Clean Air Furnace Rebate Program Processing Guide

Things to look for on an invoice: 
1) Customer’s full information (first and last name | installation address)
2) Purchase / Installation Date
3) Furnace Manufacturer, Full Model # & Full Serial #
4)  Total cost of installation (no need for a break down) **before discounts
5)  (CONTRACTORS ONLY) The full rebate amount deducted from the total invoice **price must clearly be labeled as CLEANair Furnace Rebate(see below for additional requirements when the payee is the contractor)
Rebates to Review:
· Upload Documents 
· Check the check box
· Click on “[image: ]” 
· Verify customer’s first and last name
· Applicant First and Last name will always be the customer’s name
· Verify the installation address 
· If the mailing address is spelled incorrectly, reach out to Jamie or Laurie to update it after you’ve finished processing the rebate
· The mailing address may be different from the installation address
· Verify Payee
· If applicant (make sure the customer’s name matches the invoice)
· If contractor
· [bookmark: _GoBack]a Customer Release Form must be provided (see attached customer release form & checklist)
· If everything is correct, you will change the “Payee” dropdown to Contractor and select the correct contractor, or add their information to the system if they are not yet listed (the contractor’s logo & address information is usually on the invoice). 
· Under product information click “[image: ]”
· Verify installation date, brand, model & serial # and total cost
· If there is more than 1 furnace installed, you must take the whole total cost & divide it by the number of furnaces
· Once complete click “Update Product” 
· Date processed must always be today’s date
· Notes should be “Processed. Complete.” then “Save & Continue,” unless paperwork or information is missing
· If anything is missing, you may code the application by clicking on “Edit Status” 
· “select reject code” (see attached) “product” “comment” will be noted as NONE. “apply reject code” 


Rebates with New Docs:
· Click on “Upload Documents” then check off all check boxes. Click “[image: ]”
· Look for what’s needed (see notes on the right side)
· If everything is correct, click “edit status” then check off the “override”
· Update notes by typing in “rcvd __, complete.” then “Save & Continue”  
· Give the application a brief review to make sure everything seems to be correct and ready for processing
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