BUNNserve

Working with Work Orders and Submitting Claims

Job Aid

This document provides instructions for Working with Work Orders and Submitting Claims.

Steps - Logging in to Bunnserve Plus Portal

To log in to the Bunnserve Plus Portal to work with Work Orders, follow these steps:

Steps  Action ‘ Screen Image
1 e Enter your user name “email
address” & htips://bunnportal.force.com/Partners/bgin
e Enter your password
e Click the Log In button
2 Click the Work Order tab.
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Steps
3

Action

e Inthe “Search All’ box, type in any
portion of the work order number
and click the Go! button
or

e Select a predefined view from the
drop-down menu

e Click the Go! button

‘ Screen Image
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order, close out both of them through
the parent work order.

e Black arrow indicates current view is sorted by City

e Parent work order will have a green
bar across the title

e All buttons are available to manage
work order
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Steps - Accepting and Rejecting Work Orders

To Accept and Reject Work Orders, follow these steps:

Steps  Action ‘ Screen Image
1 To accept a work order, click on the ‘ , . ,
"Accept WO" button. Enter your ETA Accept Reject Log Log Enter Submit
Date and Time. Click Save. wo WO Arrival Departure Readings Claim
Accepl Work Order -- WO-00280463 - Parent
ElEl—
.m FUAOue Vo | SEEOTAZ00 P 1502017 T14PN] Order Type . Senice
2 If you are not able to accept a work

order, click on the "Reject WO"
button. Choose the appropriate
reason from the Tech Declined
Reason menu. Click Save.

Enter Submit

Readings Claim

Accept Reject Log Log
wo WO Arrival Departure
T

Reject Work Order — WO-00280463 — Parent
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Steps - Log Arrival, Log Departure, Enter Readings

To Log Arrival, Log Departure, and Enter Readings, follow these steps:

Steps
1

Action

Type in Actual Onsite Response
date and time and Actual Restoration
date and time.

Actual Onsite Response is when you
arrived at the site and Actual
Restoration is when you finished the
work.

These times DO NOT have to be in
fifteen minute increments as before.
If the technician is checking in and
out of the work order while onsite,
these times will already be here
when you go to submit your claim.

They will be actual times that were
time-stamped throughout the
process. These times will not
automatically drive the number of
labor hours you are being paid for.

Click the Save button.

Accept Reject Log Log Enter Submit
\"['/e] WO Arrival Departure BEEGINE Claim

Work Order Header

[Readmgs required for this Product ]

~ Work Order Information

Location Name  WESTERN ILLINOIS UNIV Order Type  Service by
Verified SN . [ET0ETTENEE Verifed @
Verified Modsl  [BEVW3 Espresse

Actual Onsits  1/19/2017 12:30 PM [ 4412/2017 10:19 AM ] Astal - 1/19/2017 1:02 PM [ 4£12/2017 1019 A0 ]
Respense Restoration
Verifisd Product  [Seatle Best Repair Cods | __None— .
Brand

Work Status | Completed - Jasmine Douglas Jacksol

Service Signed
By (First AND
Last Nama}

NumBer of Trips Muriple Trip | .-None- -
aasen

Notes | Steam want was cleaned and tested. No More
issues

Complete the Log Departure
information:

o Fill out all fields that pertain to the
machine serviced and the work
performed

o Verify SN & Model on machine
repaired, and check the Verified
checkbox

Note: If you do NOT agree with the
data, change it and then click Verified

The Actual Onsite Response and
Actual Restoration will already be filled
in if your tech did this while on site. If
not, fill it in now.

Enter the Verified Product Brand if
applicable to this work order. This will
be the name of the product being used
in the machine.

Select the appropriate Repair Code
from the dropdown menu.

Select the appropriate Work Status
from the dropdown menu.

Log Departure -- WO-00239449 -- Parent

Although not required, venfying the Serial Number and Model and checking the Verifiad cheackbox will Relp to ensurs that your claim is frae of
@rTors and processed as quickly as possible

’Q)l
Enter
Sancel Readings

‘Work Order Header

[ Readings reauired for this Product )

+ Work Order Information
Location Name _ WESTERN ILLINOIS UNIV Order Typs - Service
= 50050545 | | Verified ¥

Varified Model  BaWS3 Espresso

Actual Onsita  1/18/2017 12:30 PM [ /122017 1019 AM | Astual (1/19/2017 1:02 PM [ 4/12/2017 10:19 A |

Response Restoration

Verified Product  Seatle Best Repair Code | __None— id

Work Status | Gompleted B Sepvice Slaned  Jasmine Douglas Jacksol
La

Number of Trips Multipls Trip | _None— -
Reasen

Netes  [Steam want was cleaned and tasted. No More
issues. C

=i

Child Work Orders

Enter First and Last name of the
person that signed for the work.

Note: Capture this information each
time as it makes things easier when
researching work orders for customers
when you have a name and not
“Manager’.

¥ Work Order Information

Service Signed By
{First AND Last Name)
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Steps  Action ‘ Screen Image

4 Enter Number of Trips

Act:zlsozzist: 1/19/2017 12:30 PM [1/31/2017 1:38 PM ]
Record the number of trips and what K

the reason was for the multiple trips, (if Actual Restoration 17192017 1:02 PM [1/31/2017 1:38 PM ]
applicable).
Number of Trips
Enter “Notes”. This is the service work

that was performed by the technician. Multiple Trip Reason | __None.- v

Click Save when done.

5 After you have Logged Departure and

marked the work as completed, the Accept Reject Log Log Enter Submit
work order will now be in “Resolved” o o Oz ) RGO § GEEUD | CHD

status.
You can how move to the next blue Update Readings -- WO-00239449 - Parent
button to “Enter Readings” if
applicable to the machine that was
serviced.
Work Order Header
Click on the Enter Readings button v Roadings
and enter the Shot Count and any vermess

Shot Count 18 820 @——— sofwareVersion  __None--

Cleaning Count

other fields that show.

Child Work Orders

Once the Log Arrival, Log Departure and Readings have been entered, you are now ready to submit your claim.
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Steps - Entering Claims
To Enter Claims, follow these steps:

Steps  Action

1 To enter a claim the:
e  Work Order must be in the
“RESOLVED” status

If Claim has already been Paid, all the
buttons will be inactive and the Claim
Status will show Paid

Note: If the Submit Claim button is
not available, check order status

Order status | Accepted by SA

‘ Screen Image

Accept Reject Log Log Enter 'Submit
WO WO Arrival Departure Readings Claim

\Work Order History 1101 | Open Activies [ | Activity Historyiol | Chil Work Orders (01 | Notes & Atachments 1

Work Order Detail

Edit | Clone  Sharing

Claim Status

Claim Status Faid

2 Once the Work Order is Resolved and
the readings have been recorded,
click the Submit Claim button.

Note: This brings you to the Claim
Submission page.

Gray Buttons

Cancel — Used to cancel out without
saving and go back to the work order
page. This will take you out of the
Claim Submission screen.

Save — Saves the work that you have
done but “stays” on the current page.

Save and Next — Saves the work that
you have done and takes you to the
next page.

Accept Reject Log Log Enter
wo WO Arrival Departure Readings

Submit
Claim
A
Claim Submission -- WO-00239449 -- Parent
Add Add Add Add
Part Labor Travel Expense

Child Wark Orders | Work Details

Save
Cancel Save and
Next

Work Order Header

¥ Claim Status

Claim #/Partner
Invoice #

Claim Status

Parent Work Order

¥ Financial Review

Total Payable Parts  $0.00 Total Payable Travel  $0.00

Total Payable Labor  $0.00 Total Payable  $0.00

Expenses
Total Payable Amount  0.00
NTE  $500.00

Concession Number

¥ Work Order Information

Service Signed By
(First AND Last Name)

Order Status  Resolved

Problem Description  TAKING TOO LONG FOR A DRINK - THE OrderType  Service

STEAMERS |5 NOT WORKING CORRECTLY

Actual Onsite /192017 12:30 PM [ 13172017 1.38FM ) Location Name  WESTERM ILLINOIS UNNV
Response
Actual Restoration  [1/19/2017 102 PM [ 1312017 1:38 PM ] Member Name _
Number of Trips Verified Product  Sgatie Best
Brand
Multiple Trip Reason  _None.. v

. . S;‘;e Add Add Add Add
ance Ve Next Part Labor Travel Expense
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Steps

Action

In the case of a parent work order with
children, it will take you to the next
“child” work order, where you will file
the claim for the child the same as you
have done for the parent. Once you
have entered all of your data for the
parent and all of the children work
orders, this button will take you to the
Final Summary Page prior to
submitting your claim to BUNN.

‘ Screen Image

Enter in your claim #

This number must be unique for each
work order. If you have a parent and a
child, they must still be unique. If both
machines are on the same claim
number in your system, you can make
them unique by putting an “a” or “b”
after the number or “-17, “-2”, etc.

Claim #/Partner
[} Invoice #

Enter Asset Tag Number

Enter Asset Tag number, if applicable.

Asset Tag

Click “Save”.
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Steps - Adding Work Details

NOTE: The blue buttons are used to add work details to a claim. These include Parts, Labor, Travel and

Expenses.

Adding Part Details:

Steps
1

Action

e Click the Add Part button to enter a
Parts detail line. Parts Details will
have a blue banner. Enter in a
BUNN part number or Part
Description. You can also use the
magnifying glass to search for a
product.

e Enter in the amount that you want to
be paid in the Claim Price Per Unit
box.

Note: If you are posting 2
sprayheads, enter the price for one
sprayhead and it will calculate the
amount to pay for the two
sprayheads.

e Enter Line Qty used for this part.

Note: Typically this field will be 1, but
if you used two sprayheads, you
would use a Line Qty of 2.

‘ Screen Image

Save
and

Add Add Add Add
Part Labor Travel Expense

Cancel Save

Next

Work Details

Delete Line

Part Q)

RMA Status rt Does Not Require Return
Line aty/" 10,0000
Payable Line Prife  $0.00 ?

Parts - WL-00500238

Consigned Part
Claim Price Per Unit

Line Oty

0.0000 T

If the part entered requires return to
BUNN, the RMA status will indicate that
the Part needs to be returned to BUNN.

If you are using a part that is consigned
to you by BUNN (or sent out to you no-
charge for a project):

e Check the Consigned Part box
to indicate that you are using
the part from your inventory that
we are tracking.

NOTE - You can only “consume” one
consigned part per “Save”. Therefore, if
you have multiple part demands on an
order, and all of them are consigned,
then you will need to hit Save in
between adding each part so that the
logic can consume one part at a time
from your stock.

Once you click “Save” the Payable
Line Price will calculate the amount
that you will be paid for the part shown.

Work Details

Delete Line

Part . 40670.0005 Q

RMA Status  Part Does Not Require Return

/ LineQty |1
Payable Line Price  $0.00 @————

Parts -- WL-00500238

Consigned Part 4—

Claim Price Per Unit 1 1

Line Gty 00000
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Steps  Action

‘ Screen Image

3 When adding parts for competitor )
equipment, (like AMW, Grindmaster, Save Add Add Add Add
. Cancel Save and
Fetco, or CUTtIS), | Next Part Labor Travel Expense
e Click the Add Part button. 2
e Click the magnifying glass where R
you would enter a part number.
Delete Line
Part C&I
RMA Status ~ Part Does Mot Reguire Return
Line Gty |0 0000
Payable Line Price  $0,00
4 When the window opens, go to the “Filter ®
By” section *, Lookup
e In the first drop down menu, change it [Searct | | Get
to “Manufacture P/N. Filter by | Manufacturer P/N v | | starls with v | |A536-009
Y |n the next drop dOWﬂ menu Change |t ou can use " az a wildcard nex| to other characters to improve your'fearch results.
to “Starts With”.
e Enter the Competitor Part Number.
e Hit“Go!”
5 Click on the Product Name and your part | [ ruy viewsd products
WI” be ad?ed s « ) ) " Product Hame Product Humber Product Category Customer Specific?
En'.:er the Llne Qty’ and Clalm Pr|Ce Per SOLID STATE TSTAT155F TO 205F 364381090 Farsraccess Categ
Unit. \
Hit “Save”.

Adding Labor Details:

Action

Click the Add Labor button to load a
labor detail line. Labor Details have a
yellow banner.

Steps
1

Select Regular, OT, or Holiday
from the Servicer Rates
dropdown menu.

Enter the number of Labor hours
that you want to be paid for.

Hit “Save”

Note: BSP automatically calculates what
to pay based on the Service Rate type
that you chose and the number of hours
you entered. The payable rate comes
from your contracted rate with BUNN.

‘ Screen Image

Cancel Save ‘

Save
and
Next

Add Add Add Add
Part Labor Travel Expense

Work Details

Delete Line

Servicer Rates  Regular v
Line 0ty 1 0000

Payable Line Price  $35.00

Labor -- WL-00421208

Payable Rate (per unit)  $3500
Line Oty  1.0000

Vendor Rate/Project

Vendor Rate Project field

If you see a value in RED for Vendor
Rate/Project, our records indicate that
you have a flat rate agreement with us for
this particular work.

Enter “1” in the Line Qty field to get paid
your flat rate amount for this work order.

Delete Line

Servicer Rates  |Reguiar v
Line Oty 1 0000

Payable Line Price  $70.00

Labor -- WL-00421228

Payable Rate (per unit)  $70.00

/

Vendor Rate/Project = SBUX LS INSTALL PRIMARY

Line Qty 10000

Page 9 of 12



Adding Travel Details:

Action

Click the Add Travel button to load a
Travel detail line. Travel details have an
orange banner. If you had multiple trips,
you should add one Travel demand for
each trip.

Travel field — Select Hourly or
By Zone

Servicer Rates — Select Regular,
OT or Holiday rates

Travel Qty — Enter number of
hours travel. Use 1 for Zone rates
Hit “Save”.

Steps
1

Note - BSP will automatically calculate
what to pay based off of the options that
you chose and the Travel Qty that you
entered. The Payable rate comes from
your contracted rate with BUNN for those
options.

‘ Screen Image

Cancel Save

Save

and
Next

Work Details

Delete Line

Travel

zone1
Servicer Rates

Travel Oty 10000

Payable Line Price  $55.00

Regular v

v

«—
«—

B ’ a
Add Add Add Add
Part Labor Travel Expense
|

Payable Rate (per unit)  $55.00

—

Travel Qty  1.0000

Choose if you are billing “Hourly” or By “Zone”

Adding Expenses:

Steps  Action

1 Click the Add Expense button to load an
Expense detall line. Expense details

have a purple banner.

Select Expense Type: Airfare,
Tolls, Lodging, Tax, Parking, or
Shipping

Enter amount (per unit) that you
want to be paid in the Claim
Price Per Unit field

Enter Quantity in the Line Qty
field

Enter any Comments in
Comment section

Hit “Save”.

‘ Screen Image

Cancel SEV)

Save
and
Next

Add Add Add Add
Part Labor Travel Expense

Expense Type

--None--

Claim Price Per Unit
Line Gty . |0.0000

Payable Line Price  $0.00

Comment

Payable Rate (per unit)  $0.00

T

Line Gty 0.0000

Steps | Action

‘ Screen Image

When you are done entering in all of the
demands, and have verified the total
shown in the Financial Review screen
section is correct, click the Save and
Next button to go to the Child Work Order
or to the Final Summary page.

Cancel Save

SE
and
Next

Add Add Add Add
Part Labor Travel Expense
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Steps - Entering Claim on Child Work Order

To Enter a Claim on a Child Work Order, follow these steps:

Save
and
Next

Cancel Save

Add Add Add Add
Part Labor Travel Expense

Steps  Action ‘ Screen Image
1 If there is a Child WorK order, you will be Claim Submission — WO-00246363 — Child
taken to a claim submittal page for the
Chlld [Child Work Orders %l.quﬂ_e!ads \
S0 Add Add Add Add
Note - Child work order header changes to :2:,
ORANGE and the Child WO order number | ———m ——m—— M M0}~ — —— — — — —
iS IISted Work Order Header :
« Fill out the Child Claim with a UNIQUE R e
Claim or Invoice #.
Reminder - Do not use the same claim
number as the Parent WO. If you have
them under the same claim number in your
system add an “a” or an “-1” to the claim
number listed on the Child.
2 When you are done entering all of the -
demands on this child work order, and you and
are happy with the total that was shown in Next
the Financial Review Section, click the
Save and Next button to go to the next
Child Work Order (if there is one) or to the
Final Summary page.
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Steps - Reviewing the Financial Summary and Submitting Claim

To review the Financial Summary and Submit Claim, follow these steps:

o o Sa"::’ Add Add Add Add
ance ave Next Part Labor Travel Expense

Steps  Action ‘ Screen Image

1 ¢ Review the fields on the Parent and
Child work order. Submit
e If you agree with totals calculated for Claim

each claim, Click the | agree to Claim
Amounts check box, then click
Submit Claim.

Work Order Financial Review

Claim Details for the

e If you DO NOT agree with the totals Parent Work order
that are showing for what we are going

to pay for each claim, click the “I { e

contest the claim amounts” check i o e : e
box and type in a reason for why you . o
believe the totals are incorrect. Then

hit the “SUBMIT CLAIM” button to -

submit the claim to BUNN for review.

2 Once you have filed your claim through 2 Child Work Orders o ok e
BSP’ you can attach your‘ baCk-up d""ectly Action Work Order Number Product Installed Product (SN) Verified SN Account Order Status Order Type Created Date Claim Status Invoice Status
to the work order. ot woo0a77es  MMSTREMABISE 40050063 o BEANONT  Resolved Semice:  itaory  METUIREIRr ot imoiced

e Click Notes & Attachments link

HOSPITAL
q . Claim wo
. Accept Reject Log Log Enter Submit
" Choose Attach Fle

Note - Follow the 3 steps presented to You | [itess atachmens e tte AtaEle Ve A1
on the screen to attach the appropriate file st o T
Edit| Del Note 1/13 PER DENNIS AT SP OFFICE, WRITING UP A QUOTE, WILL BE CONTACTING BUNN FOR AP 1132017 4:59 PM  Taylor Watkins

directly to the work order.

This completes the process on How to Submit a Claim.
If you need assistance with your Username and Password, contact: Connie Silva 1-217-585-7886.
For help or assistance with entering your claim, contact: Lisa Graham 1-217-585-7074.

If you need additional training, contact: Cheryl Formea 1-217-585-7734 or Chad Formea 1-217-585-7899.
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