Consumer FBD Rebate Processing 
1. Login to: https://egiarps.conservationrebates.com/gmana/index.php?user=logout 
2. Select the rebate program
3. Pres “Rebates To Review” 
4. Sort by Dealer
5. Copy and Paste all rebates to an excel sheet
6. Copy the first rebate number from the excel sheet on to the search engine of the rebate portal. Then press Search.
7. Open Dealer Information on the rebate claim 
a. Verify dealer is enrolled in financing with EGIA via SalesForce
b. Verify if dealer has a current PAP and what’s the incentive level & product
c. If Daikin - Verify dealer is DCP. (You can verify DCP using one of the following: DCP list we receive from Daikin, Dealer locator website, or Sales Force) 
8. Open all attachments on the rebate claim. 
9. Open Installation Information
a. Verify all information entered on the rebate claim matches the information shown on the supporting documents. (CX first name, last name, and install address) 
10. Under Product information 
a. Open the product information by selecting the Paper & Pencil icon. 
b. Verify all information shown on the product information section matches what’s shown on the supporting documents.  
i. All models  are listed on the invoice
ii. Verify serial numbers match NOTE- if invoice is missing the serial numbers, its ok as long as we can verify a valid combination between model and serial number on Goodman site.  https://securenet.goodmanmfg.com/ login: goodman PW: dealer 
c. Enter Purchase Price (total amount shown on invoice) 
d. Enter Purchase Date (Date shown on invoice) 
e. Verify install date matches dates shown on invoice
f. Press submit product 
11. Verify Funding 
a. Verify Contractor name is listed on the FP 
b. Verify CX name/install address match 
c. Verify dispersed funded amount matches App 
i. GK:  verify on our copy of the Daily Approval Decline Reports from GK or if dealer submitted copy of Settlement Report make sure dealer number matches what’s shown on SalesForce
ii. WF/EN :  ACH verify dealer number matches 
iii. Service Finance: Should say EGIA 
iv. Foundation Finance: Confirmation Email

12. Verify Rebate amount is correct based on the rebate incentive. 
13. Apply any reject codes needed 
a. Reject Codes
i. Select code from drop down 
ii. Make comment 
iii. Select “Apply Reject Code” 
iv. Close reject code window. 
14. Add any necessary notes to the rebate application
15. Enter Date Received: should be the same date shown under the Post Mark Date 
16. Enter File #: ONLINE
17. Press “Submit”
18. Finish processing all rebates for this one contractor. 	
a. NOTE- if any of the processed rebates are requesting additional information we need to send an email to the contractor notifying them of what’s needed to move the claim forward. 
19. Go under Outlook make sure you are under the dealerrebates@egia.org inbox. 
a. Start a New email  
b. TO: copy and paste the primary email shown under the Dealer Information Tab of the rebate claim. 
c. CC: Copy and Paste the Alternative Email form the rebate portal 
d. Subject: Additional Information Needed for ___ rebates.
e. Body: 
i. Hello,
ii. The following rebate applications are requesting additional information.
iii.  Rebate claim number:  Homeowner First & Last name
iv. Explain what’s needed. 
v. You may send additional Information by uploading them to the rebate application. 
vi. Thanks, 
vii. [bookmark: _GoBack]Signature
