is a business name then verify on Zillow.com and/or Google to see if it is commercial property or residential.
1. If the property is commercial, then it will be denied since this program is residential. If they have not purchased then they can apply under the Commercial MET program, but usually they have already purchased at this point. (May need to be elevated for purchasing before they made their reservation)			
d. Service address:  Verify the SERVICE address on the water bill matches the INSTALL address in the database, if it does not match then add AA code in “Edit Status”
e. Mailing address:  Verify the mailing address is accurate.  
i. Unit number should appear in the Apt Unit field and not the Mailing Address field. 
ii. Make sure there is a # before any unit numbers
iii. Check for any other abnormalities such as a zip code or email address.
f. Account number:  Verify the customer has entered the account number correctly.
i. Add preceding zeros
ii. Do not include any spaces or special characters
iii. Include any letters
iv. Make sure you are entering the account number and not the customer number  (sometimes the numbers are combined, in this case, you would enter both)
g. Water usage:  Verify the water bill shows water usage.
i. If the water agency specifically indicates in its name that they service water, water charges are not required on the bill (Park Water Company for example)
ii. If the agency name does not specify it is a water company (City of Upland for example), you should use WC to request water usage
h. Bill date:  Bill must be within 6 months from when they created the application. 
i. If the bill is beyond 6 months, use 6M code in “Edit Status”
ii. You can calculate the duration by using this website: https://www.timeanddate.com/date/dateadd.html  

6. Add codes (if applicable) under “Edit Status”
a. If any information in the application is missing 
b. Or if information does not seem correct
c. To add a code, select the reject code from the drop down and add a short comment.  
d. Select “Apply Reject Code” to save the changes.  Once all codes have been applied, you may exit out of that window.  
7. Date Received:  Add the date the application was submitted (Postmark Date).
8. Add Processing Comment
a. You must add a comment in order to submit the application 
b. Make sure your comments make sense and are easy for anyone to understand.  This will help the CSR who takes a call from the customer. 
9. Submit application by selecting “Save & Continue”
10. Visually review rebate amounts for accuracy
a. Check MET funding 
b. Check Member Agency funding (if applicable)
c. Check Retail Agency funding (if applicable) 
d. Check Grant funding (USBR, if applicable)
11. Visually review status for accuracy
a. Check to see if any additional reject codes populated when the application was submitted. 
b. If review status is incorrect you will need to notify a lead/supervisor to have it updated.  
c. If review status is correct you may move on to the next rebate.   Notifications will automatically be emailed to the customer notifying them of their status. 





Device Specific Notes
1. Clothes Washer (CW)
a. May only apply for 1 Clothes Washer
b. Must be listed on the CEE website:    https://www.cee1.org/ 
c. When washer and dryer are purchased as a pair, ok to divide the cost in half
d. DM can be overridden if previous rebate was for a different customer

2. Toilets (PHET)
a. May apply for as many toilets as there are bathrooms in the residence.  You may need to verify online if numbers seem unreasonable (generally 4 or more toilets would be questionable)
i. Property Records for LA County:  http://maps.assessor.lacounty.gov 
ii. Property records for the city of LA:  http://zimas.lacity.org/ 
iii. Zillow:  www.zillow.com  
b. Must apply for all toilets on the same application
c. Must be replacing an existing toilet of 1.6 gpf or more (new construction not eligible)
d. Must be MaP tested (1.1 gpf or less) https://www.map-testing.com/  
e. For dual flush toilets, the average flush must be 1.1 or less 
f. You may see a model number for the tank, one for the bowl and a combined model number.  You can also find the combined model number on the EPA WaterSense website https://www.epa.gov/watersense/product-search

3. Irrigation Controllers/Soil Moisture Sensors (WBIC/SMSS)
a. Cannot receive a rebate for a WBIC and another rebate for a SMSS (same category)
b. Must be EPA Water Sense certified:  https://www.epa.gov/watersense/irrigation-controllers 
c. Rebate determined by lot size
i. Under one acre:  Flat rebate amount
ii. One acre or more:  Rebate is per station
iii. If Customer indicates one acre, this must be verified online
1. www.zillow.com      www.redfin.com      www.realtor.com 
d. Can combine cost of add ons

4. Irrigation Controller + Add On
a) Cannot receive a rebate for an Irrigation Controller + Add On if they’ve received a rebate on WBIC or SMSS 
b) May apply for Add-On by itself if they have not previously received a rebate for a controller. The rebate for the add-on is up to and will not exceed the cost of the add-on as shown on the receipt
5. Hose Bib Irrigation Controllers
a. The customer can apply for a maximum of 2 for each device.  An application for 2 Hose Bib Controllers and 2 WBICs would be acceptable.

6. Rotating Sprinkler Nozzles (NZ)
a. Must purchase a minimum of 15 nozzles
b. If less than 15 nozzles are purchased, add the MQ code and indicate in your notes the actual quantity.
c. All rotating sprinkler nozzles qualify  (any new models need to be approved by MWD)
d. Must combine all models onto one line item and add up the total cost

7. Rain Barrel/Cisterns (BA/CE)
a. Cannot receive a rebate for a Rain Barrel and another rebate for a Cistern (same category)
b. May apply for 2 rain barrels or 1 cistern
c. Rain Barrels must be a minimum of 50 gallons.  If receipt does not specify, we assume 50 gallons
d. Cannot be home made
e. RainBarrelsIntl.com receipts can be in word doc format 

